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WELCOME TO ALLENSTOWN, NEW HAMPSHIRE

Starting a new job is exciting, but at times can be overwhelming. This Personnel Policy and
Procedures Manual has been developed to help you get acquainted and answer many of your
initial questions.

As an employee of the Allenstown, New Hampshire, the importance of your contribution cannot
be overstated. Our goal is to provide residents with the finest and most efficient service possible.
You are an important part of this process.

This Personnel Policy and Procedures Manual explains our personnel policies and benefits. It is
not intended to be comprehensive or to address all the possible applications of, or exceptions to,
the general policies and procedures described. For that reason, if you have any questions
concerning eligibility for a particular benefit, or the applicability of a policy or practice to you in
your capacity as an employee, you should address your specific questions to your department
head.

On behalf of the Select Board and the people of Allenstown, |1 am glad you have joined us, and |
hope you will find your work to be both challenging and rewarding.

Sincerely,

Shaun Mulholland,
Town Administrator
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ABOUT THIS MANUAL

The policies outlined in this Manual should be regarded as guidelines only, which may require
changing from time to time. Allenstown retains the right to make decisions involving
employment as needed in order to conduct its work in a manner that is beneficial to the
employees and the Town of Allenstown. This Manual supersedes and replaces any and all prior
Manuals, policies, procedures, and practices of the Town of Allenstown; provided, however, that
the policies of the Allenstown Police Department that may otherwise conflict with this policy
shall nevertheless apply to police personnel.

This manual also applies to employees of the Allenstown Sewer Department. The Allenstown
Sewer Commission is the governing body for the sewer department. The Allenstown Sewer
Commission has chosen to make this policy applicable to its employees. Other than
promulgation of the policy anywhere where the words Board of Selectmen or Select Board
appear the Sewer Commission shall be substituted in regards to applicability to sewer department
personnel. Additionally anywhere the words Town Administrator appear they shall be replaced
by the words Superintendent (of the sewer department).

This Manual also summarizes the current benefit plans maintained by the Town of Allenstown
for eligible employees. If any questions arise regarding the implementation or interpretation of
any benefit plan, the terms and conditions of the actual plan documents and summary plan
descriptions will control rather than the summaries contained in this Manual. The Manual (and
other plan documents) are not contractual in nature and do not guarantee any continuance of
benefits.

This Manual is not, and should not be construed as an express or implied contract and does
not modify any existing at-will status of any Allenstown employee. It is not intended to
create any due process protections or requirements in excess of federal or state
constitutional or statutory requirements, nor does it guarantee any fixed terms and
conditions of employment and/or benefits. Employment at-will means that employees are
free to resign from their employment at any time, with or without cause or notice, and the
Town of Allenstown has similar rights and can terminate the employment relationship at
any time, with or without cause or notice, except as provided by law.

Please also be aware that the Allenstown reserves the right to change, revise, or eliminate any of
the policies, procedures, or benefits described in this Manual at any time, in its sole discretion. If
and when provisions are changed, you will be given replacement pages for those that have
become outdated. A copy is also available at Town Hall.
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RECEIPT AND ACKNOWLEDGMENT OF PERSONNEL POLICIES AND

PROCEDURES MANUAL

This Personnel Policy and Procedures Manual is an important document intended to help
you become acquainted with Allenstown. This Manual will serve as a guide; it is not the final
word in all cases. Individual circumstances may call for individual attention.

Please read the following statements and sign below to indicate your receipt and
acknowledgment of the Manual.

Date:

I have received a copy and understand that it is my obligation to read the
Personnel Policies and Procedures Manual. | understand that the policies
described in the Manual are subject to change at the Town of Allenstown’s sole
discretion at any time. | understand that this Manual supersedes and replaces all
other previous manuals and personnel policies for Allenstown.

I acknowledge that | have the right to terminate my employment with the Town at
any time without notice. In turn, I acknowledge that the Town has the right to
terminate my employment in its sole discretion, subject to any statutory or federal
or state constitutional requirements.

I am aware that the descriptions of benefits in this Manual are not contractual in
nature and do not guarantee any continuance of said benefits.

I am aware that during the course of my employment, confidential information
may be made available to me. 1 understand that this confidential information
must not be given out or used outside of Town premises or with non-Allenstown
employees, except as required by law.

I understand that my signature below indicates that | have read and understand the
above statements and have received a copy of the Personnel Policies and
Procedures Manual.

Employee’s Name (please print)

Employee’s Signature
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REVISIONS

This document serves as the 910%™ revision to the Personnel Policy. The following changes
were made;

=

Page 3, the second paragraph was added to include employees of the sewer dept.

2. Page 20, Section B, the second paragraph was added to include the pay period/day for
sewer dept. employees.

3. Page 21, Section C, the second and third paragraphs were added to define the work
week and hours for the sewer dept.

4. Page 23, Section F, the third and fourth paragraphs were added to define overtime for
sewer dept. employees.

5. Page 24, Section 1, the fifth paragraph was added to address holiday pay for sewer
dept. employees.

6. Page 26, VACATION, the paragraphs and charts added at the end define the vacation
time calculator for sewer dept. employees.

7. Page 59, Section 6.04, a sentence was added to the first paragraph referencing the
Alcohol & Drug Workplace Policy.

8. Page 63, Section 8.02, D, | and m word changes to define rating period and when
evaluations are due.

9. Page 66, Section 8.03, B, wording change to add “and step”.
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ARTICLE ONE: GENERAL PROVISIONS
1.01.O0UR WORKPLACE

As you review this Manual, you will notice that terms such as “workplace” and “premises”
appear in many of Allenstown’s policies. For most employers, such terms encompass the
buildings and surrounding property that they own or lease. However, the nature of our work as a
municipality requires that our use of these terms have a broader definition. Accordingly,
whenever our “workplace” or “premises” is discussed in this Manual, please understand that we
are discussing not only Allenstown buildings, facilities and properties, but also any remote job
site to which you may be assigned to work and any vehicle you may be traveling in or using for
Town related business.

1.02 EQUAL EMPLOYMENT OPPORTUNITY AND POLICY AGAINST
HARASSMENT

A. Allenstown is committed to a policy of equal employment opportunity to all persons
based on individual merit, competence and need. The Town will not discriminate
against employees or applicants for employment based on any legally-protected
status, including, but not limited to: veteran or military status, marital status, physical
or mental disability, age, race, color, religion, sex, sexual orientation, pregnancy,
national origin, genetic information or ancestry. There are certain non-merit
characteristics for which it is strictly prohibited to illegally discriminate against any
individual with respect to his/her recruitment, examination, appointment,
compensation, retention, fringe benefits, upgrading, training and transfer
opportunities, or any phase of employment. This policy applies to all terms and
conditions of employment including, but not limited to, hiring, placement, promotion,
termination, layoff, recall, transfer, leaves of absence, compensation, benefits and
training.

