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Amendments and New Polices

501 (page 500-1) - Departmental Hours 4 the absence of the Department Hehd, Town
Supervisor and the Town Board reserve the righptmrove all “flex-time” schedules&mended
August 11, 2010.

701 (page 700-1) Highway Department Stepped Salary Struciesv policyadopted April 13,
2011.

701 (page 700-1) — Highway Department Stepped Sajabtructure — NewHighway Department
Employeesstart asitherlaborersor MEO'’s (Motor Equipment Operator).

a. Laborers are hired at starting salary within a ratege specified in the Organizational
Resolutions of the Town Board set in January oheear.

b. MEQO'’s start at a Hire Rate and after 90 days rexaivincrease to a Working Rate, both as
specified in the Organizational Resolutions. Theitebe an annual increase per year for
three years until reaching a minimum rate specifiettie Organizational Resolutions.
Amended March 14, 2012.

703 (page 700-2) — Call-In Pay

Compensation — In the event an employee is catiidwork outside of the employee’s
scheduled work shift, the employee shall receim@ramum of fourand one half (4.5hours pay at
a rate equal to one and one-half times the empleyegular rate of pay. If an employee is called
in with fewer than four hours prior to starting gnthe employee is paid only for time work&ds
one-half hour (.05) Amended December 27, 2010.

704 (page 700-2) Birect Deposit of Pay Checks- Employees may choose to have their paycheck
deposited into their checking or savings accourgldymitting their bank information to the Town
BookkeeperNew policy June 8, 2011.

805 (page 800-5) — Medical Insurance — When Covem@egins -Coverage will begin upon
completionand processing of any necessary enrollment apilicataterials for employees.
Amended March 14, 2012.

809 (page 800-10) — Use of Sick Leave Credit®\r employee may draw from the employee’s
sick, accrued vacation and othleave credits in conjunction with Workers’ Com pegtitsn
payments to equal, but not exceed, the employegidar daily rate of payAmended August 11,
2010.

810 (page 800-11) — Worker's Compensation BenefitsUse of Sick)Vacation and other Accrued
Leave Credits — An employee may draw from the eyg#s sick,vacation and other accrutgve
credits in conjunction. Amended August 11, 2010.

814 (page 800-12) — State of New York Deferred Camsption Plan Adopted December 8, 2010.

907 (page 900-8) — Smoking — RestrictionsSmoking is prohibited in all Town Buildingsd
vehiclesAmended. August 11, 2010
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100 INTRODUCTION

101 Welcome Message

We would like to welcome you and congratulate yauyour appointment to a position with the Town ofiEld.
As a part of our team, you take on an extremelyoirigmt role, that of serving the members of our camity.
Together, our mission is to provide cost-effecgeevices that conform to the highest standardsiality.

This Employee Handbook is designed to familiariaa with your employment and to help ensure govenime
compliance, foster positive employee relationshgpsl contribute to the overall success of the Towdelivering
services to the public effectively and efficiently.

Please keep in mind that this is only an overviéthe Town’s policies and procedures, employee fisnand the
Civil Service System. Specific questions concegr@mployment matters should be addressed to yoparfraent
Head.

We trust that you will find service with the TowhBnfield rewarding both personally and professligna
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102 Our Heritage

The area known as Enfield was first settled in 1894ohn Giltner. The area was first registered @aswn in
November 1820 and Enfield was officially registeveith the State of New York on March 16, 1821. Toavn
was formed from thirty-six lots of the southerntgmr of Military Township lot no. 22, Ulysses.

Agriculture was a way of life for most residenBy 1865, 80 percent of the Town'’s land was useddmming. By
1866, five sawmills operated on Five Mile CreekiteAthe Civil War, the federal government encoethe
establishment of farmers’ organizations. The Hafitalley Grange No. 295 was organized. In 1926al
residents built a grange hall and meeting spagel95, it was the only Tompkins County Grange li#ale
officially functioning as such.

Over the years, many businesses have thrived iielEinfThe list consists of general stores, boat stoemakers,
coopers, blacksmiths, seamstresses, broom makersarsl gristmills, auto sales and repairs, tavenudels, bed
and breakfasts, tree farms, local golf course, ederpepair/services, self-employed constructiosifesses and
plumbing/heating businesses, a fuel company, deymaviders and an adult entertainment establishme

Enfield Falls is located in the southeastern phErdield in a state park named in honor of Rolverf reman, who
presented the land to New York State in 1920. Glist Mill located here was constructed in 1838a8@ was in
use until 1916. Today, tours of the building affer@d when the park is open.

Enfield’s government operates like that of moseotmall New York State towns. The Town Board is\pdsed
of an elected Town Supervisor and four elected 8déembers. The Town Supervisor is elected to saem of
two years and Board Members serve a term of foarsyeThe Town Clerk/Tax Collector and Highway
Superintendent are elected officials and servena ¢ two years. There are two elected Town Jastieach
serving terms of four years. Space for officerd amployees of the Town is located at the Enfiedevit Hall, built
in 1966 at Enfield Center and he Enfield CommuBityiding, which previously housed the Enfield Voleer Fire
Company. In 2011 a new highway facility was conmgaledt 415 Enfield Main Road. Throughout its higtor
Enfield has enjoyed a dynamic community feelind fiic the tradition of rural America.

Today, the Town of Enfield is located in the rusag&st central portion of Tompkins County. Enfi€ldnter is
approximately ten miles west of the City of Ithadéhe Town is bordered on the east by the Townhafda, on the
north by the Town of Ulysses, on the west by theviTof Hector in Schuyler County, and on the soutlihe Town
of Newfield. Enfield encompasses 37.4 miles andfake 2011 census had a population of 3,632.
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103 Definitions

Town of Enfield - For purposes of this Employee Handbook, the TofMEnfield may be referred to as the
“Town”.

Town Board - For purposes of this Employee Handbook, “Towmaiid will mean the Town Board of the Town of
Enfield.

Elected Official - For the purposes of this Employee Handbook, ¢tele Official” will mean and refer to any of the
following elected officials of the Town of Enfield:

Town Supervisor

Town Board Members
Town Justices

Town Clerk / Tax Collector
Superintendent of Highways

Town Supervisor - For purposes of this Employee Handbook, “TowpeSuisor” will mean the Town Supervisor
of the Town of Enfield.

Department Head- For purposes of this Employee Handbook, “DepartintHead” will mean the person in charge
of any department, agency, bureau, unit, or subidriof the Town of Enfield. This definition whie applicable in
the event such person is serving in an acting, teamg, or provisional status in the position of BEment Head.

Supervisor - For purposes of this Employee Handbook, “supeniiwill mean the individual so designated by the
Department Head to direct and inspect the perfocemaf employees.

Employee- For the purposes of this Employee Handbook, ‘legge” will mean a person employed by the Town,
including, but not limited to, an appointed offigian appointed member of a board or commissiopaftenent
Head, managerial employee, confidential employeges/isory employee, provisional employee, proletiy
employee, temporary employee, seasonal employaeeé, or student intern, but not an independemiractor.

Civil Service Law — For purposes of this Employee Handbook, “Cieihice Law” shall mean the New York State
Civil Service Law and shall include ti@vil Service Rules for Tompkins County.

Town of Enfield Employee Handbook (June 2004) 100-3



104 The Purpose of this Employee Handbook

Statement of Purpose The purpose of this Employee Handbook is to comigate the Town’s personnel policies
and practices to all employees and Elected Officidt is extremely important that each employegeustand the
policies that relate to rules, regulations, procedupractices, work standards, employment classidins,
compensation, and benefit¥his Employee Handbook is not a contract of employent, express or implied,

and should not be construed as suchThat is, employment can be terminated at ang &tthe will of either the
employer or the employee, subject only to sucheulacal requirements as may be specified pursuadéwo York
State Civil Service Law, Town Law, or any other igable law, rule, or regulation.

Unless otherwise required by law, the provisions of this Employee Handbook are for Town
use only and do not apply in any criminal or civil proceeding. The Employee Handbook
provisions shall not be construed as a creation of higher legal standard of safety or care.
Notwithstanding the above, a violation of a Handbook provision may form the basis for
administrative action by the Town and any subsequent judicial proceeding.

All Town of Enfield employees and Elected Officials are to be given a copy of the Town of
Enfield Employee Handbook. Page 1300-1, entitled: “Employee Acknowledgment Form”
should be reviewed, signed and returned by the employee or Elected Official to their
Department Head or Town Supervisor to acknowledge receipt of the Employee Handbook.
This form is to be placed in the employee’s personnel file.

Changes or Madifications- The Town Board reserves the right to interprhgnge, modify, or eliminate any
provision contained in this Employee Handbookadidlition, this Employee Handbook is subject toratten by
resolutions of the Town Board, changes in Town @ndépartmental rules, or changes in federal, stakecal
statutes, rules, or regulations. (This is not méabe a comprehensive list).

Statutes, Laws and Ordinances- In the event a federal or state statute or arloawv or ordinance should conflict
with any provision contained in this Employee Hamolk then such statute, law or ordinance will pileva

Questions- Any questions regarding any topic covered is finployee Handbook should be directed to the
appropriate Department Head.
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200 EMPLOYEE CLASSIFICATIONS

For purposes of identifying distinct employee cifications within this Employee Handbook, referend# be
made to the terms shown below. The definition jated for each of these terms applies only withi ¢bntext of
the Employee Handbook. The meaning and use oé tteess or similar terms may be different in thateat of
Civil Service Rules.

201 Full-Time Employees

For purposes of this Employee Handbook, the teuti-time employee” will mean an employee who isulegly
scheduled to work a minimum of forty hours per week

202 Part-Time Employees

For purposes of this Employee Handbook, the terant“pme employee” will mean an employee who isutedy
scheduled to work less than forty hours per week.

203 Temporary Employees

For purposes of this Employee Handbook, the teemftorary employee” will mean an employee who isleyegs
on an interim basis or employed to work on a speciamergency basis for a specified period, coastsvith the
Civil Service Law as applicable.

204  Seasonal Employees

For purposes of this Employee Handbook, the temasenal employee” will mean an employee who is eygul
to work for a given season.

205 FLSA Non-Covered Employees

For purposes of this Employee Handbook, “FLSA nowecred employee” will mean an employee not covered
under the Fair Labor Standards Act (FLSA).

206 FLSA Exempt Employees

For purposes of this Employee Handbook, “FLSA exeenpployee” will mean a covered employee who qigalif
for an exemption from the minimum wage and overtpravisions of the Fair Labor Standards Act.

207 FLSA Non-Exempt Employees

For purposes of this Employee Handbook, the terb&# non-exempt employee” will mean a covered empéy
who is subject to the minimum wage and overtimevisions of the Fair Labor Standards Act.
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300 THE CIVIL SERVICE SYSTEM

The following is intended as a guide. The Civihnee Law and th&€ivil Service Rules for Tompkins Coushall
govern regarding the jurisdictional classificatmfrpositions and the appointment and promotionespnnel.

301 The Unclassified and Classified Services

Unclassified Service In accordance with Civil Service Law and for poses of this Employee Handbook, the term
“Unclassified Service” will include all individualsho are Elected Officials and/or members of boards
commissions. These positions are not under aivilise authority or protection in Tompkins County.

Classified Service- In accordance with Civil Service Law and for poses of this Employee Handbook, the term
“Classified Service” as defined by the Civil Servicaw and the&€ivil Service Rules for Tompkins Coumiil

include all Town employees who are subject to@hal Service Rules for Tompkins Counfijhe Classified Service
is divided into four jurisdictional classes:

e Exempt - those positions, other than unskilled labor pmss, for which competitive or non-
competitive examinations or other qualification uggments are not practicable. (Civil Service Law,
Section 41);

e Competitive - those positions for which it is practicable ®tefmine merit and fithess by competitive
examination, (Civil Service Law, Section 44);

e Non-Competitive - those positions not in the exempt class or #imd class for which it is not
practicable to determine merit and fitness by cditipe examination, but rather by a review of
training and experience, (Civil Service Law, Sett?); and,

e Labor - those positions for which competitive testsiameracticable due to the unskilled nature of the
job, except those positions which can be examineddmpetitively, (Civil Service Law, Section 43).
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302 Civil Service Appointments

Competitive Class- In accordance with Civil Service Law, the follmg types of appointments may be made to
positions in the Competitive Class:

e Permanent - an appointment to a vacant position in the Cditipe Class from an eligible list
established as a result of examination, followingcgssful completion of a probationary term;

e Provisional - an appointment to a vacant position in the Cditipe Class when there is not an
appropriate eligible list. A provisional appointerist take an examination whenever it is scheduled.
Thereafter, a permanent appointment will be mad¢herbasis of the eligible list resulting from the
examination; or

e Temporary - an appointment to a position in the Competit@lass for reasons including, but not
limited to: emergency work projects; planned temtion of the position after a limited time; to
replace an employee who is on a leave of absead# & position funded through a temporary grant;
or to fill a position vacated by the promotion afother employee until the employee who has been
promoted receives permanent status.

303 Examinations and Promotions

Examinations - In accordance with Civil Service Law, in the eivthere is a vacancy in a new or existing position
in the Competitive Class which the Town intendsntintain, the Town will fill the vacancy by selamifrom the
eligible list certified by the Tompkins County Pensel Department of persons who have taken theogpipte

Civil Service examination. The Tompkins Countyd$®emel Department will test and rank each candidate
according to the individual's performance on thareination. In accordance with Civil Service Lawctien 61, the
Town will select one of the top three availabledidates on the list to fill the position.

Promotions - The Town will offer opportunities for advancenméor those employees who qualify. In the evert th
position is in the Competitive Class, a qualifiedpdoyee must normally take a promotional examima#ind the
above “one of three” will apply. An employee whants to be promoted should become knowledgeablet dve
employee’s present position and be aware of hitgved positions for which the employee may be digli No
person shall be eligible to participate in a praoexamination until he/she has held at leastrsinths of
permanent status in a lower grade position.

304 Veteran's Credits

Summary - An employee who is a veteran as defined by tivé Service Law may be eligible to apply for
veteran's credits on a Civil Service examinatigm. employee who is a veteran should contact the plkims
County Personnel Department for details concertiiege credits.
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400 EMPLOYMENT MATTERS

401 Oath of Office

Requirement - Each Town Officer as defined in the Town Law #émel Public Officers Law, must take the Oath of
Office in accordance with Town Law Section 25 amtblie Officers Law Section 10, which must be adstered
prior to commencing the duties of the office. Eaffitial who is re-elected or re-appointed to Aseguent term
must take the Oath of Office for each term.

Filing of Oath - The Oath of Office must be filed with the Towteftk within thirty calendar days of
commencement of the term of office.

402  Procedure for Filling Vacancies

Statement of Compliance- The Town of Enfield complies with all applicabigdleral, state and local laws, rules,
and regulations throughout the employee selectiongss, including, but not limited to, the Publifi€ers Law,
Town Law, Civil Service Law, Title VII, and the Amieans with Disabilities Act, and is an Equal Oppoity
employer.

Noatification of Vacancies- In the event there is a vacancy in a new ortiexjsull-time position which the Town
intends to maintain, the vacancy will be advertiaad/or posted and qualified individuals interviewd art-time
positions may be exempt from the advertising rexuents.

Residency Preference In the event there is a vacancy in a new ortiexjgosition which the Town intends to
maintain, the Town will give preference to qualifiapplicants who are residents of the Town.

Employment Applications - The Town relies upon the accuracy of informationtained in the employment
application, as well as the accuracy of other gaggented throughout the hiring process. Any miggentations,
falsifications, or material omissions in any ofstiiformation or data may result in the Town’s esgbn of the
individual from further consideration for employntem disqualification if the conduct is discoveradter
employment commences.

Employment Reference Checks To ensure that individuals who join the Town @l qualified and have a

strong potential to be productive and succesdfid,the policy of the Town to check the employmeaierences of
all applicants.
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403 Probationary Period

Purpose of Probationary Period- The probationary period is for an employee todmee familiar with the
specific duties and responsibilities of the empyaew position. The probationary period alsovjutes
the Department Head with an opportunity to evaltia¢eemployee's job performance and potential for
development in the position.

Length of Probationary Period (Competitive Class)} Except as otherwise provided in @il Service Rules for
Tompkins Countyan employee appointed from an open-competitatariiist serve a probationary period of not less
than eight weeks nor more than fifty-two weeks.e Téngth of the probationary period may be exterided
accordance with th€ivil Service Rules for Tompkins County

Length of Probationary Period (Other Classes} Except as otherwise provided in @Bw&il Service Rules for
Tompkins Countyan employee’s original appointmenta position in the exempt, non-competitive,ardr class
shall be for a probationary period of not less thayht nor more than fifty-two weeks. The lengthie
probationary period may be extended in accordarittetie Civil Service Rules for Tompkins County.

Successful Completion of Probationary Period An employee’s appointment will become permangrun

written noticethat the probationary period has been successfaltypleted following the minimum period of
service required. Qthe employee’s appointment will become permangon the retention of the employee after
completion of the maximum period of service requirExcept as otherwise provided by law, completion dhe
probationary period does not necessarily confer rigts or privileges in the position.

Failure to Successfully Complete Probationary Perid - In the event the employee's performance or
conduct is not satisfactory, the Town may disntieseémployee from employment at any time after the
completion of the minimum probationary period amdope completion of the maximum probationary
period. If the performance or conduct of an eme#gerving a probationary period who has been
promoted or transferred is not satisfactory, th@legee shall be returned to the employee’s former
permanent position at the end of the probationariog.

Vacating Position Filled on Temporary Basis- When a permanent employee is promoted or treresféo another
position wherein he/she is required to fulfill apationary period, the position he/she vacated shiyf be filled on
a temporary basis, during the probationary periatlany time during this probationary period, teptoyee shall
have the right to return to his/her previous positat his/her own election. (Also see Policy 4recedure for
Filling Vacancies).
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404 Performance Review and Development

Statement of Purpose The purpose of performance review and developisen ensure that open communication
occurs between an employee and supervisor withrdegahe employee’s performance. The performaacew

and development will take into consideration créehat properly reflect the employee’s performaimotuding, but
not limited to, the employee’s work quality, jobdwmledge, initiative, attendance, teamwork, condaiat]
communication skills.

Frequency— Meetings with employees will occur on a formalrdormal basis and at times as determined by the
employee’s immediate supervisor.

Deficiencies- Should deficiencies be recorded in the perforrearf the employee, the employee will receive
specific, reasonable, written recommendationsrfgarovement.

Employee Reply- An employee’s written reply, if any, will be atthed to the performance review and development
report.
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405 Corrective Discipline

Policy Statement- It is the policy of the Town of Enfield that ¢&in rules and regulations regarding employee
behavior are necessary for the benefit and safedit employees, the efficient operation of the Townd the
delivery of services to residents of the Town. Aynduct that interferes with operations or thatcidits the
Town will not be tolerated. An employee must cactdaneself in a positive manner so as to promatedst
interests of the Town.

Forms of Discipline — Employees covered by Civil Service Law Section 75 shall be
disciplined in accordance with the provisions contained therein. (Refer to Section 406 of
this Employee Handbook). In normal circumstances , the Town endorses a policy of
progressive discipline in which it attempts to provide employees with notice of deficiencies
and an opportunity to improve. It does however, retain the right to discipline employees in
any manner it sees fit. When appropriate, a counseling session will precede disciplinary
action. Progressive discipline may include written warnings, suspension without pay, or
termination of employment, depending on the circumstances. The Town does not
guarantee that one type of discipline will precede another. Furthermore, the Town reserves
the right to suspend an employee while an investigation is conducted.

Communication - Open and candid communications with all emplgyisean important aspect of the Town of
Enfield’s on-going employee relations. When a rplaicy, or procedure is violated, the employ@&@spartment
Head, or other designated supervisor, will revieeygpecific nature of the violation with the empmdey The
employee's input is extremely important to ensheg &ll the facts have been considered. After suaview,
corrective action is discussed with the employakthe management involved.

