Presque Isle City Council Meeting
Wednesday, July 5, 2023

Presque Isle Council Chambers

AGENDA

Executive Session at 5:00 PM
Pursuant to 1 M.R.S.A. 8§ 405(6)(D) to discuss Negotiations

Call to Order at 6:00 PM

Pledge of Allegiance
Public Hearing

1. Approval for a Marijuana License Renewal to Joe Pelkey and Chase Norton, d/b/a Star
City Wellness, with location of 694 Main Street

Citizen Comments
Consent Agenda

Approve Minutes from June 7, 2023

Approve 2023 Warrants #20, #21, #22, #23 and #24 totaling $2,003,618.31
Approve Taxi Cab Service License for Jeff’s Taxi

Drug Forfeiture

SAREI A

Old Business

o

Lodging Establishment License for Martin’s Manor Rentals, LLC at 42 Winter Street
7. Lodging Establishment License for Clark’s Lodge at 22 Pleasant Street

New Business

8. Annual Tax Commitment

9. Airport Reserve Transfer/ATV

10. Airport Reserve Transfer/Advertising

11. Building & Facilities Update

12. Schedule Public Hearing to Amend Chapter 43 Planning Board Ordinance and Planning
Board By-Laws

13. Employee Handbook

14. Website

15. Charter Amendments

Manager’s Report
Announcements

Adjournment
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MEMORANDUM

Honorable City Council

FROM: | Martin Puckett, City Manager

DATE: | June 16, 2023

July 5th, 6:00pm Council Chambers

Executive Session in 3" Floor Conference Room at 5:00 PM

Pursuant to 1 M.R.S.A. 8§ 405(6)(D) to discuss Negotiations

Call to Order at 6:00 PM

Roll Call
Pledge of Allegiance

Public Hearing

1.

Approval for a Marijuana License Renewal to Joe Pelkey and Chase Norton, d/b/a Star
City Wellness, with location of 694 Main Street: Staff recommends approval

Citizen Comments

Consent Agenda: Can be approved as presented or individually. Staff recommends approval

2. Approve Minutes from June 7, 2023

3. Approve 2023 Warrants #20, #21 & #22

4. Approve Taxi Cab Service License for Jeff’s Taxi: All paperwork received.

5. Drug Forfeiture: Transfer consent to the City included with information from the U.S.
Attorney’s Office

Old Business

6. Lodging Establishment License for Martin’s Manor Rentals, LLC at 42 Winter Street:
Council granted an extension until June 30th at the June 7™ meeting, recognizing the
progress taken to correct code violations. The owner has made significant progress on
correcting the issues on the stairway and landing. Other rot is currently being addresses.
Memo included. Staff recommends approval.

7. Lodging Establishment License for Clark’s Lodge at 22 Pleasant Street: Council granted

an extension until June 30th at the June 7" meeting, recognizing the progress taken to
correct code violations. A contractor has completed work on enclosing the stairway to
the second floor. Minute Man is designing a fire alarm system to be completed. Memo
included. Staff recommends approval.

New Business




8. Annual Tax Commitment: The Finance Director has provided the resolves for the
meeting and the Tax Assessor will lead the discussion about the assessment to provide
the Council with the information needed for commitment. Materials will be distributed
at the meeting as work is ongoing to confirm accuracy. Staff recommends approving
resolves once mill rate is determined.

9. Airport Reserve Transfer- UTV: The Airport Director is asking for Airport reserves to
be reallocated for the purchase of a UTV to replace the 2010 Kubota. The UTV is used
for perimeter fence inspections and tows a bush hog. Staff recommends approval.

10. Airport Reserve Transfer-Advertising: The Airport Director is asking to move $125,000
from COVIC relief reserves and reallocate towards advertising. Staff recommends
approval.

11. Building & Facilities Update: | have created a large packet of information that includes
an overview discussing options with background, job description, mission statement,
and examples of other municipal facility departments. For discussion, guidance on
direction.

12. Schedule Public Hearing to Amend Chapter 43 Planning Board Ordinance: DECD
director will give a review of the Planning Boards request to have a public hearing.
Staff recommends approval.

13. Employee Handbook: Staff has updated the employee handbook, the majority of
changes are formatting issues. Memo and policy provided with changes tracked. Staff
recommends approval.

14. Website: Memo included describing tentative launch date, for discussion.

15. Charter Amendments: Council is asked to provide input for possible changes to our
guiding document, the city charter. After discussion, council is asked for a motion to
proceed.

Manager’s Report
Announcements

Adjournment



PRESQUE ISLE CITY COUNCIL MEETING

For:
July 5, 2023

AGENDA ITEM #1

SUBJECT

PUBLIC HEARING: Approval of a Renewal Application for
Adult Use and Medical Marijuana Business to Joseph Pelkey
and Chase Norton, d/b/a Star City Wellness with location to
694 Main Street

INFORMATION

1) Renewal Application
3) Public Hearing Notice

REQUESTED ACTION

BE IT RESOLVED by Councilor , seconded by
Councilor to approve a Renewal
Application for Adult Use and Medical Marijuana Business to
Joseph Pelkey and Chase Norton, d/b/a Star City Wellness
with location at 694 Main Street.




RENEWAL APPLICATION FOR ADULT USE AND MEDICAL MARIJUANA BUSINESS

4Rk 7, _,.m CITY OF PRESQUE ISLE
fa T 12 SECOND STREET
E{{_ |\ 2}) PRESQUE ISLE, ME 04769
o, LS TEL: (207) 760-2703
O monr FAX: (207) 764-2501
E-MAIL:

PLEASE FILL-OUT RENEWAL APPLICATION COMPLETELY

Date: 5/%/&3.3 Permit No: -

1.

Owner of Property: (If more than one attach a separate pag?g«.lm g all owner’s mfjrm ation, see section G.C., must be a Maine

Resident)_JoS Coh Pe[\c.ea /L{Sﬁ Mo({‘\m V%4 ﬂ‘eh‘lla‘é' — -

Physical Location (number of street or road): 69’ Y }/hg, A JS}-
Mailing Address (if different from above): 3 oM e

Home Phone: - Work Phone: 90? -SY0 - MM Cell Phone: 207 - 327 '3 @7 S’
EMait: (Pt lleq 6f Domerl con

Medrcel Shorefrom LA A8V

2. Marijuana Business Classification:
3. Maine License Certification #: M& E’] 6! !3 QSS & ( LC, §C. ﬂq {_Jl_uy\ W?S/
4. Registered Business Name to be used: !EC N ¢ uffﬂ Pﬂ gsg E' ’ Dg ﬁ ._925»( (’/ 9 b./&” n—tg!
5. PRIOR Criminal Conviction History of all Owners, Officers, Members, or Employees: (attach separate Pg. if necessary)
Criminal Activity:
Date:
Place:
Jurisdiction: -
6. Gross Annual Sales for Prior Year: $ EA%_K{X) . ?Z
7. Number of Employees: Full-Time: a Part-Time: ﬂ

PLEASE READ THE FOLLOWING CAREFULLY BEFORE SIGNING APPLICATION

“I hereby apply for a permit for a marijuana business. I agree, prior to starting any electrical or plumbing work, to secure permits from

the electrical and plumbing inspector. I understand that there may be other permits required from other agencies that I must obtain
before being allowed to operate. Under MRSA 25, Section 2357 and the City of Presque Isle’s Land Use and Development Code a
Certificate of Occupancy MUST be obtained before the business hereby permitted is used or occupied. I understand that this permit
application may be denied if not complete. A complete application may include construction documents as required by the City of
Presque Isle. I understand that if the above information is not accurate this application will be invalid, a Stop Work Order issued,
could levy fines against me for giving false information.”




CHECKLIST

All lines must be completed

s
o)
w

DOREEEEREERER ;

NO Not Applicable CEO Initials

Application Fee Submitted:

All Owners / Partners Listed:

License Type Listed:

Me License Certified:

Criminal History Listed:

List of Employees with IDs
Security Standards:

Odor Plan:

Operating Plan:

Notices:

Signs

Police Dept. Approval:

N [ O [ O
N [ [ [ O [

Fire Dept. Approval:

**********************************Ofﬁce Use Only****************************************

Date Application Received: Date CEO / Planning Bd. Review: Approved Denied

Reason for Denial: B

CEO Signature: ﬁ % —
P

( License Fees

All applications must be submitted with a $500.00 fee to be deemed complete

Applicant will also be responsible for advertisement costs for Public Hearing before Review by the City Council

Marijuana Store: Annual Operation License Fee: $2,500.00
Marijuana Manufacturing Facility: Annual Operation License Fee: $2,500.00
Marijuana Testing Facility: Annual Operation License Fee: $1,000.00

Adult Use Marijuana Cultivation:

Tier 1: 0 to 500 SF of plant canopy: Annual Permit/Licensing Fee: $500.00
Tier 2: 501-2,000 SF of mature plant canopy: Annual License Fee: $3,000.00
Tier 3: 2,001-7,000 SF of mature plant canopy: Annual License Fee: $10,000.00
Tier 4: > than 7,000SF of mature plant canopy: Annual License Fee: $30,000.00

Medical Marijuana Cultivation: Annual Operation License Fee: $5,000.00
Adult Use Marijuana Nursery Cultivation: Annual License Fee: $350.00



Star City Wellness

694 Main Street, Presque Isle, ME 04769 - (207)227-3444 - chasejnorton96@gmail.com

City of Presque Isle
12 Second Street
Presque Isle, ME 04769

May 8, 2020

To whom it may concern,

Our business, Star City Wellness, wiil be owned and operated by myself (Chase Norton}
as well as Joe Pelkey. Being in the Marijuana industry comes with its risks, and in this
article I will be outlining our staudards for security, odor, and operating to try and

manage any potential threats to us as well as the general public.

Security

For our protection, we have decided to implement one of the best security systems
offered per Inlution. Our system will include eight (8) cameras, all of which will be
vecording in 4k quality resolution (video/audio). Placeraent of these cameras is shcwn
o tue sketch of our floor plan. The camers feed will be stored through an
internet-based system that will be accessile via our desktop computer in store as well
as our personal cell phones. We wiil have up to 15 terabytes worth of continuous teed,
as opposed to motion only. This will be able to record up to 45 days of 24/7 continuoos
feed. Our alarm system is also mplemented by Inhaion and will monitor both
entrances to the store. These aizrms will also e eqaipped with motion sensors to
monitor any suspicicus activity and notifv us and the police department accordingly.
Aside from any entry/exit signs, there witl be signs that read monitored by security” as

well as signs that wiil cutling who is permited 1o the public area as well as who will be

allowed into our dispensary room.