B. Harassment is unwelcome verbal, non-verbal, and/or physical conduct, which is
based upon characteristics referred to in the above paragraph when:

1. Submission to such conduct is made either implicitly or explicitly a
term or condition of employment; or

2. Submission to or rejection of such conduct by an individual is used
as a basis for employment decisions affecting such individual; or

3. Such conduct has the purpose or effect of unreasonably interfering
with an individual's work performance or creates an intimidating,
hostile, or offensive work environment.
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In support of our commitment to equal employment opportunities, Allenstown prohibits
harassment of one employee by another employee or supervisor on any of the bases discussed
above. Any employee who harasses another employee, citizen, or visitor on any of the bases
discussed above will be subject to discipline, up to and including discharge.

C. The Town defines harassment as follows:

Harassment is verbal and physical conduct that denigrates or shows hostility or
aversion toward an individual because of his or her race, color, sex, pregnancy,
national origin, ancestry, age, religion, disability, marital status, sexual orientation
or veteran status, or that of his or her relatives, friends, or associates, and that: (1)
has the purpose or effect of creating an intimidating, hostile or offensive work
environment; (2) has the purpose or effect of unreasonably interfering with an
individual’s work performance; or (3) otherwise adversely affects an individual’s
employment opportunities.

It is not possible to list all of the circumstances and behaviors that may constitute unlawful
harassment in violation of Allenstown policy. However, the following are some examples of
conduct which may constitute harassment:

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

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

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

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

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

1.03 SEXUAL HARASSMENT POLICY

A. Introduction

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

Because the Town takes allegations of sexual harassment seriously, we will respond promptly to
complaints of sexual harassment. Where it is determined that inappropriate conduct has
occurred, the Town will act promptly to eliminate the conduct and implement any necessary
remedial or corrective action, including disciplinary action where appropriate.

B. Definition of Sexual Harassment

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

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

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

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

Sexual harassment includes a wide range of behaviors from the actual coercion of sexual
relations to unwelcome offensive comments, jokes, innuendoes and other sexually oriented
statements and unwelcome behavior emphasizing sexual identity. Sexual harassment may be
indirect and even unintentional. Employees are prohibited from bringing into the workplace or
otherwise displaying any written materials or pictures that are sexually suggestive or offensive in
nature.
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This policy prohibits all of the activities discussed above, whether engaged in by a supervisor,
employee, co-worker, agent or non-employee who is on Town premises or who comes into
contact with Town employees.

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

Unwelcome sexual advances, whether or not they involve physical touching;

Sexual epithets; sexual jokes; written or oral references to sexual conduct, gossip regarding
one’s sex life; comment on an individual’s body; comment about an individual’s sexual activity,
deficiencies, or prowess;

Displaying sexually suggestive objects, pictures, cartoons;

Leering, whistling, brushing against the body; sexual gestures;

Suggestive or insulting comments;

Inquiries into an individual’s sexual experiences; and

Discussion of one’s sexual activities.

C. Complaints of Sexual Harassment

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

D. Retaliation

Retaliation against an employee who complains in good faith about sexual harassment or who
participates in good faith in an investigation of a complaint is a violation of this policy and is
prohibited by law. If you believe that you have been subjected to retaliation, you should report
the incident in accordance with the Reporting Procedure contained in this Manual.
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1.04 REPORTING PROCEDURE FOR SEXUAL AND OTHER UNLAWFUL
HARASSMENT, DISCRIMINATION AND RETALIATION

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

A. If you believe that you have experienced sexual or other unlawful harassment,
discrimination or retaliation, you should report the incident immediately to the
department head or the Town Administrator.

B. Supervisors and managers who become aware of discriminatory or harassing conduct,
a complaint of discrimination or harassment, or retaliation must report the conduct
and/or complaint immediately to the Town Administrator.

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

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

1.05 THE AMERICANS WITH DISABILITIES ACT

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

B. Please notify the Town Administrator if, because of a disability, you require an
accommodation to perform the essential functions of your job. You may be asked to
provide medical information regarding your disability and possible accommodations,

Revision 910 Approved June-6th2016-of AllenstewnFebruary 6™, 2017




and we expect that you will engage in this interactive process in good faith so that we
may determine eligibility for accommodation and identify reasonable
accommodations. We will maintain all medical information in a confidential manner
in accordance with the ADA, and will provide reasonable accommodations as
required by law. The Town may decline to provide accommodations to individuals
who are not qualified individuals within the meaning of the law, and may also decline
to provide accommodations that are not reasonable or that cause an undue hardship.

C. The following definitions apply to issues arising under the Americans with
Disabilities Act.

1. Disability. The term “disability” means, with respect to an individual

a. aphysical or mental impairment that substantially limits one or more
major life activities of such individual;

b. arecord of such an impairment; or
c. being regarded as having such an impairment.
2. Major life activities

a. Ingeneral. Major life activities include, but are not limited to, caring for
oneself, performing manual tasks, seeing, hearing, eating, sleeping,
walking, standing, lifting, bending, speaking, breathing, learning, reading,
concentrating, thinking, communicating, and working;

b. Major bodily functions. A major life activity also includes the operation
of a major bodily function, including but not limited to, functions of the
immune system, normal cell growth, digestive, bowel, bladder,
neurological, brain, respiratory, circulatory, endocrine, and reproductive
functions.

3. Regarded as having such an impairment

a. An individual meets the requirement of “being regarded as having such an
impairment” if the individual establishes that he or she has been subjected
to an action prohibited under this chapter because of an actual or perceived
physical or mental impairment whether or not the impairment limits or is
perceived to limit a major life activity.

4. The determination of whether an impairment substantially limits a major life
activity shall be made without regard to the ameliorative effects of mitigating
measures such as:
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C.

d.

medication, medical supplies, equipment, or appliances, low-vision device
(which do not include ordinary eyeglasses or contact lenses), prosthetics
including limbs and devices, hearing aids and cochlear implants or other
implantable hearing devices, mobility devices, or oxygen therapy
equipment and supplies;

use of assistive technology;
reasonable accommodations or auxiliary aids or services; or

learned behavioral or adaptive neurological modifications.

5. The ameliorative effects of the mitigating measures of ordinary eyeglasses or
contact lenses shall be considered in determining whether an impairment
substantially limits a major life activity.

a.

As used in this subparagraph:

i. the term “ordinary eyeglasses or contact lenses” means lenses that
are intended to fully correct visual acuity or eliminate refractive
error; and

ii. the term “low-vision devices” means devices that magnify,
enhance, or otherwise augment a visual image.

6. Employee. The term “employee” means an individual employed by an employer.
With respect to employment in a foreign country, such term includes an
individual who is a citizen of the United States.

