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As amended 7/16/24  400 

TOWN OF WAITSFIELD  401 

PERSONNEL POLICIES  402 
  403 
I. PURPOSE:  The following Personnel Policies have been developed in the interest of 404 

assuring efficient Town operations, clarifying rules for employee conduct, outlining 405 
employee benefits and their implementation, fostering fairness, and promoting high 406 
employee morale.  407 

  408 
II. APPLICABILITY:  These Personnel Policies shall apply to all full- and regular parttime 409 

employees of the Town. These policies are not intended to apply to other paid or 410 
volunteer, appointed, or elected officials. The Selectboard, which adopts these policies, 411 
retains the responsibility for their administration and interpretation.   412 

  413 
III. STATEMENT OF NON-DISCRIMINATION:  It is the policy of the Town of  414 

Waitsfield that no eligible person be excluded from participation in or be denied the 415 
benefits of employment with the Town on the basis of race, color, creed, national origin, 416 
sex, sexual preference, age, disability, political affiliation or belief. The Town of 417 
Waitsfield is an equal opportunity employer and complies with the Americans with 418 
Disabilities Act.  419 

  420 
IV. APPOINTMENT AT WILL:  Employment with the Town of Waitsfield is considered  421 

“at will,” and not for any definite period or succession of periods unless otherwise 422 
specified by the Selectboard and codified in a contract or other formal work agreement. 423 
Employment with the Town may be terminated either by the employee or by the Town at 424 
any time without notice except as otherwise provided in these personnel policies, state or 425 
federal law, or other contract or employment agreement. Wages or salary and any 426 
accrued and unused vacation leave allowable under these Personnel Policies shall be due 427 
to the employee only to the day and hour of termination.  428 

  429 
V. TERMS OF EMPLOYMENT:  430 
  431 

a. Hiring Process – The Selectboard shall be responsible for all recruitment and 432 
hiring. The Selectboard shall be solely responsible for decisions regarding 433 
recruitment, internal promotion, advertising, application forms, interview 434 
process, and selection.  435 

  436 
b. New Hires – New employees are required to complete form W-4 for payroll 437 

tax withholdings and Form I-9 for verification of United States citizenship or 438 
proper work authorization prior to starting work, in conformance with federal 439 
law.  440 

  441 
c. Probationary Period – All new employees shall be subject to a six-month 442 

probationary period, followed by an evaluation by the employee’s supervisor.  443 
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The probationary period may be extended for an additional period of as much 444 
as three (3) months at the request of a supervisor and with approval of the 445 
Selectboard. At the conclusion of the probationary period, the Selectboard 446 
may choose to extend as described above or terminate at its discretion. 447 
Probationary employees are eligible to use earned leave time with the 448 
approval of the supervisor or Selectboard.  449 

 450 
d. Employee Evaluations – Evaluations shall be done annually, or upon request 451 

of an employee or the Selectboard, in a format established by the Selectboard. 452 
An evaluation requested by an employee shall be performed no later than 60 453 
days after the request is made. The Selectboard may delegate evaluations to an 454 
employee’s supervisor.    455 

  456 
e. Termination Notice – Employees who voluntarily separate from employment 457 

with the Town shall give a minimum two (2) weeks of notice in advance of 458 
termination.  459 

  460 
f. Hours of Work – Regular work schedules shall be established by the 461 

Selectboard. Road Department personnel are required to be on-call and 462 
available for winter road work and year-round emergencies. Paid leave, 463 
including holidays, sick, and vacation days, shall be counted toward the 40-464 
hour threshold for overtime for non-exempt employees. Paid leave, including 465 
holidays, sick, and vacation days, shall be counted as hours of work for the 466 
purposes of calculating compensatory time for exempt employees (see Section 467 
V.i.). The employee’s hours may be distributed across five workdays or in any 468 
combination deemed necessary by the Selectboard or supervisor.   469 