Corrective Action Notice - Employees are given the opportunity to agree or disagree with
the results and write a brief statement on the corrective action notice, if desired. However,
as a condition of employment, employees are required to sign the corrective action notice
to indicate that a discussion of the issue has taken place. Failure to comply with this policy
could result in further disciplinary action, up to and including termination of employment.
Employees receive a copy of any written notice issued by the Town.

Prohibited Conduct - Any employee who, after investigation, is founchave violated the policies, procedures,
rules, or regulations outlined in this Employee #iaook or those established by the employee’s deyart;, or is
found to have engaged in misconduct will be sulieclisciplinary action in accordance with thisipglor Civil
Service Law Section 75 as applicable. Employeddeisubject to disciplinary action for engagimgnisconduct
including, but not limited to, the following:

o Falsification of any records or reports, employmamplications, medical reports, time records, work-

related records, absence from work, injuries orjabeclaims for benefits provided by the Town;

e Intimidation, coercion, threatening, or assault af,fighting or interfering with, other employees,

Elected Officials, residents of the Town; or anlyestperson;

e Engagement in any form of discrimination or harassmincluding sexual harassment;

e Improper performance of job duties or repeatedifaito perform assigned duties and responsibilities

e Refusal to obey instructions of a Department Haaslipervisor or any other form of insubordination;

e Careless or negligent use or operation of equipnecituding vehicles and machinery;
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o Willful or deliberate abuse, destruction, defacetnemisuse, or theft of Town property or removal of
Town property without permission;

e lllegal gambling on Town property;
e Sleeping on the job, unless authorized by a Depanrtidead or supervisor;

e Violation and/or disregard of safety rules or safetactices, including failure to wear assignecsaf
clothing or equipment;

e Failure to adhere to the personal appearance/doegspolicy;

e Repeated violations of Town policies, proceduregrohibited conduct;

e Leaving work area without permission, as definedhgyDepartment Head;

e Excessive tardiness and/or absences (except thesa@es covered by state and/or federal statutes;
e Unauthorized absences or repeated failure to giweqy notice;

e Possession or use of controlled substances ordaledtile on Town property or in Town vehicles;

e Possession of illegal or unlicensed firearms ollasipes on Town property or in Town vehicles; or

e Acts of sabotage.

The above list is illustrative and is not intendedimit the Town’s right to impose discipline ith@r appropriate
cases.
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406 Civil Service Law Section 75

Summary - New York State Civil Service Law Section 75 édihes disciplinary procedures for covered
employees. Section 75 affords a covered empldyeepportunity for a hearing when charges of incetepce or
misconduct have been made against the employd®eblown.

Employees Not Covered by Section 75The following employees are not covered undetiBe 75:

Any employee in thdJnclassified Service(such as Elected Officials and members of boardb a
commissions);

A newly hired employeeserving a required probationary period who has metad the minimum
probationary period, but has not been made perntagreen if the employee is a veteran as defined by
the Civil Service Law, or exempt volunteer firefigh as defined by the General Municipal Law;

An employee holding a position in tihg¢on-Competitive Classwho has less than five years of
continuous uninterrupted service, unless the engaldg an eligible veteran, as defined by the Civil
Service Law, or exempt volunteer firefighter, adirted by the General Municipal Law, who has
successfully completed the required probationariode

An employee holding a position in tidon-Competitive Classdesignated asonfidential or policy
influencing;

An employee holding a position in tlexempt Class unless the employee is an eligible veteran as
defined by the Civil Service Law, or exempt voliertéirefighter, as defined by the General Municipal

Law, who has successfully completed the requiretbgtionary period, or when the employee holds
the position of private secretary, cashier or dgpfiany office or department;

An employee holding a position in theabor Class unless the employee is an eligible veteran as
defined by the Civil Service Law, or exempt voliertéirefighter, as defined by the General Municipal
Law, who has successfully completed the requirethgtionary period;

An employee holding a position Ipyovisional appointment; and

A Temporary or Seasonakmployee.
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Covered Employees In accordance with Civil Service Law, the follmg employees are generally covered under
Section 75:

e A newly hired employee who has not completed theimmim probationary period as determined by
civil service rules.

e An employee holding a position by permanent appodmtt in theCompetitive Classof the classified
Civil Service;

e An employee holding a position in tidon-Competitive Classwho has been employed for at least
five years of continuous uninterrupted service he hon-competitive class, except when such an
employee holds a position designated as confidemtipolicy influencing. Even though the employee
has completed the required probationary period &ad received permanent appointment or
employment in the non-competitive class, the engdois not covered under Section 75 until the
employee has completed five years of continuougcein the non-competitive class;

e An employee holding a position by permanent appeémt or employment in the Exempt,
Competitive, Non-Competitive, or Labor Class whoaigjualified veteran as defined by the Civil
Service Law, or exempt volunteer firefighter, adirdel by the General Municipal Law, except when
such an employee holds the position of private etary, cashier, or deputy of any official or
department. Specifically, the employee must hagenbhonorably discharged or released under
honorable circumstances from the armed forces ®fUhited States having served therein as such
member in time of war as defined in Section 85hef New York State Civil Service Law, or the
employee must be an exempt volunteer firefightededmed in the General Municipal Law.

Disciplinary Procedure — The following disciplinary procedure shall apptyemployees covered by Civil Service
Law Section 75

e Notice of Discipline— An employee subject to discipline will be praatdwith a written Notice of
Discipline (NOD) which will contain all charges aspecifications.

e Employee Answer- The employee will have eight calendar days &poad to the charges. The
employee’s response must be in writing.

e Disciplinary Hearing - Unless there is a stipulation of settlement leetw the Town and the
employee, the Appointing Authority will designatéhearing officer in accordance with Civil Service
Law Section 75. The designation must be in writirfihe hearing officer will set the time and place
for the hearing. The hearing officer will makeezard of the hearing which will be submitted to the
Appointing Authority, with the hearing officer’'seemmendations, for review and decision.

Right to Representation- The employee may have representation by coaigbe hearing and may summon
witnesses on the employee’s behalf.

Suspension Without Pay Pending Determination of Chges- Pending the hearing and determination of charges
the employee may be suspended without pay foriagant to exceed thirty calendar days.
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Penalties- In the event the employee is found to be gwftthe charges, the penalty may consist of onbef t
following:

e  Written reprimand;

Fine not to exceed one-hundred dollars which véldeducted from the employee's pay;

e Suspension without pay not to exceed two months;

Demotion in grade and title; or
e Termination from Town employment.

Finding of Not-Guilty - In the event the employee is found to be ndtyguhe employee will be restored to the
employee’s position with full pay for the periodsafspension less the amount of any unemploymeumtanse
benefits that the employee may have received dstiet period.

Limitations - Notwithstanding any other provision of law, rmoval or disciplinary proceeding will be
commenced more than eighteen months after the meme of the alleged incompetence or misconducptained
of and described in the charges. Such limitatidhnat apply where the incompetence or misconawehplained
of and described in the charges would, if proved @ourt of appropriate jurisdiction, constituterame.

Filing Requirements - In the event the employee is found to be gudtgppy of the charges, the
employee's written answer, a transcript of theihgaand the determination will be filed in theio#f of
the department in which the employee is employg&dopy will also be filed with the Tompkins County
Personnel Department.
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407 Code of Ethics

Policy Statement- Pursuant to the provisions of section eight-hraddix of the General Municipal Law,
the Town Board of the Town of Enfield recognizestttihere are rules of ethical conduct for publiicefs
and employees which must be observed if a highedegroral conduct is to be obtained and if public
confidence is to be maintained in our unit of logalernment. It is the purpose of this resolution t
promulgate these rules of ethical conduct for tifieers and employees of the Town of Enfield. These
rules shall serve as a guide for official conduddhe officers and employees of the Town of Enfidltie
rules of ethical conduct of this resolution as @ddpshall not conflict with, but shall be in adaiit to any
prohibition of article eighteen of the General Mzipal Law or ‘any other general or special lawtiatato
ethical conduct and interest in contracts of myngicofficers and employees.

Definitions - For the purpose of the Town of Enfield’s Codetttics, the following terms shall have the measing

indicated:

Officer or Employee - means an officer or employee of the Town of &udfi whether paid or unpaid,
including members of any administrative board, cassion or other agency thereof. No person shall
be deemed to be a municipal officer or employeelgdly reason of being a volunteer fireman or civil
defense volunteer, except a chief engineer ortassishief engineer.

Interest - means a pecuniary or material benefit accruingrtmuaicipal officer or employee unless the
context otherwise requires.

Standards of Conduct- Every officer or employee of the Town of Enfialall be subject to and abide by the
following standards of conduct:

Gifts - An officer or employee may not directly or inglitly solicit any gift, or accept or receive any

gift having a value of seventy-five dollars ($75.@0more) whether in the form of money, services,
loan, travel, entertainment, hospitality, thingpromise, or any other form, under circumstances in
which it could reasonably be inferred that the giéts intended to influence him or could reasonably
be expected to influence him, in the performanchigffficial duties or was intended as a rewamd fo

any official action on his part. [General Municigaw, Section 805-a (1)]

Confidential information. He shall not disclose confidential information aicgd by him in the
course of his official duties or use such informatio further his personal interest. [General Mgkt
Law, Section 805-a (1)]

Business before the Town or one’s own departmentAn officer or employee may not receive or
enter into any agreement, express or implied, f@npensation for services to be rendered in relation
any matter before any municipal agency of whichishan officer, member or employee or of any
municipal agency over which he has jurisdictioimwhich he has the power to appoint any member,
officer or employee. [General Municipal Law, Seati®05-a (1)]

Representation before the Town for a contingent fee An officer or employee may not receive or
enter into any agreement, express or implied, f@npensation for services to be rendered in relation
to any matter before any agency of his municipalitiiereby his compensation is to be dependent or
contingent upon any action by such agency witheesf such matter, provided that this paragraph
shall not prohibit the fixing at any time of feeased upon the reasonable value of the services
rendered. [General Municipal Law, Section 805-4 (1)
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e Disclosure of interest in legislation -To the extent that he knows thereof, a member efTtbwn
Board and any officer or employee of the Town ofi@d, whether paid or unpaid, who participates in
the discussion or gives official opinion to the TTo®oard on any legislation before the Town Board
shall publicly disclose on the official record thature and extent of any direct or indirect finahoir
other private interest he has in such legislafidadministrative Code of the City of New York, Semti
898.1-0.]

¢ Investments which conflict with official duties- An officer or employee may not invest or hold/an
investment directly or indirectly in any financiddusiness, commercial or private transaction, which
creates a conflict with his official duties. [GeakeMunicipal Law, Section 806]

e Private employment- An officer or employee may not engage in, sglicegotiate for or promise to
accept private employment or render services fovape interests when such employment or service
creates a conflict with or impairs the proper dagfe of his official duties.

e Future representation before the Town- An officer or employee may not, after the terntioa of
service or employment with such municipality, appkafore any board or agency of the Town of
Enfield in relation to any case, proceeding or egagion in which he personally participated durthg
period of his service or employment or which wadermhis active consideration. [General Municipal
Law, Section 806]

Nothing herein shall be deemed to bar or preventithely filing by a present or former municipafioér or
employee of any claim, account, demand or suitresgdiown of Enfield, or any agency thereof on beb&himself
or any member of his family arising out of any eral injury or property damage or for any lawfuhbét
authorized or permitted by law.

Distribution of Code of Ethics - The Town Supervisor of the Town of Enfield shallisa a copy of this code of
ethics to be distributed to every officer and emgplo of the Town of Enfield within sixty (60) daykea the
effective date of this resolution. Each officedamployee elected or appointed thereafter shdllitréshed a copy
before entering upon the duties of his office opkryment.

In addition to any penalty contained in other psaw of law, any person who shall knowingly anctirttonally
violate any of the provisions of this code may ined, suspended or removed from office or employrenthe
case may be, in the manner provided by law.

This Code of Ethics to be effective November 1,0.97
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408 Personnel File

Policy Statement- It is the policy of the Town to balance its neéeabtain, use, and retain employment
information with a concern for each employee’s aci. To this end, the Town will endeavor to mamtanly that
personnel information necessary for the conduth®fTown’s business or required by federal, satégcal law.
Personnel records will be maintained for curremt past employees in order to document employmeéatewck
decisions and comply with government record-keepimd) reporting requirements.

Content - The records maintained by the Town include,dvatnot limited to, Employment Applications, 1-9
(Immigration and Naturalization Forms), Report ef$bnnel Change Forms (MSD-426), copies of jobiredu
licenses and certificates, Federal and State Wit Tax Forms, Retirement Enrollment/Waiver Foriealth
Insurance Enroliment/Waiver Forms, disciplinary amspute notices, letters of acclamation, and piobary
reports.

Location of Files- All original personnel records for current emyes will be maintained in Town Hall and
controlled by the Town Supervisor or designee.

Medical Records - All highway employee medical records will be képa separate file apart from the employee’s
personnel file in the Town Hall and will be maimed and controlled by the Highway Superintendemtesignee.

For security purposes, these fileswill be locked at all times. All other employee medical records will be kapa
separate file apart from the employee’s persoriteeirf the Town Hall and will be maintained and trofied by the
Town Supervisor.

Substance Testing Records All employee substance-testing records will betkn the Highway Superintendent’s
office and will be maintained and controlled by ttighway Superintendent-or security purposes, these files will
be locked at all times.

Change in Status- An employee must immediately notify the Bookkeepf a change of name, address, telephone
number, marital status, number and age of depesidesneficiary designations, and individuals tafpan case of
emergency.

Employee Access An employee may inspect and copy the contentse&mployee’s own personnel file.
Inspections by employees must be requested inmngrit the Town Supervisor or designee and willdreeduled at
a mutually convenient time. An authorized offiamlist be present when the employee inspects the Tihe
employee may not remove or place any materialérfit without the approval of the Town Supervis@opies of
records contained in an employee’s personnel fdg not be released to a third party without thetami consent of
the employee, unless federal, state or local lagsire otherwise.
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409 Separation of Employment

Notice of Resignation (Employees) An employee who intends to resign from employtrenst submit a written
resignation to the employee’s Department Headaest fievo weeks before the date of resignation eteffective.
Failure to submit the proper notice shall resulthi@ loss of payment for accruals. This provigitay be waived by
the Town Board.

Notice of Resignation (Town Officersy A Town Officer (as defined by Public Officerswamust resign by
delivering a written notice to the Town Clerk.nl§ effective date is specified, the office becowesant
immediately upon delivery of the notice to the To@lerk. If a Town Officer wishes to resign at sofuture date,
the Town Officer may specify a resignation datewldver, if the resignation date is more than thildys after
delivery of the notice to the Town Clerk (ninetyddor Justices), the resignation will become dffecthirty days
after such delivery (ninety days for Justices).

Notice of Resignation (Town Clerk)- The Town Clerk who intends to resign must sutamitritten resignation to
the Secretary of State at least thirty calendas dejore the date of resignation is to be effective

Final Paycheck- Employees receive their final paycheck on the negularly scheduled payday. The final
paycheck includes payment for accumulated vacémgefits, if applicable.
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500 OPERATIONAL POLICIES

501 Departmental Hours

Normal Hours of Operation - The normal hours of operation are establishethbyl own Board at the annual
organizational meeting. An employee’s Departmesddiwill establish the employee’s work schedulactvimay
differ from the normal hours of operation dependipgn the particular needs and requirements odépartment.
The Town Board reserves the right to approve afileyree work schedules, except where otherwise piteldi by
applicable State or Town Law.

Flex-Time - An employee may begin and/or end a given workategy time requested by the employee and approved
by the Department Head. Such “flex-time” must nalfgnbe during the time the department is openarailable

to the public. The employee’s use of “flex-timeilivoe governed by the mutual needs and consetiiteof

Department Head and the employee. In the absdnbe ®epartment Head, the Town Supervisor and then

Board reserve the right to approve all “flex-tinshedulesAmended August 6, 2010

Department Head Absences- Department Heads have duties that may requéra th be absent from their offices
at certain times during the day. In the event hBepartment Head is absent from the office, bdepartmental
forms should be readily available for distributimmd/or collection. It is the Department Head'posibility to
determine what services are to be provided andthedulle coverage of these basic services durinegsiéd
business hours.
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502 Emergency Situations

Closing Procedures- In the event that extraordinary weather condgior other emergencies develop prior to the
beginning of the workday, the Town Supervisor matharize the closing of non-emergency operationsif o
extraordinary weather conditions or other emergendevelop during a workday, the Town Supervisoy digect
that certain employees who perform non-essentialces leave work.

Closing Affect on Compensation- Pay for FLSA exempt employees will not be a#elchy an emergency closing.
Pay for FLSA non-exempt employees will be in acemigke with the provisions below:

e During Work - A full-time employee who is directed by the To®apervisor to leave work due to
an emergency closing will be paid for the remaindethe employee’s normal workday at the
employee’s regular rate of pay. Such time will betincluded as time worked for the purpose of
computing overtime. A part-time employee who isedied to leave work due to an emergency
closing will not be paid for the remainder of thepoyee’s normal workday. Such employee may
choose to make up the time at a later date if a@giedy the Department Head. An employee who
has previously scheduled a paid leave day mukthktlge the absence for the day to the appropriate
paid leave.

e Prior to Reporting to Work — If a determination is made to close operatiamsr fio the start of a
workday, the Town Supervisor will initiate notifiten to all affected employees. A full-time
employee who is directed not to report to work ¢luean emergency closing will be paid for the
employee’s normal workday at the employee’s regudée of pay. A part-time employee who is
directed not to report to work will not be paid fibre workday. Such employee may choose to
make-up the time at a later date if agreed to ey Dlepartment Head. An employee who has
previously scheduled a paid leave day must stélirgh the absence for the day to the appropriate
paid leave.
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503 Meal and Rest Breaks

Meal Break (Highway Department) - An employee in the Highway Department who wariagre than six hours in
a given day will receive an unpaid, duty-free ntwalak not to exceed thirty minutes. The employdkrageive a
5-minute wash-up period as well. In no event withaal break exceed 35 minutes.

Meal Break (Other Departments)- An employee (other than an employee in the Highl@apartment) who
works more than six hours in a given day will reegan unpaid, duty-free meal break not to exceiety thminutes.

Approval of Meal Breaks - Meal breaks must be approved by the DepartmeadHin accordance with the needs
and requirements of the department. Meal breakst nmarmally be taken in the middle of the emplogegorkday.
Unless otherwise directed by the Department Heaénaployee may leave the work-site during the rbezdk.

Rest Breaks— An employee shall receive two 15-minute restksewithin an eight-hour work shift. Breaks wié b
scheduled at the discretion of the supervisorthénevent an employee works beyond the employeeimal
workday, the employee will normally receive an diddial paid, duty-free rest break of up to fiftemmutes to be
taken approximately in the middle of each four Isoafrwork that is not interrupted by a meal breék employee
who chooses not to take a rest break will not higleh to leave before the normal quitting time awvitl not receive
extra pay for the time worked.

Approval of Rest Breaks- Rest breaks must be approved by the employegpmidment Head in accordance with

the needs and requirements of the department.sEoltherwise specified by departmental ruleseall breaks
must be taken at the work-site and may not exdeedirne allowed.
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504 Time Records

Policy Statement- All FLSA non-exempt employeesre required to complete an individual time record
showing the daily hours worked. Employees in tighiay Department mustunch a time card A

FLSA exempt employeds not required to record daily attendance buttraasount for authorized paid
leave taken by completing a time record indicatngh.

Procedures- An employee required to complete a time recorguirich a time card must comply with the
following procedures:

e Time records must be completed by the close of eaxchkday;
e All time worked, including the beginning and endimge, must be recorded;
e All paid and unpaid leaves of absence must be dechr

e Employees must complete their own time recorgworch their own time card;
e The time record must be submitted to the DepartHeaid at the time specified,;

. The time record must be verified and signed byObpartment Head, and the time record must be
submitted to the Bookkeeper by Monday morning fayrpent in accordance with the payroll
schedule adopted on an annual basis by the TowrdBoa

Correction of Errors - An employee must immediately bring errors inginecords to the attention of the
employee’s Department Head who will investigaterttater and make and initial the correction oneediror has
been verified.