7. Employer:

a.

b.

In general. The term “employer” means a person engaged in an industry
affecting commerce who has 15 or more employees for each working day
in each of 20 or more calendar weeks in the current or preceding calendar
year, and any agent of such person, except that, for two years following
the effective date of this subchapter, an employer means a person engaged
in an industry affecting commerce who has 25 or more employees for each
working day in each of 20 or more calendar weeks in the current or
preceding year, and any agent of such person.

Exceptions. The term “employer” does not include

i. the United States, a corporation wholly owned by the government
of the United States, or an Indian tribe; or
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ii. abona fide private membership club (other than a labor
organization) that is except from taxation under section 501(c) of
title 26.

8. Discrimination

a. General rule. No covered entity shall discriminate against a qualified
individual on the basis of disability in regard to job application
procedures, the hiring, advancement, or discharge of employees, employee
compensation, job training, and other terms, conditions, and privileges of
employment.

b. The term “discriminate against a qualified individual on the basis of
disability” includes:

i. limiting, segregating, or classifying a job applicant or employee in
a way that adversely affects the opportunities or status of such
applicant or employee because of the disability of such applicant or
employee;

ii. participating in a contractual or other arrangement or relationship
that has the effect of subjecting a covered entity’s qualified
applicant or employee with a disability to the word discrimination
prohibited by this subchapter (such relationship includes a
relationship with an employment or referral agency, labor union,
an organization providing fringe benefits to an employee of the
covered entity, or an organization providing training and
apprenticeship programs);

iii. utilizing standards, criteria, or methods or administration

1. that have the effect of discrimination on the basis of
disability;

2. that perpetuates the discrimination of others who are
subject to common administrative control;

iv. excluding or otherwise denying equal jobs or benefits to a qualified
individual because of the known disability of an individual with
whom the qualified individuals is known to have a relationship or
association;

v. nhot making reasonable accommodations to the known physical or
mental limitations of an otherwise qualified individual with a
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disability who is an applicant or employee, unless such covered
entity can demonstrate that the accommodation would impose an
undue hardship on the operation of the business of such covered
entity; or

vi. denying employment opportunities to a job applicant or employee
who is an otherwise qualified individual with a disability, if such
denial is based on the need of such covered entity to make
reasonable accommodation to the physical or mental impairments
of the employee or applicant;

vii. using qualification standards, employment tests or other selection
criteria that screen out or tend to screen out an individual with a
disability or a class of individuals with disabilities unless the
standard, test or other selection criteria, as used by the covered
entity, is shown to be job-related for the position in question and is
consistent with business necessity; and

viii. failing to select and administer tests concerning employment in the
most effective manner to ensure that, when such test is
administered to a job applicant or employee who has a disability
that impairs sensory, manual, or speaking skills, such test results
accurately reflect the skills, aptitude, or whatever other factor of
such applicant or employee that such test purports to measure,
rather than reflecting the impaired sensory, manual, or speaking
skills of such employee or applicant (except where such skills are
the factors that the test purports to measure).

1.06 EMPLOYEE CLASSIFICATIONS
A. EMPLOYMENT AT-WILL

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

B. EMPLOYMENT CLASSIFICATIONS

1. At the time that you are hired, you are classified as full-time, part-time, or
temporary and are informed as to whether you qualify for overtime pay.
Unless otherwise specified in this Manual or as required by law, the benefits
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described in this Manual apply only to full-time employees. All other policies
described in this Manual apply to all employees, with the exception of certain
wage, salary and time off limitations. If you are unsure of which job
classification into which your position fits, please ask your department head or
the Town Administrator.

2. Employees are categorized as follows:

a. FULL-TIME EMPLOYEES: Individuals who are regularly scheduled
to work 35 or more hours per week.

b. PART-TIME EMPLOYEES: Individuals who are regularly scheduled
to work less than 35 hours per week.

c. TEMPORARY EMPLOYEES: Individuals who are hired for specific
periods of time or for the completion of a specific project. Temporary
employees are not eligible for benefits described in this Manual except
to the extent required by state or federal law.

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

policy.

3. Upon hiring, employees are told whether they are classified as exempt or non-
exempt from the overtime provisions of the FLSA. If you have questions
about whether you are classified as exempt or non-exempt under the FLSA,
please contact your department head or the Town Administrator.

C. PROBATIONARY PERIOD

All new employees will be required to successfully complete a probationary period, commencing
on the first day of employment. The probationary period will normally be six (6) months in
duration, and may be extended for an additional six (6) months period by the Town. (The
probationary period for police officers is twelve (12) months).
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The department head shall meet with each new employee at the conclusion of the probationary
period to review the employee’s performance. Where appropriate, the department head will
offer remedial suggestions for improvement.

All employees who have been promoted to new positions shall be required to complete a three
(3) month probationary period in the new position before the promotion is considered to be fully
approved.

The probationary period outlined in this section shall not apply to the position of Chief of Police.

1.07 COMPENSATION AND HOURS OF WORK
A. REPORTING OF TIME WORKED

It is important that your time be accurately reported so that you are compensated for the hours
that you work. You will may be required to complete-time-sheets-erto-punch-a-thme-clock enter
yours hours into the payroll software system. No one is authorized to punch-a-time-clockenter
hours on your behalf, and falsification of time records could lead to disciplinary action, up to and
including termination from employment. You must submit your payroll for each week on the
last work day of each week. Your supervisor will provide you with details concerning your
obligation to report all time you have worked. All full and part time employees are required to
correctly record their hours worked each day. Time sheets must accurately record the actual
hours worked on any given day. Employees shall enter their hours worked to the closest quarter.

If between quarter hours the latest quarter hour shall be recorded. This requirement also applies
to exempt employees. Stipend employees are not required to complete time sheets.

B. PAY/PAY PERIODS

Employees are paid every two weeks on Thursdays for all hours worked during the
calendar preceding pay period. Please review your paycheck for errors. If you find a mistake,
report it to your department head or the Town Administrator immediately. Paychecks will be
distributed only to you.

C. WORK WEEK/HOURS OF WORK

The Town’s work week begins on Sunday at 12:00 a.m. (midnight) and ends on Saturday at
11:59 p.m. Because of the nature of our business, your work schedule may vary depending on
your job and department. When hired, your department head or the Town Administrator will
inform you of your hours of work.
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The sewer department’s work week begin : =
at-11:59 p-m-shall be the same as for other town emplovees Because of the nature of our busmess
your work schedule may be changed at any time, depending on your position and the needs of the
ASC. When hired, your department head or the Superintendent will inform you of your hours of
work.

Sewer Dept.-Should an employee need to work from home, the Superintendent or Assistant
Superintendent must authorize such work prior to an employee commencing such work. Examples of
such time an employee may need to work from home is to monitor the plant process, correction of an
alarm at the Facility, or other work needs to be completed that may be performed at home.