  470 
g. Overtime – Non-exempt hourly employees shall be paid overtime at the rate 471 

of 1.5 times (“time-and-a-half”) the regular hourly rate for hours of work 472 
performed in excess of 40 hours in a one-week pay period.  473 

  474 
h. Holiday Pay – In the event an employee is called in to work on a holiday, the 475 

rate of pay for actual holiday hours worked shall be equal to 1.5 times the 476 
employee’s regular hourly rate, regardless of whether or not the total hours 477 
worked in the week exceeds 40 hours.   478 

  479 
i. Compensatory Time –For exempt employees, compensatory time will be 480 

provided on an hour-for-hour basis for actual hours worked in excess of the 481 
employee’s standard work week, provided that an employee’s standard work 482 
week is 20 hours or greater.    483 

  484 
j. Pay – Pay periods run Sunday to Saturday. Payday will be on Wednesdays on 485 

a weekly basis by direct deposit. Time sheets shall be due to the employee 486 
processing payroll no later than the close of business on Monday. An 487 
employee failing to submit a time sheet may be paid at a rate and amount 488 
equivalent to the employee’s normal work week, with any variations deducted 489 
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from or added to a paycheck(s) to follow. Initial payroll for employees will be 490 
staggered by one week.   491 

  492 
k. Lateness or Absence – Employees shall notify their supervisor or appropriate 493 

colleagues prior to, or as soon as reasonably possible, if they will be late or 494 
absent from work. Repeated unexcused lateness or absence from work is 495 
grounds for disciplinary action and/or termination.  496 

  497 
l. Training and Professional Development – The Town expects that all 498 

employees will take advantage of training opportunities approved by the 499 
Selectboard or supervisor. Employees will be paid for such time and 500 
reimbursed for mileage, meals, etc., when approved in advance by the 501 
Selectboard or supervisor.  502 

  503 
VI. EMPLOYEE BENEFITS:  504 

  505 
a. Health Care Benefits – The Town makes health insurance coverage available 506 

to all full-time employees and their families. For the purposes of this section, 507 
full-time is defined as an employee with a regular work schedule of 30 hours 508 
per week or greater. The Selectboard shall annually determine the amount of 509 
the Town’s contribution to health insurance costs, particularly premiums. 510 
More information on the health insurance offerings and premium allocations 511 
can be found in Appendix C.   512 
  513 
Employees may also elect a waiver of insurance upon demonstration of 514 
coverage from another source, and be entitled to a health insurance buy-out. 515 
Details on the health insurance wavier and buyout can be found in Appendix 516 
C.    517 
  518 
Retiring employees may continue to obtain their health insurance through the 519 
Town under a “retiree section” of the Town’s group health insurance, if 520 
applicable and available, until they reach the age of Medicare eligibility. An 521 
employee who has retired will be expected to pay the full premium and all 522 
other costs for this insurance; the Town will provide access only.  523 

  524 
b. Retirement – The Town participates in the Vermont Municipal Employees  525 

Retirement System, Group B. Participation begins at the start of employment.  526 
Currently, employees contribute 5.625% of wages as a payroll deduction and 527 
the  528 
Town contributes 6.25% of wages (these rates are subject to change by the 529 
VMERS Board of Trustees). Details concerning the system are available from 530 
VMERS or the Town Treasurer and at vermonttreasurer.gov/vmers  531 

  532 
c. Deferred Compensation Plan – The Town offers participation in a deferred 533 

compensation plan. This plan is a voluntary retirement savings program, 534 
created under federal and state law, enabling government employees to 535 
contribute as much as $23,000 (the allowable amount is determined annually 536 
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under federal IRS rules) of compensation free from current federal and state 537 
income taxes to an investment savings plan. The amount saved accumulates 538 
tax-deferred until the plan amounts are distributed (generally after retirement). 539 
The plan is regulated by the Internal Revenue Code Section 457 and state law. 540 
Details concerning the program the Town offers are available from the Town 541 
Treasurer.  542 

