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TOWN OF ESSEX 

PERSONNEL GUIDELINES 

 

 

 

MISSION STATEMENT: 

 

Our purpose is to deliver public services that maintain and improve the health, safety, welfare 

and quality of life in the Essex community. 

 

GOAL STATEMENTS: 

 

1) To be responsive to citizens’ desires to shape their community by: balancing the diverse 

demands of the present generation with anticipated future needs; and maximizing the use of 

resources in delivering quality public services. 

 

2) To retain and attract quality, customer-driven employees by: providing an environment that 

encourages, rewards and recognizes employees for hard work, efficiency, creativity and 

enthusiasm. 

 

ORGANIZATIONAL VALUES 

 

The quality of life and environment within the Town of Essex are enhanced by a partnership and 

spirit of close cooperation among its citizens, elected and appointed officials, and Town 

employees. 

 

Each one of us is the Town. 

Each one of us is striving for success. 

We are what make the difference between a good organization and an excellent one. 

As such, we value and will strive to adhere to the following principles in all of our actions. 

 

Practice Open, Honest and Accessible Communication – Talk straight to each other.  Listen 

to, and appreciate each other’s thoughts and ideas.  Confront issues in a positive, constructive 

manner.  Encourage participation by the people who will be affected by the decisions made. 

 

Demonstrate Honesty and Integrity – Trust, integrity and a lasting working relationship is 

fostered when every action is conducted in a truthful and forthright manner. 

 

Exercise Fiscal Responsibility and Accountability – Careful management of our financial 

resources demonstrates our respect for each other because it is our taxes that support our 

organization.  Fiscal responsibility recognizes that most problems cannot be solved by money 

alone and therefore demands fresh, proactive approaches and creativity in addressing issues.  

Fiscal accountability is accepting responsibility for the resources entrusted to us. 
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Provide Friendly and Courteous Service to all Customers – Our business is serving people.  

Therefore, our first responsibility is delivering quality services in a friendly, effective and 

efficient manner.  We also seek “win-win” solutions to resolve each other’s concerns. 

 

Welcome Diversity, Equity, Inclusion, and Promote Equal Opportunity – Diversity provides 

a unique opportunity to learn from and celebrate the mosaic of individuals and cultures in our 

community. Our organization provides an environment that is equitable and inclusive to all 

employees and those we serve. 

 

Treat Others with Respect, Sensitivity and Dignity – Live the “golden rule” in every 

interaction by demonstrating a deep regard for the diversity, needs, feelings and beliefs of all 

people and acknowledging the ideas and opinions of everyone.  Make decisions that serve the 

best interest of all the people, including those who choose not to participate. 

 

Work Together as a Team – Work cooperatively as a group to address and resolve problems.  

Collaboration using the knowledge and skills of each other increases effectiveness and 

innovation. 

 

Emphasize Initiative and Creativity – Encourage and reward new ideas.  Change is welcomed 

because it enhances the opportunity for the organization and individuals to grow and excel. 

 

Support a Human Environment – Recognize the importance of human needs such as 

enjoyment and satisfaction in one’s work. Provide an environment that is nurturing, spirited, 

caring, and informal and allows individuals to stretch beyond their normal capabilities. Make 

certain every individual balances their professional life with their personal life. Celebrate 

accomplishments by consistently acknowledging good performance. 

 

Pursue Excellence and Professionalism – Strive to continually improve the way we deliver 

services and perform our day-to-day activities by being more accurate, thorough, responsive, 

efficient and effective. The successful completion of a task is more important than who gets the 

credit. A professional attitude dictates an objective analysis of issues, free of personal biases and 

with a commitment to the organization and the community. 

 

Section 1: INTRODUCTION 

 

Welcome to the Town of Essex! Our Town is dedicated to providing efficient, quality, and 

economical municipal services to the citizens of our community. We are depending on you as an 

employee to help us continue to provide these quality services. The best way to accomplish this 

goal is by working together with mutual respect and friendly cooperation. 

 

Section 2: PURPOSE 
 

The purpose of these Guidelines is to document personnel policy and ensure equity in the 

Town’s personnel management system as established by the Selectboard and administered by the 

Unified Manager.  
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EMPLOYEES OF THE TOWN NOT COVERED BY A COLLECTIVE BARGAINING 

AGREEMENT OR AN INDIVIDUAL CONTRACT ARE “AT WILL” EMPLOYEES.  

 

THIS DOCUMENT CONTAINS GUIDELINES ONLY. 

 

IT IS NOT AN EMPLOYMENT CONTRACT BETWEEN THE EMPLOYEE AND THE 

TOWN. 

 

These Guidelines are meant to provide you with the information you need to know about policies 

and procedures in relation to your employment. As an employee of the Town, you should read 

these Guidelines and familiarize yourself with the policies. The Town realizes that situations or 

problems may arise which are not covered in these Guidelines and encourages you to 

communicate these to your Supervisor, Department Head, HR Director or Unified Manager, 

whichever is appropriate. 

 

The Town fully supports the employee and believes in meeting your needs to the best of its 

ability. These Guidelines are intended to help meet your needs, but the management staff relies 

on your continuous contributions and suggestions to help make them aware of areas which 

require attention. 

 

The Town has the right to change any of these Guidelines at any time and with no advance 

notice.  

 

These Guidelines shall apply to members of the Police Department and Public Works 

Department only to the extent consistent with their employee association agreements and 

department rules and regulations. 

 

Section 3: EMPLOYEE DEFINITION 
 

(a) Full-time employee is any employee hired for a classified position to perform services who 

routinely works at least thirty (30) hours per week or 130 hours a month. Full-time employees 

are eligible for benefits. 

 

(b) Part-time employee is any employee hired to perform services who routinely works less 

than thirty (30) hours per week but not more than 936 hours per fiscal year. Part-time employees 

are not eligible to receive employee benefits, except as required by law, but may receive 

overtime pay for hours worked over eight (8) hours in one day if specifically authorized by the 

Unified Manager. 

 

(c) Regular part-time employee is defined as any employee hired for a classified position on a 

year round basis and who works a minimum of 936 (average of 18 hours per week) hours per 

fiscal year.  Regular part-time employees shall earn vacation and sick time on a pro-rated basis 

(see Section 10 for new hires).  Any existing part-time employee whose schedule changes such 

that the employee is now a regular part-time employee (working more than 936 hours per year) 

and who has at least one year of service with the town will start to earn pro-rated vacation and 

sick time based upon the employee’s scheduled number of hours effective the date of change.  
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After one year at the new schedule, the employee’s actual hours worked will be reviewed and the 

pro-rated earnings for the next year will be based upon the actual hours worked the previous 

year, provided the employee’s scheduled hours do not change. 

 

(d) Seasonal employee is any employee hired to perform services on a seasonal basis. A 

seasonal employee is one who works 120 days a year or less for the employer, these days need 

not be consecutive.  Seasonal employees are not eligible for benefits, except as required by law. 

Overtime must be approved in advance by the Unified Manager. 

 

(e) Temporary employee is any employee hired on a temporary basis (not more than 4 months 

consecutively), but who works at least thirty (30) hours per week.  Temporary employees are not 

eligible for benefits.  Overtime must be approved in advance by the Unified Manager. 

 

** Months are measured from the first day of the full calendar of employment. 

 

For hourly Employees, the Employer uses a special measurement method (Called the “look-

back” method) to determine whether each employee has sufficient hours of service to obtain full-

time status for purposes of group health plan coverage, based on the rules adpoted by the Internal 

Revenue Service to comply with the Patient Protection and Affordable Care Act (“ACA”). 

Details regarding each of these plan periods and rules for counting hours of service are available 

upon request to the Plan Administrator. Determination of full-time Employee status will be made 

by the Plan Administrator, in its sole and absolute discretion, in accordance with the Plan and the 

applicable Employer Shared Responsibility provisions of the ACA and its accompanying 

regulations. 

 

(f) Flexible Working Arrangements An employee may request and the Unified Manager shall 

consider flexible working arrangements according to 21 VSA 309. 

 

Section 4: RESIDENCY 
 

There shall be no residency requirement for any Town employee. However, the distance of travel 

shall not interfere with prompt arrival to the job site. 

 

Section 5: EMPLOYEE CONDUCT/RESPONSIBILITIES 
 

As representatives of the Town, it is expected that all employees will be professional, courteous 

and helpful in their contact with other Town employees and residents of the community. The 

following is a partial list of employee responsibilities. 

 

(a) It is expected that employees will be prompt and regular in attendance, use working hours for 

work, and leave only after working hours. It is imperative that all departments be staffed or 

monitored at all times during normal business hours. Working hours for each employee’s 

department will be explained by the Department Head. 

 

(b) Employees are expected to be cooperative, to treat each other with mutual respect, and to 

maintain a positive work attitude at all times. A cheerful, polite attitude not only makes work 
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more enjoyable, but also makes it easier for fellow workers and is absolutely essential when 

meeting and serving the public. 

 

(c) Possessing or being under the influence of alcoholic beverages or narcotics will not be 

permitted in the workplace or at Town-sponsored functions during working hours. This does not 

include Town-sponsored functions at facilities properly licensed to serve alcohol. Refer to the 

Town’s Substance Abuse Policy in Section 16 of this document. 

 

(d) Employees shall make safety a matter of continuing concern and act at all times with the 

understanding that the safe way to do a job is the most efficient and only acceptable way. All 

employees are expected to attend safety classes as required by their particular departments and 

read the portion of the manual that pertains to their particular job. Safety is included as part of 

the performance evaluation of all employees. 

 

(e) All employees shall be as neat and clean in dress and personal appearance as their job 

permits. Should uniforms be required, they will be provided at the Town’s expense. Employees 

are also expected to keep their place of work as neat as possible. 

 

(f) If an employee’s conduct falls below a desirable standard, the employee may be subject to 

disciplinary action. An employee may be disciplined, up to and including discharge, for any of 

the following reasons: 

 

 (1) Failure to follow the orders of one’s Department Head/Supervisor. 

 (2) Being absent without permission. 

 (3) Being habitually absent or tardy. 

 (4) Being wasteful of material, property or working time. 

 (5) Inability to get along with fellow employees. 

 (6) Conduct which is unbecoming a Town employee. 

 (7) Any criminal offense. 

 (8) Unethical behavior. 

 (9) Loss of a license or certificate issued by the State and/or Federal authorities needed to 

conduct daily work. 

 

This is only a sample of conduct that could result in discipline and is not intended to be an 

exhaustive list. 