D. PAYROLL DEDUCTIONS

1. Payroll Deductions for All Employees

There are two categories of payroll deductions, those required by state or federal law and
those authorized by the employee. Payroll deductions required by state and federal law include
federal withholding, income tax, social security tax, and wage garnishments as required by law
(i.e. child support payments, court-ordered payments, IRS garnishments. If authorized by an
eligible employee, the Town will also make payroll deductions for health insurance, savings
plans, and voluntary contributions to a retirement plan. These deductions will be itemized on
your check stub.

Under New Hampshire law, the Town may not withhold, make use of any portion of, or
require any employee to remit any portion of an employee’s wages except, with appropriate
authorization, as follows: union dues; health, welfare pension, and apprenticeship fund
contributions; medical, surgical, hospital and other group insurance benefits without financial
advantage to the employer; voluntary contributions to charities; housing and utilities; payments
into savings funds held by someone other than the employer; voluntary payments for the
recovery of tuition for non-required education costs; voluntary rental fees for non-required
clothing; voluntary cleaning of uniforms and non-required clothing; voluntary contributions into
cafeteria plans or flexible benefit plans, or both, as authorized by section 125 or section 132 of
the Internal Revenue Code; and voluntary payments by the employee for the following: child
care fees by a licensed child care provider; parking fees; pharmaceutical items, gift shop, and
cafeteria items purchased on the site of a hospital by hospital employees; fees for the employee’s
use of a qualifying fitness facility; contributions to a political action committee; installment
payments of loans made by the employer to the employee; voluntary repayment of accidental
overpayments made to the employee; repayment of unearned advances on vacation or other paid
time off where supported by appropriate documentation; required clothing not considered to be
uniforms; and the use of a demonstrator vehicle as defined in RSA 261:111.
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2. Payroll Deductions for Salaried Exempt Employees

The Town complies with all federal and state laws with regard to deductions from paychecks,
including deductions from the salaries of exempt employees. In accordance with the laws,
salaried exempt employees receive a predetermined salary which is not subject to reduction
because of variations in the quality or quantity of work performed and is not subject to reduction
for absences requested by the Town or due to the operating requirements of the Town. The
Town recognizes that under federal and state law there are only limited times when a salaried
employee’s salary can be subject to deductions. Please note: RSA 275:43-b now allows an
exempt employee’s final paycheck to be prorated in the case of a termination for cause.

The Town prohibits deductions from salaries that are inconsistent with the status of an exempt
employee. Exempt employees should note that salaries are subject to modification from time to
time, such as at evaluation time, when an employee’s position or responsibilities change, and at
other appropriate times. Exempt employees should also note that it is permissible for an
employer to apply vacation, sick, personal and other forms of paid time off to partial or full-day
absences for personal reasons, sickness, or disability, and that applying paid time is not
considered a deduction from salary.

3. Questions Regarding Paychecks and Deductions

If you have any questions or concerns about your paycheck or any deductions from your pay,
please contact your department head or the Town Administrator as soon as possible. If you do
not receive a prompt response or are dissatisfied in any way with the response you receive, you
should feel free to contact the Chair of the Select Board.

Questions and concerns regarding pay and deductions will be investigated and addressed
promptly. If there has been an error, such as a deduction made in error, the employee will
receive a corrected check or a check reimbursing the employee for the error, whichever is more
practicable under the circumstances.

Employees should feel free to communicate any questions or concerns regarding pay or
deductions. The Town will not tolerate retaliation against employees who have expressed
concerns using this procedure.

E. REIMBURSABLE EXPENSES*

With prior approval by your department head, legitimate expenses will be reimbursed by the
Town to the employee. The employee must submit receipts in order to be reimbursed.
Reimbursement may be in the form of petty cash, an addition to a paycheck, or a separate check.
See your department head with any questions as to whether and what expenses may be
reimbursed.
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Employees will be reimbursed for mileage expenses when they utilize their personally owned
vehicle for Town business. Approval must be obtained in advance by the employee’s
department head. In the case of department heads approval must be obtained by the Board of
Selectmen. Employees will be reimbursed for mileage based on the GSA rate at the time of
travel. Employees will also be reimbursed for tolls and parking fees when receipts are submitted
to the Town Administrator.

Employees will be reimbursed for lodging and travel expenses for the actual amounts when
receipts are submitted. Employees must ask for government rates where applicable for lodging.
The Town will only reimburse for actual lodging expense for a regular room rate. Phone
expenses, room service or other expenses will not be reimbursed by the Town. The Town will
only reimburse for bus, train or air travel expense for a coach or economy class ticket.
Additional luggage fees will be reimbursed as well as the cost of travel to and from the bus
terminal, train station or airport when receipts are submitted.

Employees will receive per diem rates for food (one meal) when they are required conduct
business outside of the town for a minimum period of 8 work hours in any given day.
Employees who are required to lodge overnight on town business are eligible for the full per
diem rate for three meals. Per diem rates are based on the GSA rate for the area in which the
employee is conducting town business. Employees must obtain permission from their respective
department head in advance for approval for reimbursement of these expenses. Department
heads must obtain approval from the Board of Selectmen to be reimbursed for their respective
expenses.

Meal reimbursement is only available when other meals are not provided. The purpose of this
policy is to ensure that employees are not paying for meals out of pocket.

F. OVERTIME

From time to time, it may be necessary for you to perform overtime work. All overtime must be
approved in advance by department head. Except in the event of an emergency, the Town will
attempt to provide you with advance notice of the necessity for overtime work. Most non-
exempt employees, with the exception of certain law enforcement and fire protection employees,
are entitled to be paid one and one-half (1-1/2) times their regular rate of pay for all time worked
in excess of forty (40) hours per week. Sick days, holidays, vacation time, leaves of absences,
personal days and other time off benefits are not counted as “time worked” for purposes of
overtime. You will be advised when you are hired if you are entitled to overtime pay.

Town employees engaged in law enforcement activities will be paid overtime at the rate of one
and one-half times their regular rates of pay for all time worked in excess of forty-three (43)
hours worked in the seven (7) day work period. Town employees engaged in fire protection
activities will be entitled to overtime pay at the rate of one and one-half times their regular rates
of pay for all hours worked in excess of fifty-three (53) hours in the seven (7) day work period.
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The Select Board may approve alternate calculations of overtime for periods that are authorized
in accordance with the Fair Labor Standards Act for law enforcement and fire personnel.

Sewer dept.- Holiday leave, annual leave and other time off benefits are counted as “time worked”
for purposes of overtime.