  543 
d. Life and Long-Term Disability Insurance – The Town offers participation 544 

to qualified employees (as determined by the insurer’s application process) in 545 
a $25,000 life insurance program and a 60% disability income program. 546 
Details about the program the Town offers are available from the Town 547 
Treasurer.  548 

  549 
e. Uniforms – Road Department employees are provided with uniforms on a 550 

weekly basis.  551 
  552 
f. Commercial Drivers Licenses – Road Department personnel shall be 553 

responsible for maintaining a valid Commercial Drivers License in accordance 554 
with state law. After three years of employment with the Town, the Town will 555 
pay for license renewals necessary for operation of Town equipment, less 556 
standard operator’s license charges.  557 

  558 
g. Benefit Distribution for New Employees – Coverage under the benefits 559 

described in this section may not apply immediately. The Town’s health 560 
insurance buyout may not be issued until an employee has successfully 561 
completed his or her probationary period.  562 

  563 
VII. EMPLOYEE LEAVE:  564 

  565 
a. Sick Leave – An employee may accrue as many as 48 hours (six days) of sick 566 

leave each fiscal year. For the purposes of this policy, a standard day of sick 567 
leave is the equivalent of eight hours and a standard work week 40 hours. For 568 
exempt employees whose regular work week consists of less than 40 hours on 569 
average, but is greater than 20 hours per week on average, the total number of 570 
sick leave hours accrued shall be prorated based upon the average percentage 571 
of hours worked in a standard work week. For example:  572 

  573 
1. If an employee works 34 hours per week on average, the accrual rate 574 

would be calculated this way: 34.0/40.0 = 0.85.   575 
2. The prorated number of sick leave hours would be calculated this way:   576 
  48 hours x 0.85 = 40.8 hours (or 5.1 days) of sick leave per year. For 577 

ease of administration, numbers should be rounded up or down to the 578 
nearest whole number. In the example, 40.8 hours would become 41 579 
hours.   580 

  581 
The table provides examples based on common and/or current work 582 
schedules.  583 
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Average  
Hours per 

Week  

  
  

Accrual Rate  

  
  

Sick Hours  

  
Sick Hours 

Accrued  
40.0  1.00  48.0  48.0  

34.0  0.85  40.8  41.0  

30.0  0.75  36.0  36.0  

20.0  0.50  24.0  24.0  

  584 
  An employee may use sick leave for an illness or injury that prevents the 585 

employee from performing the employee’s job duties. An employee may also 586 
use sick leave to attend the following appointments that cannot be held outside 587 
normal working hours:  588 

  589 
• A medical appointment  590 
• An appointment eligible for short-term family leave under the provisions of the 591 

Vermont Parental and Family Leave Act (21 V.S.A. § 472a).  592 
• A funeral not eligible under the bereavement leave section of this policy.  593 
• Any other appointments authorized in advance by the employee’s supervisor.  594 
  595 
  Upon separation from employment, an employee will not be compensated for 596 

unused, accrued sick leave.  597 
  598 
  If an employee is sick, but has no accumulated sick leave, vacation time may 599 

be applied; if no sick or vacation time is available, unpaid leave may be taken. 600 
No more than 30 days of sick leave may be carried over into a new year. As of 601 
January 1st of each year, any accumulated sick leave over 30 days shall be 602 
transferred to vacation days at a rate of 50%, with the remaining 50% portion 603 
forfeited.    604 

  605 
b. Vacation – For the purposes of this policy, a standard day of vacation leave is 606 

the equivalent of eight hours. For exempt employees whose regular work 607 
week consists of less than 40 hours on average, but is greater than 20 hours 608 
per week on average, the total number of vacation leave hours accrued shall be 609 
prorated based upon the average percentage of hours worked in a standard 610 
work week.   611 

  612 
For example:  613 

  614 
1. If an employee works 34 hours per week on average, the accrual rate 615 

would be calculated this way: 34.0/40.0 = 0.85.   616 
2. The prorated number of vacation leave hours would be calculated this 617 

way for an employee working 34 hours per week in the first year of 618 
employment:  80 hours x 0.85 = 68 hours (or two weeks) of vacation 619 
leave per year. For ease of administration, numbers will be rounded up 620 
to the nearest whole number.   621 
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 622 
 623 
 624 
 625 
 626 
 627 
 628 
 629 
 630 
 631 