 

Section 6: EMPLOYMENT POLICIES AND PRACTICES 

 

(a) Equal Opportunity and Non-Discrimination – The Town of Essex is committed to and 

totally supports and adheres to equal opportunity and nondiscrimination in all aspects of 

employment. Candidates for employment and employees will be considered for all positions on 

the basis of their qualifications, abilities and job performance, regardless of race, color, religion, 

union status, ancestry, national origin, place of birth, age, sex (including pregnancy), or sexual 

orientation, gender identity, positive HIV status, military status, genetic information, crime 

victim status, or disability, if the candidate is a qualified individual for the position, to the extent 

provided by law. The Town shall, without regard to these differences, recruit, hire, upgrade, 
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assign, retain and train all employees. In addition, the Town shall administer all personnel 

actions such as compensation benefits, Town sponsored training, etc. without regard to these 

differences.  Reasonable accommodation will be made for employees who are qualified 

individuals with a disability and for any qualified person with a disability seeking employment 

with the Town.   

 

Any employee who believes that an apparent violation of this Policy has occurred is strongly 

encouraged to promptly report such violation to the Assistant Manager, Deputy Town Manager, 

HR Director or the Unified Manager for prompt investigation. An employee may also contact the 

U.S. Equal Employment Opportunity Commission JFK Building, 475 Government Center, 

Boston MA 02203 , or call 1-800-669-4000 (for the hearing impaired contact the EEOC TDD 

number at 1-800-669-6820) or in Vermont: Office of Attorney General, Civil Rights Division, 

109 State Street, Montpelier, VT 05609, (802) 828-3171 (voice/TDD). 

 

Breastfeeding in the workplace – The employer will comply with 21 VSA 305 regarding 

employees with a need to breastfeed.  

 

(b) Grievance Policy for Complaints Regarding Claims of Alleged Discrimination in Access 

to Services, Facilities or Employment Opportunities in the Town – The following grievance 

procedure is provided by the Town as a means for addressing complaints from a person alleging 

that the Town has not provided proper access to employment opportunities to an individual with 

a disability. Any person who has such a complaint may have such grievance addressed in the 

following procedure: 

 

The Town has designated an ADA Coordinator to assist a grievant in following the procedures 

set forth in this grievance policy. The ADA Coordinator is the Deputy Town Manager and may 

be reached at telephone number (802) 878-1341 or TTY: 7-1-1 or (800) 253-0191.  

 

Any person with a disability who believes that the Town has failed to provide access to an 

employment opportunity may file a written complaint with the ADA Coordinator. Such 

complaint shall be addressed to the ADA Coordinator and shall state in as much detail as 

possible the basis for the person’s belief that the Town is failing to provide proper employment 

opportunities. 

 

Upon receipt of such a complaint, the ADA Coordinator shall investigate the facts as alleged, 

and shall attempt to resolve the grievance to the mutual satisfaction of the grievant and other 

parties involved. If the ADA Coordinator is unable to resolve the matter to the satisfaction of all 

parties within ten (10) working days following receipt of the complaint, the ADA Coordinator 

shall prepare findings and recommendations relevant to the matter and submit the findings and 

recommendations to the Unified Manager. 

 

Upon receipt of findings and recommendations from the ADA Coordinator, the Unified Manager 

shall provide notice to the grievant of an opportunity to present testimony relative to the 

complaint. The Unified Manager shall render a decision within thirty (30) calendar days 

following the completion of the hearing.  
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If the complaint cannot be resolved to the grievant’s satisfaction by the Unified Manager, the 

complaint will be heard by the Selectboard (“Board”). The Board will make a determination 

within thirty (30) days of its review of the matter.  The Board’s decision shall be the final 

administrative remedy available to the grievant.  

 

This administrative grievance procedure is not a prerequisite to the pursuit of other legal 

remedies, including the pursuit of a grievance with the appropriate federal ADA enforcement 

agency. 

 

(c) Sexual Harassment/Discrimination – The Town of Essex will not tolerate sexual 

harassment or discrimination prohibited by law. The Town has the responsibility to take 

immediate and appropriate action when sexual harassment/discrimination occurs. Sexual 

harassment is defined by law as: 

 

Sexual Harassment is a form of sex discrimination and means unwelcome sexual advances, 

requests for sexual favors, and other verbal or physical conduct of a sexual nature when: 

 

Submission to that conduct is made either explicitly or implicitly a term or condition of 

employment; or 

 

Submission to or rejection of such conduct by an individual is used as a component of the basis 

for employment decisions affecting that individual; or 

 

The conduct has the purpose or effect of substantially interfering with the individual’s work 

performance or creating an intimidating, hostile or offensive work environment. 

 

The policy of the Town of Essex prohibits any employee from sexually harassing another 

employee. Sexual harassment can occur between employees of the same gender.  

 

Examples of Sexual Harassment include: 

 

 Unwelcome sexual advances. 

 Suggestive or lewd remarks. 

 Unwanted hugs, touches, kiss. 

 Request for sexual favors. 

 Displaying or transmitting unwelcome sexual posters, cartoons, objects or drawings. 

 Unwelcome sexual jokes, banter and explicit language. 

 Derogatory or provoking remarks about or relating to an employee’s sex or sexual 

orientation. 

 Harassing acts or behavior directed against a person on the basis of their sex or sexual 

orientation, off-duty conduct which falls within the above definition and affects the 

work environment. 

 Conditioning any term of employment on the provision of sexual favors.  

 Continuing to ask an employee to socialize on or off duty when that person has 

indicated a lack of interest. 
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This is only a sample of conduct that could be considered sexual harassment and is not intended 

to be an exhaustive list. 

 

It is a violation of this policy and unlawful to retaliate against an employee for filing a complaint 

of sexual harassment or for cooperating in an investigation of sexual harassment. Retaliation will 

be punished as a separate offense and can result in discipline as described below.  

 

Consequences for committing sexual harassment may include: 

 

Disciplinary action, from a verbal warning to dismissal, damages and other relief for the victim, 

civil penalties up to $10,000 per violation, and criminal penalties. 

 

Employees who believe that they have been the target of sexual harassment, or who believe they 

have been subjected to retaliation for having brought or supported a complaint of harassment, are 

encouraged to directly inform the offending person or persons that such conduct is offensive and 

must stop. If the employee does not wish to communicate directly with the alleged harasser or 

harassers, or if direct communication has been ineffective, then the complainant is encouraged to 

report the situation as soon as possible to a direct supervisor. Every supervisor is responsible for 

promptly responding to or reporting any complaint or suspected acts of sexual harassment to the 

Department Head. If the employee believes the Supervisor is part of the problem, the employee 

may report directly to the HR Director, the Unified Manager, Assistant Manager, or Deputy 

Town Manager. (See notices posted in your place of work for more detailed identification of 

those who are designated to receive reports of harassment.) The initial report should be made in 

writing; however, a report will also be accepted by phone or in person. The complainant may be 

asked to provide written confirmation of the substance of the complaint at the initial reporting 

stage or soon thereafter. If a complainant needs assistance in reducing a complaint to writing, the 

Town will provide such assistance upon request. It is helpful to an investigation if the employee 

keeps a diary of events and the names of people who witnessed or were told of the harassment, if 

possible. 

 

In the event the Town receives a complaint of sexual harassment, or otherwise has reason to 

believe that sexual harassment is occurring, it will take all necessary steps to ensure that the 

matter is promptly investigated and addressed. The Town is committed, and required by law, to 

take action if it learns of potential sexual harassment, even if the aggrieved employee does not 

wish to formally file a complaint. Every supervisor is responsible for promptly responding to or 

reporting any complaint of suspected acts of sexual harassment. Supervisors should report to the 

HR Director who has been designated to receive such complaints or reports, to the Unified 

Manager, Assistant Manager, or to the Deputy Town Manager. Failure by a supervisor to 

appropriately report or address such sexual harassment complaints or suspected acts shall be 

considered to be in violation of this policy and subject to discipline. All Town employees 

interviewed in connection with a harassment investigation are expected to cooperate fully in the 

investigation by providing complete, accurate, and truthful information. Town employees may 

also be expected to sign statements or other documents memorializing the information provided 

in the course of the investigation and may be asked to keep the substance of the interview 

confidential until such investigation is concluded. Town employees are expected to comply fully 
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with the investigator and failure to do so may subject the employee to discipline up to and 

including discharge. 

 

Care will be taken to protect the identity of the complainant and of the accused party or parties, 

except as may be reasonably necessary to successfully complete the investigation. It shall be a 

violation of this policy for any employee who learns of the investigation or complaint to take any 

retaliatory action that affects the working environment of any person involved in this 

investigation. For this reason, the Town cannot guarantee confidentiality to the complainant, the 

accused, or any witnesses. 

 

If the allegation of sexual harassment is found to be credible, the Town will take appropriate 

corrective action.  The Town will inform the complainant and the accused person of the results 

of the investigation and, as appropriate, what actions will be taken to ensure that the harassment 

will cease and that no retaliation will occur. The complainant is not entitled to information 

concerning the precise nature of the discipline imposed, if any. Any employee, supervisor, or 

agent who has been found by the Town to have harassed another employee will be subject to 

sanctions appropriate to the circumstances, ranging from a verbal warning up to and including 

dismissal. 

 

If the allegation is not found to be credible, the complainant and the accused person shall be so 

informed, with appropriate instruction provided to each, including the right of the complainant to 

contact any of the state or federal agencies identified below. 

 

If a complainant is dissatisfied with this employer’s action, or is otherwise interested in doing so, 

the complainant may file a complaint by writing or calling any of the following state or federal 

agencies: 

 

Vermont Attorney General’s Office, Civil Rights Unit, 109 State Street, Montpelier, VT 05602, 

Tel: (802) 828-3171 (voice/TDD). Complaints should be filed within 300 days of the adverse 

action. 

 

Equal Employment Opportunity Commission, 1 Congress Street, Boston, MA 02114, Tel: (617) 

565-3200 (voice), (617) 565-3204 (TDD). Complaints must be filed within 300 days of the 

adverse action. 

 

Vermont Human Rights Commission, 133 State Street, Montpelier, VT 05633-6301, Tel: (802) 

828-2480 (voice/TDD). Complaints must be filed within 360 days of the adverse action. 

 

Each of these agencies can conduct impartial investigations, facilitate conciliation, and if it finds 

that there is probable cause or reasonable grounds to believe sexual harassment occurred, it may 

take the case to court. Although employees are encouraged to file their complaint of sexual 

harassment through the Town’s complaint procedure, an employee is not required to do so before 

filing a charge with these agencies. 

 

In addition, a complainant also has the right to hire a private attorney, and to pursue a private 

legal action in state court within three (3) or six (6) years, depending on the type of claims raised. 
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As part of their orientation, the HR Director shall arrange to have all new employees view the 

sexual harassment training video available through the Vermont League of Cities & Towns’ 

PACIF University. The training will be made available to all employees.  