Sewer Dept. ON-CALL

Due to the nature of our business, certain employees are required to be on-call. You will be advised
when you are hired if you will be required to be on-call. When on-call, employees will need to
provide contact information. If called upon to report to a sewer dept. worksite for a call-back the
effected non-exempt employee shall be paid a minimum of two (2) hours of compensation at one and
one-half (1-1/2) times their normal rate of compensation. Incidental calls for issues not requiring the
employee to report to a sewer dept. worksite (alarms, telephone calls, etc.) shall be paid on an actual
weekly cumulative time basis throughout the duration of the employee’s on-call status, compensated
at one and one-half (1-1/2) times the employees normal rate of compensation. Cumulative work time
should be submitted along with weekly timesheets.

G. BREAKS AND MEAL PERIODS

Generally, all Town employees will be provided with a thirty (30) minute meal period/break after
five consecutive hours of working, unless it is feasible to eat while working and the employee is
permitted to do so. Fire protection and law enforcement personnel will receive meal breaks as
established by their respective Departments. One or two paid break periods of fifteen (15) minutes
will be granted during the work day if possible, but these breaks are not guaranteed.

H. TIME AWAY FROM WORK AND OTHER LEAVE BENEFITS.

1. HOLIDAYS
Full-time and part-time employees are entitled to the paid holidays listed below, provided that
the employee normally works on that day and provided that the employee works his or her
assigned day preceding and following the holiday. For hourly employees, holiday pay will be
paid at the straight time hourly rate and will be pro-rated for employees who regularly work
fewer than eight (8) hours on that day. Temporary employees are not entitled to paid holidays.

Some employees may be required to work on holidays. Police Officers paid on an hourly basis
shall be paid an additional eight (8) hours of straight time for each holiday which will be
calculated for the actual day of the holiday.

The Road Agent may allow employees who are required to work on a holiday in lieu of being
paid holiday pay for that day to use the holiday on a different day. If the employee requests to
use the holiday on a different day and the Road Agent approves the Road Agent will schedule

Revision 910 Approved June-6th2016-of AllenstewnFebruary 6™, 2017



the holiday day for that employee to be used within 90 days of the actual holiday. The employee
must utilize the holiday day within the 90 days or lose the holiday day and pay for that holiday.

Holidays:

New Year's Day (January 1)

Martin Luther King Day (3rd Monday of January)
President's Day (3rd Monday of February)
Memorial Day (Last Monday of May)
Independence Day (July 4)

Labor Day (1st Monday in September
Columbus Day (2nd Monday of October)
Veterans’ Day (November 11)
Thanksgiving Day (4th Thursday in November)

Thanksgiving Friday
Christmas Day

All holidays will be observed on the day designated by the Federal Government; provided,
however, that if a holiday falls on a Friday and the Town Hall is closed, then the holiday will be
observed on the preceding Thursday or as approved by the Board of Selectmen upon request of a
department head.

Sewer Dept. Employees working on a recognized holiday are entitled to be paid one and one-half (1-
1/2) times their regular rate of pay in addition to their straight time pay. Employees who are required
to work on a holiday may take a floating holiday or take holiday pay in addition to their overtime
work pay. The floating holiday must be scheduled at least one week in advance and approved by
your department head.

2. VACATION

Vacation is a time for you to rest, relax, and pursue special interests. The Town provides paid
vacation as one of the many ways in which we show our appreciation for your hard work and
continued service.

Full-time and part-time employees are eligible for paid vacation. Temporary employees are not
entitled to paid vacation time.

Vacation time is granted to eligible employees based upon length of service and anniversary
date. If there is a break in service, eligibility for vacation will be based on the employee’s most
recent hire date.

No part of an employee’s scheduled vacation may be converted to sick leave. If illness or injury
occurs during a vacation, sick leave benefits will not begin until the employee is scheduled to
return to work.
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Vacation pay for a full week will be paid based on the normal straight time scheduled hours; i.e.,
if someone normally is scheduled for forty (40) hours per week, their vacation pay will be for
forty (40) hours for each full week requested, and anyone normally scheduled for thirty-five (35)
hours will be paid thirty-five (35) hours for each full week requested. If requested, an employee
shall be paid his or her vacation pay before starting his or her vacation provided that such
vacation pay is scheduled at least two (2) weeks in advance; otherwise, the employee shall be
paid his or her vacation pay upon return from vacation.

Vacation is earned during the calendar year and is accrued according to the following schedule:

Years of Continuous Service Vacation Time
First Year after 6 months 5 days

Year 2-5 10 days

Year 5-15 15 days

Year 15-20 20 days

After Year 20 25 days

Vacation time shall be accrued on the following schedule;

First Year 416 days per month
Year 2-5 .833 days per month
Year 5-15 1.25 days per month
Year 15-20 1.66 days per month
After year 20 2.08 days per month

A part-time employee will be paid for vacation time on a pro-rated basis in accordance with
his/her regular hours of work. For instance, if a part-time employee regularly works five (5)
hours per day, then the part-time employee will only be entitled five (5) hours of pay when
he/she takes a vacation day.

You are expected to take your vacation during the year in which it is earned. Vacation time may
be taken in full day or half day increments. The Town will not pay employees for unused,
accrued vacation time at the end of the year. Vacation time may be carried over and
accumulated to a maximum of thirty (30) days in subsequent years. An employee will not be
paid accrued, unused vacation pay upon termination from employment unless the employee has
been actively employed for at least six (6) months prior to the termination and: (1) in the event
of resignation or retirement, the employee has given two (2) weeks’ notice of his/her intent to
resign or retire; or (2) in the event of involuntary discharge, the termination was not “for cause,”
as determined by the Town.
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An employee will not accrue any vacation time for those pay periods in which the employee is
entitled to no wages, unless required under law. Generally, this will occur when the employee is
on unpaid leave, such as FMLA leave.

All employees must submit requests for vacation time to their department head through the
electronic payroll system. Requests should be submitted at least two weeks in advance of the
requested vacation dates. Vacation may be taken only if the request is approved by your
department head. Department heads must notify the Town Administrator and the Chairman of
the Board of Selectmen when they plan to use a vacation day.

ANNUAL LEAVE-Sewer Department Employees

Employees of the Sewer Department receive annual leave instead of vacation, sick and personal
days. Annual leave is awarded according to the following schedule:

Years of Continuous Service Annual Leave Time

First Year after 6 months 104 hours (13 days)

Year 1-4 144 hours (18 days)
Year 5-9 184 hours (23 days)
Year 10-19 224 hours (28 days)
Year 20 and after 264 hours (33 days)

Annual leave time shall be accrued on the following schedule over a 10 month period beginning
in January and ending in October;

First Year after 6 months 10.4 hours per month
Year 1-4 14.4 hours per month
Year 5-9 18.4 hours per month
Year 10-19 22.4 hours per month
Year 20 and after 26.4 hours per month

If an employee has not used all of their annual leave at the end of the year, the ASC will pay out
up to one week of unused annual leave time remaining at the end of the year. Any unused annual
leave in excess of one week at the end of the year shall lapse and be unredeemable. An employee
will not be paid for un-accrued annual leave time upon termination from employment. In the
event of resignation or retirement, if the employee has given two (2) weeks’ notice of his/her
intent to resign or retire, the employee shall be paid for all accrued annual leave.