  632 
The table provides examples based on common and/or current work schedules:  633 
    Hours accrued per year or years of service1   

  
Average  

Hours/Week  

  
Accrual 

Rate  

  
1st  

(80 hours)  

  
2nd   

(104 hours)  

  
3rd & 4th   

(120 hours)  

  
5th to 10th  

(144 hours)  

  
11th+   

(160 hours)  
40.0  1.00  80 hours  104 hours  120 hours  144 hours  160 hours  
34.0  0.85  68 hours  89 hours  102 hours  123 hours  136 hours  
30.0  0.75  60 hours  78 hours  90 hours  108 hours  120 hours  
20.0  0.50  40 hours  52 hours  60 hours  72 hours  80 hours  

    634 
Vacation leave shall accumulate by the month, in proportion to the number of 635 
hours  636 
in the employees’ regular work week. Employees beginning work on or 637 
before the  638 
15th of the month shall be credited with a full month of service for the 639 
purposes of this section. Employees terminating on or after the 16th of the 640 
month shall be credited a full month of service for the purposes of this section.   641 
No vacation time may be taken during an employee’s probationary period 642 
without approval of the Selectboard or the employee’s supervisor. No more 643 
than 30 days of vacation leave may be accumulated, without the advance 644 
approval of the Selectboard.   645 
  646 
All vacation leaves must be approved in advance by the employee’s 647 
supervisor. Use of accrued vacation leave by employees of the Road 648 
Department during the winter maintenance season from November 15 to April 649 
15, may be denied or limited depending upon expected weather conditions, 650 
and may be subject to conditions such as being subject to call-in, restriction 651 
from travelling out of state during such leave, or restriction from taking 652 
multiple consecutive days off.  653 
  654 

 
1 The hours listed in the column header are the base number of hours per year. An employee whose work 
week is 40 hours and is in his or her 5th year of employment with the Town would be eligible to accrue 144 
hours, or 18 eight hour days, of vacation leave per year. This could be added to the vacation time accrued 
and carried from year to year up to the maximum of 240 hours, or 30 days, per year as outlined in this 
section.   
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Upon termination of employment an employee will be entitled to be paid for 655 
all accumulated vacation time at the rate of pay the employee is receiving at 656 
the time of termination. Unused vacation leave will only be paid at the 657 
termination of employment. 658 

  659 
c. Compensatory Time – Compensatory time shall be available to salaried, 660 

exempt employees at a rate described in V.i. Compensatory time leave may be 661 
taken during an employee’s probationary period subject to approval from the 662 
employee’s supervisor. Employees are strongly encouraged to use 663 
compensatory time within the same quarter in which it is earned. No more 664 
than 40 hours of compensatory time may be carried over from one fiscal year 665 
into the next. Unused compensatory time shall not be paid to an employee 666 
upon termination of employment.   667 

  668 
Non-exempt employees: Compensatory time is not offered to non-exempt 669 
employees in lieu of overtime pay for overtime hours worked. However, an 670 
employee may take time off within the same workweek in order to avoid 671 
incurring an overtime obligation, following approval of a supervisor.  672 

  673 
d. Holidays – There are 11 paid holidays per year. The paid holidays are as 674 

follows: 1) New Year’s Day (January 1st); 2) Martin Luther King Day (3rd 675 
Monday in January);  676 
3) President’s Day (3rd Monday in February); 4) Memorial Day (last Monday 677 
in  678 
May); 5) Independence Day (July 4th); 6) Juneteenth (June 19th); 7) Labor Day 679 
(1st Monday in September); 8) Columbus Day (2nd Monday in October); 9) 680 
Veteran’s Day (11th of November); 10) Thanksgiving Day (4th Thursday in 681 
November); and 11) Christmas Day (December 25th).  682 