Unauthorized “Flex-Time” - Unless prior approval has been obtained fronDi@partment Head, arriving early or
leaving late for the employee’s own convenienagoisto be included in working time, provided thiae €mployee
performed no pre-approved authorized duties fofTihwen during such intervals.

Falsification of Time Records- An employee who, after investigation, is foundhaive falsified or altered a time
record, or the time record of another employeeoonpleted a time record for another employee wvelkbbject to
disciplinary action. In extenuating circumstaned®re an employee is not able to complete the eyeple own
time record, the Department Head may completeithe tecord on behalf of the employee.
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505 Bonding

Insurance - The Town will provide bonding insurance for anpdoyee who is required to act in a fiduciary
capacity.

506 Expense Reimbursement

Policy Statement- Upon proper authorization of the Town Board, employee or Elected Official will be
reimbursed for expenses associated with carryin@own business, including, but not limited to, tseéodging,
mileage, parking, highway tolls, and training aneinbbership fees. All required documentation andesponding
receipts must be provided in order for the reimboment to be processed. A Training and Travel Aughtion
request form, which helps estimate the costs, shioellsubmitted to the employee’s Department Hedthan
Supervisor for approval, they will submit the resiut® the Town Board. (See Exhibit A).

Mileage - An employee who is directed by the appropriagp&tment Head or supervisor to use the employee’s
own vehicle to conduct Town business will be reingied at the mileage rate established by the TovardBat the
annual organizational meeting.

Education and Training - Upon proper authorization of the Town Board, erplyee will be reimbursed for

training courses that are directly related to tmpleyee’s present job. Employees must first sgxc@val from
their Department Head before the request is preddntthe Town Board.
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507 Vehicle Usage

Policy Statement- All vehicles and related equipment of the Towiitaofield are owned and maintained for the
purpose of conducting official business of the Tov@aid vehicles and equipment may not be usethépersonal
use or private gain of any official or employeer far any other purpose which is not in the genptddlic interest.

Standards- For the purpose of compliance with this polithe following standards must be met at all times:

Town vehicles and related equipment must remaireutite general administrative jurisdiction and
direction of the Department Head to which it isigissd;

Town vehicles must be assigned to specific Towitiafs and employees for specific purposes and
tasks. Said vehicles may not be used for any taiaed purpose nor to conduct personal, private, o
non-Town related business;

Town vehicles must always be operated in a saferesgbnsible manner, and in compliance with all
applicable motor vehicle and traffic laws in effecEmployees are responsible for any driving
infractions or fines directly attributable to an@oyee’s actions (e.g., speeding, reckless drivitg)
that result from their operation of Town vehicle&ny infractions must be reported to the Department
Head;

Any accident involving a Town vehicle, regardle$sseverity, must be reported immediately to the
appropriate Department Head. The Department Heast file an accident report with the Town
Supervisor’s Office within twenty-four hours;

Town vehicles may not be used to transport peradrsare not officials or employees of the Town of
Enfield, nor material not related to the conducbfficial Town business, without direct authorizati
by the appropriate Department Head or the Town &oar

Town vehicles must always be maintained in a sate secure condition when not in use, including
being locked and/or under direct observation, dhkieys maintained under controlled and authorized
jurisdiction of the appropriate Department Head;

No advertisements, signs, bumper stickers or atremkings of a political or commercial nature may
be displayed on Town vehicles at any time excepsealof a limited community service nature which
have been authorized by the Town Board.
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508 Diriver's License

Requirement - An employee who is required to drive either avleowned vehicle or the employee’s own personal
vehicle to conduct business on behalf of the Tawast possess at the time of appointment, and maisitamn
throughout employment, a valid New York State drivéicense.

Commercial Drivers - An employee who operates a vehicle which reguar€ommercial Driver’s License (CDL),
must maintain such license throughout employmémaccordance with the federal Commercial Motor i¢keh
Safety Act of 1986, a commercial driver must nottig Town within thirty days of a conviction of atraffic
violation (except parking), no matter where or wiyaie of vehicle the employee was driving.

Loss of Driver’s License- An employee who is required to possess a devaénse or CDL license in order to
perform certain job duties and responsibilities timsnediately notify the appropriate Department éeathe
event the license is suspended or revoked. Tlseolosuspension of the driver’s license or CDLH&® may affect
the employee’s employment with the Town.

509 Supplies, Tools and Equipment, and Fuel Usage

Supplies- All Town owned supplies must be used efficierathd not wasted. An employee may not use any Town
supplies, such as postage, paper, or office supfaiepersonal use.

Tools and Equipment- The employee must repair or replace any Townemtool or piece of equipment lost or
damaged by the employee as a result of negligenicgéemtional misuse. An employee may not use Bown-
owned tool or piece of equipment, including, but limited to, fax machines, copiers and computergaent for
personal use. An employee may not use Town fas|iffown-owned tools or equipment to work on vigsior
trailers not owned by the Town.

Fuel - An employee may not use gasoline, fuel oil, otan oil purchased by the Town for personal use.
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510 Telephone / Cell Phone Usage

Guidelines- Telephone and cell phone usage must adhere tmilbwing guidelines:

An employee must answer promptly and speak inar cfeéendly and courteous tone;

An employee must give the name of the departmeaffime and one’s own name. If the call is not for
the employee who answers, the employee must trathefecaller to the correct party or take a message
recording all pertinent information;

If the call must be placed on hold, the employee wmswered the call must return to the line
frequently to confirm that the call is being traarséd;

During office hours, each employee is responsilole there being at least one employee in the
department or office to answer telephones. Ifdigartment or office has a limited staff, arrangetsie
must be made with another department or officetdphone coverage or an answering device must
be in operation;

Collect calls may not be accepted without the apgirof the Department Head or supervisor;

A telephone log stating the date, person making#ile telephone number being called and reason for
call should be kept for all long distance calls mad

An employee may make personal telephone calls, henvesuch calls should be limited in duration
and frequency and must not interfere with the perémce of the employee’s job duties;

An employee may not make or receive personal calla Town provided telephone or cell phone that
will result in additional charges to the Town, egte an emergency and/or with prior approval from
the Department Head. The employee must reimbbhes@&dwn for the cost of the call.

Town of Enfield Employee Handbook (June 2004) 500-8



511 Computer Systems and Internet/On-Line Service

Policy Statement - The purpose of this policy is to provide guidance for the use of Town-
owned computer systems and internet/on-line service.

Computer Systems

Property — All computer systems, hardware, software, aed fiurchased by the Town are property of the Tofvn
Enfield. Employee’s who regularly use their owmuters for Town-related work are subject to tHesand
restrictions established below when conducting Towsiness.

Authority — Department Heads have the authority to inspectdimtents of any Town-owned computer equipment,
dataffiles, or electronic mail (“e-mail”) of thesubordinates in the normal course of their superyis

responsibilities. In addition, the Town-owned dfitzs of Department Heads and supervisors maynsgeicted by
the Town Supervisor in the normal course of duty.

Usage— Any computer systems, hardware, and softwareiged by the Town to an employee are providedHter t
purpose of aiding that employee in the performafabe employee’s job functions. No unauthorizedimicensed
hardware or software may be used or installed griTamvn-owned computer. Any hardware or softwareassary
to perform job duties should be requested of thpleyee’'s Department Head.

Prohibited Uses- In addition to the guidelines set forth above, following uses of Town-owned computers and
equipment, or when conducting Town-related busiregsprohibited. This list is meant to be illasive, and not
exhaustive.

Any illegal activity;

Threats or harassment;

Slander or defamation;

Transferring of obscene or suggestive messagesphigal images;

Accessing or attempting to access the data/filesother person;

Harming or destroying data/files (other than editing or deleting information in the normal
course of one’s job duties);

Additionally, for employees who are using a Town-owned computer (not for elected officials
using their own personal computer or employees who have authorization to use their own
personal computer), the following uses are prohibited:

Use of non-business software;

Use of entertainment software, such as games arrdgs!

Installation or use of any hardware or softward,avened by the Town;

Installation or use of Town-owned hardware or software for any use that is not Town
related business;

Installation or use of any unauthorized or unli@hbardware or software;

Installation of any software containing viruses.
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Internet/On-Line Service

Eligibility — Internet/on-line service may be provided to empeés who can demonstrate a work-related reason to
have access. Approval must be given by the emplsy@epartment Head or supervisor.

“Netiquette” (Internet Etiquette) — Employees are expected to communicate in a mahaewill reflect
positively on both themselves and the Town of Hdfie

Prohibited Uses- In addition to the prohibitions set forth in thkove paragraphs, any activities prohibited for an
other general computer user are also prohibiteld regpect to Internet/on-line service usage.

Reliability — The Town of Enfield is not responsible for lasslamage to a user’s data or for the reliabilfty o
information that is obtained via the Internet/ameliservice. Also, this information must be useddoordance with
applicable copyright laws.

Security — There is no guarantee of privacy of data/filesluding e-mail, on Town-owned computers. Asestat
herein, all files are subject to inspection by Dépant Heads and supervisors. Any employee whegsired to
have a password must submit that password to tipbogee’s Department Head in a sealed envelopes ddes not
apply to court records that may be subject to jpsiv@strictions as covered by those regulations.

Procedure— Anyone with information as to a violation ofgtpolicy is to report said information to the enyae’s
Department Head. Once the employee’s Departmead keinformed of the violation, a formal processnsistent
with this Employee Handbook and/or applicable lewll, begin.

512 Personal Appearance

Policy Statement- It is the policy of the Town that each employedtess, grooming and personal hygiene should
be appropriate to the work situation.

Standards- An employee must maintain a personal appearangenanner that reflects a good image to the publi
Acceptable personal appearance is an ongoing exgaint of employment with the Town. Radical depagirom
conventional dress or personal grooming and hygstéavedards are not permitted. Employees shoulevaat
suggestive attire (such as “short” shorts, reveatiothing, etc.), or similar items of casual &ttsince this clothing
does not present a businesslike appearance.

Safety Clothing and Equipment- An employee may be required to wear safety atgtlnd equipment as directed

by the Department Head or required by the Departime8afety and Health. If such is the case, thpleyee must
comply with all safety requirements.
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513 Solicitations/Distributions

Policy Statement- It is the policy of the Town to prohibit soliation and distribution on its premises by non-
employees and to permit solicitation and distribatby employees only as outlined below.

During Working Hours - An employee may not distribute literature origbbther employees during working
hours without approval from the appropriate DeparttiHead.

During Meal and Rest Breaks- With permission from the Department Head, anlegee may distribute literature
and solicit other employees during meal and resaks provided it does not interfere with the noropgrations of
the department, reduce employee efficiency, analbgvi employees, or pose a threat to the Town'siisigc

514 Visitors

Policy Statement— It is the policy of the Town to allow person@itors during working hours as long as such visit
does not interfere with Town operations or intetroher employees who are still working. If perabwisitation
becomes excessive, the Town reserves the rightduneh visitations either on an individual, depanttal or Town-
wide basis. Personal visitors should not be altbetework sites or in areas of the Town where tineag be a
heightened risk of injury.

515 Purchasing

Policy Statement— The Town has established an official procurenpetity that must be followed without
exception. No employee shall make purchases &l ttwn, or use the Town’s name to make purchasdsssiso
authorized by the Town Board and in adherencedgthcedures set forth in the procurement poli{See
Appendix A attached entitled: Town of Enfield Rudis and Procedures Manual, Policy 400.3).
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516 Maintenance of Work Area

Policy Statement— It is the policy of the Town that work areas mostkept safe, clean and orderly at all times.

Employee Responsibility— Employees are responsible for maintaining thveirk area in a safe and orderly
fashion. As such, each employee should, at a mimindo the following:

e Place coats, boots, umbrellas and other itemsodifiiclg in designated areas so that work areasaire n
unnecessarily cluttered;

e Consume food or beverages only in designated areas so that work areas are kept free
of food and related litter;

e Report any existing or potential workplace hazawag safety violations to the Department Head;

e Abide by the smoking restrictions established bywmopolicy and outlined in this Employee
Handbook;

e Clean and store all tools and equipment and prgpstbre any items, papers or confidential
information in a manner prescribed by the Departritad.

Supervisory Responsibility— Supervisors are responsible for having theirleyges maintain their work areas
according to the requirements of this policy. Esspervisor should:

e Make sure that aisles, floors and walls are frenfdebris and other unnecessary items;
e Monitor the facilities and equipment and issue r&iance requests where appropriate;

e Arrange for the removal of any items from the wdake that are not needed for the flow of business
or the enhancement of employee comfort;

e Abide by and enforce the Town’s smaoking policy;

e Ensure the proper disposal of all trash and waste.
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517 Personal Property

Policy Statement- It is the policy of the Town to ask each employ@eefrain from bringing unnecessary or
inappropriate personal property to work. The Taeecpgnizes that an employee may need to bringinetéans to
work. However, employees should take care to enthat personal property brought to the workplameschot
disrupt work or pose a safety risk to other empésye

Personal Liability - An employee is expected to exercise reasonaieto safeguard personal items brought to
work. The Town will not repair, replace, or reinnbel an employee for the damage or loss of the graple
personal property. An employee bringing personaperty to the workplace does so at one’s own risk.

Storage Devices Desks and other storage devices may be provatetie convenience of employees but remain

the sole property of the Town. The Town is nopoessible for loss or damage to personal propeggeaa in such
storage devices.

518 Town Property

Employee Responsibility- An employee will be responsible for any itenuisd by the Town which is in the
employee’s possession and/or control, such as)didimited to the following:

Books and other Reference Materials, including Emgployee Handbook
Pagers / Cellphones

e Equipment, including Protective Equipment
e |dentification Badges

o Keys

e Uniforms

[ ]

[ ]

Return of Property - All Town property must be returned to the Tovweidye the employee’s last day of work.

519 Unauthorized Work

Policy Statement- An employee may not perform work for any entitiier than the Town during the employee’s
tour of duty, or claim that Town work was done wiseich is not the case.
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520 Outside Employment

Policy Statement- It is the policy of the Town that an employee nesigage in outside work as long as such
outside work does not interfere with the employgegormance standards, pose an actual or poteotidlict of
interest, or compromise the interests of the Town.

Guidelines- The following guidelines have been establist@dah employee who engages in outside work.

An employee will be judged by the same performastemdards and will be subject to the Town’s
scheduling demands, regardless of any existingdrutgork requirements;

If the Town determines that an employee’s outsidekvinterferes with the performance or the ability
to meet the requirements of the Town as they ardifirad from time to time, the employee may be
required to terminate the outside employment if &meployee wishes to remain employed by the
Town;

No Town equipment, supplies, or other material rhayused by an employee on other than Town
work for monetary gain;

Outside employment that does or may constituterdlicoof interest is prohibited. An employee may
not receive any income or material gain from indiaals outside of the Town for materials produced
or services rendered while performing the employ@ewn job;

A Town employee who engages in outside work musifynthe person for whom the work is being
performed that such work is being done on the eygals own time and that the employee is not
representing the Town while performing such work.

Employee Responsibility- A Town employee who wishes to engage in outsidekws responsible for ensuring
that the above guidelines are maintained. Quessbould be directed to the Department Head.
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600 ABSENCE POLICIES

601 Attendance

Tardiness- An employee must be ready and able to worketithe the employee is scheduled to begin work. In
the event an employee is unable to report to wbtheascheduled time, the employee must notifyetinployee’s
Department Head before the employee’s schedulethgtdime. The reason for tardiness and the etegetime of
arrival must be indicated to the Department Head.

Daily Notification - In the event an employee is unable to repontdrk, the employee must notify the employee’s
Department Head eaday of the absence and state the reason for #eneb. In the event the absence was pre-
authorized, this requirement will be waived.

Scheduled Absences An employee should schedule personal appointnegtiter before or after the employee's
scheduled workday or on scheduled days off wheneessible. Requests for scheduled time off, incgdhe use
of personal leave (Section 803) must be submitiextcordance with department rules. The reasothéoabsence
must be indicated. Vacation requests must be dtéurin accordance with the vacation leave pol#gation 802).
All requests for time off are subject to approwvalthe employee’s Department Head on a case-byluasie.

Unscheduled AbsencesAn employee who is unable to report to work nmatsmpt to contact the employee's
Department Head before the employee's scheduldthgttime. The employee may leave a recorded ageswith
the Department Head. If necessary due to ilintbssemployee’s family member may place the calle T
employee’s Department Head may establish additipradedures either on an individual or departmeidievbasis.

Unexcused AbsencesNotification of an absence to an employee's Diepamt Head does not automatically mean
the absence is authorized. Any time off from witvkt is without approval of an employee’s Departméead is
considered an unexcused absence. An unexcusettcelisevithout pay and may result in disciplinacyi@n, up to
and including termination.

Early Departure - In the event an employee must leave work dutfiegworkday, the employee must notify the
employee’s Department Head prior to leaving.

Leaving the Premises- An employee must obtain prior approval from thgployee's Department Head to leave
Town premises during working hours due to a nonkwelated reason. An employee who leaves Town jse=m
during the workday due to business reasons muiy tieeé employee's supervisor in accordance withadgnent

policy.

Documentation of Absences An employee who has frequent absences may béeedo provide documentation
of the reason for any future absences.
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602  Jury Duty Leave

Jury Leave - In the event a full-time employee is requiregp&sform jury duty on a day the employee is schediul
to work, the employee will receive paid jury dugale. Such leave will not be subtracted from drthe
employee’s leave credits. A part-time, temporargaasonal employee shall receive paid jury duwydef the
employee is scheduled to work for the Town on thg tthe jury duty is served. An employee is obkghato notify
the Commissioner of Jurors that the Town is payfregemployee’s full pay during jury duty. An emyd@ can
collect and keep any mileage expense reimbursetiahinay be issued by the court system for perfogmury
duty.

Notification of Jury Duty - When an employee receives notice to reportuor fluty, the employee must
immediately submit a copy of the notice to the eayipk’s Department Head.

Return to Duty - In the event the employee is released from jluty on a given day and there are two or more
hours remaining in the employee’s scheduled worktteyemployee must report to work. The employ#iebe
allotted time to return home and prepare for work.

Accrual of Benefits- The Town will continue to provide health insutarbenefits for an eligible employee during
the jury leave. Vacation leave, sick leave anddagl benefits will continue to accrue during junytglleave.
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603 Bereavement Leave

Eligibility - In the event of a death of a full-time or pam¢ employee’s immediate family member, the empdoye
may take a paid leave of absence for up to 3 catiseadays from the employee’s regularly schedwedk to
attend to family matters and services. An add#lidrereavement leave day is allowed to extend ¢hedvement
leave time or to attend to a related matter (s@ing burial, execution of will, etc.) The addiial day must be
used within 365 calendar days of the occurrenaeeh $ave will not be subtracted from any of thepkryee’s

leave credits. A temporary or seasonal employeeti€ligible for paid bereavement leave but magplbmved to
take time-off without pay provided the employee pder approval from the Department Head.

Definition of Immediate Family - For purpose of bereavement leave, “immediateljamember” will mean the
following:

e Spouse e Child

e Parent e Sibling

e Father/Mother-in-law e Grandparent
e Son/Daughter-in-law e Grandchild

Extended Bereavement Leave With authorization from the employee’s Departiidead, an employee may use
vacation leave credits and/or personal leave ae¢diextend a bereavement leave. The Departmeat Wil have
total discretion in the approval of an employeetteaded bereavement leave, based on the needs départment.

Funeral Leave (Extended Family)- In the event of a death of a full-time employeaunt or uncle, the employee

may take a paid leave of absence for one day frenemployee’s regularly scheduled work to atteedftimeral.
Such leave will not be subtracted from any of tipleyee’s leave credits.