 
(d) Investigations/Violations – All Harassment Complaints – In the event the Town receives a 

complaint of harassment based on legally protected categories other than sex (race, color, 

religion, union status, ancestry, national origin, place of birth, age, gender identity, positive HIV 

status, military status, genetic information, crime victim status, or disability), if the candidate is a 

qualified individual for the position, to the extent provided by law, or otherwise has reason to 

believe that harassment is occurring, it will take all necessary steps to ensure that the matter is 

promptly investigated and addressed. The Town is committed to take action if it learns of 

potential harassment as defined by these policies even if the aggrieved employee does not wish 

to formally file a complaint. Care will be taken to protect the identity of the complainant and of 

the accused party or parties, except as may be reasonably necessary to successfully complete the 

investigation. For this reason, the Town cannot guarantee confidentiality to the complainant, the 

accused, or any witnesses.   

 

Any employee who believes that any of these anti-harassment policies are being violated is 

encouraged (1) to directly inform the offending person(s) that the conduct is unwelcome and 

must stop (unless the employee does not wish to communicate directly with the alleged harasser 

or harassers, or if direct communication has been ineffective) and (2) should report it 

immediately to the HR Director, the Unified Manager, Assistant Manager, or the Deputy Town 

Manager. The initial report should be made in writing; however, a report will also be accepted by 

phone or in person. The complainant may be asked to provide written confirmation of the 

substance of the complaint at the initial reporting stage or soon thereafter. If a complainant needs 

assistance in reducing a complaint to writing, the Town will provide such assistance upon 

request. 

 

Charges that, if true, would substantiate a valid harassment complaint will be promptly and 

thoroughly investigated and corrective actions taken if the charge is substantiated. If it is 

determined that a violation has occurred, appropriate relief for the employee(s) bringing the 

complaint will follow, including but not limited to appropriate disciplinary action, up to and 

including discharge, against the person(s) who violated the policy. 

 

During the course of any investigation, the Town official designated to conduct the investigation 

may interview Town employees who have been named as witnesses to the alleged harassment. 

All Town employees interviewed in connection with a harassment investigation are expected to 

cooperate fully in the investigation by providing complete, accurate, and truthful information. 

Town employees may also be expected to sign statements or other documents memorializing the 

information provided in the course of the investigation and may be asked to keep the substance 

of the interview confidential until such investigation is concluded. Town employees are expected 

to comply fully with the investigator and failure to do so may subject the employee to discipline 

up to and including discharge. 
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If the allegation of harassment is found to be credible, the Town will take appropriate corrective 

action. The Town’s representative will inform the complainant and the accused person of the 

results of the investigation and generally what action will be taken to ensure that the harassment 

will cease and that no retaliation will occur. The complainant is not entitled to information 

concerning the precise nature of the discipline imposed, if any. Any employee, supervisor, or 

agent who has been found by the employer to have harassed another employee will be subject to 

sanctions appropriate to the circumstances, ranging from a verbal warning up to and including 

discharge. 

 

If the allegation is not found to be credible, the complainant and the accused person shall be so 

informed, with appropriate instruction provided to each, including the right of the complainant to 

contact any of the state or federal agencies identified in this policy notice. 

 

In all cases where a harassment complaint has been substantiated, the Town will make 

reasonable and appropriate follow-up inquiries with the complainant to ensure that the 

harassment has not resumed or that the complainant is not the subject of retaliation. 

 

(e) Retaliation – Retaliation is illegal and contrary to the policy of the Town. Employees who 

bring complaints of harassment and or discrimination (or who identify potential violations), 

witnesses interviewed during the investigation, and others who may have opposed harassment or 

discriminatory conduct are protected from retaliatory acts. 

 

If any employees believe that they are being retaliated against, a report should be made following 

the same procedures applicable to harassment complaints as set forth in paragraph b, c, or d, 

above. Those who are found to be acting in a retaliatory manner may be subject to discipline up 

to and including discharge. 

 

(f) Nepotism – The Town of Essex acknowledges that both fairness and the appearance of 

fairness are important attributes to consider in the conduct of daily Town operations. Therefore, 

members of the immediate family of employees will not be hired in full-time, part-time, seasonal 

or temporary positions where: 

 

1) One family member would have the authority or practical power to supervise, appoint, 

remove, discipline, or evaluate the performance of the other; 

 

2) One family member would be responsible for auditing the work of the other; 

 

3) Other circumstances exist which would place the relatives in a situation of actual, or 

probable conflict between the Town’s interest and their own. 

 

When employees become related during employment, the employees may remain in the employ 

of the Town provided they do not come into conflict with the restrictions written in this policy. If 

a conflict develops, a transfer/change in position must be arranged as soon as possible so as to 

eliminate the conflict. If a suitable transfer/change in position is not available within a reasonable 

length of time, the Unified Manager should reassign personnel, if necessary, to resolve the 

conflict. For employees whose positions result in a conflict with this policy, the Town shall 
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resolve such conflicts by reassignment or termination of personnel at the discretion of the 

Unified Manager.  

 

(g) Permanent Disability Non-Work Related – If any full-time, existing employee becomes 

injured or disabled as the result of a non-work related event, or is unable to continue work 

because of the reoccurrence of a non-work related disability or permanent injury, the Town will 

make reasonable accommodations as required by law as well as make efforts to train that 

employee to do another vacant job within the Town that the employee is capable of performing. 

 

(h) Political Activity Policy – Participation in political activities is to be carried on outside of 

normal working hours. No political activities or solicitations will be conducted on Town-owned 

property. Political activities are defined for the purpose of this policy as activities in support of 

any partisan political issues or activities in support of, or in concert with, any individual 

candidate for political office, or party, which seek to influence the election of candidates to 

Town of Essex offices. An employee shall not publicize or promote Town employment in any 

activities and campaigns and shall not, in any manner, suggest that the employee represents any 

official position or support. The definition includes employees who are or may be candidates for 

political office. 

 

(i) Solicitation and Distribution – To avoid interference with work and to prevent coworkers 

from unnecessary annoyance, employees are not permitted to solicit, collect or accept 

contributions, or distribute written material during working time or to another employee while 

that employee is on working time (working time is defined as any time the employee is 

performing work and does not include break time or lunch time). Employees may not distribute 

literature at any time in work areas. Non employees are prohibited from soliciting or distributing 

material on Essex premises, unless authorized to do so by the Unified Manager.   

 

(j) Outside Employment – In order to avoid conflict of interest, employees shall follow these 

guidelines when considering outside employment. No employee shall accept pay or 

compensation from outside employment for hours worked during the scheduled work hours with 

the Town. Overtime requirements for the Town are covered in the job descriptions and shall take 

precedence over any outside employment. 

 

Under no circumstances shall any employee accept employment that requires the use of Town 

equipment, facilities, materials, or information not available to the public. There may be an 

exception in the case of the Police Department being hired from the Town to be of service to an 

outside interest. 

 

(k) Telephone Use – While the Town recognizes that there are times when it becomes necessary 

to make personal long distance calls while at work, this practice is discouraged. If it becomes 

necessary to make such calls, a note shall be given to the Accounts Payable Department 

specifying the date the call was made and the location and number called. When the telephone 

bill is received, employees will be expected to pay for such calls as soon as possible.  

 

(l) Electronic Communication and Computer Policy – The Town has adopted an electronic 

communication and computer policy included in Appendix A attached at the end of this 
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document. All employees are expected to become familiar with what is acceptable and what is 

not according to the rules set forth in this policy and follow such rules. Failure to do so may 

result in disciplinary action up to and including immediate termination. 

 

(m) Personnel Records – Employees have supplied the Town with various facts about 

themselves. Personnel records are kept in a confidential file.  Accurate and up-to-date personnel 

records are important to the Town and employees. Correct information enables the Town to 

reach employees in an emergency, forward employees’ mail, and properly maintain insurance 

and other benefits. Examples of items kept in an individual’s file might be a copy of a resume, 

job application, letter of employment acceptance, a W-4 form, , enrollment in retirement plan 

form, evaluations, awards, certificates and appreciation letters written on behalf of the employee.  

It is the employee’s responsibility to timely notify the HR Director in the Unified Manager’s 

office of any change of address, telephone numbers, and marital, dependent, or beneficiary 

status.  Employees who wish to view their personnel records may do so by contacting the HR 

Director one day in advance to set up an appointment. The HR Director will make copies of 

anything in the employee’s file upon the employee’s request to do so.  Department Heads who 

wish to view or have copies of specific documents in an employee’s file shall contact the HR 

Director. Department Heads shall not keep separate personnel files. 

 

As a public employee, it is important to understand that some of your personnel records are 

public records and may need to be disclosed in an event there is a request for such records. The 

Town will review any such requests to determine if disclosure is appropriate under the law prior 

to making such disclosure. 

 

(n) Medical Records – Medical records received by the Town on behalf of the employees will 

be kept in a separate file.  This may include, but is not limited to, letters from a physician, FMLA 

documents and workers comp documents. The Town adopted a Notice of Privacy Practices in 

April 2004 and it is available from the Unified Manager’s office. 

 

(o) Evaluation Procedure – The Town’s performance evaluation system calls for one optional 

and one required session – an annual review and a mid-year review.  Salary reviews are 

conducted simultaneously with the more formal annual review.  The formal annual review 

should supplement daily employee evaluation and feedback.  During the annual review, 

employee progress is evaluated over a long period of time and from a broad perspective.  The 

mid-year review is to assess progress for the first six months against the performance objectives 

and professional objectives spelled out on the performance evaluation form.  For more details on 

the Town’s employee performance system, please obtain a copy from the HR Director.   

 

(p) Retirement – A Town of Essex employee may choose to retire at age 55 and will be eligible 

for benefits in accordance with the terms of the retirement plan in which they have enrolled. 

Employees are advised to check with the IRS to be aware of any early retirement penalties, etc., 

which may be enforced at that time.  

 

Commencing January 1, 2004, the Town adopted VMERS Plan C and participation is mandatory 

for employees hired as of January 1, 2004.  
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Section 7: EMPLOYEE-MANAGEMENT COOPERATION 
 

The Town of Essex strongly encourages all employees to bring to their supervisor’s attention 

ideas and suggestions that may improve service to the public, or contribute to safer and/or more 

efficient working conditions. Employee programs, wages, and working relationships are intended 

to permit each employee to achieve personal satisfaction and growth through work However, in 

any group of people working together, honest differences of opinion will arise.  Any time you 

have a work/personnel related problem or complaint, we urge you to discuss the matter with your 

supervisor. It is the Management staff’s firm belief that anyone having a complaint must have the 

opportunity to be heard and to have any discrepancy addressed or resolved without fear of 

recrimination or penalty.  This process should begin with an employee’s immediate supervisor 

and, if need be, continue on to the Department Head and conclude with the Unified Manager.  

Most issues should be able to be resolved by the immediate supervisor. 

 

In items that are not Manager authority-related, resolution may be through the Manager to the 

Selectboard.  