  683 
e. Unpaid Leave –Requests for leaves of absence without pay for any reason 684 

other than those covered by federal or state law must be submitted in writing 685 
to the Selectboard or an employee’s supervisor and must set forth the purpose 686 
for which the leave is requested. All leave requests must be for a definite 687 
period of time and include a specified date of return. If a leave of absence 688 
without pay is granted, the employee may, at the Town’s sole discretion, 689 
continue the employee’s health plan coverage by paying the required premium 690 
in accordance with the payment schedule established by the Town. Other 691 
employee benefits (e.g. sick leave, vacation, seniority, etc.) will not accrue 692 
during an unpaid leave period that exceeds 30 days.  693 

  694 
f. Short-term Leave – An employee is eligible for short-term leave if s/he has 695 

been employed by the Town for at least one (1) year for an average of at least 696 
30 hours per week. In accordance with 21 V.S.A. § 472a, eligible employees 697 
may be entitled to take unpaid leave not to exceed four (4) hours in any 30-698 
day period and not to exceed 24 hours in any 12-month period for any of the 699 
following purposes:  700 

  701 
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• To participate in preschool or school activities directly related to 702 
the academic educational advancement (such as a parent-teacher 703 
conference) of the employee’s child, stepchild, foster child, or ward who 704 
lives with the employee;  705 
• To attend or accompany the employee’s child, stepchild, foster 706 
child, or ward who lives with the employee or the employee's parent, 707 
spouse or parent-in-law to routine medical or dental appointments;  708 
• To accompany the employee’s parent, spouse or parent-in-law to 709 
other appointments for professional services related to their care and well-710 
being;  • To respond to a medical emergency of the employee’s child, 711 
stepchild, foster child, or ward who lives with the employee or the 712 
employee's parent, spouse or parent-in-law.   713 

  714 
At the option of the employee, accrued paid leave may be used. Before taking 715 
leave under this section an employee shall make a reasonable attempt to 716 
schedule appointments outside of regular work hours. An employee shall 717 
attempt to provide the Town with the earliest possible notice of the intent to 718 
take short-term family leave.  719 

  720 
g. Bereavement Leave – Employees may take up to two days off in the event of 721 

the death of a member of their immediate family (parent, spouse, children), 722 
three hours off for a local funeral, and up to one day off for a non-local funeral 723 
of a member of their extended family, with pay. Such leaves are subject to 724 
approval by the Selectboard.  725 

  726 
h. Jury Duty – Employees will be given paid leave and receive their base salary 727 

for any time served on jury duty.   728 
  729 

VIII. EMPLOYEE DISCIPLINE AND GRIEVANCES:  730 
  731 

a. Reasons for Disciplinary Actions – The Town may take personnel action for 732 
the following reasons:  733 

  734 
1. Unsatisfactory work performance;  735 
2. Misuse of funds, supplies or equipment;  736 
3. Refusal or failure to abide by policies or instructions of a supervisor or 737 

the Selectboard;  738 
4. Other conduct which is inconsistent with the normal expectations of 739 

public service.  740 
  741 

b. Disciplinary Action – Any or all of the following disciplinary actions may be 742 
taken by the Selectboard, depending upon the severity of the circumstances 743 
involved:  744 

  745 
1. Verbal or written reprimand;  746 
2. Placement on probationary employment status; 3. Suspension with or 747 

without pay;  748 
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4. Termination.  749 

  750 
c. Procedure for Disciplinary Action – Any disciplinary action may be 751 

initiated by the Selectboard or supervisor. Notice of the action and the reasons 752 
therefore shall be in writing, and shall be given to the employee involved.  753 

  754 
d. Response to Disciplinary Action – Employees who are subject to 755 

disciplinary action may request a hearing before the Selectboard. Such 756 
requests should be in writing and presented to the Selectboard Chair within 10 757 
working days after notice of the action.  758 
The Selectboard shall hear the employee’s grievance within 30 days of 759 
receipt. Action of the Selectboard shall be final.  760 