Annual leave to meet all of the same requirements as for other town employees for vacation,
with the exception of carryovers.

3. PERSONAL DAYS

Revision 910 Approved June-6th2016-of AllenstewnFebruary 6™, 2017




The Town will provide two (2) paid personal days each to all full-time and part-time employees.
Temporary employees are not entitled to any paid personal days. A part-time employee will be
paid for personal days on a pro-rated basis in accordance with his/her regular hours of work.
Personal days may not be carried over from year to year, and employees will not be paid for
personal days not taken either during the year upon separation from employment. All personal
days must be approved in advance by your department head. Department heads must notify the
Town Administrator and the Chairman of the Board of Selectmen when they plan to use a
Personal Day. Personal days may be taken in half day or full day increments.

4. SICK LEAVE

The Town provides paid sick days to all full-time and part-time employees. Temporary
employees are not entitled to any paid sick days. Sick time may be used in quarter hour
increments, and employees will be paid at the normal straight time rate for the number of hours
the employee was scheduled to work. Sick pay may not exceed the employee’s regular workday
and/or workweek hours.

Sick leave accrues at the rate of six (6) days per year, up to a maximum of thirty (30) days based
on the employees normal daily hour schedule (8, 9 or 10 hour schedule). Accrual commences on
the date of hire, but cannot be taken during the first ninety (90) days of employment
(probationary period). A part-time employee will be paid for sick days on a pro-rated basis in
accordance with his/her regular hours of work.

Sick days are to be used for absences due to illness of the employee. Sick Leave may also be
granted for the employee’s bodily injury, illness or injury of the employee’s child, or spouse, and
appointments with a physicians, dentist or therapist. Employees should, however, make every
effort to schedule appointments with a physician, dentist or therapist outside the work day.
Additionally, employees must attempt to make other arrangements to allow a spouse or family
member to care for a dependent under these circumstances. The Town may, at any time, ask you
to submit satisfactory medical verification of an illness from your health care provider. Failure
to provide verification may result in loss of sick leave benefits or, in cases in which sick leave
abuse is detected, disciplinary action.

An employee will not accrue any sick leave for those pay periods in which the employee is on
unpaid leave status.

Any unused sick time in excess of 30 days will expire at the end of the year and will not be
bought back by the Town. It may not be carried over into the following year. Employees who
leave the Town employment for any reason will not be entitled to any pay for unused sick days.

Employees who are unable to report for work due to sickness or injury must notify their
department head as soon as they become aware that they will be unable to report for work.
Employees who do not report to work due to sick leave must contact their department head on a
daily basis relative to the need for and status of their absences, unless otherwise directed.
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Reporting of the absence to any employee other than your department head will not be accepted
as compliance with the daily reporting requirement. Employees who fail to report to work or call
in to the department head for three (3) consecutive work days will be considered to have
voluntarily resigned from their employment. Department Heads will report their own absence
due to sick leave as indicated above however they will report the absence to the Town
Administrator and the Chairman of the Board of Selectmen. Exempt salaried employees must
correctly record absences on their timesheet due to being sick and unable to work as a sick day
(or half day when applicable).

5. FAMILY AND MEDICAL LEAVE

Under the Family and Medical Leave Act (“FMLA”), eligible employees may take an
unpaid leave of absence and be restored to the same or an equivalent position upon their return to
work for any of the following reasons:

(1) The birth of the employee’s child and to care for the newborn child (leave must be
taken within twelve (12) months of the birth of the child);

(2)The placement of a child with the employee for adoption or foster care, and in
order to care for the newly placed child (leave must be taken within twelve (12)
months of the adoption or placement of the child);

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

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

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

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

Eligibility Requirements: To be eligible for FMLA leave, an employee must satisfy both of
the following conditions:
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The employee must have worked for the Town for at least twelve (12) months, and
must have performed at least 1,250 hours of work in twelve (12) months prior to a
leave request; and

At the time leave is requested, the employee must either: (a) work at a site where the
Town employs fifty (50) or more employees or (b) work at a worksite where the
Town employs less than fifty (50) employs if fifty (50) or more employees are
employed within a seventy-five (75) mile radius of the worksite.

Leave Entitlement: If an employee takes FMLA leave for a reason stated in paragraphs (1)-
(5), above, the employee is entitled to up to twelve (12) workweeks of unpaid leave during a
twelve (12) month period. That twelve (12) month period is defined as a "rolling" twelve
(12) month period measured backward from the date an employee begins an FMLA leave. In
other words, the number of weeks the employee has available upon the beginning of a FMLA
leave will be twelve (12) weeks less the number of FMLA leave weeks taken in the twelve
(12) month period prior to the beginning of the current FMLA leave (the "Available Leave
Weeks"). For example, if an employee used four weeks beginning February 1, 2008, four
weeks beginning June 1, 2008, and four weeks beginning December 1, 2008, the employee
would not be entitled to any additional leave until February 1, 2009. Beginning on

February 1, 2009, the employee would be entitled to four weeks of leave; on June 1, 2009,
the employee would be entitled to four additional weeks; and so on.

If an employee takes FMLA leave for the reason stated in paragraph (6), above, the employee
may take up to 26 weeks of unpaid FMLA leave within a single 12-month period. This 12-
month period begins on the first day of leave.

An employee who takes FMLA leave for a reason stated in paragraph (6), above, will be
limited to a combined total of 26 workweeks of leave for any FMLA-qualifying reason
during the single 12-month period. The leave entitlement described in paragraph (6) above is
to be applied on a per-covered-service member, per injury basis such that an eligible
employee may be entitled to take more than one period of 26 workweeks of leave if the leave
is to care for different covered service members or to care for the same service member with
a subsequent serious illness of injury, except that no more than 26 workweeks of leave may
be taken within any single 12-month period.

Tracking FMLA Leave: When an eligible employee requests any leave of absence that
qualifies under the FMLA, the Town has the right to designate such leave as FMLA leave.
For example, if an eligible employee suffers a work related injury that qualifies as a serious
health condition, the Town has the right to designate any time away from work as FMLA
leave. In such circumstances, the Town will provide the employee with the same
notifications as though the employee had specifically requested FMLA leave.
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Intermittent and Reduced Schedule Leave: Under some circumstances, employees may take
FMLA leaves of absences intermittently (in separate blocks of time due to a single FMLA
qualifying reason) or on a reduced leave schedule (reducing the usual number of hours an
employee works per workweek or workday). Certification will be required to show that an
intermittent or a reduced schedule leave is a medical necessity for leaves under paragraphs
(3), (4), and (6), above. Other documentation or certification may be required to show that
such an intermittent or a reduced schedule leave is necessary in the case of a leave of a
“qualified exigency” under paragraph (5), above.