 

Section 8: PAY POLICY 
 

(a) Total Remuneration – The compensation and employee benefits established for a position 

shall represent the total remuneration for the employee. This remuneration is exclusive of 

reimbursement for expenses, or other approved benefits, or in the event that the Selectboard 

wishes to give a bonus to an employee. No reward, gift or other form of remuneration over and 

above the employee’s regular compensation and employee benefits shall be received from any 

source by employees for the performance of their duties except as described above. 

 

(b) Gifts – No Town employee shall solicit or accept any rebate, service, money, gift or gratuity 

from any person, company, or corporation where it could be perceived that a conflict between 

the personal interests of an employee and the interests of the Town exists. Accepting items which 

can be shared by all employees and taxpayers alike is acceptable. Examples include baked goods, 

candy or plants that are placed in a conspicuous place for all to enjoy. 

 

When making purchases, refer to the current Town of Essex Purchasing Policy.  

 

(c) Car Allowance – When authorized by the Unified Manager, an employee may receive a 

mileage reimbursement at the IRS rate for use of the employee’s automobile for official Town 

purposes. Refer to the Town of Essex Vehicle Use Policy. 

 

(d) Pay Dates – All employees will be paid one week in arrears. All employees will be paid on 

Friday following the close of the weekly pay period. The Unified Manager has the right to switch 

to bi-weekly payroll by providing 90 days’ notice to employees. 

 

(e) Direct Deposit – All employees hired after July 1, 2006 will be paid through direct deposit 

(no paper checks will be issued). 

 

(f) Annual Pay Raises – Shall be set by the Unified Manager.  
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(g) Base Rate of Compensation 

 

(1) Except for Law Enforcement Personnel, all non-exempt employees (as defined 

by the Fair Labor Standards Act, as amended, 29 U.S.C. ss 201 et seq., and the 

regulations promulgated thereunder) shall be compensated at their hourly rate 

for all hours worked up to 40 hours within the established work week. 

 

(2) Non-exempt Law Enforcement personnel shall be compensated at the 

equivalent hourly rate for all hours worked up to 40 hours within the 

established work period. 

 

(3) All exempt personnel (Supervisors, Administration, Professional, and 

Management, as defined by the Fair Labor Standards Act) shall be 

compensated at the equivalent weekly rate. The weekly rate is determined by 

dividing the annual salary by 52. 

 

(h) Overtime Compensation 

 

(1) Except for Law Enforcement Personnel, hourly, non-exempt employees shall 

be compensated for all hours worked in excess of 40 hours during a work 

week at one and one-half times the hourly rate. Work performed on holidays 

will be paid at double time for all non-exempt employees. Sworn Law 

Enforcement personnel will refer to their union contract. 

 

(2) Hourly Law Enforcement personnel shall be compensated for all hours 

worked in excess of 40 hours during the work period at one and one-half times 

the hourly rate. Law Enforcement personnel will refer to their union contract. 

 

(3) Exempt employees are expected to work the hours necessary to perform their 

job and do not earn overtime compensation. 

 

(a) Employees will be allowed to work at home on a day-to-day basis 

with the express approval of the Department Head and/or, in the case 

of a department head, of the Unified Manager. This approval must be 

obtained in writing in advance of the date of the expected absence 

from the work place by the Department Head and/or Unified Manager. 

 

(4) Hourly, non-exempt employees shall be compensated no less than the rate 

established in accordance with the applicable provisions of the Fair Labor 

Standards Act, as amended, for those periods of time during which they are 

required to remain “on call” for emergencies or for related purposes. 

 

(5) Hourly, non-exempt employees shall be permitted to accumulate 

compensatory time off in lieu of overtime in accordance with the applicable 

provisions of the Fair Labor Standards Act to a maximum of 140 hours. All 
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compensatory time will be paid out in the last pay check of the calendar year. 

 

(I) Interim Stipend –  An employee who takes on an interim role, defined as a Full-Time 

position that the employee is filling on a temporary or limited basis for situations such as 

maternity leave, temporary position vacancy, short or long term disability, etc. shall be paid an 

interim stipend in the amount of $100 per week. The department head shall be responsible for 

requesting an interim stipend and the stipend is subject to approval by the Unified Manager. 

 

(j)Classification Change – An employee’s change in job classification that results in a 

movement to a higher level will result in a 3.5% increase for each level increase. An employee’s 

change in job classification that results in movement to a lower level will result in a 3.5% 

decrease for each level decrease. 

 

Section 9: HOLIDAYS 
 

The Town of Essex observes the following holidays: 

 

 

New Year’s Day    Indigenous Peoples’ Day 

Martin Luther King Day   Veterans’ Day 

President’s Day*    Thanksgiving Day 

Memorial Day     Post-Thanksgiving Day 

Independence Day    Christmas Day 

Bennington Battle Day   Manager’s Choice 

Labor Day 

 

* In lieu of President’s Day, the Public Works department, including the Water and Sewer & the 

Highway Division, shall take the day off before or after July 4th as decided upon by the Unified 

Manager by May 1st of each year. 

 

In the event a holiday occurs on a Saturday, the Town will observe the preceding Friday as a 

legal holiday. Holidays occurring on Sunday will be observed on the following Monday. A list of 

all Town holidays is posted at the beginning of each fiscal year. 

 

Holiday Pay – Part-time Employees  

Permanent part-time employees will receive pro-rated holiday pay based on the total weekly 

hours regularly worked. When part-time employees work specific days, they will receive holiday 

pay for the scheduled workday that falls on a holiday. 

 

Section 10: VACATION 

 

(a) It is the policy of the Town of Essex to encourage every employee to take some time away 

from the job (a minimum of five consecutive days) at least once every year and relax and enjoy 

leisure time that has been earned. 

 

(b) Full-time employees are eligible for paid vacation days according to the following schedule: 
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  New Hire to 5 years: 3 weeks (120 working hours/year or 10 hours/month) 

  5 years to 10 years: 4 weeks (160 working hours/year or 13.34 hours/month) 

  10 years to 20 years: 5 weeks (200 working hours/year or 16.67 hours/month) 

  20 years or over: 5 weeks 2 days (216 working hours/year or 18 hours/month) 

 

(c) Full-time and regular part-time employees are entitled to holiday and vacation pay and the 

various leave benefits in proportion to the average number of hours worked per week. Part-time 

employees’ vacation will increase at the same rate as the full time employees based on the 

percentage of weekly hours worked. 

 

(d) Vacations will be credited at the end of the month with vacation earned from the start of 

employment. The amount of vacation accrued is reflected on the employee’s paycheck. 

Employees should be aware that no time earned would be reflected until a full calendar month of 

employment has been completed.  

 

 

(e) Employees hired before July 1, 2021 may carry over unused vacation entitlement provided that 

the number of vacation hours carried forward to the new calendar year which starts January 1, 

2022, and every January 1 thereafter, does not exceed *480 vacation hours. All hours over the 480 

cap at this time shall be forfeited, and shall have no cash value. Exceptions to allow accruals more 

than 480 hours must be submitted to the department head and approved by the Unified Manager. 

Requests will only be considered if the department's staffing needs directly cause the disapproval 

of a timely leave request, or caused a revocation of approved leave. 

 

*Effective in the first pay check after the first full pay period subsequent to January 1, 2022 the 

Town will cash out all vacation hours in excess of the 480 vacation hour threshold. This is a 

onetime benefit, to allow for employees to effectively transition into the newly formed vacation 

policy. This benefit is not a precedent and the Union agrees and acknowledges that they will not 

assert in the future that it is a precedent. 

 

Employees hired after July 1, 2021 may carry over unused vacation entitlement provided that the 

number of vacation hours carried forward to the new calendar year which starts January 1, 2022 

and every January 1 thereafter does not exceed 400 vacation hours. All hours over the 400 cap at 

this time shall be forfeited, and shall have no cash value. Exceptions to allow accruals over 400 

hours must be submitted to the department head and approved by the Unified Manager. Requests 

will only be considered if the department's staffing needs directly cause the disapproval of a timely 

leave request, or caused a revocation of approved leave. 

 

(f) Vacations must be approved by the Department Head who will make every attempt to 

accommodate an employee’s vacation request. An employee on vacation who becomes ill or 

injured or who has an immediate family member become ill, may, upon proper verification and 

notification to the Department Head at the start of the working day, change the vacation status to 

sick leave.  
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(g) In the event that employment is terminated (voluntarily or involuntarily), the employee shall 

be entitled to receive the accrued and unused vacation and compensatory time in a cash payment. 

This does not apply to probationary employees who are discharged or resign within the first six 

months of employment. 

 

(h) Effective July 1, 2021 employees shall have the opportunity to cash in up to 120 hours of 

vacation time once per fiscal year to be paid out in the first pay check in December. Employees 

shall be required to turn in the Town approved cash out form during the three weeks preceding the 

start of the pay period in which the vacation time is paid out. Employees shall be required to have 

at least 160 vacation hours remaining after cashing out time. 

 

Effective July 1, 2022 the above mentioned cash out benefit shall be limited to 110 hours. 

 

Effective July 1, 2023 the above mentioned cash out benefit shall be limited to 100 hours. 

 

Section 11: SICK LEAVE 

 

All full-time employees shall be granted sick leave at the rate of 1.25 days or 10 hours per month 

beginning the first of the month following the date of hire.  

 

Full-time employees hired after January 1, 2018 may accumulate sick leave to a maximum of 

600 hours.  

 

Full-time employees hired before January 1, 2018 may accumulate sick leave without limit. 

Employees with more than 800 hours of sick leave will be allowed to convert sick leave to pay at 

a ratio not to exceed 4:2 (4 weeks of sick time converted to 2 weeks of pay at the employee’s 

base hourly rate). The conversion may happen one time per fiscal year. 

 

Employees who leave employment in good standing shall have sick time paid out in accordance 

with exhibit 1. 

 

Regular part-time employees shall be granted sick leave based on the percentage of hours 

worked. 

 

Hourly employees must take the time used for personal appointments (i.e., doctor and dentist 

appointments) as sick or personal leave.  

 

Sick or personal leave shall not be used in lieu of vacation time. Employees are eligible to use 

sick leave in compliance with Vermont Sick Leave Law 21 V.S.A. §§ 481 – 486. For the 

purposes of sick leave usage only; the Town will recognize domestic partners, as defined by the 

State of Vermont Department of Human Resources, in the same fashion as “spouse” as defined 

in the Vermont Sick Leave Law. Sick leave may be used for additional reasons beyond Vermont 

Sick Leave Law at the discretion of the Unified Manager. 