  761 
IX. EMPLOYEE RECORDS:  Personnel files for each employee shall be kept by 762 

the Town Clerk. Personnel files are open to the Selectboard but not to the general 763 
public. An employee may review his/her file in the presence of a member of the 764 
Selectboard or its designee. It is the responsibility of the Selectboard to maintain 765 
the files, determine what kinds of information should be included therein, and for 766 
how long.  767 

  768 
X. EMPLOYEE CONDUCT:  769 
  770 

a. General Obligations. Every employee shall fulfill to the best of his or her 771 
ability the duties and responsibilities of the employee’s position. The 772 
employees shall, during their hours of duty, be subject to such other laws, 773 
rules, and regulations that pertain thereto, and devote their full attention and 774 
efforts to their office and employment.   775 

  776 
b. Political Activity. An employee shall not use his or her official authority for 777 

the purpose of interfering with or affecting the nominations or election of any 778 
candidate for public office in the Town of Waitsfield. This rule is not to be 779 
construed to prevent a town employee from becoming or continuing to be a 780 
member of any political party or from attending political meetings or signing 781 
petitions for a candidate for public office.  782 

  783 
c. Contracts. No elective or appointive officer or employee of the Town of 784 

Waitsfield shall be beneficially interested directly or indirectly in any contract 785 
with the Town, regardless of amount; or furnish any material, or perform any 786 
labor, except in the discharge of his or her official duties, unless such contract 787 
shall have been awarded upon bids advertised for by publication or by 788 
discretion of the Selectboard. No officer or employee of the Town shall take 789 
part in any decision concerning the business of the Town in which he or she 790 
has a direct or indirect financial interest, aside from his or her salary as an 791 
officer or employee, greater than any other citizen or taxpayer in the Town. 792 
This section shall not apply in the event of an emergency where immediate 793 
action shall be deemed more important to the Town than the receipt of formal 794 
bids.  795 
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  796 

d. Health and Safety. The Town of Waitsfield recognizes that its employees are 797 
among its most important assets. As such, the Town strives to provide a safe 798 
and healthy workplace for all employees.    799 
  800 
Employees are responsible for following all safety procedures associated with 801 
their duties. If an employee is unsure of how to do a particular task safely, he 802 
or she should seek further instruction from his or her supervisor. Each 803 
employee is also obligated to report all unsafe or unhealthy working 804 
conditions to his or her supervisor. It is the responsibility of each supervisor 805 
to monitor and assist employees in the safe performance of duties. An 806 
employee who sustains a work-related injury or illness should report it 807 
immediately to his or her supervisor. A “First Report of Injury” form will be 808 
completed by the supervisor or employee and a copy given to the employee.  809 
  810 
Safe and healthy behaviors at work are an expected part of each employee’s 811 
job performance. Employees and their dependants are encouraged to 812 
participate in health promotion activities and to avail themselves of the 813 
services provided through the Employee Assistance Program (1-800-287-814 
1273).  815 
  816 

e. Substance Abuse. Working under the influence of alcohol or controlled 817 
substances in the workplace may endanger the public, co-workers, and the 818 
employee and result in poor or inaccurate job performance and will not be 819 
tolerated. Employees who experience alcohol or drug abuse problems are 820 
expected and encouraged to seek assistance in the treatment of their problems. 821 
Such employees may, without fear of reprisal, seek guidance from 822 
supervisors, the Town Administrator, or the Employee Assistance Program.  823 

  824 
Employees shall not manufacture, possess, distribute, or use controlled 825 
substances in the workplace. Employees shall not report to work or work 826 
under the influence of alcohol or controlled substances unless the drug is 827 
prescribed by a duly licensed physician or dentist.  828 