For fire safety, we will work with the local fire department to get a Nox box for our main
entrance that will allow ease of access in case a fire was to break out. Smoke detectors
will be placed as recommended by our fire department. Exit signs will be in place, as
well as a diagram that will show an evacuation plan for each room of the building. In the
case of a fire, everyone in the store will have the resources they need to follow our plan.

Fire extinguishers will also be put into place wherever our fire department recommends.

Odor

We will be implementing industrial carbon filtets in each room that contains marijuana
to control any odor that may be emitted. These rooms will be completely sealed off
from the public. A separate circulating air system will be used to control the
temperature of our dispensary room. In doing this, we are keeping all odor within our
sealed room to be circulated and filtered through our carbon air scrubbers. Our
dispensary room will have a security door in place that will require an employee to
wnlock for customers to be able to enter. All marijuana will be sealed in airtight
containers and locked in a safe after hours. Prepackaged containers will be weighed the
night before, and all supplies will be locked up afterwards. There will be absslutely no
smoking of marijuana allowed in or around store property. We have verbal consent from
both connected businesses as well as both property owners that do not oppose our
store’s proposal. Written consent can also be included if necessary. Any changes
neaded to compensate for excess odor will be done immediately, however, the system we
will have in place should be adequate. The property owners for our space are Lisa

Norton and Joe Pelkey (NP Rentals).

Operating Plan

ordinance, we will be separating our stove into two areas; there will be a ‘check-in’ arca
with retail space tor glass and CBD products. CBD products are federally legal and do

not require a medical marijuana card. Each side will be completely sealed off from one



another with a connecting door. Once ovnr customers’ ID and medical card are verified,
they will be permitted to go into our dispensary area where we will have display cases
setup for their viewing. These cases will contain samples of our product for customers to
view and smell. We will have a second employee that will be monitoring this room, as
well as dispensing the product behind a counter in the back of the store. Customers will
exit through the same locked door that they came in, allowing our dispensary area to
remain secure at all times. Construction will be necessary for us to establish a separate
room, and we are working with contractor Mark Prestwood to make the changes needed
(shown on floor plan). As for acquiring products, all our suppliers will be legally licensed
caregivers who will provide us with a receipt for sale. A resale certificate will be
acquired through the state of Maine to allow the wholesale purchase of marijuana from
suppliers to be exempt from sales tax. Suppliers will be located all over the state in
areas such as, but not limited to, Bangor, Portland, and Aroostook County. Confirmed
suppliers as of now are Halcyon Farms, located on 304 Hancock St. in Bangor, ME
04401 and Bill and Bink’s located at 85 Aviation Dr. in Houlton, ME 04730. All
records will be kept securely in an accounting style program such as QuickBooks and
will be backed up daily. Other than Joe and I, we will have one employee starting out
that will work for us full time. His information will be included with the rest of the
documents. We will have full coverage for the business that will be written by United
Tnsurance. This will insure any stolen or damaged goods. We will have worker’s comyp
for our employees in the case that someone is injured on the job. All patient records wilj
be kept cenfidential and he protected by a password. Cash and excess product will be
kept in a safe at all times. . If any requireme:.is were not met, amendments will be mads

to our operating plan immediately.

Sincerely,

Chase J. Norton, Owner



STATE OF MAINE
MAINE REVENUE SERVICES

THIS REGISTRATION CERTIFICATE FOR A
RETAILER

is issued under the provisions of MRSA, Title 36, Part 3, §1 754-B to:

JPCN ENT LLC

D/B/A STAR CITY WELLNESS
694 MAIN ST

PRESQUE ISLE, ME 04769-2233

Registration Number: 1207766 Date Issued: MAY 092020
Busines 426
Filing Fre. ANNUAL

STATE OF MAINE
MAINE REVENUE SERVICES

RESALE CERTIFICATE

THIS CERTIFICATE IS VALID
AUGUST 18 2020 THRU  DECEMBER 31 2023

Business Name and Location Address Certificate Number Business Tvpe

JPCN ENT LLC 1207766 MED MJCARE
D/B/A STAR CITY WELLNESS
694 MAIN ST

PRESQUE ISLE ME 04769-2233

This is to certify that the above named business is authorized to purchase during the period indicated on
this certificate: (1) tangible personal property to be resold in the form of tangible personal property, or (2) a
taxable service to be resold as the same taxable service. This certificate cannot be reassigned or
transferred and can only be used by the above business or its authorized employees. This
certificate is void if the business has ceased operating or if the certificate has been altered.

The above named business certifies that the following is being purchased in
the ordinary course of business for resale as provided above.

Presented to:
(Insert name of seller on photocopy) (date)

Presented by:

Authorized Signature (purchaser) (date)




State of Maine e L

Department of Agriculture, Conservation & Forestry
Division of Quality Assurance & Regulations 149944
28 State House Station, Augusta, ME 04333-0028
(207) 287-3841

2-36119 November 22, 2022 November 6, 2023 This certificate is valid only between th
date issued and expiration date appearin;
I 101 NSE NUMBER DATE OF ISSUE DATE OF EXPIRATION herein. Only the named holder at th

location for which issued may usc it.

is certy
] . The person named herein is authonze
Star City Wellness to sell or manufacture food products
. v DISPENSARY fuel and/or sell or repair weighing anc
Chase Norton & JOSCph Pelkey measuring devices as permitted by lae
26 North ST, PMB 122 for the listed authorizations.

This certificate and/or each type o
authorization represented is subject tc

Presque Isle, ME 04769- Location: 694 Main ST, Presque Isle suspension, revocation or cancellation a:
authorized by Maine Revised Statutes.

1 ICIENSE TYPE DESCRIPTION OF LICENSE AUTHORIZATIONS FEE
License Type Authorizations Fee
" toil Food Establishment 0to 10 Prepackaged Food 20.00
- - TOTAL: 20.00

AR

lepartment of Agriculture, Conservation &

FOICStIy Division of Quahty Assurance
Commissioner Director
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Legal Notices

NOTICE OF PUBLIC HEARING
CITY OF PRESQUE ISLE
LEGAL NOTICE

NOTICE IS HEREBY given that the Presque Isle City
Council will be hold a PUBLIC HEARING on July 5th,
2023 at 6:00 PM at the Presque Isle Council Chambers. to
consider a Marijuana license Renewal to

Joe Pelkey and Chase Pelkey d/b/a Star City Wellness
694 Main Street

The public may attend the public hearing or submit written
comments. You can obtain more information by contacting
the City Clerk’s Office at City Hall, 12 Second Street, Presque
Isle, ME 04769 or call at 760-2702.

ADA ASSISTANCE: Anyone needing special assistance at
the public hearing due to a disability should contact the City of
Presque Isle’s City Clerk at 760-2702 at least two (2) business
days prior to the meeting date.

Per City Council, Kimberly A. Finnemore, City Clerk

June 28, 2023




PRESQUE ISLE CITY COUNCIL MEETING

For:
July 5, 2023

AGENDA ITEM # 2

SUBJECT

CONSENT AGENDA: 2023 Minutes

INFORMATION

1) June 7, 2023 Minutes

REQUESTED ACTION

BE IT RESOLVED by Councilor , seconded by
Councilor to approve minutes from June 7,

2023




Presque Isle City Council Meeting

June 7th, 2023
6:00 p.m.
Council Chamber

Executive Session @ 5:00 p.m.
All Councilors present except Councilor D. Cyr.

BE IT RESOLVED by Councilor C. Green seconded by Councilor J. Willette to enter
into executive session at 5:00 p.m. pursuant to 1 M.R.S.A. §8 405(6)(C) to discuss real
estate matter.

Vote: 6-0
No action taken

BE IT RESOLVED by Councilor C. Green seconded by Councilor J. Willette enter into
executive session at 5:24 p.m. pursuant to 1 M.R.S.A. 8 405(6)(C) to discuss real estate
matter.

Vote: 6-0

Out of executive session at 5:44 p.m.

BE IT RESOLVED by Councilor C. Green seconded by Deputy Chairman K. Freeman
to accept highest offer of $11,000.00 for 32 Lincoln St. from Erick Tompkins with Quit
Claim Deed.

Vote: 6-0

BE IT RESOLVED by Deputy Chairman K. Freeman seconded by Councilor C. Green
to enter into executive session at 5:44 p.m. pursuant to 1 M.R.S.A. 8 405(6)(A) to discuss
Personnel.

Vote: 6-0

Out of executive session at 5:56 p.m.

Call to Order — Roll Call

Present. Chairman J. Shaw, Deputy Chairman K. Freeman, Councilors C. Green, G.
Nelson, M. Chasse and J. Willette.

Absent Councilor D. Cyr.

City Manager Martin Puckett and City Clerk Kimberly Finnemore were also present.
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Pledge of Allegiance
Proclamation

Chairman J. Shaw read the proclamation for Pride Month.

WHEREAS the United States of America was founded on the principle of equal rights
for all people, but the fulfillment of this promise has been long in coming for many
Americans; and

WHEREAS, the month of June was chosen to commemorate the dedication and bravery
of those who led the 1969 uprising at the Stonewall Tavern in Greenwich Village, which
sparked the modern LGTBQIA+ liberation movement; and

WHEREAS, City of Presque Isle Council and staff have committed to make Presque Isle
an inclusive and welcoming community for all residents and visitors, including the
LGBTQIA2S+ community; and

WHEREAS, all members of the Presque Isle community, including those who are
lesbian, gay, bisexual, transgender, queer or questioning, intersex, asexual, and two-
spirit have the right to feel safe, not be discriminated against, and to live without the
threat of violence or harassment; and

WHEREAS, Presque Isle is strengthened by and thrives upon the rich diversity of
ethnic, cultural, racial, gender and sexual identities of its residents; all of which
contribute to the vibrant character of our City,

NOW, THEREFORE, BE IT RESOLVED, that the City of Presque Isle Council recognizes
June as “LGBTQIA2S+ Pride Month”.

BE IT FURTHER RESOLVED, that the City of Presque Isle Council fully supports the
rights, freedoms, and equal treatment of lesbian, gay, bisexual, transgender, queer or
guestioning, intersex, asexual, and two- spirit people; and to unequivocally show this
support, directs staff to fly the Progress Pride Flag at City Hall from the 1st to the 30th
day of June, in the year 2023.

BE IT FURTHER RESOLVED, that the City of Presque Isle Council, encourages all
residents to eliminate prejudice everywhere it exists, respect the rights of all people,
recognize the contributions and achievements of the LGBTQIA2S+ community, and to
celebrate the great diversity of our city.

Public Hearing

1. Approval for a malt, spirituous and vinous liquor license and special permit for
music, dancing & entertainment for Northern Maine Catering LLC with a location of 35
Parkhurst Siding Road.

City Manager M. Puckett informed the council that Northern Maine Catering LLC. was
a new application doing business at the Presque Isle Country Club at 35 Parkhurst
Siding Road. That it is a new application and the staff recommends approval.
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There were no citizens comments.