 

If an employee is going to be absent due to sickness or other reasons, it is the employee’s 

responsibility to notify the Department Head or, in the case of a department head, the Unified 
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Manager. Employees must call in at least one-half (1/2) hour before the start of their shift 

explaining the reason they are going to be absent. The Department Head or Supervisor should be 

contacted each day an employee plans to be absent.  In the case of a long-term absence, the 

Department Head or Supervisor should be notified every two days. If the Supervisor or 

Department Head cannot be reached, a message may be left on the individual’s voicemail or with 

an employee in the Unified Manager’s office. 

 

It is understood that excessive unauthorized absenteeism, excessive unauthorized tardiness, or 

abuse of sick leave constitute basis for discipline and it is the intent of the Town of Essex to take 

corrective action up to and including discharge. Patterns of excessive use of sick time may 

constitute abuse of sick leave. The Town reserves the right to require a doctor’s note for an 

employee’s absences due to sickness at any time it reasonably suspects abuse. 

 

Sick leave is a benefit intended to provide pay for absence(s) from work and employees are 

encouraged and expected to use such leave and be absent from the workplace while sick with a 

communicable illness that could be spread at the workplace.  

 

The Town reserves the right to require an employee who has been absent due to illness or injury 

to provide the Town with a doctor’s certification that the employee is medically fit to perform 

the responsibilities required of the position.  

 

If the Town has reason to believe that an employee is not medically fit to perform the 

responsibilities required of the position, the Town may require the employee to submit to a 

medical examination by a doctor of the Town’s choice and at the expense of the Town.  

 

Section 12: OTHER LEAVES 
 

(a) Meetings: Hourly employees attending any meetings, seminars, or other work-related events 

approved by the Department Head or Unified Manager will be compensated at their regular rate 

for each hour of absence from their employment while attending or traveling (in excess of their 

normal travel time), to and from the event. Exempt employees will be compensated at their 

regular pay and will not be paid for extra hours used while traveling to and from an event. 

 

(b) Personal Leave: Employees who work 30 or more hours per week will receive 16 hours 

personal leave time per calendar year. Personal time cannot be carried over to the next year. 

 

(c) Military Leave: Leave for military duty will be granted in accordance with Federal and State 

law. Any employee who is a member of the National Guard or a Military Reserve Unit will be 

granted necessary leave of absence for weekend training assemblies and for 15 days of annual 

training. During the 15 day annual training, employees will be compensated by the Town for the 

difference between the Town salary and compensation received for military duty.  

 

Town employees who serve in the National Guard or a Military Reserve Unit may be called to 

serve additional active time either in a State or Federal military status. 

 

Employees called to service under Federal military status are covered under the Federal 
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Uniformed Services Employment and Re-employment Rights Act (Chapter 43 of Title 38, U.S. 

Code).  

 

Under this law an employee is not required to seek permission to be absent for military duty but 

is required to provide notification to the Town of pending military service at the earliest 

opportunity. The law does not differentiate between voluntary and involuntary service. An 

employee cannot be required to use earned vacation or similar leave days for military leave but 

the employee may elect to do so. 

 

When called to serve under State Active Duty, Title 21, Section 491 and 492, the Vermont 

Statutes apply and the Federal USERRA rights do not apply. 

 

Under either State or Federal military service, other than the 15 day annual training, the Town 

will not provide any salary compensation, other than that required under State or Federal law. 

 

The Town agrees to provide health and dental coverage to employees called to serve in either a 

State or Federal call-up under the following cost sharing provisions: 

 

i) The cost of employee coverage shall be at 100% of the total premium cost in the 

case of an individual without dependents; it being understood that the employee’s 

primary health provider when called to active duty is the State or Federal 

government. In the event that evidence is provided to the Town that the State or 

Federal government will not provide health or dental coverage to the employee, then 

the employee will be covered at the same percentage of cost sharing as outlined 

under paragraph b. 

 

ii) There will be a share in the cost of extending Town health and dental benefits on the 

basis of a 20% employee / 80% Town split for dependent coverage under the Town’s 

family policy coverage, providing the employee provides information to the Town 

that identifies that the dependents are covered under no other health or dental 

policies, other than the coverage available to them as military dependents.  It is 

understood that under the Town’s family coverage policy, the employee and the 

family of the employee cannot be separated from coverage. However, the employee 

will be a secondary care recipient of the Town policy; the primary coverage for the 

employee will be provided by the State or Federal government. The employee’s 

dependents under the Town policy will be the primary care recipient.  

 

The Town will not share in the cost of other benefits such as short term disability, 

death benefit, long term disability, optical or fitness. The employee may retain the 

applicable benefits by paying the Town 100% of the cost of the premium. 

 

The Town will provide the opportunity for the employee to contribute to the Town’s pension 

plan providing they are currently eligible and match that contribution at the same rate as the 

match for all other Town employees. The maximum employee/Town contribution shall be based 

on the base salary of the employee as if they were currently employed in the Town workforce. 

The contributions may be made during the employee’s absence or up to the maximum time 
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allowed under State or Federal Statutes to make up any contributions.  

 

(d) Jury duty: Employees will be granted leave time away from regular duties when called to 

jury duty. An employee will be paid regular pay minus any jury duty stipend and not 

compensated for extra hours or travel time while serving on jury duty. If released during normal 

work hours from this duty, an employee is required to return to work. 

 

(e) Leave of absence without pay: Any employee who wishes to be absent from duties may 

request in writing to the Unified Manager a leave of absence without pay. An employee wishing 

to continue insurance coverage while on leave must do so at the employee’s own expense. 

Vacation and sick leave time will not be earned during the leave of absence nor will monies be 

contributed to the employee’s pension fund. Such a leave will be granted when it is deemed to be 

in the best interest of the Town. Factors that will be considered in granting a leave of absence 

include: the employee’s length of service and work record, the effect a leave would have on the 

work force, and the impact the leave may have on the Town. 

 

(f) Bereavement Leave: In the event of the death of a member of the employee’s immediate 

family, the employee will be granted five (5) days bereavement leave with pay. Immediate 

family includes spouse, including a civil union partner, children, mother, father, sister, brother, 

mother-in-law, father-in-law, grandparents, spouse’s grandparents, grandchildren, step-parents, 

and step-children. 

 

One (1) day leave, with pay, will be granted in the event of the death of any other family 

member, (including aunts, uncles, nieces, nephews, other-in-laws or cousins). One (1) day leave, 

with pay, will also be given in the event of the death of a fellow employee or family friend with 

the approval of the Unified Manager. 

 

(g) Maternity Leave: Full-time employees may take six (6) weeks continuous leave (eight 

weeks for caesarian delivery) beginning on the delivery date and receive from the Town that 

portion of their normal salary which is not paid by short-term disability for those six weeks 

(eight (8) weeks for caesarian). The employee shall not receive more than 100% of their usual 

salary during maternity leave from these combined sources. Accumulated sick leave time may be 

used for maternity leave prior to delivery date. For maternity leaves of more than six (6) weeks 

(eight (8) for caesarian) after delivery for medical reasons, the Town’s disability program 

combined with sick leave may be utilized. If an employee is also eligible for Parental and Family 

Leave as described below, any leave taken under this section will count towards an employee’s 

twelve (12) weeks of Parental and Family Leave.  

 

(h) Spousal Leave: Full-time employees may take up to five (5) continuous days’ spousal leave 

with full pay upon the birth of a child. If an employee is also eligible for Parental and Family 

Leave as described below, any leave taken under this section will count towards an employee’s 

twelve (12) weeks of Parental and Family Leave. 

 

(i) Adoption Leave: Full-time employees may take up to five (5) days of paid leave when 

adopting a child. If an employee is also eligible for Parental and Family Leave as described 
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below, any leave taken under this section will count towards an employee’s twelve (12) weeks of 

Parental and Family Leave.  

 

(j) Family Medical Leave and Parental and Family Leave: The Town is subject to both the 

federal Family Medical Leave Act (FMLA) and Vermont’s Parental and Family Leave Act 

(VPFLA). The provisions stated below are only summaries of the Acts and their regulations. The 

Acts and any implementing regulations, as they may be amended from time to time, will control 

if clarification is needed.  

 

Eligibility  

 

Employees who have worked for the Town for at least a year and, in the twelve (12) 

months prior to the leave, worked at least 1,250 hours, are eligible for benefits under the 

FMLA. Employees who have worked for the Town for at least an average of thirty (30) 

hours per week over the course of a year are eligible for the benefits provided by the 

VPFLA, including Short-Term Family Leave. If an employee meets the eligibility 

standards for both the FMLA and VPFLA, the employee is entitled to receive the most 

generous provisions as between the two, but will not receive a double benefit. For 

example, if an employee met both the FMLA and VPFLA eligibility requirement, the 

employee would still only get twelve (12) weeks of leave in a twelve (12) month period, 

not twenty-four (24) weeks.  

 

An employee who is eligible for FMLA or VPFLA is, during a rolling twelve (12) month 

period, entitled to up to twelve (12) weeks of unpaid leave from employment for the 

following purposes: 

 

1. Parental Leave 

 

During the pregnancy and/or after childbirth or within a year following initial 

placement of a child sixteen (16) years of age or younger with the employee for the 

purpose of adoption. 

 

2. Family Leave 

 

For the serious illness or the serious health condition of the employee, employee’s 

child, stepchild, ward of the employee who lives with the employee, foster child, 

parent, spouse or parent of the employee’s spouse (similar to Medical Leave under 

the FMLA). If the illness of the employee is also deemed a work-related injury and 

the employee is out of work under a worker’s compensation claim, the time out of 

work will be counted as time used against the employee’s twelve (12) weeks of 

Family Leave.  

 

A “serious health condition” means an illness, injury, impairment, or physical or 

mental condition that involves: 
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a. Inpatient care (i.e., an overnight stay) in a hospital, hospice or residential 

medical care facility, including any period of incapacity (defined as an 

inability to work, attend school or perform other regular daily activities), 

or any subsequent treatment in connection with such inpatient care; or 

 

b. Continuing treatment by a health care provider.  

 

A “health care provider” is (1) a doctor of medicine or osteopathy who is authorized 

to practice medicine or surgery by the state in which the doctor practices; or (2) a 

provider from whom the Town’s group health plan’s benefits manager will accept 

medical certification of the existence of a serious health condition. 

 

An employee’s “twelve month period” will be calculated as a rolling 12-month period 

measured forward as defined in the Family and Medical Leave Act (FMLA). During 

the 3-month period after the date on which these guidelines become effective in 2018, 

an employee eligible for FMLA/PFLA Leave may select the 12-month period that is 

most beneficial to the employee. Once the 3-month period is expired all employees 

will have their 12-month period measured by the rolling forward method.  