Town of Enfield Employee Handbook (June 2004) 600-3



604 Military Leave and Military Leave of Absence

Military Leave (New York State Law) - This section refers only to a paid leave for mijitaervice under New
York State Law and does not effect an employeetsl@ment to leave needed for military service uriéeleral
statute. The Town of Enfield recognizes the imgace of the Military Reserve and National Guard] wail

permit any employee the use of military leave tdfqren ordered military duty or required traininghe Town will
grant such leave with pay for up to twenty-two waaks or thirty calendar days in a calendar yeaichéver is
greater. Such military leave beyond the twenty-tvavkdays or thirty calendar days in a calendar yét be
unpaid, however accumulated vacation leave mayea¢mployee’s option, be used at any time dutiedeave. In
accordance with applicable New York State law,ghmployee may keep all pay received for militaryszs.

Military Leave of Absence (Federal Law)- An unpaid leave of absence for a period of ufhéofederal statutory

limits will be granted to an employee to serveriy af the Armed Forces of the United States. Thpleyee’s
accumulated vacation leave may, at the employg®iemg be used at any time during such leave ofiad¥s.
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605 Family and Medical Leave Act

Statement of Compliance- The Town of Enfield complies with the provisionmisthe Family and Medical Leave
Act (FMLA). The Town of Enfield currently does not employ fiftyor more employees who work twenty or
more calendar workweeks per year. Therefore, Towemployees are not presently eligible for leave unde
FMLA. If at some point the Town of Enfield should emypfifty or more employees for twenty or more caland
workweeks in the current or preceding year, eligiiployees will be afforded leave in complianceWMLA.

Summary - FMLA entitles an eligible employee to a maximofrtwelve workweeks (defined by the employee's
normal workweek) of job-protected, unpaid leavaiy twelve month period for certain family and noadi
reasons. The twelve-month period is a rolling géreasured backward from the date an employeeanses
FMLA leave. At the conclusion of a leave of absenader the FMLA, the employee will be restoreth®
position the employee held when the leave begdo an equivalent position with equivalent benefiay, and
other terms and conditions of employment, provittedemployee returns to work immediately followswgch
leave.

Eligibility - To be eligible for an unpaid leave under FMLA,eanployee must meet the following requirements:

e The employee must have worked for the Town foreast twelve months before the leave request

(these need not be consecutive);

e The employee must have worked for the Town foreast 1,250 hours during the previous twelve

months prior to the date the leave commences; and

e The employee must work at or report to a worksitéctv has fifty or more employees or is within
seventy-five miles of worksites that taken togetteve a total of fifty or more employees.

Eligible employees will be afforded leave un&®LA under the following circumstances:

e Upon the birth of the employee's child and to darghe newborn child;

e Upon the placement of a child with the employeeafdoption or foster care and to care for the newly

placed child;
e To care for the employee's spouse, son, daughterent who has a serious health condition; and

o Because of the employee's own serious health condition which makes the employee
unable to perform one or more of the essential functions of his or her job.

Return to Work - At the conclusion of the leave, the employeeyjafed that the employee returns to work

immediately following such leave, will be restotedthe position he or she held when the leave hemaan
equivalent position with equivalent benefits, pag avorking conditions.
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606 Family and Medical Leave Policy

Policy Statement- It is the policy of the Town of Enfield to graatfull-time employee a leave of absence without
pay for a period of up to twelve weeks, under ¢ertdcumstances. If and when any employee meetsligibility
requirements under tlieamily and Medical Leave Adhe provisions of that Act will then take precede over this

policy.

Granting of Leave of Absence The granting and duration of each leave of atxsevill be determined by the
Town Board in conjunction with applicable federatiastate laws, including Civil Service Law Sectidiis 72 and
73, and theCivil Service Rules for Tompkins County

Types of Leave- The following types of leaves of absence willdomsidered:

e Sick Leave of Absence Employees who are unable to work because of ausetiealth condition or
disability may be granted a sick leave of absenthis type of leave covers disabilities caused by
pregnancy, childbirth, or other related medical dibans. The Town requires certification of an
employee’s need for sick leave, both before theddsegins and on a periodic basis thereafter, &y th
employee’s health care provider.

In addition to leave provided under this policy, employees may be eligible for a leave of
absence pursuant to Civil Service Law Section 71. Section 71 provides that covered
employees shall be entitled to a leave of absence for at least one cumulative year
(unless found to be permanently disabled) when disabled due to an occupational injury
or disease as defined in the Workers’ Compensation Law. This leave runs concurrently
with the designated Family and Medical Leave. Employee should consult with their
Department Head for further details regarding this provision.

e Parental Leave of Absence Female employees, when not disabled by pregnanchitabirth (see
above), and male employees may be granted a phleswa of absence to care for a child upon birth
or upon placement for adoption or foster care.

e Family Care Leave of Absence Employees may be granted a family care leave ofratesfor the
purpose of caring for a child, spouse or parent hé® a serious health condition. The Town requires
certification of the family member’s serious heatitndition, both before the leave begins and on a
periodic basis, by the family member’s health qae@vider.

Eligibility - To be eligible, an employee must meet the follayiequirements:

e The employee must have completed at least one geéull-time, continuous service during the
previous twelve months prior to the date leave cemres.

e Spouses who both work for the Town of Enfield alleveed a combined maximum of twelve
workweeks of leave for the birth or care of a nembchild, adoption or foster care of a child and to
care for such newly placed child, or the seriouslthecondition of a child, spouse or parent, during
any twelve month period.
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Definitions - For the purpose of this policy, the followingfidéions will apply:

e Serious Health Conditionwill mean and refer to an illness, injury, impaant, or physical or mental
condition that involves inpatient care in a hodpi@spice, or residential medical care facility,amy
subsequent treatment in connection with such iapatiare; orcontinuing treatment by a health care
provider, including, but not limited to:

* A period of incapacity of more than three conse®utialendar days and any subsequent treatment
or period of incapacity that also involves contimpireatment by a health care provider;

* A period of incapacity due to pregnancy or prencag;
* A period of incapacity or treatment for such ino@padue to a chronic serious health condition;

* A period of incapacity which is permanent or loegrt due to a condition for which treatment
may not be effective; or

* A period of absence to receive multiple treatmeintduding any period of recovery, by a health
care provider, or by a provider of health care isersunder orders of or on referral by a health
care provider, for restorative surgery after aridertt or other injury or for a condition that would
likely result in a period of incapacity of more théaree consecutive calendar days in the absence
of medical intervention or treatment.

e Health Care Provider will mean and refer to a doctor of medicine oreogtathy who is authorized to
practice medicine or surgery by the State in whighdoctor practices; @any other person defined in
the FMLA regulations capable of providing healthecaervices.

e Family Member will mean and refer to:
*  Spouse- husband or wife as defined or recognized undeie3aw for purpose of marriage;

*  Parent - biological parent or an individual who standsstwod inloco parentisto an employee
when the employee was a son or daughter as ddfirdicectly below. This term does not include
an employee’s parents "in law";

*  Child - biological, adopted or foster child, a stepchiéldegal ward, or a child of a person standing
in loco parentis who is either under age eighteen, or age eighte@hder and "incapable of self-
care because of a mental or physical disabilifgersons who aren' loco parenti$ include those
with day-to-day responsibilities to care for andaficially support a child or, in the case of an
employee, who had such responsibility for the erygdowhen the employee was a child. A
biological or legal relationship is not necessary.
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Notification Requirements— If the need for leave is foreseeable, the engdayust give notice, in writing, to the
Department Head at least thirty calendar days poitihe commencement date of the unpaid leave. failuee of an
employee to give thirty days’ notice of foreseedbleve with no reasonable excuse for the delay n@syit in the
delay of the employee taking the leave until thithys from the date of notice. When the needdavé is
unforeseeable, verbal notice to the employer wvalkbfficient.

Status Reports- The employee must periodically update the Depant Head as to the employee’s status and
intent to return to work.

Medical Certification — The employee must produce a medical certificagsued by a health care provider which
supports the need for a leave under this polichekrequired, the employee must provide a copyrbdfe leave
begins, or if the leave was unforeseeable, fifie@andar days from the date the certification veagiested. Failure
to submit medical certification may jeopardize #meployee's eligibility for an unpaid leave of abseand/or the
ability to return to work. The medical certificati must include:

e The date the medical condition began;
e The probable duration of the medical condition;
e Pertinent medical facts; and,

e An assertion that the employee is unable to perfilvenemployee’s essential job functions or that the
employee is needed to care for a family membeafepecified period of time.

The Town of Enfield reserves the right to request a second opinion by another health care provider.
The Town will pay for the second opinion. In the event a conflict occurs between the first and second
opinion, the Town may, again at its own expense, obtain a third opinion from a health care provider
approved jointly by the Town and the employee. This third opinion will be final and binding.

Leave for the Birth, Adoption or Foster Care Placem  ent of a Child — Leave for the birth
of a child or the placement of a child for adoption or foster care must be taken within twelve
months from the date of the birth or placement.

Certification for Adoption/Foster Care — An employee must produce proper certificatiamfithe appropriate
agency for an unpaid leave for the adoption orefosare of a child.

Employment Restrictions During Leave of Absence While on an approved unpaid leave, the emplayag not

be employed by another employer during the sameshbat the employee was normally scheduled to \iarkhe
Town of Enfield.
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Benefits During a Leave of Absence For the purpose of this policy, the followinglivapply:

e Use of Accrued Paid Leave Credits An employee taking leave for thmrth, adoption or foster
placement of a child or to care for a spouse, childr parent with a serious health conditionmust
first use all vacation leave credits which will ineluded in the maximum twelve weeks of leave. The
substitution of paid leave for unpaid leave forsengypes of leave does not extend the twelve-week
period.

For leaves taken due to theployee’s own serious health conditigrthe employee must first use all
sick leave and vacation leave credits, which wéllificluded in the maximum twelve weeks of leave.
However, in the event that the paid leave credigslable are greater than the maximum twelve-week
period, an employee may use paid leave creditstemd the leave of absence beyond the twelve-week
period,up to a maximum of one year If, after the completion of the one-year leafalzsence, the
employee is medically unable to return to workdetermined by a health care provider) and the
employee has leave credits remaining, the Town Bosy authorize an extension of the employee’s
leave of absence until such benefits are exhausteaveverjob reinstatementbeyond the one-year
leave of absends not automaticand will be dependent upon job availability, in @aance with

Civil Service Law Sections 71, 72 and 73, as applie, and the Civil Service Rules for Tompkins
County.

e Accrual of Paid Leave Credits- An employee will continue to accrue vacation amk leave and
receive holiday pay during the portion of the lethvat is paid.Paid leave is defined as leave during
which the employee continues to use accumulated pavacation and sick leave. After all such
paid leave is exhausted, the remaining leave ofradesis unpaid. An employee will not earn paid
vacation or sick leave or receive holiday pay foy holidays that may occur during an unpaid ledve o
absence.

e Medical Insurance - During the period of authorized paid or unpa&édJe of absence, an employee’s
eligibility status for medical insurance coveragdl mot change. All employee contributions (if gny
must be paid on a timely basis in order to maintaencontinuous coverage of benefits. Contribwion
will be at the same level as if the employee waskimg. Coverage will cease if payments are not
made within a thirty-calendar day grace periodhefdue date. Premium payments or policy coverage
are subject to change. In the event the emplogé®tb return to work after the authorized leave o
absence period has expired, the Town may recovemptemium that it paid for maintaining the
coverage during any period of the unpaid leave gdoe the following circumstances:

* The continuation, recurrence, or onset of a serioealth condition of the employee or the
employee's eligible family member with proper metlizertification; or,

*  Circumstances beyond the employee's control, sschparent chooses to stay home with a
newborn child who has a serious health conditionpleyee's spouse is unexpectedly transferred
to a job location more than 75 miles from the empéds work-site; the employee is laid off while
on leave.
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Return to Work - The following conditions for returning to workilhapply:

e Job Restoration - At the conclusion of the leave of absence, (pkder leaves beyond a one-year
period) the employee, provided that the employéarme to work immediately following such leave,
will be restored to the position the employee heliein the leave began, or an equivalent positioh wit
equivalent benefits, pay and working conditiongr &n authorized leave of absence beyond the one-
year period, job restoration will be dependent unavailability, in accordance with Civil Service
Law Sections 71, 72 and 73 as applicable, an€ihiéService Rules for Tompkins County

e Medical Statement- Before resuming employment, an employee musingubd statement from the
employee’s health care provider indicating that ¢éhgployee is able to return to work either with or
without restrictions. Failure to return to work evh required may be considered a voluntary
termination.

e Early Return - An employee who intends to return to work eartlean anticipated must notify the
Department Head at least five business days poidhé date the employee is able to return. The
Department Head shall in turn notify the Town Swijsar.

e Extension of Unpaid Leave of Absence An employee who wants an extension of the leave
previously requested must notify the employee’sdepent Head at least two business days from the
date the change occurred which necessitates thegehia leave time. The Town Board reserves the
right to approve all leave extensions.

607 Leave for Voluntary Emergency Personnel

Policy — Employees of the Town of Enfield who are Vol@arntére, medical or other emergency personnel are
authorized to respond to emergency calls duringcwours. Employees who do respond to emergenty aed
expected to notify their supervisor and to returthieir normal work schedule within a reasonabtestafter
discharge of the emergency duties. Employeesxarected to exercise sound judgment and rationalenegard to
returning to the normal work schedule.

Employees who respond to emergency calls will as¢ lany pay for time away from their position dgrihe time
they are performing emergency service.
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700 COMPENSATION

701 Wage and Salary

Rate of Pay- An employee’s rate of pay will be establishedHxy Town Board.

Merit Increases- An employee may receive a pay increase basex tingoemployee’s past performance. The
merit increase will be granted at the discretiothef Town Board.

Highway Department Stepped Salary Structure -Adopted April 13, 2011
1. New Hires start asitherlaborersor MEQO'’s (Motor Equipment Operator).
a. Laborers are hired at starting salary within a ratege specified in the Organizational Resoluti@ins
the Town Board set in January of each year.
b. MEO'’s start at a Hire Rate and after 90 days recaivincrease to a Working Rate, both as specified
in the Organizational Resolutions. There will beaanual increase per year for three years until
reaching a minimum rate specified in the Organizeti ResolutionsAmended March 14, 2012.
2. Any calendar year merit salary increases will &ls@pplied, independent of the anniversary date
increases.

702 Overtime

Authorization - A Department Head may require an employee t&wdditional hours beyond the employee’s
normal workday and workweek. An employee mustikecprior approval from the employee’s DepartmeptH
or supervisor before working additional hours. émployee is not entitled to overtime pay for additil hours
worked without proper authorization.

FLSA Non-Covered and Exempt Employees In accordance with the Fair Labor Standards BE§A non-
covered and exempt employees will not be paid f@rtime nor receive “compensatory time” for any fooworked
in excess of the employee’s normal workday or wadky

FLSA Non-Exempt Employees- In accordance with the Fair Labor Standards &&l.SA non-exempt employee
will be paid one and one-half times the employeedgilar hourly rate of pay for all authorized timerked over
eight hours in a given work day, forty hours inigeg workweek.

Compensatory Time- With pre-authorization from the Department Headon-exempt employee will have the
option of receiving “compensatory time” in lieumdid overtime. When a non-exempt employee chomsesxeive
compensatory time, the employee will be crediteith Wie equivalent of one and one-half hours forathorized
time worked over forty hours in a given workweekn employee may accumulate up to 12 hours in cosgteny
time credits. In the event an employee accrue®iiian 12 compensatory time credits, the employest rither
use the excess compensatory leave credits withipaly-period in which it is earned or take paidrtinee. An
employee must use all compensatory leave creditsmthe calendar year in which they are earneecgive cash
payment at the end of the calendar year at theampls then current rate of pay.

Credit for Paid Leave - Personal leave, vacation leave, paid holidagk,leave, bereavement leave, and jury duty
leave will be included as time worked for the pupof computing overtime. Military leave will no¢ included as
time worked for the purpose of computing overtime.

Termination from Employment - An employee whose employment with the Town imteated, will receive cash

payment for unused compensatory credits to whielethployee is properly entitled at the employeeéntcurrent
rate of pay.
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703 Call-In Pay

Compensation —n the event an employee is called into work owsifithe employee’s scheduled work shift, the
employee shall receive a minimum of faurd one half (4.5hours pay at a rate equal to one and one-halstiime
employee’s regular rate of pay. If an employeeaited in with fewer than four hours prior to siagttime, the
employee is paid only for time workedlis one-half hour (.05)Amended December 27, 2010.

704  Pay Period and Check Distribution

Payroll Period — Normally, employees are paid on a bi-weekly ©agin employee’s paycheck will be based on the
amount earned during the preceding payroll peri@drtain employees may be paid on a different sdleeas
established by the Town Board.

Payday - Under normal circumstances, highway paychecKsbeiissued on a Thursday. In the event the paigla
a designated holiday, paychecks will be distributedhe previous workday. All other paychecks rayssued
monthly, quarterly, etc. as provided for in the @rgational Resolution adopted at the January mgeti

Distribution — The Town Supervisor, or designee, will distrdbbtghway department paychecks to the Highway
Superintendent. The Highway Superintendent wéhtdistribute checks to the employees. The Tovpe&isor,
or designee, will distribute all other checks topdogees.

Authorized Check Release The Department Head will not release a payche@nyone other than the employee
unless the employee has submitted a signed, wattérorization with the Department Head

Direct Deposit of Pay Checks- Employees may choose to have their paychecksitepanto their checking or
savings account by submitting their bank informatio the Town Bookkeepéerew policy June 8, 2011

705  Payroll Deductions

Statutory Deductions- The required portion of an employee's pay fdefal and state taxes, and any other
deduction required by law, will be deducted frora #mployee’s paycheck. Such deductions will beahon the
paycheck.

Voluntary Deductions - Payroll deductions provided through the Towragmll system will be made from an
employee’s paycheck when authorized by the emplogeh deductions will be noted on the paycheck.
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800 EMPLOYEE BENEFITS

801 Holidays

Designated Holidays- The Town of Enfield employees are entitled tophid holidays per year as follows:

New Year's Day

Martin Luther King Day
President’'s Day
Memorial Day
Independence Day
Labor Day

Columbus Day
Veterans’ Day

. Thanksgiving Day

10. Christmas Day

11. (One) floating holiday per year

CoNouA~WONE

Eligibility — A full-time employee will receive holiday paytat employee’s regular rate of pay. A part-time,
temporary or seasonal employee is not eligiblehtdiday pay.

Floating Holiday - In addition to the designated holidays, a futieé employee is credited with one floating holiday
on the employee’s first day of employment. On eagbsequent January 1, the employee is grantetioatimg
holiday to be used during the calendar year. Apleyee must receive prior approval from the empédye
Department Head to take the floating holiday. Tdre floating holiday” per year is to be paid a¢ #mployee’s
regular rate of pay.

Holiday Observance- In the event a designated holiday occurs ontar@ay, the holiday will be observed on the
preceding Friday. Inthe event a designated hglataurs on a Sunday, the holiday will be obsemedhe
following Monday.

Holiday Pay Requirement— Unless otherwise authorized, an FLSA non-exeangiloyee must work the
employee’s scheduled workday before #éimelemployee’s scheduled workday after a desigrtadéiday in order to
receive holiday pay.

Assigned to Work on a Holiday— In addition to the holiday pay, a full-time FLS®n-exempt employee who is
required to work on a designated holiday will reeeivages at two times the employee’s regular repap. A part-
time, temporary, or seasonal FLSA non-exempt engdayho is required to work on a designated holidiély
receive pay at one and one-half times the emplsy@gular rate of pay.
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802 Vacation Leave

Eligibility - A full-time employee is eligible for paid vacati leave in accordance with this policy. A pantei
temporary, or seasonal employee is not eligiblgofod vacation leave but may be allowed to takeoff without
pay provided the employee has prior approval froenDepartment Head.