BE IT RESOLVED by Deputy Chairman K. Freeman, seconded by Councilor M. Chasse
to approve a malt, spirituous and vinous liquor license and special permit for music,
dancing and entertainment for Northern Maine Catering, LLC.

Vote: 6-0

2. Approval for a malt, spirituous and vinous liquor license and special permit for
music, dancing & entertainment for Ignite Presque Isle, d/b/a Northeastland Hotel,
Presque Isle Hotel Co. with a location of 436 Main Street.

City Manager M. Puckett recommended staff approval.
There were no citizens comments.

BE IT RESOLVED by Councilor C. Green, seconded by Councilor J. Willette to approve
a malt, spirituous and vinous liquor license and special permit for music, dancing, and
entertainment for Ignite Presque Isle, d/b/a Northeastland Hotel, Presque Isle Hotel
Co. with location of 436 Main Street.

Vote: 6-0

Citizen Comments

Galen Weibley Director of Economic & Community Development, introduced the
DECD Intern Maren Moir. The internship is funded thru the ACAP Workforce
program. Maren gave a brief description of her previous experiences.

Brynn Wilcox with Pride Aroostook thanked the Council for the proclamation that was
made.

Consent Agenda

3. Approve minutes from May 3, 2023 and May 16, 2023.

4. Approve 2023 Warrants #16-#19 totaling $1,442,037.58

5. Approve reappointment to Northern Maine Development Commission.

6. Approve return of votes casts for MSAD #1- Budget Validation Referendum.

BE IT RESOLVED by Councilor C. Green, seconded by Councilor J. Willette to approve
the consent agenda items #3-#6 as presented.
Vote: 6-0

New Business
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14. Approve a Presque Isle Regional Economic Development revolving loan program
loan for Joseph Collins, d/b/a Star City Flooring.

City Manger M. Puckett let council know the steps for the PIDF revolving loan
program, there are two councilors on the committee. The PIDF committee recommends
approval to Joseph Collins d/b/a Star City Flooring in the amount of $20,000.00 for 5-
year term.

BE IT RESOLVED by Councilor C. Green, seconded by Councilor J. Willette to approve
a Presque Isle Regional Economic Development revolving loan to Joseph Collins, d/b/a
Star City Flooring in the amount of $20,000.00 at 5% amortized for 5 years.

Vote: 6-0

Old Business
7. Airport Terminal Update.

City Manager M. Puckett spoke on the memo that Airport Director Scott Wardwell has
in the council packet explaining where we are in the process of a new terminal project.

Niles Gonzalez PE, Vice President, Engineering Manager, Aviation at Hoyle Tanner and
Sarah Buchholz RA, Senior Associate B+P Aviation + Transportation AECOM. Niles
and Sarah did a brief presentation of the design of the new terminal propose concept
plan.

Scott Wardwell Airport Director asked the Council for any questions they might have
on the design of the building. Then Scott talked about the financing side

Hoyle Tanner is nearing completion of the Schematic Design phase for the terminal. A
summary of the results of that effort are attached. Also attached is the New Terminal
Project One-Page Summary. As shown in the table of that summary, the cumulative
investment at this point is $394,300. This brings us to Off Ramp #2 where City Council
can make the decision to halt the project. As shown in the table we were not successful
in being awarded a FY 23 ATP grant which was applied for back in the winter. Per
discussions with various Federal officials, the primary reason for not receiving an
award was that the design was not far enough along to allow for construction to begin
in June of 2023. Since submitting our application for FY 23 ATP funding, the airport has
submitted a grant application for FAA supplemental discretionary funding. The
decision for that funding is pending. In addition to this funding source, the airport
submitted a request to both Senator Collins and Senator King’s offices for Congressional
Directed Spending (CDS). The airport has been informed by both offices that the
terminal
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project has been included in both their CDS requests. If neither of these sources of
funding are approved, the airport will apply for a FY 24 ATP grant. In addition to FAA
grant programs we are in the final stages of submitting a full grant application to the
Northern Border Regional Commission (NBRC) for one million dollars. After
submitting a Letter of Intent to NBRC, the City was invited to submit a full application.
The Airport Department seeks authorization from City Council to proceed to the
preliminary design and design development phases. As shown on the one-page
summary, the estimated fees for the Preliminary Design and the Design Development
are $502,000 and $541,100 respectively. It is important to keep with the schedule
outlined so that we will be ready for a construction start in June of 2024. This will
significantly increase our chances of being awarded funding from the FY24 ATP. As
stated earlier, the reason given for our project not being awarded funding from the
FY23 ATP was that we were not ready for construction to begin in June. If we continue
as scheduled we will be ready to start construction in June 2024
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To: City of Presque Isle, Maine City Council St

From: Presque Isle International Airport f v ¢ HOYLE A=COM
Date: June 7, 2023 =\ 5 ‘-—-’ TANMNER

RE: New Terminal Project One-Page Summary s

PROJECT DEFINITION — New 25,000 sf airport terminal
facility, inclusive of check-in lobby, baggage handling,
passenger screening checkpoint, secure hold rooms,
concessions, and additional tenant functions.

MAJORITY FUNDING OPPORTUNITY — Public Law
117-58, Bipartisan Infrastructure Law (BIL) Airport
Terminal Program (ATP) — see exhibit at lower right of
this sheet.

ROUGH ORDER OF MAGNITUDE PROBABLE COST-
The rough order of magnitude probable cost for the
overall program at this time, inclusive of design fees and
construction costs is $30,000,000.

The following entities and programs that have been
identified for varying levels of contribution to the project
costs:

Federal Aviation Administration — both the BIL/ATP Grant and AIP Funding Program may cover up to as much
as 70% to 80% of the project costs

Maine Department of Transportation — the DOT may cover up to 2.5% of the FAA Eligible project costs

US EDA — the Public Works program may cover up to $3,500,000

Norther Borders Regional Commission (NBRC) — up to $1,000,000 may be available from the NBRC

Presque Isle International Airport Passenger Facility Charges (PFEC) — the airport will contribute from the fees
collected from passengers who fly through PQI

City of Presque Isle, Maine — depending on State and Federal, range from $2,000,000 - $5,000,000

PRELIMINARY PROGRAMMED SCHEDULE WITH OFF RAMPS

Task Est. Est. Fees Cumulative
Completion Per Task Investment DEPARTMENT OF TRANSPORTATION
BIL Grant Support | 10/24/22 $36,300 ; Federal Aviation Administration
FY 23 BIL/ATP Application Submittal 10024122 $36.300 St B EAZE Dl
(Off Ramp #1) ! Airport Terminal Program; FY 2023
Funding Opppartun
Schematic Design 06/09/23 $358,000 - ing "
FAA Decision of FY 23 ATP Adm?;ﬁ:f«iltpgr;iﬁzwﬂmnt of
— Not Awarded  (Off Ramp #2) 06/09/23 $394,300 Transportation (DOT],
: i [ i ity.
Preliminary Design | 08/04/23 $502,000 - ACTIOH; Notisn 5t g opeott iy
SUMMARY: The Department of S
Design Development 09/29/23 $541,100 - Transpartation ((MT), Federal Aviation
ST E e hdmmm.Talim: li'.";u"l.: AT IEES thel
apportiinity o spply for spproximataly
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BE IT RESOLVED by Councilor M. Chasse, seconded by Deputy Chairman K. Freeman
to authorize the City Manager, Martin Puckett to proceed with the preliminary design
at a cost of $502,000.00 and design development at a cost of $541,100.00 for the new
passenger terminal. Funding to come from the Solid Waste Funds, Once grants are
found Solid Waste Funds will be paid back.

Vote: 5-1

8. Cable Franchise Agreement.

City Manager M. Puckett spoke about the Cable Franchise Agreement that allows a
Cable Franchise to operate in the City of Presque Isle.

The City has been in negotiations with Charter and we have final contract for
consideration that contains the following modifications:
Reduced subscriber density from 20 houses per mile to 15
Defines density requirement and provides annual updates (coverage maps,
projects, subscribers, revenues)
Term of ten years (renegotiate in seven years)
Charter was awarded the Presque Isle Fiber-to-the-home (FTTH) Project with the
Connectivity Authority earlier this month. The project will bring service to all the roads
we’ve be discussing (below). It covers 193 unserved homes.
Allen Rd.
Centerline Rd.
Cleaves Rd.
Conant Rd.
Henderson Rd.
Easton Rd.
Egypt Rd.
McBurnie Rd.
Parsons Rd.
White Rd.
Williams Rd.

BE IT RESOLVED by Councilor C. Green, seconded by Councilor J. Willette to
authorize the City Manager to sign the franchise agreement.

Vote: 6-0
9. Lodging establishment license for Martin’s Manor Rentals, LLC at 42 Winter Street.

City Manager M. Puckett informed the Council that the City has offered extensions in
the past. Staff is recommending approval of the extension.
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Code Enforcement Officer Tim St. Peter spoke about the progress that has been done at
42 Winter St. T. St. Peter said this was the only property left for Martin’s Manor Rentals,
LLC to bring up to code. Most of the demo work has been started and T. St. Peter
recommends approval for a 30-day extension.

BE IT RESOLVED by Councilor C. Green, seconded by Councilor C. Green to approve
an extension of a lodging establishment license to Eric Martin for Martin’s Manor
Rentals, LLC with a location at 42 Winter Street. Code violations need to be corrected by
June 30, 2023.

Vote: 6-0

10. Lodging establishment license for Clark’s Lodge at 22 Pleasant Street.
City Manager M. Puckett recommended staff approval for an extension.

Code Enforcement Officer T. St. Peter said major portion of the codes have been fixed.
Clark’s Lodge just needs to finish the stairwell.

BE IT RESOLVED by Councilor M. Chasse, seconded by Deputy Chairman K. Freeman
to approve an extension of a lodging establishment license to Roger Soucy for Clark’s
Lodge with a location of 22 Pleasant Street. Code violations need to be corrected by June
30, 2023.

Vote:6-0

New Business
11. Road closure-Maine State Federation of Firefighters 59t annual State Convention.

City Manager M. Puckett stated that at a previous Council Meeting Aaron Buzza
Treasurer of Volunteers came and spoke about the 59t annual State Convention for the
Firefights. They are asking for a road closure for the parade that will be held September
gth, 2023 at 9 a.m. and ends 10:30 a.m.

BE IT RESOLVED by Deputy Chairman K. Freeman, seconded by Councilor J. Willette
to approve request to close Main Street on September 9th, 2023 for the Maine State
Federation Firefighters Parade and Muster.

Vote: 6-0
12. MDOT listening session.

Information only
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City Manager M. Puckett spoke on the press release which has been in the paper and on
social media.