 

3. Short-Term Family Leave 

 

A VPFLA eligible employee is entitled to short-term family leave of up to four hours 

in any 30 day period (but not more than 24 hours in any 12 month period) of unpaid 

leave for the following purposes:  

 

 To participate in preschool or school activities directly related to the academic 

advancement of the employee’s child, stepchild, foster child or ward who 

lives with the employee; 

 To attend or to accompany the employee’s child, stepchild, foster child or 

ward who lives with the employee or the employee’s parent, spouse or parent-

in-law to routine medical or dental appointments; 

 To accompany the employee’s parent, spouse or parent-in-law to other 

appointments for professional services related to their care and well-being; 

 To respond to a medical emergency involving the employee’s child, stepchild, 

foster child or ward who lives with the employee or the employee’s parent, 

spouse or parent-in-law. 

 

Notice Requirements  

 

The employee must give the Town reasonable written notice of intent to take family or 

parental leave, including the anticipated dates the leave will start and end. The Town will 

not require notice of more than six weeks prior to birth or adoption. If a serious health 

condition is claimed, the Town may require certification from a health care provider. For 

short-term family leave, an employee must give notice as early as possible, at least seven 

days before the leave is to be taken unless waiting seven days could have a significant 

adverse impact on the employee’s family member. 
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Pay and Benefits  

 

It is the employee’s choice to use accrued sick or vacation leave, or any other accrued 

paid leave during the leave, up to six weeks. Use of paid leave, however, does not extend 

the overall leave time to which the employee is entitled. Employees who choose unpaid 

leave shall not accrue vacation or sick leave during the period of unpaid leave. 

 

The Town will continue to provide to employees on leave all of their employee benefits 

unchanged during the leave period, to the extent required by law. The Town, however, 

may require the employee to contribute to the cost of any of these employee benefits at 

the existing rate of employee contribution. 

 

Return to Work  

 

The Town will require an employee who seeks to return to work after being absent due to 

a serious health condition to provide certification by the employee’s treating health care 

provider that the employee is fit to return to full duty.  

 

Upon return from leave, the Town will offer the employee the job the employee held 

previously or a comparable one at equal pay, benefits, seniority, and other terms and 

conditions. 

 

Exceptions:  
 

An employee is not entitled to leave under the VPFL Act if, prior to the employee’s 

requesting leave, the Town notified the employee, or the employee notified the Town, of 

the employee’s termination. An employee is not entitled to leave under the Act if the 

employer can prove by clear and convincing evidence that: 

 

Layoff: During the period of leave the employee’s job would have been terminated or the 

employee would have been laid off for reasons unrelated to the leave; or 

 

Unique Services: The employee performed unique services and hiring a permanent 

replacement during the leave, after giving the employee notice of intent to do so, was the 

Town’s only available alternative to prevent substantial and grievous economic injury. 

The employee must also be a “key” employee – a salaried “eligible” employee who is 

among the highest paid ten percent of employees. 

 

To exercise this option, the Town will:  

 

 Notify the employee of the person’s status as a “key” employee in response to the 

employee’s notice of intent to take FMLA leave;  

 Notify the employee as soon as the Town decides it will deny job restoration, and 

explain the reasons for this decision;  
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 Offer the employee a reasonable opportunity to return to work from FMLA leave 

after giving this notice; and  

 Make a final determination as to whether reinstatement will be denied at the end 

of the leave period if the employee then requests restoration.  

 

Employees are protected from retaliation of any kind in connection with the 

enforcement of this law. 

 

An employee who believes there has been a violation of these laws may: 

 

1) Notify the Unified Manager of the facts and circumstances and request relief;  

2) Bring a private suit for injunctive relief, economic damages including 

prospective lost wages, attorney fees and court costs; or  

3) Lodge a complaint with Vermont’s Office of the Attorney General at (802) 

828-3657, or the U.S. Department of Labor at 1-866-4-USWAGE / TTY: 1-

877-889-5627.   

 

These agencies may investigate the employee’s complaint and may bring action in court 

to enforce these laws. 

 

(k) Town Meeting Leave: An employee who provides the Town seven (7) days’ advance notice 

shall have the right to take Town Meeting day off from work unpaid unless the Town determines 

that such absence will interfere with the essential operation of the Town. The Town shall not 

retaliate against any employee who request Town Meeting Day off. 

 

(l) Miscellaneous Leave: Leave for personal reasons involving a family or personal crisis are 

reviewed by the Unified Manager on an individual basis. The Town recognizes employees may 

have circumstances which affect their personal life and work performance. If the reason for the 

Miscellaneous Leave also qualifies as a basis for Short-Term Parental and Family Leave, any 

such Miscellaneous Leave taken will automatically count as Short-Term Parental and Family 

Leave.  

 

Section 13: SEPARATIONS 

 

It is the Town management’s hope that you will remain in the Town’s employment for a long 

time. However, should an employee voluntarily decide to leave, it is requested that the employee 

give at least two weeks’ notice. All employees who voluntarily leave the employment of the 

Town should contact the HR Director after giving notice. The purpose is to discuss the 

termination and/or continuance of benefits. The HR Director shall immediately notify the 

Unified Manager of all notices of separation. 

 

All terminated employees will be given the opportunity to have an exit interview with the 

Unified Manager and the HR Director on or near their last day of work. The information 

discussed in this interview will be kept confidential. This interview allows employees to discuss 

any concerns or suggestions they may have. The ideas brought out in these discussions may help 

the Management and staff improve working conditions. 
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Involuntary Separations  

 

The Town can terminate an employee’s employment at any time, for any reason except those 

prohibited by law. If however, an employee is covered by a collective bargaining agreement, the 

terms of the collective bargaining agreement shall control.  

 

Layoffs 

An employee shall be laid off when it is deemed necessary by reasons of shortage of work or 

funds, operational efficiency, elimination of the position, other changes in the duties to be 

performed, or in the structure of the organization. All layoffs shall be contingent upon the 

Unified Manager’s approval. 

 

Furloughs 

In the event of unforeseen circumstances, including, but not limited to, budget shortfalls, 

technology failures, disease, loss of grant funding, etc., the Town may determine to place one or 

more employee(s) on partial or full Furlough. A Furlough is a form of leave from employment 

during which the employee is not paid wages for time spent on such leave, although the 

employee remains employed. Typically, Furloughs are an alternative to a layoff and therefore 

protect an employee’s employment.  

 

The Unified Manager, with input from Department Heads, will determine which positions will 

be assigned to be on Furlough.  The Unified Manager will also determine the length and 

frequency of any Furloughs, and what insurances, leaves and other benefits will be continued or 

discontinued during the Furloughs. The Vermont Municipal Retirement System does not permit 

time on Furlough to count as service credit towards retirement, unless an employee is on partial 

furlough and still working the minimum weekly hours required by VMERS. 

 

If an employee holds a position covered by a collective bargaining agreement, the Town will 

give advance notice of and or bargain with that Union regarding proposed Furloughs to the 

extent that it is legally required to do so under the particular collective bargaining agreement and 

the law.     

 

 

Section 14: EMPLOYEE BENEFITS 

 

A very comprehensive benefits package has been established for full-time Town employees. All 

full-time employees are granted the following benefits: 

 

(a) Life insurance in the amount of two time’s base annual salary up to $100,000.  

 

(b) Dental insurance coverage for the employees and their families, with coverage of 50% to 

100%, depending on the procedure. Coverage begins on the first of the month following the 

employee’s date of hire. 

 

(c) Disability Insurance for Non-Work Related Injuries  
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Short-Term Disability Insurance – The Town will furnish disability income insurance 

to provide income protection for short-term disabilities.  Said insurance provides the 

employee with a benefit in an amount of 60% of the employee’s regular pay per week, to 

a maximum of $720 per week for a maximum of 26 weeks.  The first day of the benefit 

will be determined by the insurance contract provisions.  Employees collecting this 

disability pay cannot also collect worker’s compensation, but they shall be able to utilize 

accumulated sick time while on disability.  The combined income from disability 

insurance and that taken from accumulated sick time may not exceed more than 100% of 

the employee’s weekly gross income. Employees on short-term disability may only 

accrue leave at a rate equal to the amount of accrued leave time used. For example, if 

an employee utilizes an equivalent of ten (10) hours, additional leave would be accrued 

at 25% of the employee’s regular rate of accrual, twenty (20) hours = 50% of regular 

rate of accrual, and so on.  

 

Long-Term Disability Insurance – The Town will also provide disability income 

insurance for long-term disabilities.  The benefit, 180 days after onset of the disability, 

will pay 60% up to $5,000 of the employee’s basic monthly earnings.  The benefit is 

payable to a Town of Essex employee to age 65.  Said insurance shall be an “own 

occupation” policy.  The Town will pay the full cost of this insurance.  Employees on 

long-term disability may only accrue leave at a rate equal to the amount of accrued 

leave time used. For example, if an employee utilizes an equivalent of ten (10) hours, 

additional leave would be accrued at 25% of the employee’s regular rate of accrual, 

twenty (20) hours = 50% of regular rate of accrual, and so on.  

 

(d) Worker’s Compensation insurance covers on-the-job injuries. 

 

(e) Term Life Insurance will be provided for all full-time employees at the choice of and 

expense of the Town. 

(f) An Employer Sponsored Group Health Insurance Plan will be provided for all regular 

employees and their eligible dependents and spouses, to include civil union partners. All offered 

medical plans will include creditable prescription drug coverage. Employees will contribute 11% 

towards the health insurance premium. Coverage begins on the first of the month following the 

employee’s hire date.  

The Town and the employees will share in the cost of deductibles, co-payments, and co-

insurance as follows: The Town will be responsible for the first 90% and the employee 

responsible for the remaining 10%. 

 

Coverage begins on the first of the month following the employee’s hire date and ends on the last 

day of the month in which employment terminates.  

 

Employees who elect to opt out of health insurance provided by or through the Town shall be 

compensated at a rate equal to 25% of the Town's premium cost for the plan. Employees must 

first demonstrate, in writing, that they have obtained health insurance through other means. 

Payments will be made weekly and are subject to applicable taxes. Employees who voluntarily 
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elect to obtain health insurance coverage through alternate means may regain health insurance 

provided by or through the Town during applicable enrollment periods. 

 

Employees who leave the Town to seek or accept employment elsewhere are eligible for a period 

of time for the Consolidated Omnibus Budget Reconciliation Act (COBRA) benefits which will 

allow them to remain on the Town’s plan for a limited period of time. The employee will be 

responsible for the cost of the premium plus an administrative charge. 

 

(g) Retirement Programs 

 

1) VMERS Plan C – Employees hired after January 1, 2004 shall join the Vermont 

Municipal Employees Retirement System. Members make annual pre-tax 

contributions into the trust with the Town contributing a percentage of pay as well. 

The Town and the employee shall both contribute their respective VMERS required 

rates as set by the plan. Details of this program are available through the Vermont 

State Treasurer’s office at (802) 828-2301 or on their website at 

www.tre.state.vt.us/retirement/muni/.  