Allowance - A full-time employee will be credited with paigcation leave in accordance with the vacation
schedule below. Vacation Leave is based on theageenumber of hours an employee is normally sdbddo
work each week. An employee may take vacationdemly after it has been credited. Vacation timeredited to
employees on their anniversary date.

After Completion Of Vacation Leave
1 -2 years 1 week
3 —9years 2 weeks
10 — 19 years 3 weeks
20+ years 4 weeks

Continuous Service- Continuous Service shall mean uninterruptediservAn authorized leave of absence
without pay, or a resignation followed by reinstagant within one year following such resignatioralshot
constitute an interruption of continuous servid&acation is earned only for monthly pay periodsimyimwhich an
employee is in full pay status for at least fifteeorking days during such monthly pay period.

Scheduling- An employee must receive prior approval fromehgployee’s Department Head to take vacation
leave. Vacation leave credits may not be useddrements of less than one hour. The Departmead idl have
total discretion in the approval of vacation leave.

Accumulation - An employee may accumulate vacation leave gedia maximum of 4 weeks carried over at the
employee anniversary date.

Anniversary Date — An employee’s anniversary date shall mean the ala which a full-time employee was hired.

Holiday During Scheduled Vacation- In the event a designated holiday occurs onmapl@yee’s normal workday
and the employee is on paid vacation, the emplogiteeceive holiday pay at the employee’s regukse of pay
for the day and the employee’s vacation leave tsedil not be charged for that day.

Separation of Employment- An employee who resigns, retires or is laidwiff receive cash payment for unused
vacation leave to which the employee is properhtled at the employee’s then current rate of p&g. be eligible
to receive this payment, an employee who is taresr retire must give written notice at least tweeks in
advance of the last day of employment. In the esaremployee leaves employment due to discipliaatipn, the
employee will not receive a settlement for unusacktion leave. In cases of death of an emploheel own will
pay the employee’s designated beneficiary for anysad vacation leave.

803 Sick Leave

Eligibility — A full-time employee is eligible for paid sickdve in accordance with this policy. A part-time,
temporary, or seasonal employee is not eligiblepfid sick leave.

Allowance - A full-time employee will be credited with 8 hauof paid sick leave each month. An employee may
take sick leave only after it has been creditede @mployee will be credited on the first day @& thonth after it
has been earned.

Accrual During Leaves of Absence An employee will be credited with sick leavedite while on a paid leave of
absence, but not while on an unpaid leave of alesenc
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Notification of Sick Leave— Procedures for notifying the Department Heathefneed for unscheduled sick leave
is covered undePolicy 601 of this employee handbook. Additionally, unlesssatended sick leave absence has
been authorized, the employee must notify the epagls Department Head eadhy of the absence. These
procedures must be followed to receive paid siakde

Proper Use of Sick Leave Sick leave is provided to protect an employe&irzgy financial hardship during an
illness or injury. An employee may use sick leakedits for personal iliness or injury that inhibihe employee’s
work. Sick leave credits may not be used in in@et® of less than one hour.

Personal Leave- An employee may use up to three days of sickdeaedits annually for personal reasons.
Personal reasons include personal business whigtothe conducted outside of normal working honiosi-
emergency medical and dental appointments, angeional emergencies. Family illness or injurhé employee
must provide direct car® an immediate family member. Such leave wilsbbtracted from the employee’s
accumulated sick leave credits.

Accumulation - An employee may accumulate sick leave credits timaximum of 240 days.

Medical Verification - The Town may require medical verification ofemployee’s absence if the Town perceives
the employee is abusing sick leave, or has usekeass amount of sick leave, or when an employakssnt for
more than three consecutive workdays due to aesiror injury. If an employee is on an authorieede of
absence, the provisions of the Family and Mediea\e Policy in this Employee Handbook shall apply.

Abuse of Sick Leave An employee who, after investigation, is founchaive abused the use of sick leave or
falsifies supporting documentation, will be subjexctlisciplinary action.

Retirement Credit - The Town Board has elected to provide Sectiofj)df the Retirement and Social Security
Law, which allows credit for a portion of accumeldtsick leave at the time of retirement.

Separation of Employment— Upon retirement with a minimum of twenty yeafservice, an employee will
receive one hour of pay for each eight hours osaduaccumulated sick leave.

804 Disclosure of Insurance Benefits

Summary - The following is a brief description of the inance benefits offered by the Town to eligible eryipks.
Eligibility for benefits is dependent upon a vayief factors, including employment classificatiamddength of
service. The description of the benefits provigednly an overview. The plan documents or spegfivernment
regulation provide a full description of the spachenefit.

Plan Administrator — The Town Supervisor serves as the Administratthhe Town’s benefits plans. The
Administrator is responsible for all communicati@rsl disclosures concerning Town benefits andadatle to
answer questions concerning the benefit plansedtiiption of each of the plans may be obtainenhfitee Town
Supervisor’s office.

Plan Documents- Benefits are administered according to applieaavernment regulation, benefit plan
documents, insurance carrier master policy, or Tpuality. Should there be a discrepancy betweelnfloemation
presented in this Employee Handbook and the beplefit document, the Town Board has the discretionar
authority to determine eligibility for benefits atwinterpret the plan’s terms. The Town Boarceiponsible for
compliance with all applicable laws and regulatioi®ie Town Board may, at its discretion, changeiess, and/or
offer alternative insurance plans.

Changes in Benefits- Any benefit offered by the Town to employees tacked Officials is subject to change by
resolution of the Town Board.
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Waiver of Benefits- An employee who is eligible to participate in afithe available insurance plans but who
elects not to participate must sign an appropriaieer of enrollment form.

Enroliment Information - The Bookkeeper will provide the employee with #mollment forms and assist with
the administrative and operational aspects of #i®us insurance plans. Enrollment in a benefihp$ not
automatic. Employees must complete the appropeiatellment forms and applicable payroll deduction
authorizations in order to receive benefits.

Changes in Status Employees whose status changes from full-timgsatd-time are notified of the changes to their
Town benefits. This notification contains all Idganandated information regarding applicable béagincluding
COBRA health insurance continuation. An employestimmediately notify the Town Supervisor’'s Officethe
event that the employee has a change in marifalnoity status that may affect coverage, such asiag®, divorce,
legal separation, death of a spouse or dependantirang or losing a dependent, changes in address.

Beneficiary — Under some of the Town’s benefit plans, eachleyee must designate a beneficiary for the

employee’s death benefits. This designation measnhade in writing and on the form provided by tkenp
Administrator.
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805 Medical Insurance

Eligibility - The Town will make available medical insuranogarage to each full-time employee, the Highway
Superintendent, and their eligible family membespart-time, temporary, or seasonal employee tsefigible for
medical insurance coverage.

When Coverage Begins Coverage will begin upon completiand processing of any necessary enroliment
application materialfor employees. For the Highway Superintendentecage will begin on the first day of office.
All eligibility requirements of the insurance plarust be metAmended March 14, 2012.

Premium Payment (Full-Time Employees) The Town will pay the full premium for individuar family medical
insurance coverage, as the case may be, for eigdbleefull-time employee who was hired prior tondiary 1, 1993.
The Town will pay the full premium for individualedical insurance coverage for those employees bineat after
January 1, 1993. Employees may purchase familgrege at their own expense.

Premium Payment (Highway Superintendent)} The Town will pay the full premium for individuar family
medical insurance coverage, as the case may beangfdtighway Superintendent holding office priodamuary 1,
1993. An employee who re-enters full-time emplogireter January 1, 1993 may be eligible for indiaal or
family medical coverage based on a computed hite daor medical coverage only this hire date ldéllcomputed
by subtracting years of service prior to January9B3 from the hire date for the current perioderfvice after
January 1, 1993. The Town will pay the full premitor individual medical insurance coverage for &tighway
Superintendent holding office on or after JanuargD2. Family coverage may be purchased at theresse of the
Highway Superintendent.

Changes in Premium Contributions— The amount of the insurance premium an eligéinigloyee or the Highway

Superintendent is required to contribute is sultiechange by resolution of the Town Board. Thai®oard will
provide a two-month written notice of such change.
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806 Medical Insurance Buy-out

Eligibility - A full-time employee or Highway Superintendertans eligible for medical insurance coverage made
available through the Town may receive a cash hutyirolieu of receiving medical insurance benefit® be

eligible for the medical insurance buy-out, the &ayee must provide documentation of comparable oz diealth
insurance coverage in a manner and form to berdited by the Town and sign an appropriate waivéreafith
insurance coverage and waiver of liability to trewn, referred to as Exhibit B — Affidavit of Intettt Participate in
the Health Insurance Buy-out Program.

Amount of Buy-out - An employee or Elected Official who is eligifte the medical insurance buy-out will
receive a monthly payment of $250.

Method and Form of Payment- Payment of the buy-out will be made in equalnthty installments. This
payment is in addition to the compensation anditaryg to which the employee is otherwise entitkend will be
treated as part of the employee’s gross incomendlhtie subject to the appropriate withholding focome and
payroll tax purposes.

Reinstatement- In the event the employee loses coverage uhéealternate insurance plan, the employee may
resume coverage under a medical insurance plan avadleble through the Town. Coverage will becafiective
in accordance with the provisions specified inglen documents, provided that the employee mektdigibility
requirements of the insurance plan. Upon reinstate, the employee must refund the portion of gaapent
received for the period in which the Town will sefjsently provide coverage for said employee.
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807 Medical Insurance for Retirees

Coverage —The Town will make available medical insurance cage to an eligible full-time employee or
Highway Superintendent who retires from the Towrbjsct to the restrictions contained in this palidg the event
the retiree predeceases the spouse or dependengpduse or dependents may continue medical mseira
coverage provided they pay the full cost of thenpuen. Coverage of a spouse or dependent at threedfrdivorce
or legal separation is in accordance with plan dumits and COBRA requirements. Upon reaching aqg-five,
the retiree’s medical insurance coverage providethé Town shall be converted to a Supplementalitéed
Policy and continue to be paid by the Town forlifeeof the retiree.

Eligibility — Eligibility for coverage depends on a varietyfadtors. In order to be eligible for coverage th
employee or Elected Official must have applieddiod been granted a bona-fide retirement benefit tiee New
York State Employees’ Retirement System and meetdthe following criteria:

e Current employees who were employed or holdingceffiull-time prior to February 13, 2002 are
eligible for coverage if, at the time of retiremdrdm the Town, the employee has reached age fifty-
five or older and has worked at least 10 conseeutaars of full-time service with the Town prior to
the date of retirement.

e Employees hired full-time on or between February 2802 to December 31, 2002 are eligible for
coverage if, at the time of retirement from the Tipthe employee has reached age fifty-five or older
and has worked at least twenty consecutive yeaitdlgfme service with the Town prior to the dait
retirement.

e Employees hired full-time on or after January 1020are eligible for coverage if, at the time of
retirement from the Town, the employee has reacwsd fifty-five or older and has worked at least
twenty-five consecutive years of full-time servigih the Town prior to the date of retirement.

Plan - The Town Board may, at its discretion, changerttedical insurance plan at any time, including,nmi
limited to, type of coverage, retiree contributipasd type of carrier.

Premium Payment- The Town will pay the full premium for individuaoverage for each eligible retiree. The cost
for family coverage must be paid by the retiree.

Changes in Premium Contributions— The amount of the insurance premium a retirgetinee’s spouse is
required to contribute is subject to change byltg®m of the Town Board. The Town Board will pide a two-
month written notice of such change.

Supplemental Medicare Policy (Medicare Part B} The Town will reimburse an eligible retiree foe cost of the
Medicare Part B premium. Such reimbursement widise upon the death of the retiree. The Town Buand
through resolution and in compliance with applieaiblsurance plan documents, modify or eliminate thi
reimbursement for any retiree. The Town Board pitivide a two-month written notice of such change.

Town of Enfield Employee Handbook (June 2004) 800-7



808 Continuation of Health Insurance Benefits (COBR  A)

Summary - The Consolidated Omnibus Budget Reconciliatiah @f 1985 (COBRA) offers “qualified
beneficiaries” the right to continue existing hhaltsurance coverage, completely at their own es@ennder
certain qualifying conditionsAll required premiums and administrative fees mustbe paid in a timely manner
in order for coverage to continue.

Eligibility - An individual is a “qualified beneficiary” if thindividual is covered under a group health plathe
day before a qualifying event as either a coveragleyee or elected official, the spouse of a codemmployee or
elected official, or a dependent child of a covezatployee or elected official. A child who is &ttborn to or who
is placed for adoption with the covered employeelected official during a period of COBRA coveragalso a
“qualified beneficiary” entitled to COBRA coverage.

Qualifying Events — If a qualified beneficiary loses coverage uragroup health plan as a result of a “qualifying
event,” the qualified beneficiary is entitled by BRA to the continuation of group health insuranoeerage at the
qualified beneficiary’s own expense and for a laditime as described below. The COBRA requiremgntso put
any limit on the number of times a qualified beaiefiy may be entitled to COBRA continuation coveraCcOBRA
coverage is in effect for a period of up to eighte®enty-nine, or thirty-six months, depending namy of the
following qualifying events:

e An eighteen monthcontinuation will be available to a qualified b&aiary in the event of the covered
employee’s (or elected official’'s) termination ahployment for any reason except gross misconduct,
or the covered employee's loss of eligibility totggpate due to reduced work hours.

e A twenty-nine month continuation will be available to a qualified bé&aiary in the event that the
qualified beneficiary is disabled, per a determoratunder the Social Security Act, or becomes
disabled within the first sixty days of COBRA coage. The qualified beneficiary must provide the
plan administrator with notice of the disabilitythin sixty days of the determination of the disypil
by Social Security and before the end of the oab#&ighteen-month COBRA coverage period. The
qualified beneficiary must notify the plan adminggor of a determination by Social Security thad th
individual is no longer disabled within thirty caltar days of such determination.

e A thirty-six month continuation will be available to a qualified b&orry in the event of any one of
the following:

*  Death of a covered employee or elected official;

*  Divorce or legal separation from a covered emplayeelected official;

* A covered dependent child's loss of eligibility participate in the insurance plan due to the
covered employee or elected official becoming cesidry Medicare as a result of total disability

or choosing Medicare in place of the insurance plaage sixty-five; or

* A covered dependent ceases to be a "dependent ahiiér the health insurance plan.
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Limitations - In the event an employee or elected officialdmes covered by Medicare, but no loss of coverage
results for the employee or elected official or teeered dependents, and a subsequent qualifyent eecurs, the
duration of coverage for all qualified beneficiarigill be thirty-six months from the date of thenénation or
reduction in hours. A qualified beneficiary maydmvered under multiple qualifying events, but imaase will
coverage be continued for more than thirty-six rhent

Change in Beneficiary Status An employee or elected official must notify thewn within sixty calendar days of
a legal separation or divorce or when a dependamt ionger eligible for insurance due to the amédtions or
educational status requirements established byn#ueance plan. The Town will not be responsibleaiy loss of
coverage resulting from failure by the employeelected official to give naotification of such anee.

Enrollment Information - The Town Supervisor’s Office will provide the ployee or elected official with the
enrollment forms and assist with the administratine operational aspects of COBREnrollment is not
automatic. The employee or elected official mustoenplete the necessary enroliment forms and returnla
COBRA forms to the Town Supervisor's Office withinthe time indicated If the required forms or premium
payments are not received at the time specifiedjcakinsurance coverage will cease.
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809  Short-Term Disability Benefits

Eligibility — A full-time employee is provided with short-tedisability coverage in accordance with this polidy.
part-time, temporary, or seasonal employee is @bk for paid short-term disability coveragehi¥ benefit is to
supplement loss of time from work due to a qualifi®n-job related illness or injury.

When Coverage Begins Coverage will begin on the employee’s first @dgmployment, provided the employee
meets all eligibility requirements.

Disability Payments— Disability payments will be in accordance witle terms of the policy. The duration of
disability benefits is dependent upon a physiciag'gification and consistent with the terms of plodicy. There
may be a waiting period before an employee canreagligible for disability payments. Full detaiégarding the
policy currently in effect are available from ToBupervisor’s Office.

Premium Payment- The Town will pay the full premium for disabilicoverage for each eligible employee.

Reporting of lliness or Injury - The employee must submit a written report ofillhess or injury on the proper
application form to the employee’s Department Haad the Town Supervisor within twenty-four hourgtof
occurrence. The Department Head will provide tmpleyee with the necessary forms. Proper medical
certification will be required and must be subndtteith the application form.

Use of Sick Leave Credits An employee may draw from the employee’s si@cation and other accrued leaved
credits in conjunction with Disability paymentsdqual, but not exceed, the employee’s regular datly of pay.
Amended August 11, 2010.

Medical Insurance Coverage- The Town will continue medical insurance coveréay the employee in
accordance with the provisions of the Family andiMdal Leave Policy in this Employee Handbook.
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810 Workers' Compensation Benefits

Coverage- The Town will make available Workers’ Compensatbenefits, including payment of medical costs
and replacement of lost wages up to the regulatedmum, to each eligible employee who suffers amdantal
injury arising out of and in the course of employmes determined by the Workers’ Compensation @&oar
Eligibility for coverage is determined by applicaWorkers’ Compensation regulations.

When Coverage Begins Coverage will begin on the employee’s first @dgmployment, provided the employee
meets all eligibility requirements.

Premium Payment- The Town will pay the full premium for Worker€ompensation coverage for each eligible
employee.

Reporting of Injury - The employee must report any accidental injuisirgg out of and in the course of
employment to the Department Head immediately dffteroccurrence of the injury. The Department Hedld
notify the Town Supervisor who will complete andbmit the required forms.

Use of Sick, Vacation and other Accrued Leave Cretli - An employee may draw from the employee’s sick,
vacation and other accrued leave credits in cotijpmevith Workers’ Compensation payments to egibat,not
exceed, the employee’s regular daily rate of pagended August 11, 2010

Medical Insurance Coverage- The Town will continue medical insurance coveréay the employee in
accordance with the provisions of the Family andidal Leave Policy in this Employee Handbook.

811 Unemployment Benefits

Coverage- The Town will make available unemployment betsetih each eligible employee ruled eligible for
benefits under New York State labor law.

812 Social Security

Summary - Social Security benefits are available for egtient, survivor's benefits, and medical costs under
qualifying conditions, as determined by the Fed8dial Security Administration Office. Employeentributions
to Social Security (FICA) are matched by the Town.

Town of Enfield Employee Handbook (June 2004) 800-11



813 The New York State Employees’ Retirement System

Summary - The Town will make available the New York St&t@ployees’ Retirement System pension plan to each
eligible employee. An employee is eligible for\see retirement benefits after five years of craklié public sector
service. Inthe event an employee leaves afteryears of service but prior to retirement ageh®mployee may
receive a benefit at retirement age related toetlyesrs as a public sector employee.

Mandatory Membership - A full-time employee who began employment witle State of New York or with a
participating employer, on or after July 27, 19@ist join the retirement system. An employee vghagpointed to
a permanent, full-time position on a probationaagib must join the retirement system on the effealiate of the
probationary appointment. Employment is considdéufitime unless:

e The employee works less than thirty hours per week;

e The annual compensation for the position is leas tthe State's minimum wage multiplied by 2,000
hours; or

e Duration of employment for less than one year oplegment on less than a 12 month per year basis;
or

e The position is either provisional or temporary en@ivil Service Law.

Optional Membership - An employee who is not mandated to join may jbim retirement system. Such employee
will be informed, in writing, that the employee miayn the Retirement System and will acknowledgeenat of

such naotice by signing a copy thereof and returititg the Town Supervisor’s Office If the employelects to join
the retirement System, the employee must comphetapplication form and return it to the Town Swysar.

Waiver of Enrollment - An employee who is not mandated to join thereatient system, and who choosestnot
join, must complete a waiver of enrollment form.