12 Second Street
Presque Isle, ME 04769-2459

City of Presque Is sz,

PRESS RELEASE

FOR IMMEDIATE RELEASE (May 12, 2023)
CONTACT: Kimberly R. Smith, Resource Development and Public Information Officer
207.760.2722; ksmith@presqueisleme.us

Hearing open to public on redesign of Presque Isle downtown

May 12, 2023, Presque Isle, Maine — The public is invited to a free hearing on the redesign of downtown
Presque Isle. A discussion will be held on Thursday, June 8 from 6:00 to 8:00 p.m. in the Multi-Purpose
Room of the Campus Center at the University of Maine at Presque Isle located at 181 Main Street.

The purpose of the hearing is to provide feedback to the consultants preparing a redesign of downtown
Presque Isle. The redesign study will be prepared by TyLin, a global engineering firm that “designs
infrastructure solutions that connect and elevate communities”. This is part of the Planning Partnership
Initiative with the Maine Department of Transportation and the City of Presque Isle. Residents,
commuters, downtown merchants and all interested are invited to attend.

For more information, please contact Galen Weibley, Director of Economic & Community Development
at the City of Presque Isle at (207) 7602727 or by email at gweibley@presqueisleme.us.

13. Cyber security policy.

City Manager M. Puckett stated it has been recommended by Maine Municipal
Association that the City adopt a cyber security policy and implement it in order for
them to provide the City with cyber security insurance coverage. Staff recommends
adoption of cyber security policy.

BE IT RESOLVED by Councilor C. Green, seconded by Councilor J. Willette to approve
the City’s cyber security policy.
Vote: 6-0

Managers’ Report

City Manager M. Puckett made the announcement that the beginning of the concert
series was supposed to be tomorrow night, But it has been cancelled for June 8t due to
the rainy forecast. M. Puckett was happy to see everyone out and about for the City-
wide yard sale.
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Announcements
Strawberry shortcake sale is on June 15th,
Pride Aroostook Festival will be held on June 17t from 3:00 p.m. to 7:00 p.m. at
Riverside Park.
The City has the following employment vacancies: Police Officer.
We have the following vacancies for Boards/Committees:
Assessment Review, 2-one-year alternates
Audit Committee, 1-four-year member
Zoning Board, 1- three-year member and 1-one-year alternate
Planning Board, 1-one-year alternate
Rec & Parks, 2-one-year alternates
Please see the City Clerk for an application or apply online
The next regularly scheduled meeting of the Presque Isle City Council will be on
Wednesday, July 5th, 2023 at 6:00 p.m. (5:00 p.m. for executive session) in the Council
Chambers at City Hall.

Adjournment

BE IT RESOLVED by Deputy Chairman K. Freeman seconded by Councilor J. Willette
to adjourn at 7:39 p.m.

Vote: 6-0

Attested by:

Kimberly A Finnemore, City Clerk



PRESQUE ISLECITY COUNCIL MEETING
For:
July 5, 2023

AGENDA ITEM # 3

SUBJECT

CONSENT AGENDA: 2023 Warrants #20, #21, #22, #23
and #24 totaling $2,003,618.31

INFORMATION

1) Warrant #20 $ 513,378.50

2) Warrant #21 $ 116,224.08

3) Warrant #22 $ 742,598.74

4) Warrant #23 $ 517,410.32

5) Warrant #24 $ 114,006.67

REQUESTED ACTION

BE IT RESOLVED by Councilor seconded by
Councilor to approve 2023 Warrant #20, #21,

#22, #23 and #24 totaling $2,003,618.31



PRESQUE ISLE CITY COUNCIL MEETING

For:
July 5, 2023

AGENDA ITEM # 4

SUBJECT

CONSENT AGENDA: Taxi Cab License for Jeff's Taxi

INFORMATION

1) Application

REQUESTED ACTION

BE IT RESOLVED by Councilor seconded by
Councilor to approve a Taxi Cab Service
License for Jeff’s Taxi.
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CITY OF PRESQUE ISLE
TAXI CAB SERVICE License Application

‘‘‘‘‘‘
'--\...;.-..---

EXPIRATION DATE: MAY 15T OF EACH YEAR
FEE: $100.00 PER VEHICLE

NAME OF APPLICANT. S /P A Ne HﬁK

HOME apDrEss: .ol ax  jy ) /

DATE OF BIRTH:__i/—/§-1975"  prLACEOFBIRTH: [T AL 2 /D
TRADE NAME: PHONE # 9¢)- 90)-365f
OFFICE ADDRESS; P.elbor j4>) P7 .Mz oy oeq

DO YOU CARRY LIABILITY & PROPERTY DAMAGE INSURANCE? yi.}

NAME OF COMPANY: T‘E‘;}{F’s" TAYG POLICY # &4 1\ A

IS THIS A RENEWAL? V‘E § # OF CABS YOU OPERATE: /

I HEREBY AGREE TO OPERATE THE ABOVE IN ACCORDANCE WITH THE LAWS OF

THE STATE AND THE ORDINANC ///415 CITY.
— i
DATE:_, mm& ALS | SICD SIGNED: 1494 /7 %)

I hereby certify that the above applicant has complied with Sections 1 and 2 of Chapter 12 -
Taxicab Ordinance.

City Clerk

Acted upon by the City Council on:
By vote of the City Council, the above application was: GRANTED DENIED




CITY OF PRESQUE ISLE
TAXI CAB SERVICE
VEHICLE INFORMATION

The form below must be filed out completely, signed by a State of Maine
inspection mechanic before license will be granted.

Date: /h prff/@l‘l y ;)({93

UNIT/CAB # 'J 452 oo?‘?{é’ 3

REGISTRATION # “JAY Y2y AY T SERIAL #

MOTOR # make. M ISUBR (SH
YEar: Qo lY TypE. QALAMDER T
BODY: 71002 /291 ¥ 455 coLor: GEAY

H.P: capaciry: 1

LIGHTS, CONDITION: C S OYP) / DOR n’_}:‘UC

BRAKES, FOOT 2WHEEL: 4 WHEEL X

CONDITION: /Cc(op ~ overe. B L

BRAKES, HAND, CONDITION: /Ao S (DEeC

/
STEERING GEAR, CONDITION: ,Zﬁ’////{ﬁ /~

MIRRORS: 9 <o) WINDSHIELD WIPERS: /C&tg 7D

HORN OR SIGNAL DEVICE: (& i)

REAR SIGNAL LIGHT OR DEVICE: gCJr:;"

IS THIS VEHICLE IN GOOD MECHANICAL CONDITION?_ /7%

IS THIS VEHICLE IN SUCH MECANICAL CONDITION AS TO
GUARANTEE THE SAFE TRANSPORTATION OF PASSENGERS ?

STATE INSPECTION STATION: /. <¢7 /'f ¢r S /{ﬁc/ LT
BY: ’{:i"'/i .x<c<-'-"/,;/f’.f{f“3'()’\

—

P
L~



PRESQUE ISLE CITY COUNCIL MEETING

For:
July 5, 2023

AGENDA ITEM #5

SUBJECT

CONSENT AGENDA: Approve Drug Forfeiture

INFORMATION

1) Transfer Agreement
2) Federal Press Release

REQUESTED ACTION

BE IT RESOLVED by Councilor seconded by
Councilor to authorize Chairperson, Jacob
Shaw to sign the Approval of Transfer.




STATE OF MAINE UNIFIED CRIMINAL COURT
AROOSTOOK, ss. LOCATION: PRESQUE ISLE
DOCKET: AROCD-CR-22-40253

STATE OF MAINE,

V. APPROVAL OF TRANSFER

NICOLE MCLAUGHLIN,
Defendant,

$8,255.10 IN U.S. CURRENCY,
Defendant In Rem.

N N N N N N N N N

NOW COMES the City of Presque Isle, by and through the Presque Isle City
Council, and does hereby grant written consent pursuant to 15 M.R.S. 88§ 5824(2) &
5826(8)(A) to transfer the above-captioned $8255.10 in U.S. Currency, or any smaller
portion thereof, to the City of Presque Isle (Presque Isle Police Department) in that such

did make a substantial contribution to the investigation or prosecution of this criminal case.

DATED:

Chairperson
Presque Isle City Council



Welcome to the new look of justice.gov. In the coming months you’ll see more pages in x
this new design. Please share your feedback with our webmaster.

EE An official website of the United States government
Here's how you know

Search Q

PRESS RELEASE

Caswell Woman Sentenced to 12 %4 Years on Federal Drug and
Gun Charges

Tuesday, May 23, 2023

For Immediate Release

U.S. Attorney's Office, District of Maine

BANGOR, Maine: A Caswell woman was sentenced today in U.S. District Court in Bangor for
possession of more than 500 grams of methamphetamine with the intent to distribute and
possession of firearms by an unlawful user of controlled substances

U.S. District Judge Lance E. Walker sentenced Nicole McLaughlin, 42, to 150 months in prison
followed by five years of supervised release on the drug charge and 120 months in prison
followed by three years of supervised release on the firearms charge, to be served concurrently.

According to court records, in May 2022, McLaughlin was in a single-vehicle car accident in
Presque Isle. Responding officers from the Presque Isle Police Department discovered
methamphetamine, drug paraphernalia and a handgun in her vehicle. Agents with the Maine
Drug Enforcement Agency responded and investigated further. A search of MclLaughlin’s
residence resulted in the seizure of a large safe containing approximately 92 pounds of



methamphetamine, the largest meth bust ever in the state of Maine. The search also uncovered
four handguns, including one with an obliterated serial number, and documents bearing
MclLaughlin's name.

The Maine Drug Enforcement Agency and the U.S. Drug Enforcement Administration
investigated the case, with assistance from the Presque Isle Police Department and the Maine
State Police. U.S. Attorney Darcie N. McElwee thanked the Aroostook County District Attorney's
Office for the consultation and coordination it provided.

HHEH

Contact
Joel Casey, Assistant United States Attorney (207-945-0373

Updated May 23, 2023



PRESQUE ISLE CITY COUNCIL MEETING

For:
July 5, 2023

AGENDA ITEM #6

SUBJECT

OLD BUSINESS: Lodging License Application to Eric Martin
for Martin’s Manor Rentals, LLC with location of 42 Winter
Street

INFORMATION

1) Memorandum

REQUESTED ACTION

BE IT RESOLVED by Councilor , seconded by
Councilor to approve a Lodging
Establishment License to Eric Martin for Martin’s Manor
Rentals, LLC with location at 42 Winter Street.




City of Presque Isle, Maine

Presque Isle City Clerk
Kimberly A. Finnemore
Email: Kfinnemore@presqueisleme.us

MEMORANDUM

TO: Honorable City Council

CC: Martin Puckett, City Manager;
Patty Jandreau, Executive Assistant
Tim St. Peter, Code Enforcement Officer

DATE: | June 27,2023
RE: Extension for Eric Martin, Martin’s Manor

Eric Martin called and requested an extension for 42 Winter St. for the Lodging Establishment License. |
inspected the property at 42 Winter St. and found that the stairway and landing have been supported as
necessary. Other rot issues were found during the construction and are in the process of being repaired.
At this time the major concern of life safety has been repaired.