 

2) Town of Essex employees hired before January 1, 2004 may continue to participate in 

the ICMA retirement plan and contribute 3% of their weekly income with an 8% 

contribution from the Town. 

 

3) International City Management Association Retirement Corporation (ICMA-

RC) – The ICMA-RC is a voluntary, contributory, deferred compensation plan with 

immediate vesting. The benefits are transferable for those who move among local 

governments. ICMA-RC’s policy making body may occasionally amend the Town’s 

retirement plan. In that case, these policy changes will automatically become part of 

this document.  

 

Note: The Town accepts no responsibility for the security of funds or investment 

outcomes of monies deposited in the retirement plan on behalf of employees. 

 

(h) Health & Fitness Programs – The Town supports the concept that healthy employees are 

more productive employees. Employees who participate in the programs designed or managed 

by the Town’s health and wellness committee may receive annual health and fitness bonuses not 

to exceed $300 per year.  

 

Health & Fitness or Wellness Programs Taxability 

As a general rule, wellness incentives are subject to the same federal tax rules as any other 

employee rewards or prizes. That is, unless a specific tax exemption applies to the incentive, the 

amount of the incentive (or its fair market value) is included in an employee’s gross income and 

it is subject to payroll taxes.  

 

This program is based on the fiscal year (July 1 – June 30). 

 

http://www.tre.state.vt.us/retirement/muni/
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(i) Employee Assistance Program – This program provides confidential and professional short-

term counseling and referral services to employees and their families. It is designed to address a 

wide range of personal problems including, but not limited to, marital or relationship difficulties, 

problems with children or adolescents, legal or financial stresses, alcohol or drug abuse, 

emotional problems, career questions, stress, anxiety, depression, health-related concerns, or 

abuse. Participation in the EAP is voluntary and there is no charge for the first one to three visits. 

After the initial one to three visits, the Town health insurance may contribute to the charges for 

additional visits. The counseling is completely confidential. If you would like to contact an EAP 

staff member, call 1-800-287-2173. 

 

(j) Optical “Vision” Program – The Town will provide a plan that provides vision benefits for 

members and their eligible dependents through the carrier of its choice.  

 

Notwithstanding any of the above, if the Town purchases an insurance policy or other coverage 

to fund any benefit offered to employees, including those listed above, the terms and conditions 

of the coverage purchased by the Town shall be the maximum benefit the Town shall provide to 

the employee. It is understood that the terms and conditions of such coverages may vary from 

time to time. 

 

Section 15: EMPLOYEE SAFETY 

 

The Town of Essex strives to maintain safe working conditions for its employees and will make 

every effort possible to enhance safety through training. However, the success of any safety 

program depends on the safety consciousness of everyone. You will be informed if there are 

special safety regulations or programs regarding your particular job. Please refer to the following 

guidelines in the event that any incidents (as defined below) should occur. 

 

The Town of Essex has a Safety and Health Management Program designed to reduce work 

related accidents (thereby injuries) and illness and to promote safety and health in every task 

undertaken by employees on behalf of the Town of Essex. To this end, our Safety and Health 

Management Program includes: 

 

(1) Implementation of a safety committee to oversee all aspects of safety and health 

activities. 

 

(2) Implementation of a program for conducting routine safety and health inspections to 

identify and eliminate unsafe working conditions or practices and control health hazards. 

 

(3) Establishment of a comprehensive safety and health training program for all new and 

existing personnel. 

 

(4) Provision of, and requirement of, the use of personal protective equipment to all 

employees as dictated by their respective job descriptions. 

 

(5) Provision of mechanical and physical safeguards to the maximum extent possible. 
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(6) Development of safety and health policies with the requirement that every employee 

of the Town of Essex comply with these policies as a condition of employment. 

 

(7) Prompt investigation of every accident to determine its cause and to correct the 

problem to reduce the likelihood of it happening again. 

 

(8) Establishment of a safety incentive program to promote safety and health, encourage 

active participation of all employees in our safety program and to acknowledge through 

rewards individuals whose safety record exemplifies the standards set forth in this 

program. 

 

(a) Incident report – An incident report shall be completed by the employee to report any 

happening which is not consistent with routine operations and which results, or under different 

circumstances may have resulted, in loss or damage to property, interruption of earnings, or 

injury to persons. The completed form should be submitted to the HR Director’s office the same 

day the incident occurs, the next morning if the incident occurs at night, or the first working day 

following a weekend or holiday. This incident report initiates an insurance claim and is used to 

notify the Unified Manager when an incident is of a serious nature. If there is any doubt as to the 

requirements of an incident report, the Department Head should be contacted. 

 

(b) Town Vehicle – If the incident involves a Town vehicle, the Police Department must 

investigate and an accident report must be completed. If a police vehicle is involved, the accident 

must be investigated by another police agency. A copy of the accident report must be submitted 

to the Finance Director’s office and the Unified Manager’s office. 

 

(c) Injury – If the incident involves an injury, the Town incident reporting form must be 

completed and submitted to the HR Director within twenty four (24) hours. If the employee has 

been hospitalized or is unable to complete the form, it should be completed by the Department 

Head. 

 

Section 16: SUBSTANCE ABUSE 

 

Working while impaired is prohibited at the Town of Essex and can be the basis of suspension or 

termination of employment. 

 

Impairment of an employee while at work due to the use of such substances as alcohol, 

marijuana, illegal drugs, prescription drugs, or any other controlled or uncontrolled substances 

not only reduces employee efficiency and accuracy, but increases the risk of injury to the 

impaired employee, other employees and the general public.  For purposes of this policy, 

“impairment” or “being impaired” means that an employee’s normal physical or mental abilities, 

or facilities while at work, have been detrimentally affected by the use of the substances. 

 

Any employee who suspects substance abuse by another employee should discuss the situation 

promptly with the department head or the Unified Manager. 

 

The Town of Essex Substance Abuse Policy is as follows: 
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As an employer, the Town of Essex is responsible for maintaining safe, efficient working 

conditions for its employees by providing a drug-free workplace. Therefore, municipal 

employees shall not engage in the unlawful manufacture, distribution, possession or use 

of controlled substances (drugs) on the job or on any municipal work site. 

 

An employee who is under the influence of any drug on the job may pose serious safety 

and health risks not only to the user but to co-workers and the general public at large. 

 

DEFINITIONS 
 

Controlled Substance: As used in this policy shall mean a controlled substance in schedules I 

through V of section 202 of the Controlled Substances Act (21 U.S.C. 812), and as further 

defined in regulation at 21 CFR 1300.11 – 1300.15.  

 

Conviction: A finding of guilt (including a plea of nolo contendre) or imposition of sentence, or 

both by any judicial body charged with the responsibility to determine violations of the Federal 

or State criminal drug statutes. 

 

Criminal Drug Statute: A Federal or non-Federal criminal statute involving the manufacture, 

distribution, dispensing, use of, or possession of any controlled substance. 

 

Illegal Drug: Any drug which is not legally obtainable, or which is legally obtainable but has not 

been legally obtained. The term includes prescribed drugs not legally obtained and not being 

used for prescribed purposes. 

 

Legal Drug: Includes prescribed drugs and over-the-counter drugs, which have been legally 

obtained and are being used for the purpose for which they were prescribed or manufactured. 

 

Under the Influence: For the purpose of this policy, that the employee is noticeably affected by a 

drug. 

 

Workplace: Includes non-municipally-owned property, which is used in the conduct of municipal 

business, including property used temporarily for business-related purposes, such as lodging sites 

rented for seminars, training, or other municipal activities. 

 

APPLICABILITY AND GENERAL POLICY CONDITIONS 

 

The following condition shall be applicable to all employees of the Town of Essex. 

 

(1) Employees shall be required, as a condition of their employment, to abide by the terms and 

conditions of this Drug-Free Workplace Policy. 

 

(2) An employee shall notify his Supervisor/Manager of any criminal drug statute conviction for 

a violation occurring in the workplace no later than five (5) days after such conviction. Failure to 

do so will result in discipline, up to and including dismissal. 
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(3) If a convicted employee works in a federally-funded program, the involved federal grant 

agency shall be notified of the conviction within ten (10) days of the municipality’s receiving the 

notice of the conviction. In the case of the Vermont Community Development Program, notify 

the Department of Housing and Community Affairs. 

 

(4) An employee convicted under any criminal drug statute for a violation occurring in the 

workplace, while on or off duty, or on duty away from the workplace, shall be immediately 

dismissed for the first offense. 

 

(5) In the absence of compelling mitigating circumstances, an employee convicted under any 

criminal drug statute for a violation while not on duty shall be subject to immediate dismissal for 

the first offense if convicted of a felony.  If the conviction is not a felony, discipline up to and 

including dismissal may be imposed, including for the first offense, provided that there is a 

nexus between the offense and the job of the employee. 

(6) Appropriate disciplinary and/or corrective action is to be taken within thirty (30) days after 

the employer receives notice of a conviction.  This, however, is not to be construed to limit the 

authority of the employer to take such action thereafter.  Any disciplinary action must comply 

with the collective bargaining agreement, Section 504 of the Rehabilitation Act of 1978, and the 

Americans with Disabilities Act, if applicable. 

 

(7) An employee not convicted under any criminal drug statute, but who engages in the illegal 

manufacture, distribution, dispensation, possession or use of controlled substances in any 

municipal workplace while on duty, or on duty away from the workplace, shall be subject to 

discipline up to and including dismissal for the first occurrence.  An employee engaging in such 

actions while off duty and away from the workplace may be subject to discipline, up to and 

including dismissal, including for the first offense, provided there is a nexus to the employee’s 

job and just cause for the discipline. 

 

(8) An employee on municipal premises who appears to be under the influence of, or who 

possesses illegal or non-medically-authorized drugs, or who has used such drugs on municipal 

premises, may be temporarily relieved from duty pending further investigation. 

 

(9) If the use of legal drugs endangers safety, management will reassign work on a temporary or 

permanent basis. 

 

(10) Employees must observe other work rules established by their employing departments 

regarding the use, possession or presence of drugs involving their employment. 

 

(11) Each employee of the municipality will make a good faith effort to maintain a drug-free 

workplace and uphold and promote this policy. 

 

USE OF DRUGS 
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Legal Drugs: For certain positions, the legal use of a drug can pose a significant risk to the 

safety of the employee or others. Employees who feel or have been informed that the use of such 

a drug may present a safety risk are to report such drug use to their immediate supervisor. 

 

Illegal Drugs: The use, sale, purchase, transfer or possession of an illegal drug by an employee 

while in a municipal facility, while performing municipal business, or while on the job is 

prohibited. Being under the influence of any illegal drug while conducting municipal business, 

while on municipal property or in a municipal facility, or while operating any municipal 

equipment is prohibited.  Misuse of prescription drugs is considered to be the illegal use of 

drugs. This includes both the use of such drugs in a manner inconsistent with the prescribed use 

and any use of prescription drugs by persons for whom they are not prescribed. 