814  State of New York Deferred Compensation Pl an

The Town of Enfield reviewed and adopted the Def#iCompensation Plan for Employees of the Stalécof
York and Other Participating Public Jurisdictiottse(“Plan”), established in accordance with

Section 457 of the Internal Revenue Code and Sebtiof the State Finance Law of the State

of New York.

Purpose —The purpose of the Plan is to encourage employesmke and continue careers with the Town of
Enfield by providing eligible employees with a cemient and tax-favored method of saving on a regnd long-
term basis and thereby provide for their retirement

Optional Membership - Participation of all eligible employees in TR&n is voluntary.

Authorizations - The appropriate officials of the Town of Enfieldedrereby authorized to take such actions and
enter such agreements as are required or necdss#éing adoption, implementation, and maintenariceePlan.
The Administrative Services Agency is hereby adttear to file copies of these resolutions and otkquired
documents with the President of the State of Newk\@ivil Service Commission.

(Created 12/10)
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900 COMPLIANCE POLICIES

901 The Americans with Disabilities Act

Policy Statement— It is the policy of the Town of Enfield to comyfully with the provisions and spirit of the
Americans with Disabilities Act and ensure equaplryment opportunity for all qualified persons witlsabilities.
All employment practices, such as recruitmentpigiripromotion, demotion, layoff and return fromd#y
compensation, job assignments, job classificatipa&l or unpaid leave, fringe benefits, trainingypéoyer-
sponsored activities, including recreational ori@garograms, will be conducted so as not to dmsorate

unlawfully against persons with disabilities. Thiso extends to prohibit discrimination based @e@son’s
relationship or association with a disabled inditl Qualified individuals with disabilities aratéled to equal pay
and other forms of compensation (or changes in emsgition) along with work assignments, classifore)
seniority, leave, and all other forms of employmemmpensation or advantage.

Reasonable Accommodation Reasonable accommodation is available to alifipchemployees and applicants
with disabilities, unless it imposes an undue haiplen the Town and/or operations of a program.

Pre-Employment Inquiries - Pre-employment inquiries are made only regardimgpplicant’s ability to perform
the duties of the position and not any disablingdition. Pre-employment physical exams will ong/dequested
when in compliance with the law. The Town of Elfisntends to base employment decisions on priesiplf equal
employment opportunity and nondiscrimination, afsngel by law.

Noatification of Policy Violations - An employee should immediately report any pemgiviolation of this policy to
the employee’s Department Head. In the eventitii@@yee is unable to discuss this matter with tepdtment
Head, the complaint should be reported in writimghie Town Supervisor or any member of the TownrBoall
complaints of discrimination will be investigatesateetly and promptly. An employee who reporscdmination
will not suffer adverse employment consequencesrasult of making the complaint. This procedsraat
intended to restrict an individual’s rights to makeomplaint to a federal or state agency.

Application of Policy — This policy is for Town use only and does not apply in any criminal
or civil proceeding. This policy shall not be construed as a creation of higher legal standard
of safety or care in an evidential sense with respect to third party claims. Violations of this
policy will only form the basis for Town administrative action. Violations of law will form the
basis for civil and criminal sanctions in a recognized judicial setting.
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902 Equal Employment Opportunity

Policy Statement- The Town of Enfields an Equal Opportunity Employer. The Town doeisdiscriminate on
the basis of race, religion, color, sex, age, mati@rigin, disability, marital status, or militasyatus.
Discrimination based on any of the above is siriptbhibited. This policy applies to all terms ara@hditions of
employment, including, but not limited to, hiringacement, compensation, promotion, transfer, itigineave of
absence, and termination.

Notification of Policy Violations - An employee should immediately report any peregiviolation of this policy to
the employee’s Department Head. In the eventitii@@yee is unable to discuss this matter with tepdtment
Head, the complaint should be reported in writimghie Town Supervisor or any member of the TownrBoall
complaints of discrimination will be investigateseteetly and promptly. An employee who reportcdmination
will not suffer adverse employment consequenceasrasult of making the complaint.

Application of Policy — This policy is for Town use only and does not apply in any criminal
or civil proceeding. This policy shall not be construed as a creation of higher legal standard
of safety or care in an evidential sense with respect to third party claims. Violations of this
policy will only form the basis for Town administrative action. Violations of law will form the
basis for civil and criminal sanctions in a recognized judicial setting.

903 Fair Treatment

Policy Statement- It is the policy of the Town to promote a protiue work environment in which all employees
are treated with fairness, respect, and dignitige Town will not tolerate harassment or discrimimabf any kind
in the workplace.

Notification of Policy Violations - An employee should immediately report any kifith@assment or
discrimination in the workplace to the employee&partment Head. In the event the employee is ertaldiscuss
this matter with the Department Head, the complsiiuld be reported, in writing, to the Town Supswor any
member of the Town Board. All complaints of digairation will be investigated discreetly and promptAn
employee who reports harassment or discriminatidhe workplace will not suffer adverse employment
consequences as a result of making the complaint.
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904 Sexual Harassment

Policy Statement-— It is the policy of the Town of Enfield to pronecé productive work environment. As with
discrimination involving race, color, national drigreligion, disability, age, marital status, oflitary status, the
Town of Enfield prohibits sex discrimination, inding sexual harassment of its employees in any.fddm form
of harassment will be tolerated. The Town willdatl steps necessary to prevent and stop the recwar of sexual
harassment in the workplace. The accompanying @inmprocedure is intended to provide an effective
mechanism for reporting and resolving promptly, ptaints of sexual harassment without any risk pereussion
to a complaining employee for filing a complaintsefxual harassment in good faith.

Applicability of Policy - This policy applies to all Town employees anfictdls regardless of supervisory level,
whether employed full or part-time, temporary casmal, whether elected or appointed and regardfess
compensation level, and all personnel in a contiedgtlationship with the Town. Depending on thteat of the
Town’s exercise of control, this policy may be apglto the conduct of non-Town employees with respesexual
harassment of Town employees in the workplace.

Supervisory Responsibility- Department Heads and supervisory personnekaponsible for ensuring a work
environment free from unsolicited, unwelcome artdriidating sexual overtures. Supervisors must takmediate
and appropriate corrective action, when instan¢agxual harassment come to their attention, torassompliance
with this policy.

Definition of Sexual Harassment Sexual advances that are not welcome, requassekual favors, and other
verbal or physical conduct of a sexual nature dtutetsexual harassment when:

e Submission to such conduct is made either explicitly or implicitly a term or condition of
an individual's employment; -OR-

e Submission to or rejection of such conduct by adividual is used as the basis for employment
decisions, such as promotion, transfer, or terrignatffecting such individual; -OR-

e Such conduct has the purpose or effect of unreadpnaterfering with an individual's work
performance or creating an intimidating, hostileffensive working environment.

Sexual harassment refers to behavior that is not welcome, that is personally and
objectively offensive, that fails to respect the rights of others, that lowers morale and
that, therefore, interferes with an employees’ work performance and/or effectiveness or
creates an intimidating, hostile or offensive working environment. Exposure to such
conduct that serves to alter the terms and conditions of employment is prohibited by this
policy and state and federal law.
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Forms of Sexual Harassment Specific forms of behavior that the Town of Ehdi considers sexual harassment
and which are prohibited include, but are not lgdito, the following:

e Verbal harassment of a sexual nature related tengployee’s gender, including sexual innuendoes,
slurs, sexual slurs, suggestive, derogatory, imgutir lewd comments or sounds, whistling, jokes of
sexual nature, sexual propositions and/or threats.

e Sexually oriented comments about an employee’s hbdy are unwelcome and/or unreasonably
interfere with an employee’s work performance @ate an intimidating, hostile, or offensive working
environment.

e Any sexual advance that is unwelcome or any derfansexual favors.

e Sexually suggestive written, recorded or electralhjctransmitted material, showing or displaying
pornographic or sexually explicit objects or piesir graphic commentaries, leering or obscene
gestures in the workplace such that it unreasonatdyferes with an employee’s work performance or
creates an intimidating, hostile, or offensive wogkenvironment.

e Physical contact of any kind, which is not welconmeluding touching, grabbing, hugging, fondling,
jostling, petting, pinching, coerced sexual intemsge or sexual relations, assault or intentional
brushing up against a person’s body.

Reporting of Sexual Harassment Employees are encouraged to report incidensexdial harassment to their
immediate supervisor as soon as possible aftar dleeurrence. If the employee’s immediate supeniss believed
to be involved in the incident, the report shoutdnbade directly to the employee’s Department Hdhthe
employee’s Department Head is believed to be ireabin the incident, the report should be made tiréc the
Town Supervisor or any member of the Town Boardiplbyees who believe they have been sexually hedeesd
would like to obtain guidance as to how to procigefiling a complaint, should contact their immeigupervisor,
Department Head, the Town Supervisor or any membtre Town Board. (See Exhibit C — General Cornmpla
Form).

Confidentiality - Complaints of harassment will be handled an@stigated promptly and in a manner that is as
impartial and confidential as possible. In no éweitl information concerning a complaint be reledsy the Town
to third parties or to anyone within Town employreho is not directly involved in the investigatiohthe
complaint unless otherwise required by law.

Investigation of Complaint — Generally, investigation of a complaint will be conducted by the
complainant’s Department Head or immediate supervisor and will normally include conferring
with the parties involved and any named or apparent witnesses. The particular facts of the
allegation will be examined individually, with a review of the nature of the behavior and the
context in which the incident(s) occurred. In those instances when a Department Head or
supervisor requests or requires assistance, or when the Department Head or supervisor is
named in the complaint or involved in the incident, the Town Board will appoint an individual to
conduct the investigation.

Employee Defense — Any employee charged with sexual harassment will be afforded a full
and fair opportunity to offer and present information in the employee’'s defense. Such
information will be confidential to the extent possible.

Employee Rights - Nothing in this policy should be construed as in any way limiting

employees’ rights to use the Dispute Resolution Procedure as described in this Employee
Handbook.
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Disciplinary Action - Any employee or official who is found to havenmitted an act of sexual harassment will be
subject to disciplinary action, up to and includtegmination of employment, as provided by Townragiag
procedures.

Prohibition Against Retaliation - Intimidation, coercion, threats, reprisal oradigiination against any employee
who in good faith brings a written or verbal sexlmatassment complaint or who assists or aids imtrestigation
of such a complaint is prohibited. Any employeevplarticipates in the procedure may do so witheat bf
retaliation. Retaliation against any employee \Whs filed a sex discrimination or sexual harassmoemiplaint is
illegal and may result in disciplinary action.

Town of Enfield Employee Handbook (June 2004) 900-5



905 Drug-Free Workplace

Statement of Compliance- The Federal Drug-Free Workplace Act of 1988pplizable to all recipients of Federal
grants. In order to receive federal funds, the onust certify to the granting Federal agency ithatll provide a
drug-free workplace in accordance with the legistat As a recipient of Federal grants, the Towrehg complies
with the requirements of the Drug-Free Workplacé Bycadopting the following policy and drug-freeaeness
program:

Policy Statement- It is the policy of the Town of Enfield that thmlawful manufacture, distribution, dispensation,
possession, or use of an illegal controlled sultgtas defined in the Federal Act, is prohibitedhenjob or at the
workplace.

Implementation of Policy — This policy will be distributed to all employeasd officials of the Town.

Sanctions- The unlawful manufacture, distribution, dispdiea possession or use of a controlled substance i
strictly prohibited in all workplaces and work-siteAn employee who, after investigation, is foundhave violated
this prohibition may be referred for counseling@hnabilitation and satisfactory treatment and bélsubject to
criminal, civil and disciplinary penalties, up todaincluding dismissal from employment.

Employee Responsibilities As a condition of the Town receiving Federalrgnaonies, each employee must abide
by this policy and notify the Department Head o ariminal drug statute conviction for a violationcurring in
the workplace within five calendar days of the dotion.

Town Responsibilities- The Town will notify the granting federal ageneithin ten days after receiving notice
from an employee of such a conviction or otherwesmiving actual notice of such conviction. In &idd, within
thirty calendar days of receiving notice of a catiein, the Town will take disciplinary action agsirthe employee
and/or require such employee to satisfactorilyipigete in a drug abuse assistance or rehabilitgtiogram
pursuant to Sections 702 and 703 of the Drug-FreekiVace Act.
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Drug-Free Awareness Program- It is the policy of the Town of Enfield to maima drug-free workplace. In
accordance with that policy, the Town is providthg following drug-free awareness information tseaemployee
awareness of the dangers associated with the thusgean the workplace.

Dangers of Drug Abuse in the Workplace Employees with chemical dependence problems hawajor
negative impact on productivity, staff morale, dador/management relations. Their hidden illnesesponsible

for:

1. Declining Performance

poor concentration

confusion in following directions

noticeable change in the quality of work

inability to meet deadlines

errors in judgment affecting the health and sabétythers
customer complaints and injuries

2. Increased Costs

five times the average sick and accident benefits

higher job turnover, replacement and training costs
greater workers’ compensation and health insurpagenents
3 to 5 times more on-the-job accidents

unemployment claims

3. Absenteeism and Tardiness

double the normal rate

repeatedly being late for work and often leavindyea
extended lunch hours

frequent iliness and accidents both on and offdbe

4. Damaged Relationships

emotional outbursts, over-reaction to criticism, adoswings, complaints from co-workers,
associates and the public often leading to damegjations
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906 Controlled Substance and Alcohol Testing

Statement of Compliance- The Town Board has adopted a Controlled Substand Alcohol Testing Policy that
is in compliance with the "Omnibus Transportationffoyee Testing Act of 1991” (OTETA). The purpadehis
policy is to reduce accidents resulting from an kxyge’s use of controlled substances and alcohog teducing
fatalities, injuries and property damage. Also Appendix B — Town of Enfield’s Alcohol and Contiexdl
Substance Testing Policy with Employee Manual oeR@and Regulations finalized 1/6/93 which is ipmyated
herein and made a part of the Personnel Handbook.

Covered Employees The Town’s Controlled Substance and Alcohol ifgsPolicy applies to all covered drivers
as defined by the federal regulations, which inekidll employees who drive commercial motor vebi¢tes

defined in Sec. 382.107 of the OTETA) requiringopanenercial driver’s license to operate.

Acknowledgment Form- A covered employee will receive a written copyte Controlled Substance and Alcohol

Testing Policy and must sign an Employee Acknowfeelgt Form. This form will be placed in the emplege
personnel file.

907 Smoking

Restrictions - Smoking is prohibited in all Town buildings anehicles. Amended August 11, 2010
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1000 SAFETY

1001 Workplace Safety

Policy Statement- Prevention of injury and iliness in the workmaequires the cooperation of all employees in all
safety and health matters. It is the policy of Tleevn to reduce the number of workplace injuried #inesses to an
absolute minimum. Accidents can be prevented tiltaise of reasonable precautions and the pradtisaf®
working habits.
Employee Responsibility- In an effort to protect all employees and teegatird equipment and property, before an
employee begins a given task, it is the resporitsilaif the employee to fully understand the cormgoération and
possible hazards involved, safety procedures, andssary safety equipment required to performabe j
Safety Program- The Town'’s safety program includes, but is moited to, the following:

e Providing mechanical and physical safeguards tortheimum extent possible;

e Conducting inspections to find and eliminate unsafeking conditions and practices, control health
hazards, and comply with the safety and healtrdstas for every job;

e Training all employees in safety and health prastic
e Providing necessary personal protective equipmedtiastructions for its use and care;

e Developing and enforcing safety and health rules @guiring that employees cooperate with these
rules as a condition of employment;

e Investigating, promptly and thoroughly, every aetitito find the cause and correct the problem to
prevent future occurrences;

e Providing First Aid kits and fire extinguishersalighout buildings and facilities.
Accident Plan- In the event of an accident, an employee mustédiately stop work and take the following steps:
e Eliminate the immediate cause of the accident;
e Provide aid to the injured person and summon feistence;
e Call the Department Head immediately;
o |If the accident appears serious, call an ambulaare;

e Take steps to prevent additional accidents.
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Accident Reporting Procedures- In the event an accident occurs in the workptaca the course of employment,
the following procedures will apply:

e When an accident occurs which results either inlgss of an employee’s work time, or in the
provision of medical care to an employee, the eyg#ganust immediately notify the Department Head
who will in turn notify the Town Supervisor. Theepartment Head must complete Bmployer’s
Report of Injury Form (C-2and submit according to operating procedures

e When an accident occurs which does not result énléiss of an employee’s work time, or in the
provision of medical care to the employee, the eygd must immediately notify the Department
Head. The Department Head must complebaipervisor’'s Report of Incident Form

e The Town Supervisor must keep a log of the injuryllaess for five years following the end of the
calendar year to which it relates. A copy of tlug, which includes totals and information for the
year, must be posted in each department or areaewlotices to employees are customarily posted.

1002 Hazard Communication Program

Statement of Compliance- The Town of Enfield is committed to providingafe and healthy work environment
and complies with all Federal, State and local lewgmrding hazard recognition, accident preventmad, working
conditions. The Town considers Hazard Communioadiod the prevention of workplace injuries anceiises to
be of prime importance.

Guidelines- The following guidelines for the identificatiai chemical hazards and the preparation and prageer
of containers, labels, placards, and other typegaohing devices must be adhered to:

e Chemical Inventory - The Highway Superintendent will maintain an im@y of all known
chemicals in use. An employee may obtain the cbalnmventory from the employee’s supervisor or
Department Head.

e Container Labels - All chemicals on a work-site must be storedhe original or approved containers
with the proper label attached. The DepartmentoHeast ensure that each container is labeled with
the identity of the hazardous chemical containetlamy appropriate hazard warnings. The Town will
rely on manufacturer applied labels whenever ptessibA container not properly labeled must be
given to the Department Head for labeling or pragisposal.

e Dispensing Chemicals An employee may dispense chemicals from origomatainers only in small
guantities intended for immediate use. Any cheileffover must be returned to the original
container or to the employee’s Department Heagfoper handling. No unmarked containers of any
size are to be left in the work area unattended.
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Material Safety Data Sheets (MSDS) An employee working with a Hazardous Chemicallsbbtain a copy of
the Material Safety Data Sheet (MSDS) and a stahclaemical reference from the employee’s Departrhieatd.

Employee Training - An employee must be trained to work safely vitzardous chemicals. This training
program must cover the following areas:

e Methods used to detect the release of hazardousichis in the workplace;

e Physical and health hazards of chemicals and tlesunes used to protect employees;
e Safe work practices;

e Emergency responses to the exposure of hazardensicdls;

e Proper use of personal protective equipment; and

e Hazard Communication Standards, including labeding warning systems, and an explanation of the
use of Material Safety Data Sheets.

Personal Protective Equipment (PPE) Depending on job duties, an employee must relytiwear protective
devices, such as gloves and safety glasses, @satdifey the supervisor. An employee who is reglicewear
special safety equipment as directed by the sup@rwmust comply with such request.

Emergency Response Any incident of overexposure or spill of a hataus chemical/substance must immediately
be reported to the employee’s supervisor. Thersigme must insure that proper emergency respocisens are
taken.

Hazards of Non-Routine Tasks The Department Head must inform employees ofsp@gcial tasks that may arise
which would involve possible exposure to hazardhemmicals. Review of safe work procedures andiise
required PPE must be conducted prior to the sfaltese tasks. Where necessary, areas will begdstindicate
the nature of the hazard involved.
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1100 COMMUNICATION PROCEDURES

1101 Bulletin Board

Summary - Bulletin boards are located throughout Town dinijs for communicating information to employees.
An employee should check the bulletin boards fretjy¢o keep informed on changes in employment enatand
other items of interest.

Posting of Material - All material to be posted on bulletin boardsluding memos and announcements, must have
the prior approval of the appropriate Departmeradde

1102 Adverse Correspondence

Written Communication - An employee who receives a memo, fax messater,leelegram, e-mail, legal notice,
summons, or other form of communication of a negatiature must immediately forward the documerihéo
appropriate Department Head.

