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PERSONNEL POLICY
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A vacency that is not fillad by existing dspartment personnel 'v-,'ih‘ be posted on the buljetin
depertments for 2 minimum of five work] xing dcvs Smn HOUC 11]

fal¥ u 1 3
depariment head. AI] employee reassigned to fill 2 vacancy retains a:y Eﬂd all Iii{his to
accumulated leave time, and other benafts,

Temporary employees may be hired in 2n emergency prior to advertising in the press.

Every applicant shall complete 2n n application form as prescribed by the Town Manager,
No applicent will be employed until he has suecessfully passed a physical examination, related to
job requirements, as determined by the Town Mana g and the Department Head, tha cost of
which shall be defrayed by the D cpartment. No va rry T111 be filled until the applicant has
successfully completed such job-related test procedures, if any, as dstermined by the Department
Head.

D. Probationary Period: Appointments to any vacancy in a full-time job shall be t temporary and
subject to a p;ODa-IOH ry penod of not more than njne months, or, &s determined by tha
Department Head with the approval of the Town Manager Dunng this probationary period,
employment may be terminated either by the Town or by me E'“'mlcye= vithout prior notice.
Any reassigned Town employse who fails to qualify during his proba tionary period in the p
position, shall revert to his previous position. Any other appointments contingent upon or ra Tated
to such assignment shall be probationary and not be permanently filled until the reas s'g_qe
employee has established his status mn}uu the time Iumt: provided herein. At least two we
prior to the end of the probmon:r} period, th Dﬂmrt*qent Head, in such 2 manner as the Tov m
Manager may prescribe, shall eport his analysis of the employee's work pmmrm ance and his
revomerdnwon on pennanuns employment to the Town Manager. During the probationary
peried of a new employes, leave time, and 21l other benefits and rights accrue only if tha
erﬂoloy”nﬂn- becomes pe"lldl nt

.

SECTION 2 - CLASSIFICATION PLAN:

SECTION 3 - COMPENSATION PLAN:

A, Annual Review; The Town Man ager with the Board of Selectmen shall conduct an annpa]

review to consider the operation of th cOmpensation plan and to adopt the plan ta the cmmung
needs of the Town service., Said ans JaT review shall be completed by September 15 of each
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Tex Collector, Town C"leri—:, Police

ef, Dlrect‘:s of Public Works 2nd Water &
Water & Sewer Utilities; Solid W
arafions_. Electricity Utility Services
anning end Development, Director of
s and Recreation Library Director, and

minimum rate of pay shall normally be paid upon appointment ta

L
ted b_v 1i5 Suparvisor. Said evaluation shall b:

performance evalua T ¢ completed by no later thap
September 30" of each vear and shall he on a form determinad most appropriate for each
i Dprop
department. A copy of the evaluation will he nlaced in thz employee's persomnel file and will b
L4 F & -
1

5. Lenath of Service Stipend: For thosea cmpl vees eligible to rece ive 2 length of service
stipend, the Town will remit such stipend to the e 1& ole employee in accordance with Appendix
C the week following the employee’s full-time annivers rsary date of hire

SECTION 4 - WORK SCHEDULE:




Depariment Hours/Day Hours/Week DavsWeek
soy B Q%
Electric &2 4 As schaeduled
Fire As schedulad As schaduled As schaduled
Police 8 40 As schadulad
Recreation As schaduled As schedulad As scheduled
To wn Orfices ¥ 33
' )zD* & 45
8 A0

1
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B. Overtime: With the exception of the Fire Depariment, time worked over forty (40) hours per
week will be paid at 1 1/2 times the base hourly rate, Regular Fire Department per rsonnzl,
excluding the Department Head, will receive straight time pay for an everags of [ forty-eight (43)
hours per week and overtime rates thereafter. Unless in collﬂlut with government stetute, ng

salaried employee, as defined in Section 3, Article B (1) shall be paid for overtime worl
Standby pay will be made available to those departments, which by the determination of tha

L

Town Manager, have functions which require it.

SECTION 5 - BENEFITS:

A. Leave Timsa

L. Full time employees shall be credited with lsave tims based upon the followino
criteriz: (a.) Years of continuous service; Lnd (b.) Scheduled hourly work week. Sea Appendi:{
A for computation of lzave time accrual,

Leave time can be used for the following purpo

1.) Vacation

2) Sick

3.) Personal

4.) Bereavement

5.) Matemity/Paternity

6.) Injury/Disability (On and off the job)
7.) Family and Medical Leave
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2. Permanent part-time employees shall be credited with leave time at a rate of two (2)
hours per week. A permanent pﬂﬁ—tme employes is an employee who is scheduled to work
fifiy-two (52) weeks per year and is scheduled to work & minimum m of 1,000 hours per yea r. (e.o
part-time meter readers). -
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B. Holidays: 1P following officiel holidays shall be grented with full p:
New Year's Du_.-" Columbus Day
Martin Luther King/Civil Rights Day Veterans’ Day
Presidents Day Thanksgiving Day
Memornal Day Day afier Thanksgiving
Fourth of July Day before Christmas
Labor Day Christmas Day

Should work be required on any official holiday, ths Department Head shall determine whather
to grant an alternate day off or to grant pay at standard overtims rates in addition to the paid
holiday. Regular Fire Department personnsl, excluding the Department Hea ad, will be reimbursed
as follows: (a) if an employzz does not physically work the holi day, reimbursement shal] ba
based upon 9.6 hours at straight time for each holiday granted; (b) for the hours ph 1ysically

worked, an employee will be reimbursed at the rate of one and ons-half (1 1/2) his hourly rate of

pay.