  829 
An employee who manufactures, possesses, or distributes a controlled 830 
substance in the workplace shall be subject to disciplinary action such as, but 831 
not limited to, oral reprimand, written reprimand, suspension, required 832 
participation in a drug abuse assistance or rehabilitation program, or 833 
dismissal. An employee who reports for work under the influence of alcohol 834 
or controlled substances, or who consumes or uses such substances while at 835 
work, may be dismissed immediately. As a condition of employment, 836 
employees must abide by the terms of this policy. An employee who is 837 
convicted of a drug statute crime occurring at the workplace shall inform the 838 
Town in writing within five calendar days of such conviction. The Town 839 
Administrator or the Town Clerk will notify any federal agency in writing 840 
with which the Town has a grant on which the convicted employee was 841 
working within 10 calendar days of receiving such notice from the affected 842 
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employee, including the employee’s title and identification number(s) of each 843 
affected grant. The Town will take appropriate personnel action, as proscribed 844 
above, within 30 days of receiving notice of a conviction from an employee. 845 
Page  846 

  847 
f. Smoking and Tobacco Use. It is the policy of the Town of Waitsfield that the 848 

use of tobacco products in the workplace is prohibited except in designated 849 
areas and in accordance with the Smoking and Tobacco policy in Appendix A.  850 

  851 
g. Prohibition of Harassment. The Town of Waitsfield will not tolerate 852 

unlawful harassment, including insulting, degrading, or exploitative treatment 853 
of another employee or a non-employee on the basis of their race, gender, 854 
religion, national origin, age, disability, color, ancestry, place of birth, or 855 
sexual orientation, or any other protected status defined by law.     856 

  857 
The Town of Waitsfield will address complaints regarding harassment committed in 858 
the workplace by employees against non-employees and by non-employees (such as 859 
vendors, customers, board members, and other workplace visitors) against employees 860 
to the fullest extent possible. Harassment involves behaviors that are viewed as 861 
offensive or harassing. Examples include the following:  insulting comments of a 862 
sexual, racial, or religious nature or references to an individual’s age, sexual 863 
orientation or disability; aggressive bullying behaviors; unwelcome sexual advances; 864 
requests for sexual acts or favors; inappropriate physical contact or gestures; physical 865 
assaults or contact that substantially interferes with an individual’s work performance 866 
or creates an intimidating, hostile or offensive working environment; retaliation 867 
against an employee for complaining about the behaviors described above or for 868 
participating in an investigation of a complaint of harassment; and/or other verbal or 869 
physical conduct of harassing nature. Retaliation against an employee for making a 870 
complaint of harassment or for cooperating with an investigation of harassment is 871 
unlawful and will not be tolerated.  872 

  873 
An employee subject to harassment is encouraged to report it before it becomes 874 
severe or pervasive. Any employee who has a complaint of sexual harassment at 875 
work by anyone, including supervisors, co-workers, or visitors, must bring the 876 
problem to the attention of his or her immediate supervisor or the Selectboard or their 877 
authorized representative. If the complaint involves someone in the employee’s direct 878 
line of command, the employee may go directly to the Selectboard with the 879 
complaint. A prompt, thorough, and impartial investigation will be conducted and 880 
employee confidentiality will be protected to the fullest extent possible. The 881 
determination of whether or not a particular action constitutes harassment shall be 882 
made from the facts on a case-by-case basis. In determining whether alleged conduct 883 
constitutes harassment, the supervisor or Selectboard shall look at the record as a 884 
whole and at the totality of the circumstances, such as the nature of the behavior and 885 
the context in which the alleged incidents occurred. If harassment is found to exist, 886 
prompt corrective action shall be taken. Employees who violate this policy will be 887 
subject to disciplinary action up to and including discharge. See also Appendix B.   888 

  889 
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 890 
 891 

XI. ADOPTION:  These Personnel Policies were revised by the Selectboard on July 892 
22, 2024 and replace the policies approved on June 2, 2023.  893 

  894 
  895 
  896 
  897 

Appendices:  898 
  899 
A. Smoking and Tobacco Policy  900 
B. Sexual Harassment Policy  901 
C. Position listing – exempt/non-exempt, salaried/hourly, etc.   902 
D. Health Insurance   903 
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