Verbal Communication - An employee who receives a verbal complaint feoown resident of unfair treatment
or expressions of anger or dissatisfaction mustediately notify the appropriate Department Head.

1103 Suggestions

Policy Statement- Giving and receiving feedback is encouragedriento promote a positive, productive, and
cooperative atmosphere. Employees should notéfy #upervisor or Department Head of any suggestianich
may be valuable to the Town’s productivity and sssc All suggestions will be carefully reviewed an
implemented if feasible.

1104 Public Relations

Policy Statement- The courteous, professional treatment of membftise public by all employees helps to build
confidence among the taxpayers we serve. We aslallemployees make every effort to represenifthen in a
polite and professional manner.
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1200 DISPUTE RESOLUTION

1201 Dispute Resolution Procedure

Policy Statement- The Town Board has established a set of proesdorprovide for the orderly resolution of
differences at the earliest possible stage andam@te a harmonious and cooperative relationshiwden
employees, Department Heads and members of the Board which will enhance the overall operatiorihef
Town. The Town will attempt to resolve all workated complaints that are appropriate for handlinder this

policy.

Definition of Dispute - For the purpose of this Employee Handbook, agdie” will mean a claimed violation,
misinterpretation or inequitable application of arfithe provisions of this Employee Handbook. didi&ion, the
term “dispute” shall not apply to any matter asvtich the Town is without authority to act. Exaegpbf matters
that may be considered appropriate disputes uhgepolicy include:

e A belief that Town policies, practices, rules, regulations, or procedures have been
applied in a manner detrimental to an employee;

e Treatment considered unfair by an employee, sudoastion, reprisal, harassment, or intimidation;

o Alleged discrimination because of race, color, sEge, religion, national origin, marital status, or
disability; and

e Improper or unfair administration of employee bdéisefor conditions of employment such as
scheduling, vacations, fringe benefits, promotioatirement, holidays, salary, or seniority.

Step One- An employee who claims to have a dispute maggarethe dispute to the employee’s immediate
supervisor. The dispute must be submitted, inimgjtwithin seven working days following knowledgethe
event(s) which caused the dispute or when the graplshould have had knowledge. The dispute wétdp the
date of submission, the name of the aggrieved graplahe date the dispute arose, the nature afispeite, the
provision of the Employee Handbook that was allégeblated and a statement of facts, times, dated,the
remedy sought. (See Exhibit C — General Compkadmtn).

Within seven working days after receiving the dispthe employee’s immediate supervisor will meithwhe
employee to discuss and attempt to resolve theematt
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Step Two- In the event the informal dispute is not resdlaé Step One, or the employee reasonably belitads
the employee cannot present the dispute to themmpls immediate supervisor, the employee may suthii
matter to the employee’s Department Head. Theutlismust be submitted, in writing, within seven kong days
from receiving the Step One response, or whendsganse should have been received or if Step O igtilized
for the above reason, within seven working dayle¥ahg knowledge of the event(s) which caused tispute or
when the employee should have had knowledge. Hpaiment Head will forward a copy of the dispaiéhie
Town Supervisor.

Within seven working days after receiving the dispthe Department Head will meet with the emplaygediscuss
and attempt to resolve the matter. Within severking days from the meeting, the Department Hedtisgue a
written response which will be given to the Towrp8rvisor and the employee.

Step Three- In the event the employee is not satisfied withresponse at Step Two, the employee may subenit t
matter to the Town Supervisor. The dispute musitienitted, in writing, within seven working dayer
receiving the Step Two response, or when the resspshould have been received.

Within seven working days after receiving the dispthe Town Supervisor will investigate the mattad issue a
written response which will be given to the emplaye

Step Four- In the event the employee is not satisfied withresponse at Step Three, the employee may sthmmit
matter to the Town Board by filing a Request foaHeg with the Town Clerk. The Request for Heaningst be
submitted, in writing, within seven working daystin receiving the Step Three response, or wheretfgonse
should have been received. The Request for Hewilhinclude a written statement of the disputeoaglined in
Step One of this Procedure.

The Town Board will set the time and place for iearing. All decisions rendered by the Town Baailtbe final
and binding.

Time Limits - The employee must adhere to the time limitsah in this dispute procedure. In the event the
employee does not advance the dispute to the tegpxigthin the established time limit, the dispui# be
considered withdrawn and no further appeal wilebeepted. The time limits may be extended by nitutua
agreement provided the extension is in writingedaind signed by the employee and the person wbaégeive
the dispute.

Final Decisions- Final decisions on disputes will not be preceédstting or binding on future disputes unless they
are stated as official Town policy.

Proper Use of Dispute Resolution Procedure - Employees will not be penalized for
proper use of the dispute resolution procedure. However, it is not considered proper use if
an employee raises a dispute in bad faith or solely for the purposes of delay or harassment,
or repeatedly raises meritless disputes. Implementation of the dispute procedure by an
employee does not limit the right of the Town to proceed with any disciplinary action that is
not in retaliation for the use of this procedure.

Refusal to Proceed with Dispute - The Town Board may, at its discretion, refuse to
proceed with any dispute it determines is improper or baseless under this policy.
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1300 EMPLOYEE ACKNOWLEDGMENT FORM

Detach and place in employee’s personnel file.

TOWN OF ENFIELD
EMPLOYEE HANDBOOK ACKNOWLEDGMENT

| hereby acknowledge that | have received a coph@Town of Enfield Employee Handbook outlining the rules,
regulations, procedures, practices, work standamployment classifications, compensation, and fitsref the
Town of Enfield. | further acknowledge that | haead, or will read, the contents of the Employemdébook and
will contact my Department Head or the Town Supsawif | have any questions.

| understand that the Employee Handbook is not irieagreate a contract of employment, nor shoulit
construed as creating a contract of employmentlaaicthe Town Board of the Town of Enfield resertresright to
interpret, change or modify any section of the Eoype Handbook at any time.

| agree to abide by the personnel policies, pro@sjuules and regulations outlined in the Empldyaadbook.

| understand that the Employee Handbook and the changes contained herein are intended to
supersede all prior manuals and guidelines issued by the Town of Enfield.

Employee name (please print)

Employee Signature

Date of Signature

Department Head Signature

Date of Signature
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1400 EXHIBITS - SAMPLE FORMS




EXHIBIT A

TOWN OF ENFIELD
TRAINING AND TRAVEL AUTHORIZATION FORM

Employee Name; Date Submitted:

Department: Budget Account:

Conference Title;

Conference Location:

Conference Date / Time:

Expected Leave Time: Return Time:

FUNDING REQUESTED

Registration Fee: $

Overnight Accommodations:

Where: $

Travel Accommodations:

What: $
Using Employer’s Vehicle? Y N Using Personal Vehicle? ** Y
*Mileage” @ $0.  per mile $

" Odometer reading may be requested; thereforeiontat odometer reading is suggested.

Meals: $

Per diem for all day or overnight at the establisper
Diem rates for New York as published on the website
http://www.policyworks.gov/org/main/mt/homepage/ipgrdiem/travel.htm

Other or Additional Expenses: $
TOTAL ESTIMATED FUNDING REQUESTED: $
AVAILABLE FUNDING: $

Employee Signature: Date:

Town Supervisor Signature: Date:

This form is to be completed and approved prior tattending conference or travel.



EXHIBIT B

AFFIDAVIT OF INTENT TO
PARTICIPATE IN HEALTH INSURANCE BUY-OUT PROGRAM

l, , do Yeetliine my intention to cancel any current cogera

provided to myself and my family through the em@opgrovided health insurance policy effective [ |

understand that in exchange for canceling the@aidrage, | will be compensated the sum of $250thhpn

| understand that eligibility for this compensati@gjuires that | maintain coverage under an alterpkan, and agree to
notify my employer within thirty (30) days, if | & said coverage. For this alternative plan tdifyué must be
substantially comparable to the employer’s plardetsrmined by the Town Supervisor. | have attdgiveof of

coverage under the alternate health insurance plan.

| further understand that re-enrollment in the eayipl’s provided plan will be possible during thegpém enroliment
window” (usually in November of each calendar ygat)Xhe time of a major life event or if | loseveoage through the
alternate plan. | understand that compensatioeutiis benefit is subject to continuous employntkmtng the period

covered.

Employee Signature Date Town Supervisor Date



EXHIBIT C

TOWN OF ENFIELD
GENERAL COMPLAINT FORM

WE TAKE ALL COMPLAINTS VERY SERIOUSLY.

WE WILL TAKE REASONABLE MEANS TO RESOLVE ALL ISSUESHAT HAVE BEEN PROPERLY
PRESENTED TO US.

COMPLAINANT'S DEMOGRAPHICS

Name:

Address:

Home Telephone #: Work Telephone #:
NATURE OF COMPLAINT

Date Reported: Time Reported:

Date Occurred: Time Occurred:

Nature of Report: Incident Location:

Name of Person(s) who Complaint is Against:

Address:

Home Telephone #: Work Telephone #:

PLEASE LEGIBLY PRINT AND PROVIDE A DETAILEDNARRATIVE OF YOUR COMPLAINT. BE SPECIFIC
ANSWERING WHO, WHAT, WHERE, WHEN, WHY AND HOW.
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Complainant’s Signature: Date:

Witness: Date :
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1500 APPENDIX

APPENDIX A

TOWN OF ENFIELD

BOARD APPROVED

POLICIES AND
PROCEDURES MANUAL

(Last Adopted January 2007 —Amended 12/2008; 6/20/2D11)



Policy 100.1
Policy 100.2
Policy 100.3
Policy 200.1
Policy 200.2
Policy 200.3
Policy 400.1
Policy 400.2
Policy 400.3
Policy 400.4
Policy 510.1
Policy 600.1

Policy 700.1

INDEX

Adoptions and Amendments
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Payroll Activities

Vacation and Holiday Pay

Sick Leave Policy

Health Insurance Policy
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Prepayment of Certain Bills
General Policy on Procurement
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Cemetery Policy
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POLICIES AND PROCEDURES MANUAL ADOPTIONS AND AMENDHENTS

Employee Manual of Rules & Regulations, Town ofiElaf, Department of Public Works
was originally adopted by the Enfield Town Boardrabruary 3, 1993.

At the January 3, 1996 Town Board Organizationaétihg, the following policies and
procedures were adopted

1. Designating the financial institution for thewn of Enfield as the Tompkins County

Trust Company, the First National Bank of Dryded &BIA- Municipal Investors

Service Corporation.

Payroll Issuance, which specified paycheckastates;

Highway Department Vacation/Holiday Policy, alniestablished a procedure for

reimbursement of an employee working over fortyrsqaer week; policies for sick

leave, health insurance, and health insurancestoees;

Various regulations and guidelines for the Ta#&nfield Planning Board;

Giving the Highway Superintendent authorizatopurchase tools and equipment

without prior approval of the Town Board;

6. Giving the Highway Superintendent authorityppen competitive bids on public
works and purchase contracts required to be adeelrti

W

ok

7. Designating the official banking institutiorr fine Town, and Investment Policies;

8. Giving the Town Supervisor authorization to paytain bills before Town Board
approval;

9 The creation of a Cemetery Policy;

10. The creation of General Policy on Procuremaemd;
11. The creation of a Mileage Reimbursement Policy

At the January 8, 1997 Town Board Organizationaétihg, the following policies and
procedures were adopted and/or amended:

Policy 100.1- Banking Institutions

1. Leaving the official bank for the Town to tluditthe Tompkins County Trust
Company but amending it to read “Trumansburg Brafmchmansburg, N.Y.”.

2. Creating that giving the Town, as a membehefNlunicipal Banking Investment
Association (MBIA) the right to open/close accouasthe Town Supervisor deems
necessary;,

3. Creating that the Town Supervisor shall mamtai file all Town bank statements at

the Town Hall and that opening and closing banloants shall be listed on the
Supervisor's Monthly Operations Report; and

4. Creating that the Town Supervisor and onlyigiher absence, the Deputy Town
Supervisor, shall have the authority to sign checks
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Policy 100.2 - Payroll Activities

1. Creation of an independent payroll service;

2. Creation of a payroll schedule to be adoptedroannual basis;

3 Creation of giving the Town Supervisor authatian to pay upon demand payroll
related items; and

4. Amending the payroll schedule for 1997.

Policy 100.3 - Vacation and Holiday Policy

Amending employee overtime rate and holiday paty

Policy 200.1 - Sick Leave Policy

Amending the sick leave paragraph by making egfee to sick leave as Policy
200.1

Policy 200.2 - Health Insurance Policy

1. Amending the health insurance paragraph by ngaléference to health insurance as
Policy 200.2; and

2. Amending the retiree health insurance paragbgpieleting the phrases “highway
department”, “,upon approval of the Town Board” mddafter “supplemental
medicare policy” the words “and continued to bedday the Town for the life of the
retiree.” and deleted the phrase “Those persoirededs of 31 December 1993 are
exempt from this policy.”.

Policy 400.1 - Investment Policy

Amending the investment policy paragraph by rewaydhe paragraph and making
reference to investment policy as Policy 400.1.

Policy 400.2 - Prepayment of Certain Bills

Amending the prepayment of certain bills parafgrap rewording the paragraph and
making reference to prepayment of certain bill®akcy 400.2.

Policy 400.3 - General Policy on Procurement

1. Amending the general policy on procurement hyoreling the section and making
reference to general policy on procurement as Pdl0.3;

2. Amended the elimination of greater than $25(Qfachases and greater than $500
for public works contracts provisions;
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3. Moving the paragraph on the Highway Superintemdeing authorized to open
competitive bids on public works contracts as Gliunge7; and

4, Moving and rewording on the paragraph relatonthe Highway Superintendent
being authorized to purchase tools, etc. as Guedi

Policy 400.4 - Mileage Reimbursement

Amending the mileage reimbursement paragraph d&kimg reference to mileage
reimbursement as Policy 400.4.

! At the January 1999 Organizational Meeting, Poli69.2 Payroll Activities was amended
by deleting “an independent payroll service” intsat“A.” and adding instead, “a Town
Bookkeeper”.

! At the Town Board Meeting of January 6, 2000, Boi60.1 Transcription Tape Retention
was created and approved.

! At the January 10, 2001 Town Board Organizationaéivhg, Policy 100.1 Banking
Institutions was amended by deleting “Trumansbu@nBh, Trumansburg, N.Y.” and
Policy 200.3 Money in Lieu of Health Insurance wasated and approved.

! At the regular Town Board Meeting of February 1302, Policy 200.2 Health Insurance
Policy for retirees was amended to change minimbittem years consecutive servi¢go
twenty consecutive years of service. . and the word&and no less than fifty-five years
of age,’shall be . . ..

! At the regular Town Board Meeting of December 1Q2the following policies were
amended and to be effective 1/1/2003:

1. Policy 100.3 F - Highway Superintendent vacatias amended to includéf the
Highway Superintendent has been employed in the Tawof Enfield Highway
Department for a period of twenty years or longerthen he/she shall receive
four (4) weeks vacation.”

2. Policy 200.1 A - Sick Leave, “accumulation @ft@ a maximum of one hundred and
twenty days” was changed ‘ta maximum of two hundred and forty days (240)”
in both references, and “Upon retirement with a imaxn of ten years of service. . .”
was changed t@Jpon retirement with a maximum of twenty years ofservice. .

3. Policy 200.2 - Health Insurance Polifoy retirees was amended to change “twenty
consecutive years of service”‘twenty five (25) consecutive years of service. .”;
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4, Policy 510.1 - Cemetery Fegmragraph wording was changed and referenced was
made as Policy 510.1. Fee was increaséfiabo per plot” and“an additional fee of $300 for
opening and closing a plot shall be charged and phto the appropriate service
provider.”.

! At the regular Town Board Meeting of March 12, 20P8licy 100.1 - Banking Institution
was amended to use J.P. Morgan Chase Bank as wWreHamard Funds official depository.

! At the January 7, 2004 Town Board Organizationaétihg, Policy 100.1 - Banking
Institutions was amended by designating TompkinsfT€ompany as the official banking
institution for the accounts of the Town Clerk armvn Justices and J.P. Morgan Chase
Bank for the Town Supervisor accounts.

! At the January 14, 2004 regular Town Board Meetitgicy 400.2 - Prepayment of Certain
Bills was amended to include in the list of billsPrepayment of contracts exceeding one
year in advance of audit of claim”. (Resolution.Md

! At the February 11, 2004 regular Town Board Meetigjicy 200.3 - Money in Lieu of
Health Insurance was inadvertently omitted fromRloécies and Procedures Manual
discussions at the January 7, 2004 Organizatiomeativig and thus was adopted at the
February 11, 2004 regular Town Board Meeting, unged.

! At the July 14, 2004 regular Town Board Meeting, thllowing policies were amended:

1. Policy 100.3 F. - Vacation and Holiday Poliejerring to the Highway
Superintendent’s eligibility to vacation time peyay after a certain amount of time
employed in the Town of Enfield Highway Departmems rescinded because the
person holding that position is an elected offioathe Town and elected officials
are not entitled to defined vacation. (Resolutim 43)

2. Policy 400.1 - Investment Policy was modifte delete the second sentence reading:
“The total of said deposits, exclusive of treasoinligations, shall not exceed
$800,000 at any one time.” Reason being is thettrs no limit on the amount of
funds in a given account provided collateralizagoists above the FDIC $100,000
limit. (Resolution No. 44)

! At the August 11, 2004 regular Town Board Meetihg, following policies were amended:
1. Policy 400.2 - Prepayment of Certain Bills veasended to add: “Pay amounts due
on lawful contracts for periods exceeding one ydarthe list of payments that may

be made prior to the submission of said bills fgpraval of payment by the Town
Board. (Resolution No. 45)
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2. Policy 400.2 - Prepayment of Certain Billas)amended to add: “Amounts due the
Office of the State Comptroller Justice Court Fnal the list of payments that may
be made prior to the submission of said bills fgpraval of payment by the Town
Board. (Resolution No. 46)

3. Policy 400.2 - Prepayment of Certain Billessamended adding to the last sentence
the phrase: “. . . payroll related itergsd amounts due the Office of the State
Comptroller Justice Court Fund.” (Resolution No. 46)

Nos. 2 and 3, above were implemented because tha iBonow receiving fines and
forfeitures directly from the Town Justices (theg\pously were sent directly to the
New York State Justice Court Fund by the Town gasj)ifor temporarily holding
pending audit of Town Justice Monthly Reports by @ffice of the State
Comptroller Justice Court Fund. The Town and Startions are then disbursed
once notice is received from the Office of the &@omptroller Justice Court Fund
authorizing same.

At the September 8, 2004 regular Town Board Meetddicy 400.2 - Prepayment of
Certain Bills was amended by a motion to deleteetiitey “Prepayment of contracts
exceeding one year in advance of audit of clairecause as a result of the August 11, 2004
Town Board meeting, a sentence was added mearergathe thing. Motion carried.

At the May 11, 2005 regular Town Board Meeting, fitlklowing policies were amended:

1. Policy 200.1 - Sick Leave Policy was amendethésecond sentence, the word
“maximum” was changed to the word “minimum” and therds “, up to a
maximum of 240 hours.” was deleted. (Resolution 26

2. Policy 200.2 B - Health Insurance Policy wasaded changing the word “by” to
“to”. (Resolution No. 27)

3. Policy 200.3 - Money in Lieu of Health Insurangas amended by deleting the
words “to payment at the rate of 50% of the cogtinfle health insurance coverage”
and inserting instead, the words “a monthly paynoéi$250". (Resolution No. 29)

At the February 15, 2007 regular Town Board Meetigjicy 200.3 - Money in Lieu of
Health Insurance was deleted. (Resolution No. Z5)07

At the May 9, 2007 regular Town Board Meeting, Pplr00.1 - Fire Contract was created.
(Resolution No. 2007-19)

At the June 13, 2007 regular Town Board Meetindick®10.1 - Cemetery Fees was
changed to reflect an increase from $250 to $30@dmetery per plot burial fees, effective
June 13, 2007.
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! At the June 8, 2011 regular Town Board Meetindichkd 00.2 Payroll Activities, Direct
Deposit of Payroll checks was adopted.