Mr. Chairman, I move that we approve the Lodging License to Eric Martin for 42 Winter Street.

Motion made by: Seconded by:

12 Second Street Presque Isle, ME 04769 207-760-2703. Fax 207-764-2501



PRESQUE ISLE CITY COUNCIL MEETING

For:
July 5, 2023

AGENDA ITEM #7

SUBJECT

OLD BUSINESS: Lodging License Application to Roger Soucy
for Clark’s Lodge with location of 22 Pleasant Street

INFORMATION

1) Memorandum

REQUESTED ACTION

BE IT RESOLVED by Councilor , seconded by
Councilor to approve a Lodging
Establishment License to Roger Soucy for Clark’s Lodge with
location at 22 Pleasant Street.




City of Presque Isle, Maine

Presque Isle City Clerk
Kimberly A. Finnemore
Email: Kfinnemore@presqueisleme.us

MEMORANDUM

TO: Honorable City Council

CC: Martin Puckett, City Manager;
Patty Jandreau, Executive Assistant
Tim St. Peter, Code Enforcement Officer

DATE: | June 28, 2023

RE: Extension for Clark’s Lodge

Roger Soucy has completed the enclosed stairway. The final item for the completion is a fire alarm
system, which is current being designed by Minute Man.

Mr. Chairman, I move that we approve the Lodging License for Roger Soucy for 22 Pleasant Street.

Motion made by: Seconded by:

12 Second Street Presque Isle, ME 04769 207-760-2703. Fax 207-764-2501



PRESQUE ISLE CITY COUNCIL MEETING

For:
July 5, 2023

AGENDA ITEM # 8

SUBJECT

NEW BUSINESS: Annual Tax Commitment

INFORMATION

1) Memorandum

REQUESTED ACTION

Please see attached resolves.



City of Presque Isle, Maine

Finance Department
From the desk of:
Bradley Turner
Email: bturner@presqueisleme.us

MEMORANDUM
TO: Presque Isle City Council
FROM: Bradley Turner, Finance Director
DATE: June 29, 2023
RE: Set 2023 mil rate
BE IT RESOLVED by.............. and seconded by .....................l , that the

City Council authorize the Tax Collector to collect payments of year 2024
taxes in advance.

BE IT RESOLVED by.............. and seconded by..................... , that the Tax
Commitment Date for 2023 is July 05, 2023.

BE IT RESOLVED by.............. and seconded by..................... , that the
2023 taxes are due and payable on July 05, 2023.

BE IT RESOLVED by.............. and seconded by..............eeeeen . , that
interest to be paid by the City of Presque Isle shall be at the rate of 3.00
percent per annum on reimbursements due to overpayment (abatement) of
taxes.

BE IT RESOLVED by.............. and seconded by ...................... , that
interest on unpaid taxes shall be at the rate of 6.00 percent per annum.
Interest on unpaid taxes will begin to accrue on October 18, 2023.

BE IT RESOLVED by.............. and seconded by ................ , that abatements
shall be appropriated from the 2023 overlay.

BE IT RESOLVED by.............. and seconded by ......................L. , that the
mill rate for 2023 to be assessed against all taxable real and personal
property shall be mils.

12 Second Street Presque Isle, ME 04769-2459 207.760.2717 Fax 207.764.2501



PRESQUE ISLE CITY COUNCIL MEETING
For:
July 5, 2023

AGENDA ITEM #9

SUBJECT

NEW BUSINESS: Transfer of Funds in Airport Reserves to
Purchase ATV

INFORMATION

1) Memorandum

REQUESTED ACTION

BE IT RESOLVED by Councilor , seconded by
Councilor to authorize the transfer of
$30,000 from the Airport Passenger Terminal Recarpeting
Reserve Account to purchase an ATV for the Airport
department.




City of Presque Isle, Maine

The Office of
Airport Director
Scott E. Wardwell

Email: scottw@flypresqueisle.com

MEMORANDUM

TO: City Council

FROM: | Scott Wardwell, Airport Director
DATE: | June 24, 2023

RE: Funding for Airport ATV

The airport department believes strongly that the time has come to replace our current ATV. The Unit
was purchase more than 14 years ago and has significant overheating issues. Both our former air field
maintenance foreman and our current chief mechanic have tried various things to try to cure the problem.
Just recently the unit overheated and the engine head was cracked. In discussions with the local dealer
and research on-line this small diesel engine apparently has a history of having this issue. This unit is
very important to the airport in completing FAA required inspections and repairs of our perimeter fence.
Many areas along the more than 7 miles of fence line are too wet to use any other type of vehicle. In
addition, the ATV is used to tow a small bush hog that we use to maintain a 10-foot buffer outside the
fence which is required by our FAA approved wildlife hazard management plan.

| am asking if the council would approve moving $30,000 from a reserve fund for replacing the carpeting
in the current passenger terminal. These funds would be used for the purchase of a new all-terrain
vehicle.

The unit would be a single bench seat able to carry 3 persons, enclosed cab with heat, air, windshield
wiper, and dump body. The unit would be able to use our existing tracks for winter time use and going
through the wettest areas when towing the bush hog.

RESOLVE:

BE IT RESOLVED by and seconded by that the City
Council authorize the City Manager to approve the purchase of an ATV for the
airport department in an amount not to exceed $30,000. Funding is to come from
the airport terminal carpeting reserve account.

12 Second Street Presque Isle, ME 04769-2459 207.764.4485 Fax 207.764.2501



PRESQUE ISLE CITY COUNCIL MEETING

For:
July 5, 2023

AGENDA ITEM # 10

SUBJECT

NEW BUSINESS: Transfer of Funds to Airport Reserves for
Airline Advertising

INFORMATION

1) Memorandum

REQUESTED ACTION

BE IT RESOLVED by Councilor , seconded by
Councilor to authorize the transfer of
$125,000 from the Airport Cares Act Monies to Airport
Marketing Reserve Account for airline advertising.




City of Presque Isle, Maine

The Office of
Airport Director
Scott E. Wardwell

Email: scottw@flypresqueisle.com

MEMORANDUM

TO: City Council
FROM: | Scott Wardwell, Airport Director
DATE: | June 24, 2023
RE: Funding for Airline Advertising

From January 2023 through May 2023, the airline has boarded more passengers year to date than in
any year since 2000. In addition, the airline has added additional flights for June, September and
October. Further, United has adjusted their schedule for the early evening departure so that those flights
make better connections in Newark. With all this positive news and the Essential Air Service going out
to bid later this year, it is the perfect time to do additional advertising to further increase passenger
numbers.

| am asking if the council would approve moving $125,000 from a reserve fund for Airport Covid-19
relief. These funds would be used for the purchase of advertising in both Aroostook County and New
Brunswick. The advertising will include advertising on radio, television, and digital.

RESOLVE:

BE IT RESOLVED by and seconded by, that the City
Council authorize the City Manager to approve the transfer of $125,000 from the
Airport Covid-19 relief reserve fund to the Airport marketing reserve fund.

12 Second Street Presque Isle, ME 04769-2459 207.764.4485 Fax 207.764.2501



PRESQUE ISLE CITY COUNCIL MEETING

For:
July 5, 2023

AGENDA ITEM # 11

SUBJECT

NEW BUSINESS: Creation of a Facility/Building Maintenance
Position

INFORMATION

1) Memorandum

2) Facilities Maintenance Description

3) Facilities Manger Job Description

4) Overview of Augusta Facilities Department

5) Overview of Saco Facilities Department

6) Overview of South Portland Facilities Department

REQUESTED ACTION

FOR DISCUSSION



City of Presque Isle, Maine

The Office of
City Manager
Martin Puckett
Email: mpuckett@presqueisleme.us

MEMORANDUM

TO: Honorable City Council

FROM: | Martin Puckett, City Manager
DATE: | June 17,2023

RE: Buildings & Facilities

Overview: In March, Council held a goal setting session to review goals for 2023-2024. In
April council approved the list of goals. The 4" goal was the creation of a Facility/Building
Maintenance position to oversee city assets and maintenance. Over the past two months, we
have had meetings internally to discuss the creation of the position, budget, responsibilities and a
job description.

Organizational Structure As with the other municipalities, there are many different examples
of the number of employees, where the department is located, and oversight. The typical
comparisons we use (Brewer, Orono, Old Town, Caribou, Skowhegan, Calais) did not have
separate facilities departments. The four municipalities below did have separate entities with a
wide range of differences. Examples; staff between two to over a dozen and budgets ranging
from $200,000 to $1.3 million. They had great examples of structure, responsibilities and job
descriptions.

Examples of Facility Departments

Augusta: Part of the Developmental Services Department. The department has six full time staff
and three part time custodians. 2023 budget of $1.3 million. Four main buildings to maintain
and includes ornamental street lights and traffic signals.

Ellsworth: A separate department of two full time staff. They maintain three buildings that
include a large complex that houses city hall, police, and fire stations. Budget of $193,000.

Saco: Was part of the Parks & Recreation department and now Public Works. The Facilities
Division has a staff of three employees and a supervisor that maintain a transportation center,
public restrooms and all municipal facilities. The budget of facilities was incorporated into
Public Works in 2020 and was $192,000 at that time. Most interesting about Saco was that they
wrestled with the same situation of creating a facilities department- a slide from a 2017
presentation is included in the packet of information.

South Portland: A separate department reporting to City Manager. Large staff due to over a
dozen buildings to maintain. 2023 budget of $777,357. Buildings include; Municipal Services
Facility, City Hall, two Libraries, Utility Office, Planning, Development & Codes, Community

12 Second Street Presque Isle, ME 04769-2459 Phone: 207.760.2780 Fax 207.764.2501

The City of Presque Isle is an equal opportunity provider. To file a complaint, write to
HR Director, 12 Second Street Presque Isle, ME 04769, or call (207) 760-2700.




Center & Pool, Wainwright Building, Redbank Community Center, Willard Beach Snack Bar,
Police and Public Safety Building, Central Fire Station, Western Ave. Fire Station, Cash Corner
Fire Station, Willard Call Station and Thornton Heights Call Station

Discussion: Staff needs guidance on the direction of creating a facilities department and has two
main options, each that contain some variables that need to be determined. There is universal
agreement that the city needs a person/department to help with the maintenance of city owned
buildings. During the budget process, $40,000 was moved from the DECD department to be
reallocated for facilities. That funding is not enough to fund a position to adequately fill a
facilities position to maintain a dozen city owned buildings.