C. Civil: Any employee shall be given time off without the loss of p y or aniual vacation days
when performing jury duty or Wlen subpoenasd to appear before a court, commission or public
body. If called for jury dl ty, tne employee shall be paid the diff;req be- tween his regular pay

=
and any jury fees to which he avbe entitled.

D. Military:  Any employes who is absent dus to service in the armed forces of the Stat
nation, in an active or reserve status, shall be entitled to all the ber efits and
existing or future laws. Any such employee shall cantinue to accumulate seniority during suci
absence. Should the employee not retumn to Town service afier a military leave, his accruad

leave time shall be paid to him.
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E. Medical end Insurance Benefits
Effective January 1, 2013, the Town will offer the following health insurance plans or their
equivalents to its full-time employess

A. SchoolCare Open Access + Single, 2-Person, and Family
B. SchoolCare HMO Single, 2-Person, and F amily
C. SchoolCare POS (0A) Single, 2-Person, and Family

The Town and employee contributions toward the costs of thess health insurance plans is sat a3
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Effective July 1, 2016:

Scwoolf“a‘ Open Access+ Town pays 90% of cost of School Care
HMO Plan, employee pays balance of costs
SchoolCare HMO Town pays 90% of costs, employee
pays 10%
SchoolCare POS (0OA) Town pays 90% of cost of

SchoolCare HMO plan, employes
ays the balance of cost.
The Town and employee contributions toward the cost o of employee dental insurance are sat at
50% and 10%, respectively, of the cost of SchoolCare Dental Option 1 or Dental Option 2 for
Single, 2-Person, and Family plans.

Effzctive

Effective with the fourteenth (14%) payroll period in 2008, any differential compensation that
employees were receiving under the previous Mediceal and Insurance Benefits provisions of this
document will be frozen and rolled into the employee’s compensation, end differential

compensation is abolished
nployees receiving additional compensation in *07 for opting out of Town health insurancs
will hav t ose opt-ou tp yments frozen and they will continue to receive such payments as a
:,prnd unless they opt in to Town health insurance, at which time such opt-out payments wil
be discontinued. Afier January 1, 2008 existing employses or new employses opting out of
participation in Town health insurance will receive a stipend of §2,500, and employee S opting |
for Town health insurance benefits will not receive eny differsntial compensation.

—_

Employees shall be provided a cafeteria-type arrang t, pursuant to aophcabL fzderal and
state law. Employees must enroll in a medical insurance aqd r dental insurance plan unless
such employee prm‘idﬂs proof of coverage (e.g. insurance card). The explanation of the

ployee's benefits after retirement are found in the cument ata ached New Hampshire
Retirement Brochure for Group I and Group II employzes found at the end of the Per sonnel

Policy

If the Town determines that comparable coverage under a different provider or program is

available, the Town Manager1 nay, et his sole discretion, switch health insurance coverage tq that

provider or program. In such even!, the Town Mana nager shall provide the Union and the
‘ f the proposed plan ead shall fully consider any timely

employeas with adequate adv ance notice 0 i
thereto expressed by the Union or employees prior to implementation
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F. Disability Insurance

The Town shall provide a group insurance policy for short-tarm and long-term disability
The Town shall pay 100% of ! )
G. Injury and Accident

W

4

he premiums for same,

1. On the Job: The Town pays the premium for Workers Comp"ﬂ*ﬂ!‘ion Insurance for
employees for the purpose of sustaining a level of compensation in accordance with current state

law, rule or regulation, es a result of an Injury sustained in the line of duty. LJ. order for any
employee to maintain hl;:ﬂ weekly wage, the employae may use accumulated leave time tg
supplernent the payment made by the Worker s Compensation carrier. All employzes ars
obligated to report, within twelve (12) hours, to the Department Head, any and all injuries or

anything in this section to ths contrary,
[l aspects of handling Workers CO“’]‘J ensation claims shall be 11 strict conformity with current
applicable statutes, either state or fedaral,

ccidents sustained in the lins of duty., Not withstandis ga

m
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2. Temporary Alternate Duty
In compliance with RSA 281-A:23-b, the Town of Wolfehoro will provide temporary
altemative work opportunities to 2ll employees disabled by either a work-related or non-work
related injury or illness. Subsequent to said i injury or illness and &s soon as an employee’s
treating ph‘mm'ﬂ has released him/her to li g_p r duties than his/her current position requires,
mployees will be called upon to return to Town employment in a temporary alternate duty

po:,mon Such lE’I‘“DOF&I“_\/AlI\I'lELtG Duty assignment may be to different duties ora different
work schedule and may include assignment to a differant division or position in 2 Department.