! At the July 13, 2011 regular Town Board Meetinglid30510.1 — Cemetery Policy was
amended.
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Policy 100.1 Banking Institutions

A.

The official bank for the Town of Enfield accdsrshall be the Tompkins Trust Company
for the Town Clerk and Town Justices and J.P. Moi@hase Bank for the Supervisor
accounts.

(Created 1/96; amended 1/97, 1/01, 3/03, 1/04840v)

The Town of Enfield, as a member of the MunitBanking Investment Association
(MBIA), shall have the right to open and/or closeaunts in this organization as deemed
necessary by the Town Supervisor.

(Created 1/97)

The Town Supervisor shall maintain on file ie fhown Hall all bank statements related to
Town activities. The opening and closing balarafesl accounts shall be listed on the
Supervisor's Monthly Operations Report.

(Created 1/97)

Only the Town Supervisor, or in his/her absemtive,Deputy Town Supervisor, shall have

the authority to sign checks on Town accounts.

(Created 1/97)
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Policy 100.2 Payroll Activities

A.

The Town engages the services of a Town Bookéefep the computation and issuance of
Town payroll checks. Only the Supervisor, or is/hér absence, the Deputy Town
Supervisor, has the authority to sign payroll clseck

(Created 1/97, amended 1/99)

Payroll checks shall be issued in accordancke thig payroll schedule adopted on an annual
basis by the Town Board.

(Created 1/97)

The Town Supervisor is authorized to pay upanatel all payroll related items such as
taxes, retirement contributions, any type of withlivag, voluntary and non-voluntary
payroll deductions, or any other payroll relatedtcaith the exception of the cost of a
payroll service, if used. All payroll service casivhere applicable, shall be paid via the
usual abstract/warrant process.

(Created 1/97)

Payroll Schedule:

Monthly payroll is paid on the last business dathe month.
Quarterly payroll is paid on the last business afathe quarter.
Bi-weekly payroll is paid every other Friday.

(Created 1/96; amended 1/97)
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Policy 100.3 Vacation and Holiday Policy

A. Highway Department employees shall be eligibleffaid vacation according to the
following schedule:

Vacation Schedule- Amended 1/14/2009

1.
2.

3.

4.

5.

Upon hire employee receives 1 week vacation.

Upon completion of 1 year of service on employeeiarsary date, Employee
receives 2 weeks vacation.

Upon completion of 2-8 weeks of service on emplty/esnniversary date,
Employee receives 2 weeks of vacation.

upon completion of 9-14 years of service on empdyeanniversary date,
Employee receives 3 weeks of vacation

Upon completion of 15+ years of service on emplts/eniversary date,
Employee receives 4 weeks of vacation.

(Created 1/96) Amended 1/14/2009

B. Vacation time is credited to employees on thamiversary date.

(Created 1/96)

C. All vacation schedules require the approvahefémployee’s supervisor.

(Created 1/96)

D. Vacation time may accumulate up to a maximurioof weeks carried over at the
employment anniversary date.

(Created 1/96)

E. Employees are entitled to eleven paid holidaysyear. They are as follows:

New Year’'s Day

Martin Luther King Jr.’s Birthday
President’s Day

Memorial Day

Independence Day

Labor Day

Columbus Day

Veterans’ Day
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Thanksgiving Day
Christmas Day
(One) Floating Holiday per year

(Created 1/96)

The Highway Superintendent is entitled to thweeks vacation per year. If the Highway
Superintendent has been employed in the Town aEHEnfighway Department for a period
of twenty years or longer, then he/she shall rec&wur (4) weeks vacation.

(Created 1/96; amended 12/@@scinded 7/03

Overtime RatePayment for working over forty hours per weeklisba at a rate equal to
one and one half times the employee’s normal pizy ra

(Created 1/96; amended 1/97)

Holiday Rate Pay for working on a holiday shall be at a rajaad to two times the
employee’s normal pay rate, plus the holiday pay.

(Created 1/96; amended 1/97)

Policy 200.1 Sick Leave Policy

A.

Sick leave shall be granted at the rate of eghirs per calendar month and may be
accumulated to a maximum of two hundred and foatysd Upon retirement with a
minimum of twenty years of service to the Town ofiEld, an employee shall receive one
hour of pay for each eight hours of unused sickdea

(Created 1/96; amended 1/97, 12/02, 5/05)
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Policy 200.2 Health Insurance Policy

A.

Health insurance for employees hired prior ttahuary 1993, and currently insured by the
Town of Enfield, either with individual coverage family coverage, shall continue to be
provided at the Town’s expense.

(Created 1/96)

Health insurance for employees hired on or dftéanuary 1993 shall be provided to the
employee only, at the Town’s expense. Family cagershall be available through the
Town at the employee’s expense.

(Created 1/96; amended 5/05)

Health insurance coverage for full time empl®yesiring from the Town with a minimum
of twenty five (25) consecutive years of servicéht® Town of Enfield and no less than
fifty-five years of age, shall be provided by thewin. Said coverage shall be individual
coverage with the option of family coverage atrittirees expense. Upon reaching age
sixty-five, the retiree’s health coverage providgcthe Town shall be converted to a
supplemental Medicare policy and continued to bd pgthe Town for the life of the
retiree.

(Created 1/96; amended 1/97, 2/02, and 12/02)

Policy 200.3 Money in Lieu of Health Insurance

(Created 1/01; amended 5/@&leted 2/07
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Policy 400.1 Investment Policy

A.

The Town Supervisor is authorized to invest Towriunds, not temporary needed, in
United States Treasury Obligations, and/or various savatgounts or certificates of
deposit, on behalf of the Town. All obligationsafifbe secured by obligations of the United
States, the State of New York, or any politicalduisions thereof, to the extent of FDIC
coverage, pursuant to Section Il of the General iMpal Law and State Comptroller’s
Financial Management Code.

(Created 1/96; amended 1/97 and 7/04)

Policy 400.2 Prepayment of Certain Bills

A.

The Town Supervisor is authorized to pay upareng, certain bills presented to the Town
prior to the submission of said bills for approgapayment by the Town Board.

The list, in its entirety is as follows:

- Utility Bills

- Postage/freight or express service

- All funds deducted from payroll

- All funds payable to government agencies attable to payroll activities
- NYS Retirement contributions

- Pay amounts due on lawful contracts for perexteeding one year

- Amounts due the Office of the State Comptralkestice Court Fund

As a matter of procedure, the Town Supervisor shallde on the next abstract submitted
to the Town Board, following the payment of anylsbdls, all bills paid under the
authority granted in this policy except for paynalated items and amounts due the Office
of the State Comptroller Justice Court Fund.

(Created 1/96; amended 1/97, 1/04, 8/04 and 9/04)

Page 12



Policy 400.3 General Policy on Procurement

A. Section 104-B of the General Municipal Law (GMiquires every Town to adopt internal
policies and procedures governing all procuremégbods and services not subject to
bidding requirements under GML, S103 or any other. | Accordingly;

(Created 1/96)

Guideline 1
Every prospective purchase of goods or servicdslsha@valuated to determine the
applicability of GML, S103. Every Town officer, ol member, department head, or other
personnel with the requisite purchasing authotiigllsestimate the cumulative amount of
items of supply or equipment needed in a giverafigear. Said estimate shall include a
canvass of other Town departments and a past yistaletermine the probable yearly value
of the commodity acquired. The information gatldesad the conclusion derived shall be
documented and kept on file to support purchasotigity.

(Created 1/96)

Guideline 2
All purchases of equipment or supplies which exc&Hl000, in a single fiscal year shall be
subject to a formal bid. For public works projeitts bid process shall start at $20,000.
Said policy is in compliance with GML S103.

(Created 1/96)

Guideline 3

All estimated purchases of:

- less than $10,000 but greater than $3,000 regjaireritten request for a proposal
(RFP) and written/fax quotes from three vendors,

- less than $3,000 but greater than $1,000 regjaineoral/fax quote from two vendors,
and

- less than $1,000 are left to the discretiorhefgurchaser.

All estimated public works contracts for:
- less than $20,000 but greater than $10,000nesya written RFP and quotes/fax
from three vendors,
- less than $10,000 but greater than $3,000 regjaimwritten RFP and quotes/fax from
two vendors, and
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- less than $3,000 are left to the discretiorhefpiurchaser.

Any written RFP shall describe the desired goodseovices, quality, quantity, timetables,
and any patrticulars of delivery. The purchaseH sloanpile a list of all vendors from whom
guotes are offered and/or solicited.

All information gathered in complying with the pestures of this guideline shall be
preserved and filed with the documentation suppgrtne subsequent purchase of goods or
services or a public works contract.

(Created 1/96; amended 1/97)

Guideline 4

The lowest responsible proposal or quote shalMme@ed the purchase or public works
contract unless the purchaser prepares a writgifigation providing exact reasons why it
is in the best interest of the Town to make therdw@aa bidder other than the low bidder.
If a bidder is not deemed responsible, facts supmpthat judgment shall also be
documented and filed.

(Created 1/96)

Guideline 5

A good faith effort shall be made to obtain theuieed number of proposals or quotations.
If the purchaser is unable to obtain the requineahimer of proposals/quotations, the
purchaser shall document the attempt made. Irvaeoteshall the inability to obtain quotes
or proposals be a bar to procurement.

(Created 1/96)

Guideline 6

Except when directed by the Town Board, no solicitaof written proposals or quotations
shall be required under the following circumstances

a) Acquisition of Professional Services

b) Emergency Situations

C) Sole Source Situations

d) Goods purchased from agencies for the blingegerely handicapped
e) Goods purchased from correctional facilities

f) Goods purchased from governmental agencies

0) Goods purchased at auction
(Created 1/96; amended 1/97)
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Guideline 7

The Superintendent of Highways is authorized tanagempetitive bids on public works
contracts.

(Created 1/96; amended 1/97)
Guideline 8
The Superintendent of Highways is authorized teipase tools, parts, supplies, equipment,

and other items normally required in the completbdepartmental work without the approval of
the Town Board.

(Created 1/96; amended 1/97)
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Policy 400.4 Mileage Reimbursement

A.

Mileage reimbursement for the use of personalates for Town business, with the
approval of the Town Board, shall be at the prévgitate established by the Internal
Revenue Code.

(Created 1/96; amended 1/97)

Policy 510.1 Cemetery Policy

(Created 1/96; amended 12/02; amended 6/07; ardétiti)

The following policies and procedures will be falled for all Town of Enfield, New York
cemeteries:

1.

No interment shall be allowed without a burial perpeing first obtained from the Town of
Enfield. At the time applying for permission, tr@léwing information must be furnished:

a. Name of deceased

b. Age of deceased, including date of birth if known

c. Place of birth of deceased, if known

d. Date of death

e. Time and date of interment

f. If not an adult, the name of parent(s) or legalrdiza(s) of deceased

. All tasks associated with burials will be takenecaf and coordinated by the Cemetery

Coordinator within 48 hours of notification, or the date requested, if that request date is
beyond the 48-hour notification period. (Revised approved 12/10/08).
All lots are sold in accordance with the provisiafishe laws of the State of New York and
shall not be used for any other purposes thanbasial for dead human beings.
Lot owners are prohibited from allowing intermetdse made on their lots for
compensation.
Interments in a lot are restricted to those emntitteburial therein according to the terms of
Section 1512 of the Not-For-Profit Corporation L&ermission for burial of those not
entitled to burial according to the said Sectiorstrhe filed with the Town of Enfield by the
lot owner(s).
Except as provided for in Section 1513 (C) of th®-RNor-Profit Corporation Law, no lot
owner may transfer his or her lot.
7. Fees:
The full purchase price must be paid before a aakdbe given or burial allowed on the
lot and will be followed for all Town of Enfield oeeteries:
i. A fee of three hundred dollars ($300) per plot sbalcharged for the sale of
plots in any of the Town's cemeteries.
ii. Interment - A fee of four hundred and fifty dolld#150) for opening and
closing a plot shall be charged and paid to the €em Coordinator.
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lii. If the burial is after 3 pm on weekdays or anytiomeSaturdays, the fee will
be five hundred and twenty-five dollars ($525).efiéhwill be no Sundagr
Holiday burials.

iv. Ash burials -A fee of two hundred and seventy-fildlars ($275) will be
charged for ash burials.

8. The Town of Enfield reserves the right to removdlaivers, wreaths or other decorations
from lots as soon as they become unsightly. ThenToEnfield reserves the right to
remove, after due notice to the lot owner, any dhsbenent on the lot, effigy or inscription.

9. The Town of Enfield reserves the right to resttina planting of shrubs and trees and to
remove or trim any shrub or tree deemed dangemtigetpublic or that inhibits the
maintenance of the cemetery, upon due notice ttothevner.

10. Funerals must be at the cemetery by 5 pm in orderthe workmen will have sufficient
time to properly close the grave and remove equitrinefore 6 pm.

11. All funerals, processions and vehicles will be uritte control of the Cemetery Coordinator
while in the cemetery.

12.No vault or mausoleum shall be built above grounttiout the permission of the Enfield
Town Board and then only in such a location as thay approve.

13.No monument or markers shall be permitted whiclizetcolors other than those of natural
stone.

14.Placing of glass blocks or vases as receptacldofeers, either artificial or grown, on
graves or plots is prohibited.

15. All work done in the cemetery shall be done by@eenetery Coordinator.

16. The Cemetery Coordinator will coordinate with adbexcavator for the opening and
closing of the plot. (Revised and approved 12/1)0/08

17.Foundations - The Cemetery Coordinator will cooatiwith a local contractor for the
foundation installation. A fee of fifty-five cen($0.55) per square inch will be charged for
the head stone foundation. The foundation canigeavo more than a 3" boarder around
the headstone, which will be coordinated with teadstone dealer. (Revised and approved
12/10/08)

18.0nly one monument shall be allowed on a lot arsthétl be set in accordance with the
general plan of the cemetery and shall conform gaild plan in size and material.

19. A plaque may be used as a substitute for a mafi@monument or headstone is installed, a
plaque may be added to the back of the headstoplaghie may also be on a separate
foundation and be placed above the head or fothteofrave.

20.Monuments for a single lot (4x10) are restrictegize to a thickness of 6" minimum to 18”
maximum and a width of 36" maximum. The monumeslidie located on the head of the
lot with the front face in line with adjacent monemts and 6" from each side of the lot.

21.Monuments for multiple adjacent lots owned by thme owner are restricted in size to a
thickness of 6" minimum to 18" maximum and a maximwidth of 12" less than sum of
the width of the lots. The monument shall be lodate the head of the lots with the front
face in line with adjacent monuments, 6" from tlte ©f the end lots.

22.The bases of all monuments shall be finished tnael@vel so as to fit on foundations
without wedging or sprawls.

23.No monument will be allowed to be delivered in teenetery until the foundation is
installed and ready to receive the monument.
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24.Heavy trucking or other vehicular traffic shall tefused entrance to the cemetery when in
the opinion of the Cemetery Coordinator injury ¢ads and driveways might result.

25. All persons shall be allowed access to the cemehlarng daylight hours, observing the
rules which are in effect and the propriety duedbenetery.

26. All monuments or markers must be constructed afitgabronze or natural stone.

27.Disinterment will be allowed between 8 am and 5 proyided the provisions of Section
1510 (e) of the Not for Profit Corporation Law a@mplied with.

28. Graves will not be opened between December and wpgen frost and weather conditions
warrant such refusal. Bodies received for internaeming this time will be placed in the
vault until spring.

29.All bodies left in the vault after May 1st must leaa lot purchased and paid for in the
cemetery with prior arrangements.

30.Cremated remains will not be permitted to be soadtén any part of the cemetery.

31.Concrete vaults or concrete grave liners will bgureed for interments in all graves
purchased on or after July, 2011 in accordance thélprovisions of Cemetery Board
Directive 201.6.

32.The interment of cremated remains will be permitialy in appropriate rigid receptacle
such as wood, metal, plastic or concrete.

33.0nly one human remains and/or two human crematedirs will be permitted in each
grave.

34.A new deed for purchasing a grave was approvetidy own of Enfield. Anyone wishing a
new deed could apply but the deed would have tmade out in the name it was first
purchased under, unless other proof is given tavshdifferent party is now the owner. All
new purchases are given a deed upon full payment.

35. All Christmas decorations must be removed from gsawy March 15th.

36.Fund Account

i. All incoming funds pertaining to the cemetery plaifl be deposited into the
cemetery fund account, and recorded accordingih thie plot owner's name
and cemetery name.

ii. All expenses pertaining to the cemetery plots éllpaid for out of the
cemetery fund account, and recorded with the plotes's name and
cemetery name.

iii. All financial transactions will be handled throutiie Town Supervisor, who
will also maintain the financial records and repuadnthly to the Town
Board. (Revised and approved 12/10/08)

37.These rules and regulations may be amended byae of Enfield.

Policy 600.1 Transcription Tape Retention

A. All tapes dated in the year 1993, through Au@ist1999 shall be destroyed. Thereafter the
SARA Retention Schedule shall be followed. Tap#sh& destroyed after four months.

(Created 1/00)
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Policy 700.1 Fire Contract

A. The Fire Company will assume the decisionshefdctive and non-active
membership status of its personnel and will allbe/Eire Company to determine
and take on the responsibility of who is and whoasa member and to file a
document with the Town Clerk for distribution teetfiown Board enumerating any
changes in membership within ten (10) days of drange in membership.

B. The Fire Company will assume the responsibditgstablishing and maintaining a
minimum training standard of all of its members #imel Town will leave such
decisions up to the discretion of the Fire Compamgdard of Directors or their Fire
Chief.

C. The Fire Company will ensure that new membass @ pre-membership physical
and that existing members will have periodic phgisiat the discretion of the Fire
Company’s Board of Directors or their Fire Chiafas may be required by law.

D. When providing services for the Town, no ontwibe under the influence of illegal
drugs and/or alcohol. Furthermore, taxpayer fusidsl not be used to fund any
function where alcohol is provided.

E. The Town realizes the Fire Company is subjeintd must comply with the
provisions of the Open Meetings Law (Public Offeéaw Article 7) and the
Freedom of Information Law (Public Officers Law i&ste 6).

F. The Town realizes that since the Fire Companmgéeiving public funds, the Fire
Company needs to comply with state and federal cegi@éirements and the Town
suggests that the Fire Company bring their firé inatompliance with the
Americans with Disabilities Act.

G. The Fire Company will allow and encourage tke af the fire hall for charitable
fundraising, community events, etc. for the promotf community involvement.

H. The Fire Company will adopt a procurement polihich will comply with
requirements under General Municipal Law for mypatientities and forward the
same to the Town Clerk for filing and for Town Bdalistribution.

The Fire Company will need to submit their fiscatlé report to the state to comply
with the new state audit requirements effective 481@007, the Town asks that Fire
Company provide the same audit report to the TovenkGor filing and for Town
Board distribution.
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J. With respect to the renewal of the fire cortirtiee Town Board suggests that at least
five (5) months prior to the expiration of any c@ut and no later than August, 1
the parties are to commence contract negotiatitirthe Fire Company Board of
Directors and Enfield Town Board are unable to heat agreement by November
1% of the current contract year, then the Town Baayckes to carry the current
contract over with the same annual dollar amoudttarms with the exception that
the contract will be on a month-to-month basis ljviite dollar amount prorated
accordingly) until a contract is acceptable by hudrties.

(Created 5/07)

Page 18



APPENDIX B

TOWN OF ENFIELD
EMPLOYEE HANDBOOK
ALCOHOL AND CONTROLLED
SUBSTANCE TESTING
FOR TOWN OF ENFIELD

Finalized 1/6/93
Adopted 12/29/05

(NOTE: COMPUTER FILE FOR APPENDIX B IS SEPARATE PD F FILE
July, 2011 — “HANDBOOK APPENDIX B”)