I want to make sure the mission statement, responsibilities & job description match what was
discussed at goal setting and meet Council’s expectations and City’s needs. Tyler Clark has been
filling the void of a facilities position and due to his experience and knowledge of facilities, he
would be a great fit for the position. Through the multiple meetings with staff, we believe we
have these two main options:

Option 1: Start Facilities Department with one person based upon mission statement and job
description review. Responsibilities are many for a one person operation and expectations would
require more than just a stipend to adequately address the needs of the city. If a current
employee assumes the position as | intend, it would require time to replace the position to make
sure training could occur. Depending on when we start the position (soon, or at the beginning of
the year) a capital improvement plan can be developed, an inventory/assessment of facility needs
completed, and oversight of maintenance and construction to help reduce costs can be done.

Option 2: Begin budget development of a Facilities Department. Finance has done preliminary
work on a department. The basic premise is to move the maintenance department from the Rec.
& Parks Dept. (four positions) and consolidate into a new department. This would be similar to
the structure of the municipal examples listed above. Staff does not recommend doing this for
2023, but plan for budget development in the upcoming budget season for implementation at the
beginning of the year. One current concern is that the existing maintenance department already
has to prioritize work to be done for just the Rec. & Parks Department, and adding the
responsibility of the Library, City Hall, Public Works, Public Safety, and possibly the Airport’s
four buildings would be too much without additional help.

Once council reviews the packet of information, discusses and gives direction to which option
they prefer at this time, staff will provide an update and financials at the next council meeting.



City of Presque Isle, Maine

Presque Isle Facilities Maintenance
Facilities and Operations maintains city buildings, parks and supports spaces leased by the City.
Mission

The mission of Facilities Maintenance is to provide technical and operational support for the City's
facilities through value added services. We do this through the design, development, operation, and
maintenance of City facilities while continually seeking energy efficiency opportunities and
improvements for the environmental health of the spaces shared by our employees and citizens.

Responsibilities

Facilities Maintenance provides preventative maintenance, repair, and custodial services on City owned
buildings. We also oversee various contracts for outside services such as elevator maintenance, HVAC
and controls, etc. We make sure that buildings are efficiently maintained and meet the needs of
residents, visitors, and staff.

Our Work
Maintain architectural style and building appearance
Reduce maintenance costs
Invest in facilities- encourage long term planning
Offer 24/7 on call services in key areas
Conserve energy and resources
Safety, accessibility & preparedness
Oversee electrical, HVAC, and key building infrastructure

Maintains and repairs buildings, grounds and manages consultants and contractors



Facilities Manager

Department:General Government Union: Non-Union
Division: EOE: Skilled Craft
FLSA Status: Non-Exempt Updated: 1/25/2023
JOB SUMMARY:

Responsible for city-wide Capital Facilities planning, construction and maintenance spanning
intradepartmental needs of Police, Fire, Public Works, Recreation & Parks, Library and General
Administration buildings and grounds. Combines supervisory and customer service responsibilities; the
application of technical knowledge in construction, maintenance and custodial services for building
systems operation, maintenance monitoring and repair; and building and grounds security for the City’s
multi-building assets. Supervises maintenance personnel and custodial supervisor in all aspects of work
including hiring and disciplinary actions. Assesses facility needs, recommends, plans and monitors
annual budget for facilities capital and maintenance projects. Develops twenty-year Capital Facilities
Plan. Provides technical support and supervises personnel conducting capital maintenance construction
projects. Supervises and oversees the preparation of construction specifications, bid documents and
oversees construction projects.

SUPERVISORY RELATIONSHIP:

Reports to the City Manager. Works under general guidance and direction in carrying out
assignments under City policies and procedures, and applicable Federal, State and local regulations.
Supervises work projects, maintenance personnel and custodial supervisor. Supervises temporary
workers, consultants and construction workers hired by the City, as applicable.

ESSENTIAL FUNCTIONS OF THE JOB:

1. Plans, administers and organizes a comprehensive capital maintenance and repair program for
City buildings, facilities and equipment including operation, monitoring and repair; plans and
oversees scheduling and implementation of short- and long-range projects; develops and
implements an effective preventative maintenance program.

2. Supervises, directs and evaluates the performance of project management and custodial staff &
contractual work. Develops and/or coordinates ongoing on-the-job training, vendor training and
in-house training for capital construction and maintenance work tasks. Develops and enforces
safety and training policies; handles minor and routine disciplinary actions; conducts
performance evaluations; approves vacation requests and timesheets.

3. Performs facility condition surveys. Performs facilities development and maintenance cost
analysis. Performs short- and long-range planning; develops city-wide Twenty-Year Capital
Facilities Plan, and annual Capital Maintenance Plan. Researches and develops specific
plans and projects to optimize maintenance and operation costs.



4, Conducts project management and analysis/diagnosis of problems; troubleshoots equipment
and system failures and determines best course of action for resolving identified problems.

5. Serves as a resource to other City departments by consulting on facility issues, making
referrals, etc. Coordinates with other division and departmental staff to identify and
resolve problems and to mitigate and minimize operational conflicts. C

6. Utilizes computerized systems such as maintenance management, building automation, direct
digital control, security management, geographic information, and as-built archive systems to
schedule, assign, track and record work requests and monitor program accomplishments;
maintains records on assets and services; accesses maps and as-built drawings of buildings,
facilities and equipment; responds to customer requests; and identifies improvements to the
project management and maintenance programs.

7. Reviews work priorities; schedules work assignments; coordinates availability of materials,
equipment and personnel. Reviews daily accomplishments; conducts regular inspections and
modifies work priorities as necessary. Determines inventory needs for specific
equipment/materials. Ensures that work standards adhere to regulations, policies and
procedures.

8. Ensures proper operation of all life-safety and security systems, including locks, fire and
intruder alarms, access controls, automatic suppression systems and uninterrupted power
supplies. Coordinates required inspections, upgrades and repairs. Controls and issues keys and
access ID cards. Coordinates regulatory inspection of life-safety systems, conveyance,
pressure vessels and boilers.

9. Ensure elevators meet State Department of Labor and Industries code requirements and obtain
and monitor contract services and operating permits. Ensure Under Ground Fuel Storage
Tanks (UST) meet State and Department of Ecology requirements and maintain licensing.
Ensures buildings meet current City Building codes and plan upgrades when appropriate.
Ensures City Buildings meet City Fire Department Occupancy code and maintain permits.
Ensure compliance with OSHA and safety codes as it applies to building components and
maintenance personnel.

10. Provide building assessments and incorporate deficiencies into work requests or capital
maintenance improvements to meet Federal Americans with Disabilities Act requirements
to ensure compliance with Department of Justice regulations.

11.  Prepares preliminary capital and operating budgets. Prepares routine contracts and service
agreements; approves expenditures for equipment and materials; prepares and monitors budget
for assigned area. Estimates job costs for billable and non-billable work orders.

12.  Oversees management of capital facilities construction projects. Supervises design and permit
process and preparation of construction specifications and bid documents.

13. Manages City disaster/evacuation routes for specified City buildings. Organizes and conducts
evacuation and disaster drills for those buildings.

ADDITIONAL WORK PERFORMED:

1. Conducts routine inspections of facilities. Documents problems noted and corrective



2.

3.
4.

action taken or planned. Communicates with City staff as appropriate to initiate required
corrective action.
Conducts maintenance skills training and development programs.

Performs skilled labor as necessary in emergency situations.
Performs other related work of a similar nature or level.

PERFORMANCE REQUIREMENTS (Knowledge. Skills, and Abilities):

Knowledge of:

Thorough knowledge of facilities-related theory and applications applicable to diverse
facilities including the business and technical aspects of facilities management.
Comprehensive knowledge of facilities and buildings, including knowledge of methods,
materials, hazards and tools used in custodial services, facility and equipment system
construction, maintenance, monitoring, security and operation. Includes knowledge of the
following: HVAC, electrical, mechanical, pneumatics and plumbing systems; carpentry;
carpet installation; painting and surface preparation; boiler operation; fire safety systems;
building security systems; grounds, roofing, elevator maintenance; and asbestos abatement.
Working knowledge of Federal, State and local building and other regulations related to
repair and renovation of public buildings, including but not limited to State boiler regulations
and methods, fuels and materials used in the safe operation of boilers and auxiliary
equipment.

Principles and practices of project management and contract administration.

Current construction methods, costs and cost estimating.

Public Works permits, processes and requirements.

Applicable local, state and federal laws, codes and standards related to construction.

Fiscal management including budget preparation, cost and budget analysis, expenditure control
and records management.

Skill in:

Supervisory skills to train and evaluate personnel and administer comprehensive
performance standards, safety rules, policies and procedures.

Strong management skills including planning and organizing, problem analysis, and
decision making, management control, time management, leadership, interpersonal
sensitivity, and relationship building.

Technical skill to perform preventative and corrective maintenance and to analyze,
troubleshoot and correct faults in a public environment.

The operation of various computer programs including word processing, spreadsheets,
database programs and other facilities applications specific to the area of assignment.

Ability to:

Apply technical solutions to day to day problems in a customer focused environment with a
thorough understanding of both customer and technical issues. Includes ability to research,
understand, and interpret to others information in complex technical manuals, blueprints, legal
codes, drawings, schematics, etc.

Listen attentively and communicate effectively, both orally and in writing, with individuals and
groups in clear, concise language appropriate for the purpose and parties addressed, including
preparing and making public presentations which can be understood by non-technical listeners
and preparing written reports, materials, correspondence, and procedures.

Establish and maintain effective working relationships with other employees, City officials,
contractors and developers, representatives of other governmental agencies and the general
public.

Willingness and ability to accept "on-call" status and respond to off hours situations,



perform evening and weekend assignments.

- Lead and respond effectively in emergency, hazardous, or other high stress
circumstances.

- Demonstrate Teamwork and Cooperation.

- Maintain consistent and punctual attendance.

- Physical ability to perform the essential functions of the job, including:

- Frequently operate a computer and read a computer screen or typewritten page;

- Correctible visual acuity, hearing and manual dexterity sufficient to operate a
motor vehicle;

- Move between work sites, including undeveloped land and project development sites;

- Occasionally lifts objects (lids, covers, etc.) up to fifty (50) pounds.

- Occasionally required to climb, balance, bend, stoop, kneel, crouch and/or crawl.

WORKING ENVIRONMENT:

Work is performed indoors in an office environment and outdoors work and visits to building
site locations sometimes in confined spaces and in awkward positions to inspect and review work
performed by City personnel, contractors, and other persons. Hazards are infrequent but may
include: fumes, dust, asbestos, gasses, moving mechanical equipment parts, extreme temperatures,
maintenance and repair of pressurized water systems, inadequate lighting and loud noises.