 

RESPONSIBILITIES 
 

Employer: It is the responsibility of each municipal Supervisor/Manager to advise each 

employee of this policy, to post the policy annually at each work-site, and to include a copy of 

this policy in each new employee’s orientation. 

 

Employee: It is the responsibility of each employee to be aware of and abide by this policy. 

 

Administration: It is the responsibility of the Unified Manager to insure that managers, 

supervisors and employees receive training and orientation regarding the implementation of this 

policy. 

 

Section 17: SMOKING IN THE WORKPLACE AND TOWN VEHICLES 

 

The Town policy on smoking is the following: 

 

In order to provide a healthy, comfortable and productive work environment for our 

employees, smoking is prohibited throughout the Town of Essex municipal buildings and 

in all Town vehicles effective July 1, 1989. 

 

Effective January 1, 2018 this policy includes e-cigarettes. 

 

Enforcement: 
 

The success of this policy will depend upon the thoughtfulness, consideration and cooperation of 

smokers and nonsmokers. All employees share in the responsibility for adhering to and enforcing 

the policy. 

 

Conflict shall be brought to the attention of the employee’s Supervisor and if necessary, referred 

to the Unified Manager for a final decision. 

 

The right of the nonsmoker to protect personal health and comfort should prevail over an 

employee’s desire to smoke. 
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Section 18: USE OF CELL PHONES 

 

The Town provides and equips some of its vehicles with mobile phones for the purpose of 

emergency contact and business use. Unless the vehicle is equipped with a hands-free system, 

using a mobile phone (which is a portable electronic device) while driving a Town vehicle is 

prohibited, per 23 V.S.A. §1095b. From a safety perspective, the appropriate procedure is to park 

the vehicle and make/receive phone calls when the vehicle is in a stopped, safe and parked 

position. 

 

The same procedure applies in the case of using private mobile phones for personal business 

while in Town of Essex vehicles. Should an employee have an accident in a Town vehicle which 

is moving and it is later identified that the employee was using a mobile phone for private 

business; the liability for the accident may rest with the employee. 

 

Section 19: EMPLOYEE PROTECTION POLICY 
 

The Town will comply with Vermont law regarding any obligations it has to defend and or 

indemnify municipal employees against personal liability in the performance of Town duties. 

See 24 V.S.A. §109a, Tort Claims Against Municipal Employees, as it may be amended from 

time to time.  

 

Section 20: LOSS PREVENTION POLICY 
 

The Town has a policy concerning loss prevention and safety in the workplace which reads as 

follows: 

 

Be it resolved by the Selectboard of the Town of Essex, Vermont 

 

Section 1. It is the goal of the Town of Essex to develop, implement and 

administer an all-encompassing loss prevention program. The Town of Essex 

recognizes that our residents and employees are its most important asset. 

Therefore, their safety is our greatest responsibility. In all of our assignments, the 

health and safety of all should be the utmost consideration. Management and 

supervisory personnel at all levels of the Town staff are directed to make safety a 

matter of continuing concern, equal in importance with all other operational 

considerations. This program is established to emphasize that effective loss 

prevention is an integral function of management procedures and practices in the 

delivery of Town services. 

 

Section 2. Within the operational activities of any endeavor there may be 

exposure to personal injury or property damage that may be unintentionally 

hidden. Reviews of contemplated operations should include consideration of 

errors which could occur. The detail of the working situation and method should 

also receive consideration of the possibility of improper actions.  Accidents are 

unplanned events. Proper planning can control accidents. Most accidents are 

preventable. The theory of loss prevention is to initiate the pre-planning necessary 
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to minimize unsafe acts, contain environmental hazards and control unsafe 

conditions. 

 

Section 3. Continued emphasis on loss prevention techniques, the refinement of 

work procedures, and safe working conditions has reduced employee injuries and 

property damage. All employees are charged with the responsibility to adhere to 

the loss prevention programs approved by their employer to adopt the concept that 

the safe way to complete a task is the most efficient and the only acceptable way. 

Safety is included as part of the performance evaluation of all Town of Essex 

employees. 

 

Adopted by the Town of Essex Selectboard. Last revised August 3, 2020. 

 

 

TOWN OF ESSEX 

 

ELECTRONIC COMMUNICATIONS AND COMPUTER USE POLICY 

 

(As adopted by Town of Essex Selectboard on 10/15/2001) 

 

Purpose The purpose of this policy is to establish expectations and procedures for the use 

of Town-owned computers, hardware, and software and communication equipment. 

 

Systems  
Overview The Town of Essex provides computers, e-mail, telephones, cellular phones and 

facsimile communications equipment as essential tools to support the Town’s business 

objectives.  It is the responsibility of every employee to ensure that this technology is used 

appropriately and primarily for business purposes and in a manner that does not compromise 

confidentiality.  

 

Computer  
Software The Town of Essex provides the required hardware and software applications to 

adequately perform the employees’ daily duties, and if necessary will be installed or modified by 

the Computer Systems Specialist as required.  No external software or hardware should be 

applied to the existing systems without the written permission of the IT Director. 

 

Equipment  
Care   Daily care and maintenance of computer or telecommunications equipment are 

the responsibility of the employee.  This care includes preventing the equipment from exposure 

to extreme temperatures, magnets, dust, smoke, food and drink, etc.  In order to preserve limited 

hard drive space resources, old e-mails, files, directories, folders, etc. should be managed as 

appropriate.  No employee may tamper with or otherwise alter the performance of Town 

resources. 

 

Installation Any new software or hardware must be approved by the Town Computer Systems 

Specialist or the Unified Manager.  All installation and modification must be authorized by the 
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Computer Systems Specialist.  Software developed by or for the Town is Town property and 

cannot be sold or given to anyone without written consent by the Town. 

 

E-mail  Transmission of electronic messages on communications media shall be treated 

with the same degree of propriety, professionalism, and confidentiality as written 

correspondence.  However, employees do not have any expectation of privacy to e-mail sent or 

received on a Town owned computer, or on Town time.  E-mail sent or received is not 

considered “confidential.”  The Unified Manager or the Unified Manager’s designee has the right 

to authorize the viewing of  an employee’s e-mail and/or attachments.  

 

Employees may use e-mail to occasionally communicate with individuals outside Town 

government.  This use will be similar to personal use of the telephone in that it cannot interfere 

with the execution of their duties and it may not be for private or personal gain, illegal, 

disruptive, or unethical activities. Employees are prohibited from using e-mail to send chain 

letters, solicitations for private gain, or any information in violation of this policy.  Users shall 

take reasonable measures to limit the size of e-mail messages and not attach large files to sent 

messages.  Offensive, demeaning or disruptive messages are prohibited.  This includes, but is not 

limited to, messages that are inconsistent with the Town’s policies concerning equal employment 

opportunity and sexual or other unlawful harassment.  Unsolicited e-mail shall not be the 

responsibility of the employee to whom it is sent, however, the employee should regularly delete 

this form of e-mail. 

 

All e-mail correspondence and their associated attachments in the communications systems is the 

property of the Town regardless of where it originated. 

 

Security The Town, at its discretion, reserves the right to monitor, log, record, retain, and 

examine for any purpose the contents of its communications system, including e-mail, and 

facsimiles, as well as employee’s mailboxes and related material and information.  The Town 

reserves the right to disclose the contents of any such material for any purpose and to any person 

as the Town deems appropriate or desirable. 

 

The existence of passwords and “message delete” functions do not restrict or eliminate the 

Town’s ability or right to access electronic communications.  Deleted messages may be 

recovered and reviewed. 

 

Employees must use passwords to access the operating system of their computers and provide 

those passwords to the Computer Systems Specialist for a master password list that will be kept 

confidential.  The employee, with management knowledge and permission, may change 

passwords.  Passwords should be a minimum of six alphanumeric characters. 

 

Employees shall not share passwords, or provide e-mail access to an unauthorized user or access 

another user’s e-mail without authorization.  Employees shall not post, display or make easily 

available any systems access information, including but not limited to passwords, host names, 

addresses, etc.  Employees may not search for, copy or use password(s) belonging to others 

except as provided for by shared resources.  Employees shall not leave files, sessions, or 

connections open, unattended or otherwise available. 
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Employees may not use resources in any way as to create or constitute unacceptable burden on 

those resources. A non-exclusive example of such unacceptable burdens would include creating 

unnecessarily large files.  

 

Employees may be subject to disciplinary action if, through negligence or deliberate action, 

resources are compromised in any way by an employee or by someone using the employee’s 

password(s) in an unauthorized manner. 

 

Employees who use their own equipment to connect to the Town from outside the Town 

premises or from home should know that any communications that are delivered or sent through 

the Town communications system may leave copies behind on the Town system which are not 

private and are subject to all of the terms and provisions of this policy statement.  Messages sent 

to “all e-mail users” and other broadcast messages should be used sparingly, and only for Town 

business.  Expressly prohibited are chain letters and personal classified ads. 

 

Internet Use The Town network, including its connection to the Internet, is to be used 

primarily for business and work-related matters.  Unauthorized use includes, but is not limited to: 

unauthorized entry or attempted unauthorized entry into other computer systems or areas of the 

Town’s computer systems which a user is not authorized to view; use for purposes that interferes 

with an employee’s job; attempting to disable or compromise the security of information 

contained on Town computers; intentionally introducing a virus or other mischievous software 

onto any Town computer; accessing, downloading, sending, posting or printing pornographic or 

sexually explicit material; or the use of obscene/offensive language, images, jokes or messages 

that disparage any person or group of individuals. 

 

Because postings placed on the Internet may display the Town’s address, make certain before 

posting information on the Internet that the information reflects the standards and policies of the 

Town.  Under no circumstances shall information of a confidential or sensitive nature be placed 

on the Internet except as specifically authorized by the Town. 

 

Subscriptions to news groups and mailing lists are permitted only when the subscription is for a 

work-related purpose.  All other subscriptions are prohibited. 

 

Virus 

Protection All files downloaded from the Internet must be checked for possible computer 

viruses. If uncertain whether virus-checking software is current, please check with the Network 

Support Specialist. 

 

Violations Any violation of this policy will result in disciplinary action up to and including 

immediate termination of employment. 
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ACKNOWLEDGEMENT 

of Personnel Guidelines 
 

 

I acknowledge that I have received and read a copy of the Town of 

Essex Personnel Guidelines. 

 

I further understand that the Personnel Guidelines of the Town of Essex 

are not a contract between the employer and employee. They are subject 

to change at any time by majority vote of the Selectboard. 

 

 

_____________________________  _____________________ 
Employee Signature     Date 

 
_______________________________________ 

Print Name 
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