If FMLA leave is for birth and care, or placement for adoption or foster care, as described in
paragraphs (1) and (2), above, use of intermittent leave is subject to the Town approval.

When an employee takes intermittent or reduced schedule leave, time spent working will not
be counted against the employee’s FMLA entitlement.

Employees taking intermittent or reduced schedule leave will be paid for the time they work,
and the leave time away from work will be unpaid unless the employee qualifies for workers’
compensation, short-term disability, or other benefits. If an employee is a salaried employee,
the Town will adjust the employee’s salary based on the amount of time actually worked.

While an employee is on intermittent or reduced schedule FMLA leave, the Town may
temporarily transfer the employee to an available alternate position that better accommodates
the employee’s recurring leave and that has equivalent pay and benefits.

Employees who take intermittent leave for a planned medical treatment have an obligation to
make a “reasonable effort” to schedule the treatment so as not to disrupt unduly the Town’s
operations.

Status of Employee Benefits: Employees are required to use any accrued, unused paid time
off days during FMLA leave unless the FMLA leave is otherwise paid through workers’
compensation benefits, short-term disability benefits, or other benefits. The substitution of
paid leave time for unpaid leave time does not extend the FMLA leave period. Also, the
employee’s FMLA leave may run concurrently with other types of leave.

During an approved FMLA leave, the Town will maintain the employee’s health benefits
under the same terms and conditions applicable to employees not on leave.

If paid leave is substituted for unpaid FMLA leave, the Town will deduct the employee’s portion
of the health plan premium as a regular payroll deduction.

If an employee’s leave is unpaid, or is paid through workers’ compensation, short-term disability
benefits, or other benefits not provided through the Town’s payroll system, the employee must
pay his or her portion of the premium by making arrangements with the Town.

Revision 910 Approved June-6th2016-of AllenstewnFebruary 6™, 2017




Health and other benefit coverage may be canceled if the employee’s premium payment is more
than (thirty) 30 days late.

If an employee elects not to return to work at the end of the leave, the employee will be
required to reimburse the Town for the cost of the premiums paid by the Town for
maintaining coverage during the unpaid leave, unless the employee cannot return to work
because of a serious health condition or because of other circumstances beyond the
employee’s control. If the FMLA leave is for a condition that is covered under the Town’s
short or long term disability insurance, covered employees may apply for benefit coverage.

Benefit entitlements based on length of service will be preserved at the level earned as of the
commencement of the leave, but will not accrue further during the leave period. For
example, an employee on leave will not accrue additional sick/personal days.

Requesting Leave: Employees must complete the appropriate FMLA leave request forms.
These forms are available from your department head or the Town Administrator.

If an employee’s need for leave is foreseeable, such as for the birth of a child or planned
medical treatment, you must give your department head (thirty) 30 days’ prior written notice.
In cases of planned medical treatment, please make efforts to schedule the treatment to avoid
disrupting the Town’s operations.

If the need for leave is not foreseeable, the employee must give notice to your department
head as soon as practicable (generally, either the same day or the next business day of
learning the employee’s need for leave) and the employee must comply with all of the
Town’s policies regarding absences from work. Failure to provide such notice may be
grounds for delaying the leave. If the employee is unable to notify the Town of his/her need
for leave personally because of illness, the employee should ask someone else to call on his
or her behalf.

Medical Certifications: If an employee is requesting leave because of the employee’s serious
health condition, a covered family member’s serious health condition, or for the serious
injury or illness of a covered service member, the employee must provide a medical
certification from the appropriate health care provider. It is an employee’s responsibility to
provide a complete and sufficient certification. Please obtain a medical certification form
from your department head or the Town Administrator for the health care provider to use. If
possible, the employee should provide the medical certification before the leave begins. If
that is not possible, the employee must provide the medical certification within fifteen (15)
days of requesting leave. If the employee does not provide the required medical certification
in a timely manner, the employee’s leave may be delayed. If you do not provide the
certification at all, the Town will not be able to determine whether you are eligible for FMLA
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leave and your leave will be denied. The Town reserves the right to authenticate or clarify
any medical certification if necessary.

In the case of an employee’s own serious health condition, or that of a family member’s
serious health condition, the Town, at its expense, may require an examination by a second
health care provider designated by the Town. If the second health care provider’s opinion
conflicts with the original medical certification, the Town, at its expense, may require a third
health care provider agreed upon by the employee and the Town to conduct an examination
and provide a final and binding opinion.

The Town may also require subsequent medical re-certification. Failure to provide requested
re-certifications within fifteen (15) days may result in delay of further leave.

Certifications for a Qualifying Exigency: Employees who request a leave for a “qualifying
exigency” arising from an immediate family member’s call to active duty or impending call
or order to active duty will be required to provide a copy of the family member’s active duty
orders or other documentation issued by the military indicating the member is on active duty
or call to active duty status in support of a contingency operation. Other documentation
certifying the exigency necessitating the leave will also be required.

Confirmation of Familial Relationship: Employees requesting a leave of absence based on a
familial relationship (e.g. leaves under paragraphs (3), (5) and (6)), may be required to
provide reasonable documentation or statement of family relationship. This documentation
may take many forms, including but not limited to a child’s birth certificate, a court
document, etc.

Reporting While On Leave: If an employee takes leave because of his or her own serious
health condition, to care for a covered family member with a serious health condition, to care
for a covered service member with a serious illness or injury, or for a qualifying exigency,
the employee must contact your department head or the Town Administrator on a regular
basis to provide updates about the status of the need for leave (e.g. the medical condition of
the employee or the individual for whom the employee is caring, or other circumstances
necessitating leave) and the employee’s intention to return to work. In addition, the
employee must give notice as soon as practicable (within two (2) business days if feasible) if
the dates of leave change or are extended or initially were unknown.

No Work While On Leave: The taking of another job (including self-employment) while on
FMLA leave or any other authorized leave may lead to disciplinary action, up to and
including discharge.

Returning To Work: At the end of an authorized FMLA leave, the employee will be
reinstated to his or her original position or an equivalent position. However, certain highly
compensated employees or “key employees” may be denied restoration to their prior or
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equivalent position if keeping the job open for the employee would result in substantial
economic injury to the Town. Key employees are those employees who are among the
highest paid ten percent of employees within 75 miles of the worksite.