EXPERIENCE AND TRAINING REQUIREMENTS:

- Bachelor's Degree in Engineering, Architecture, Construction Management or related field, OR

- At least six years of facilities management planning and operation in a comparable environment
with demonstrated cost control, budget planning, team building, and leadership
accomplishments.

- Training or experience working with low-pressure boiler operation including regulations, safety
features, and maintenance procedures and a general knowledge of heating, air-conditioning and
control systems required.

- Prior formal training in the construction trades or prior education in facilities
maintenance preferred.

- Demonstrated project supervision experience and formal management training strongly desired.

- Continuing education in public facilities management services preferred.

- An equivalent combination of education and experience sufficient to provide the applicant with
the knowledge, skills and ability to successfully perform the essential functions of the job will
be considered.

NECESSARY SPECIAL REQUIREMENT:

- Valid Maine State driver's license and good driving record. A three-year driving abstract
must be submitted at time of hire with periodic re-verification required

- Must be able to complete an asbestos abatement certification per federal requirements and
successfully pass State health check annually.

- Employment contingent upon passing a criminal convictions check, local background check
and fingerprinting.

- Must be able to respond to emergency call-out within one (1) hours’ time or assign and
individual.

- Physical and mental ability to perform the work assigned.

- Must obtain a valid first-aid/CPR card and complete blood borne pathogens training within
6 months of appointment.
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Building Maintenance

2019 Budget

FY 2016 FY 2017 FY 2018 Directive Approved
Category Actual Actual Adopted Budget RAD APP Budget
Expense Base Pay 42,116 56,558 40,614 69,734 0 0 69,734
Contracts 7,203 8,052 10,100 10,100 0 0 10,100
Equipment 299 590 850 900 0 0 900
Maint/Part 12,359 9,708 17,500 19,000 0 0 19,000
Supplies 1,061 2,143 2,700 2,700 0 0 2,700
Trav/Train 0 31 100 100 0 0 100
Utilities 33,262 31,066 33,048 31,048 0 0 31,048
Expense Total 96,300 108,147 104,912 133,582 0 0 133,582
Operating Income (96,300) (108,147) (104,912) (133,582) 0 0 (133,582)
Budgeted Expenses Over Time Budgeted Expenses by Category
160K Equipment
0.7%
$140K .
Sung(l;es Remain. Cat
$120K Contracts <'~7° 0.1%
7.6%
S100K
S80K
Maint/Part
S60K 14.2%
S40K
b Base Pay
Utilities
K 52.2%
w20 23.2% 0
SOK
2016 2017 2018 Directive  RAD APP
Adpt'd APP Budget
W Expense Total #= APP RAD
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FACILITIES DEPARTMENT

929 Highland Ave.

(207) 347-4144

Don (Skip) Hopkins-Facilities Manager

dwhopkins@southportland.org

Ron Dion-Deputy Facilities Manager

rdion@southportland.org

VISION

The Departments vision is that the City of South Portland’s Departments and the Community will have
safe, clean and accessible facilities that directly support the vision and missions of each of the City’s
Departments.

MISSION STATEMENT

The mission statement of the Facilities Department is to treat each city department, their staff along
with the community as highly valued customers, by being responsive to each facilities needs and
allowing each department to focus on their own core missions. Facilities will be professionally managed,
operated and maintained in an efficient manner and within established budgets. The Facilities
Department shall maximize the service life of all City Facilities and equipment, protecting valuable public
assets, through regular preventative maintenance and collaboratively prepared long-term capital

plans. The Facilities Staff recognizes the uniqueness of each department’s building and operational
needs, therefore accomplishes their work in a way that minimizes service interruptions. Sustainability
and energy efficiency are at the forefront of the Facilities Department operations and practices, and
staff shall endeavor to incorporate these into all aspects of their work.

The Facilities Department is responsible for the maintenance, repair, custodial services and capital
improvement projects of approximately 300,000 square feet of the City’s facilities, including Municipal
Services Facility, City Hall, Assessors Office, Main & Branch Library’s, Water Resources, Planning,
Development & Codes, Community Center & Pool, Wainwright Building, Redbank Community Center,
Willard Beach Snack Bar, Police and Public Safety Building, Central Fire Station, Western Ave. Fire
Station, Cash Corner Fire Station, Willard Call Station and Thornton Heights Call Station. This division
maintains the structures, including all facilities’ infrastructure. Custodial services are also provided
along with transport of supplies and equipment between the various departmental locations of
throughout the City.

PERFORMANCE OBJECTIVES



*Provide a safe, clean and healthy work and activity environment for staff and the community.

*Prolong the useful life of major building components through routine and preventative maintenance
programs.

*Improve quality standards for cost efficient repairs.
*Survey all facilities for deferred and new maintenance needs.

*Work directly with the Sustainability Department to develop energy savings programs.
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CITY OF SOUTH PORTLAND, MAINE
FY24 Budget - Line ltem Summary

City Manager's Recommendation

_
March 20, 2023 i |
FY22 FY23 | FY23 FY24 FY24 FY24 FY24
_ Actual Budget Projection Dept Request CM Recommended $ +/- % +/-
59 FACILITIES| |

10159061 | EES_ HOURLY 374,230 551,095 413,628 664,729 493,081 (58,014) -10.5%
10159061 611500/ SALARY | 86,096 92,684 92,825 101,365 105,902 13,218 14.3%
10159061 612500 OVERTIME _ 12,620 3,000 22,000 6,000 6,000 3,000 100.0%
10159061  £22000|TELEPHONE _ 600 - (350) - - - | 0.0%
10159062| 621500/ POSTAGE 60,322 29,000 11,775 12,800 | 17,800 (11,200) -38.6%
10159062| 622000 TELEPHONE 2,331 4,850 2,308 600 600 | (4,250)! -87.6%
10159062 522400 WATER & SEWER 1,995 2,636 2,636 2,636 2,636 | - 0.0%
10159062| 622500 _ ELECTRIC “ 79,706 - = = - - 0.0%
10159062| 623500 AUTO MILEAGE _ 70 1,000 1,000 1,000 1,000 - 0.0%
10159062, 625000 CLEANING _ 1,703 1,000 | 22,000 59,800 59,800 58,800  5880.0%
10159062, 626500 MOTOR VEHICLE MAINTENANCE 360 1,000 1,000 1,000 1,000 - 0.0%
10159062 627000 EQUIPMENT MAINTENANCE 8804, 5170 5,170 166,077 137,452 132,282 2558.6%
10159062  627500]BUILDING MAINTENANCE _ 49,265 25,000 25,000 : 2 (25,000)  -100.0%
10159062  627510|BUILDINGS-LEASED “ . 100 100 , . (100)  -100.0%
10159062| 628800 CONTRACTED SERVICES _ 4,915 2,214 132,549 126,301 104,872 102,658  4636.8%
10159062| 628800 CONTRACTED SERVICES 120,039 2 - ; - - 0o%
10159062 628802 ENGINEERING SERVICES : 7,500 5,381 - - (7,500))  -100.0%
HSmoomN_ 628806 CONTRACTED SERVICES -ENERGY 150 . - = ] 0.0%
10159063 630500 | OFFICE SUPPLIES 346 500 500 500 500 : 0.0%
10159063 631500 HEATING FUEL _ 8,065 8,520 8,520 8,520 8,520 - 0.0%
10159063 632000/GAS & OIL [ 669 720 720 720 720 5 0.0%
10159063 632501 VEHICLE WASH _ 20 = - - i . 0.0%
10159063  634500| CLOTHING _ 1,632 1,200 1,200 1,200 1,200 3 0.0%
10159063| 636500/ CLEANING SUPPLIES [ 11,221 10,000 10,000 35,000 35,000 25000 250.0%
10159063)  638800| BUILDING MAINT SUPPLIES - 20,286 . 112,000 98,000 77,714 383.1%
10159063 638800 BUILDING MAINT SUPPLIES | 8,918 - . E = ‘ - | 0.0%
Spmwomwi 639900 MISC SUPPLIES 3,512 1,000 3,009 - | {1,000} -100.0%
10159064 641000 RENT 14,857 6,432 6,432 6,432 - | (6,432)  -100.0%
10159065|  650500|OFFICE EQUIPMENT | : 450 | 450 | 450 450 | : 0.0%
10159065 658000 BUILDINGS 1,905 | 2,000 - - - (2,000  -100.0%
10159065 658500 BUILDING IMPROVEMENTS - : . . - - 0.0%
10159088 woooSm;pzmmmnm ouTt _ 72| - - : - - 0.0%

TOTAL | 854,424 | 777,357 767,853 | 1,307,130 1,074,533 297,176 | 38.2%

45



PRESQUE ISLE CITY COUNCIL MEETING

For:
July 5, 2023

AGENDA ITEM # 12

SUBJECT

NEW BUSINESS: Schedule a Public Hearing to Amend
Chapter 43 Planning Board Ordinance

INFORMATION

1) Memorandum
2) Planning Board Ordinance with changes
3) Planning Board By-Laws with changes

REQUESTED ACTION

BE IT RESOLVED by Councilor , seconded by
Councilor to schedule a Public hearing for
August 2, 2023 to consider adopting the amended Chapter
43 Planning Board Ordinance.




City of Presque Isle, Maine

" "-.
( p— The Office of
=i W y Director of Economic & Community Development
"i’feu 1939 Galen Weibley
amen‘g’ Email: gweibley@presqueisleme.us
MEMORANDUM
TO: City Councilors, Martin Puckett, City Manager, & Brad Turner, Finance Director

FROM: | Galen Weibley, Director of Economic & Community Development

DATE: | June 20, 2023

RE: Request Public Hearing of Chapter 43 Planning Board Ordinance Amendment

During the June 15, 2023 Planning Board meeting, the Planning Board members reviewed draft
changes to the Planning Board Ordinance. The changes are an effort to allow flexibility by the
members to adopt meeting procedure rules to govern their meetings which may be updated from time
to time as new members join or situations arise. To date, the Planning Board has not had a guiding
document outside what each member brought with them from past experiences in service to various
clubs and organizations. The proposed revisions will help set a professional tone and expectation from
board members and what applicants can expect for a general flow of future meetings.

Revisions to the ordinance have been made as follows:

0 Authorize the Chairperson to call for ad-hoc (temporary committee) of members
to explore issues in greater detail

o Create new header for the title “Secretary”

o Creates new article called “Rules of Procedure”

o Solidify new article for amendments by majority of members present

Staff recommend scheduling a public hearing for the next council meeting to consider these

changes.

Suggested Motion: Mr. Chairman, I move that a public hearing be scheduled to consider
changes to Chapter 43 Planning Board Ordinance at the August 2, 2023 Council meeting.