H. Life lnsuance‘ The Town shall provide term life insurance in an emount of is
-3100,000.00 fo=Tewn 2iaa=sy for each employee, with the Tov,n paying tmﬂ pr“mluﬂ

therefore. The emplo;\,a shall provide such information, including designation of beneficia ary, as
may reasonably be required

SECTION 6 - LEAVES OF ABSENCES:

A With Pavy:

1. A Department Head may, with the approval of the Town Manager and the Board of
Selectmen, approve a leave of absence, with full or partial pay, for any continuing full-tims
employee in Town service in order to permit him to attend school or in any other approved
manner to devote himself to improve in the knowled ge or skills required in the performance of
his work., Pror to takine any Ieme granted under this clause, the employes shall sign an

=

ﬂweemem to re-enter the Town service, following expiration of the leave, for a period ot less
1an twice then length of the Ija\ &

B. Without Pav:

1. General: A permanent employee, upon proper a pli“ﬂ"m in writing and upon writien
approval by the Department Head, may, vwith the further approval of the Town Mana 5_ and the

Board of Selectmen, be granted 2 continuous leave of absence without pay for & period not tq
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12-month period end be restorad
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SECTION § - SENIORITY:

. Definition: Seniority shall be the lengih of continuons empioyment in Town service from tha
date of hiring and shall be calculatad on the basis of years, montas, and davs of such senvice,
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| of service will generally be [aid off on the basis of 2bility Where
i off, demotion to a lower position for which the emp oyee 15 qualified

D. Notice and Aporoval: In any case of proposed lay-off, the Depariment Head shall submij: the
reasons therefore to the Town Manager in w nting and shall obtain his approval. Followina such
approval f the reasons in writing of the lay-0fF at

SECTION 10 - UNIFORMS AND SPECIAL CLOTHING:

A. Dress UniformsWork Uniforms: Dress

t
zfne Polic= emr‘man"_ will be supplied by the Depariment and maintained byt
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33 11.00% 3.83
33 12.00 % 420
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Weekly Leave Time Accrual-40 Hour Work Schedule
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APPENDIX B
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Effective July 1, 2016

Plan Coniribution Coatribution

SehoolCare POS(0A) 50% of SchoolCare HMO balance

SchoolCare HMO 80% 10%
SchoolCare Open Access+ 50% of SchoolCare ERMD bzlance

SchoolCare 909, 10%
Dental Option 1 or
Dental Option Z

e Effective Januery 1, 2008, any employee that provides the Town with proof of coverage
for medical and/or dental insurance, that employee may elect to waive coverage for
medical and/or dental insurance provided by the Town, and receive a stipend of $2,500

nnually for waiving Town health insurance, which will be included in the employea’s

pe]

aychecks on a weekly basis.

e

e The ability to waive coverage and receive additional compensation does not apply where
two employees are married, both employed by the Town, and one is coverad as a
dependent on their spouse’s plan.

s Effective January 1, 2015: Inthes event of a divorce, the ex-spouse will be removed from

g &U

s

the employee’s plan within 31 days of the qualifying event/dacree and will be placed on &

single coverage plan at histher own expense until the expiration of the COBRA benefit
period es allovwed by law. Notification of the qualifying event shall be submitted to the

Human Resources Coordinator within the 31-day period idantified above. Employess
who fail to notify the Town of such a qualifying event may be subject to discipline up tg
lisc

o

(1
b

and including discharg



APPENDIX B

Effective July 1, 2016

Plan Town Contribution Emplovee Contribution
SchoolCare Green Open Access 90% 10%
SchoolCare Red Open Access 90% Green Open Access balance
SchoolCare 90% 10%

Dental Option 1 or
Dental Option 2

o Effective January 1, 2008, any employee that provides the Town with proof of coverage
for medical and/or dental insurance, that employee may elect to waive coverage for
medical and/or dental insurance provided by the Town, and receive a stipend of $2,500
annually for waiving Town health insurance, which will be included in the employee’s
paychecks on a weekly basis.

o The ability to waive coverage and receive additional compensation does not apply where
two employees are married, both employed by the Town, and one is covered as a
dependent on their spouse’s plan.

e Effective January 1, 2015: In the event of a divorce, the ex-spouse will be removed from
the employee’s plan within 31 days of the qualifying event/decree and will be placed on a
single coverage plan at his/her own expense until the expiration of the COBRA benefit
period as allowed by law. Notification of the qualifying event shall be submitted to the
Human Resources Coordinator within the 31-day period identified above. Employees
who fail to notify the Town of such a qualifying event may be subject to discipline up to
and including discharge.



APPENDIX C
LENGTH OF SERVICE STIPEND

Annual Amount Receivad

Anniversary Datz of Hire

Years 5,6,7,8,9 - I Yo 7
Years 10, 11,12, 13, 14 s B
T 5300

Years 15, 16,17, 18, 19