If an employee takes leave because of his or her own serious health condition, the employee
will not be reinstated until the employee provides a fitness for duty certificate from his or her
health care provider confirming that the employee is medically able to resume work and
perform the essential functions of his or her job. The return-to-work medical certification
forms are available from your department head or the Town Administrator. The Town
reserves the right to clarify and authenticate such certification.

Coordination With Maternity Leave: As stated in our Maternity leave policy, the Town
provides female employees with a leave of absence for the period of temporary physical
disability resulting from pregnancy, childbirth, and related medical conditions. If an
employee is also eligible for FMLA leave, the employee’s FMLA leave and Maternity Leave
will run concurrently. Please refer to the Town’s Maternity Leave policy for more
information regarding Maternity Leave.

For purposes of coordinating FMLA and maternity leaves, maternity disability leave will be
treated in the same manner as the FMLA leave of absence described in paragraph (4) above.
Maternity disability leave begins when an employee is medically determined to be disabled
and ends when medically determined to be able to return to work. If a maternity disability
leave is for the number of available FMLA leave weeks or less, the employee may take
additional FMLA leave pursuant to paragraph (1) or (2) after the end of the disability period,
not to exceed the number of remaining available leave weeks and will be reinstated in
accordance with this FMLA policy. If a maternity disability leave exceeds the number of
available FMLA leave weeks, then reinstatement will be governed by the maternity leave

policy.

Coordination With Other Town Policies; Reference To FMLA And Federal Regulations: In
the event of any conflicts between this policy and other Town policies, the provisions of this
policy will govern. The FMLA and the FMLA regulations issued by the U.S. Department of
Labor contain many limitations and qualifications that are not stated in this policy. The
Town reserves the right to apply the terms of the FMLA and the FMLA federal regulations.

Any questions relative to FMLA leaves, including eligibility requirements, should be
directed to the Town Administrator at 485-4276.

6. MATERNITY LEAVE
All female employees may take an unpaid leave of absence for the period of temporary physical

disability resulting from pregnancy, childbirth or related medical conditions. A maternity leave
begins when an employee is medically determined to be disabled and ends when she is medically
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able to return to work. Employees will be required to take FMLA leave, if they are eligible for
such leave, concurrently with maternity leave, as described in our FMLA policy.

Employees must use their accrued vacation and sick/personal time before taking unpaid leave
under this policy. Employees on maternity leave may also be eligible for short-term disability
benefits.

Employees on maternity leave who are not eligible for FMLA leave or who have exhausted their
FMLA available leave weeks will be allowed to continue to participate in our health insurance
benefit for the calendar month during which the leave begins. When that calendar month
expires, the employee may continue medical insurance coverage by making arrangements with
the Town Administrator to pay the entire amount of the appropriate monthly premium in advance
each month.

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

7. PERSONAL LEAVE OF ABSENCE

The Town recognizes that due to personal circumstances, it may be necessary for an employee to
request more time off than is provided under our policies. A personal leave of absence may be
granted at the sole discretion of the Board of Selectmen to employees who have exhausted their
leave available under our other leave policies, including vacation, sick, personal, maternity leave
and FMLA, and is normally only granted for compelling reasons.

Personal leaves of absence will be unpaid, and an employee on an unpaid personal leave of
absence is not entitled to accrue any benefits, including, but not limited to, holidays, vacation
time, sick leave, and personal days. However, if the leave of absence is for medical reasons,
eligible employees may apply for workers’ compensation or short-term disability benefits. The
forms for these benefits are available from Town Administrator.

Employees who are granted a personal leave of absence may continue to participate in our health
insurance benefit for the calendar month during which the leave begins. When that calendar
month expires, the employee may continue health insurance coverage by making arrangements
with the Town Administrator to pay the entire amount of the appropriate monthly premium in
advance each month.

To request a personal leave of absence, please contact the Town Administrator. You may be
asked to provide a written request for the leave and/or a health care provider’s certificate stating
the reason for the leave and the expected date of return to work. If granted, personal leaves
typically will not exceed thirty (30) days. An employee who has taken leave for medical reasons

Revision 910 Approved June-6th2016-of AllenstewnFebruary 6™, 2017




must submit a fitness for duty certificate from his or her health care provider before reinstated to
work.

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

We will make reasonable efforts to reinstate employees returning from personal leaves to the
same or similar job as held prior to the leave of absence, subject to our staffing needs and other
requirements. Please understand that we cannot guarantee reinstatement from a personal leave.
If the Town is not able to reinstate an employee returning from leave, the employee’s
employment will be terminated, and the employee will remain eligible to apply for employment
in the future. If an employee fails to return to work following the expiration of the leave, the
employee will be considered to have voluntarily resigned from his or her employment with the
Town.

8. MILITARY LEAVE

Employees who voluntarily or involuntarily serve in the United States armed forces or National
Guard (collectively referred to as “uniformed services”) will be provided with leaves of absence
for such service or training in connection with such service in accordance with the federal
Uniformed Services Employment and Reemployment Rights Act (“USERRA?”).

Military leaves of absence will be unpaid, unless otherwise required by law. You may elect to
take part of, or all of, your accrued vacation time with pay during your military leave of absence,
but you are not required to do so.

Notice of Leave Request: An employee needing time away from work for service or training in
the uniformed services should make your department head aware of the need for leave as soon as
the employee receives the written or verbal orders. It is requested that notice should be provided
at least 30 days before the leave begins where it is at all possible to do so.

An employee’s request for leave may include reasonable time off to get personal business in
order prior to commencing service in the uniformed services. Reasonable time off will be
decided by your department head based on a case by case basis.

Health Coverage: If a military leave lasts less than 31 days, the employee’s health insurance
will be continued and the employee will pay his/her regular contribution for the cost of health
insurance. Payment for insurance with less than 31 days leave may be paid in advance or upon
return through payroll deductions.

If a military leave lasts 31 days or more, then the employee’s health insurance coverage will
cease and the employee will be eligible to elect to continue his or her health insurance coverage
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at his or her own expense for up to 24 months, in accordance with USERRA. The cost for
continuation coverage will be the full cost of the premium, and a 2% administrative fee may also
be charged.

When the employee returns to work, he or she will be reinstated to the health insurance benefit
with no waiting period, even if coverage terminated during the leave.

Pension: Upon reemployment the employee is treated as if there was no break in service for
participating, vesting and accrual purposes. If applicable, the employee may elect to make up
any missed contributions or elective deferrals, but is not required to do so.

Reinstatement: Employees wishing to be reinstated following military leave should promptly
notify your department head of their desire to be reinstated. If the leave is for service of less than
31 days, then the employee should return to work on the first full regularly scheduled work day
following completion of service, allowing for 24 hours of rest and time for safe transportation
back from the service. If the service lasts 31 to 180 days, then the employee should notify the
dep