Enclosures

@ Chapter 43 Planning Board Ordinance mark-up copy
@ Planning Board By-Laws mark-up copy



CHAPTER 43

CITY OF PRESQUE ISLE

Planning Board Ordinance

Adopted by the City Council: March 2, 1998
Repassed by the City Council: February 7, 2000
Repassed by the City Council: January 21, 2004
Repassed by the City Council: January 7, 2008
Repassed by the City Council: March 3, 2008
Repassed by the City Council: January 3, 2012

Amended by the City Council: November 5, 2012
Repassed by the City Council: January 4, 2016
Repassed by the City Council: January 8, 2020
Amended by the City Council:

City Seal

Attest:
Kimberly Finnemore, City Clerk
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CHAPTER 43
PLANNING BOARD ORDINANCE

Article I: Establishment

Pursuant to Art. VIII, pt. 2, Section 1 of the Maine Constitution and 30-A M.R.S.A. § 3001,
the City of Presque Isle hereby established the Municipal Planning Board.

Article Il:  Appointment

1.

Board members shall be appointed by the City Council and sworn by the Clerk, or
other person authorized to administer oaths.

The Board shall consist of seven (7) members and two (2) alternates. Alternates will
be supplied all information as other board members and be part of
discussions/deliberations in front of the Board however, an alternate can only vote
if a member is absent from the meeting or has a conflict of interest.

The term of each member shall be four (4) years except the initial appointment, which
shall be for the term of each member serving of the Board, as constituted prior to the
enactment hereof. Each alternate member shall be reappointed annually.

Appointed members shall continue to serve at the expiration of their term until either
a new member has been appointed, or the expiration of ninety (90) days from the end
of the term, whichever occurs first.

Vacancy: When there is a Vacancy, the City Council shall appoint a person to serve
for the unexpired term. A vacancy shall be deemed to have occurred upon the
happening of any of the following events: resignation, death, or when a member shall
fail to attend four (4) consecutive meetings or fails to attend at least 76% of the regular
meetings (unexcused by the Chairperson) during the preceding twelve (12) month
period. When a vacancy occurs, the Chairperson shall immediately notify the City
Council in writing. The City Council may remove any member or members of the
board by unanimous vote, after due notice and hearing.

A member of the City Council, while serving in that capacity, may not be a member
of the Planning Board.

Article I11:  Officers

An annual meeting shall be held in February and the following officers shall be elected
from members of the Board, and shall serve until replaced.
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A. Chairperson

1. The chairperson shall preside at all regular, special and executive session meetings

of the Board; and shall conduct the meeting.

The Chairperson shall appoint members to the committees of the Board, if any,

and shall be ex-officio member of any committee.

The Chairperson shall determine agenda items and order of business.

The Chairperson shall vote at all regular and special meetings of the Board.

5. hhe Chairperson may call for special ad-hoc committees as needed for smaller
group of members and other stakeholders to research, discuss or debate
an action item before reporting recommendation for consideration by the

o

|.4>S*’

entire membership. ‘ Commented [GW1]: Missing mechanism if we need to study an
B issue in depth with a group of PB Members that is outside a standing
ommittee.
B. Vice-Chairperson
The Vice-Chair shall assume the duties of the Chairperson when the Chairperson is
absent.
C. \Secretarw /{ Commented [GW2]: New Title to break up section from Vice-
- Chair

The Board also shall appoint annually a secretary to prepare an agenda, provide
proper public notice of each meeting, and keep the minutes of the proceedings of
the Planning Board; eligible appointments to the position of secretary shall not be
limited to members of the Planning Board. In the event the secretary is absent
from any meeting of the Board, the Chairperson shall appoint a secretary pro
tempore for that meeting.

Article IV:  Quorum

No meeting of the Board shall be held without a quorum of four (4) members in actual
attendance of such meeting. A member must be present to vote. All decisions shall be
by majority vote of those present and voting.

Article V:  Meetings

A. Regular Meetings: The Planning Board shall hold its regular scheduled meetings at

City Hall during a day and time that is selected by the majority of members, unless
there is no business to be brought before the Board.
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B. Special Meetings: Shall be called by the Chairperson, whenever it is deemed
necessary, provided notice thereof is given by publishing in the Star Herald written
notice of such meeting, which notices sets forth the subject matter(s) to be addressed
at the meeting, the date, and the place of the meeting, at least ten (10) days prior to
said meeting; such notice shall also be posted on the Municipal Bulletin Board, City
Office, at least ten (10) days prior to said meeting date.

LArticIe VI: Rules of Procedure\ 4 Commented [GW3]: New Section for Rule Procedure at
meetings

The Planning Board may establish by-laws separate from this ordinance to govern

meeting decorum, rules of procedure and civic participation from the Board.

Article VII: Appeals

Appeals of any findings, actions, or determination of the Board shall be to the Superior

Court, in accordance with Rule 80-B of the Maine Rules of Civil Procedure. The hearing

before Superior Court shall be a trail de novo without jury.

LArticIe VIII: Amendments‘ /{ Commented [GWA4]: New section to help clarify ordinance
amendments in the future

fThe Planning Board may amend portions of this ordinance by majority (51%) of
members present that consist of a quorum with adoption by the majority of the City

Council. ‘ Commented [GWS5]: This provision is relating to changing
minority rights to speak




CITY OF PRESQUE ISLE

Planning Board By-Laws

CWARTERE)

Adopted by the Planning Board:

Attest:
Galen L. Weibley, Secretary

City Seal
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PLANNING BOARD BY-LAWS

Article I Establishment

The Planning Board hereby establish clear rules and conduct for the orderly operation of their
meeting.

Article II:  Rules of Order

The Planning Board shall follow a modified version of Roberts Rules of Order to conduct business
as a board.

A. Agenda Setting
i.  The Secretary in consultation with the Chairperson will organize a draft agenda for
the Board. The draft agenda template may consist of but is not limited to:

1) Call to Order

2) Roll Call of Members

3) Agenda Setting

4) Approval of Minutes

5) Public Hearings

6) Citizen Comment

7 Postponed Items

8) New Business

9) Other Business

10) Department Report

11) Adjournment
ii.  Firstaction after establishing a quorum is to set the agenda for the meeting.

1) \Members may add, remove, or change the order of the agenda by

motion and ratification of a majority (51%) of the members present ///{ Commented [GW1]: 2/3 is to protect minority rights. This

iii.  Items placed on the approved agenda including public hearings may be discussed is only a suggestion and can be a simple majority vote

by the Planning Board without taking an official action
iv. LA brief recess may be called by the Chairperson during the meeting for document

signing of Site or Subdivision Plans Commented [GW2]: Adds a mechanism we use currently

in our process

B. Motion Process and Rules for Debate
i.  The Presque Isle Planning Board will follow the standard hierarchy for processing
Main Motions, Subsidiary Motions and Privilege Motions of Roberts Rules of

Order.
1) In the event of complex amendments, the Board may take a
simplified amendment approach if agreed to by the prime sponsor and
second supporter of the original mOtion-l Commented [GW3]: This is a mechanism you have used
ii.  All motions require affirmative vote of majority (51%) of members present. in the past to simplify amending motions if the original
1) [Motions to End Debate, Change Agenda, or Suspend/Amend Rules IEHTE) | SEERIE] STRTEely eel e D e [ENEIEE GHEnR
§ Otherwise the members should consider amendments first
require 251) of members present to pass.] N before voting on the final language.
. Types of Motions ) ) \\ Commented [GWA4]: 2/3 protect minority rights. This can
1) Introduce a Main Motion be changed as see fit by the Board membership
2) Adjourn the Meeting
3) Postpone Item (to the next Monthly Meeting)

4) End Debate
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5) Call of Division (Roll Call VVote)
6) Point of Information (Request Information)
7 Point of Order (Object to Procedure)
8) Over Rule Chair’s Decision
9) Question of Privilege
10) Commit/Recommit to a Committee/Staff
11) Take a Recess

C. Conflicts of Interest
i.  Planning Board members shall refrain from sitting, voting or discussing an item on
the agenda that relates to a direct (personal or professional) benefit or indirect
relationship that stands to financially or personally benefit by the actions of the
Planning Board

1) “Indirect relationship” shall mean spouse, sibling, child, step-child,
and step-parent
2) “Personal or Professional” shall mean as an individual or being

apart of an organization/company a member is associated with
ii. A member who believes to have a conflict shall state to the Chairperson as the item
on the agenda is announced to state their potential conflict

1) The Chairperson in consultation with City staff shall determine if a
conflict is present
2) Open seats caused by a conflict during the agenda may be filled

temporarily by an Alternate member for the agenda item only

D. Decorum & Deliberation at a Meeting
i.  Members shall at all times remain respectful, courteous and professional when
engaging with fellow peers of the board, the public and presenters
ii.  To obtain the floor, members shall raise a hand or call on the Chair to receive
recognition by the Chairperson
iii.  Side conversations of members or the use of cell phones (unless an emergency)
when another member or the public has the floor to speak is prohibited
iv.  Speakers must address fellow members and presenters in a courteous tone,
especially to differences of opinion
v.  Members shall never attack or make any allusion to the motives of members
vi.  Debate must be confined to the merits of the pending question

Lﬁ\rticle 111: Public Hearing§ & Citizen Participation ___—| Commented [GWS5]: New Section to help guide public
hearings and Citizen comments.

The Planning Board encourages the public to participate in civic life in Presque Isle. To preserve
fairness of all members of the public, the Planning Board institute the following rules for public
feedback:

A. Citizen Comments
a. Members of the public whether resident and non-resident may address the
Planning Board for any city-related concern, project, or item on the agenda
b. Comments by the public will be limited to two (2) minutes per attendee
i. The Chairperson may extend time to an attendee if the person’s testimony
warrants time to provide the board with a clear understanding on the topic
that is being presented
ii. 1f comments are repetitive by nature, the Chairperson shall have the
discretion to request a poll of the room for the record that agree with
comments raised and limit future comments that do not pertain to the topic
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¢. The Chairperson may close comments from citizens who are being disruptive or

disrespectful to board members or fellow attendees

B. Public Hearings
a. Special public hearings may be submitted by the Secretary or his/her designee
after consultation by the Chairperson
b. A majority of members of the Board present may also schedule public hearing at
their meeting for items that require a hearing by state or municipal law
c. fThe public shall have the opportunity to speak once for five (5) minutes regarding

the topic under public hearlng] Commented [GW6]: Public Hearings are about a specific
i. The public is expected to keep courteous and respectful demeanor when subject which may warrant more discussion or information
addressing the Board relayed to the Board compared to a general address under
.. . . . . . Citizen comments which may be to bring an idea or concern
ii. Personal attacks directed at members by the public during the meeting will to the attention of the Board.

be ruled out of order by the Chairperson
d. Members of the Board may not engage in debate or conversation with the public
regarding the hearing
i. Board members shall refrain engagement with the public to making points
of clarification or questions addressed to the Chairperson and not the
individual who has the floor

C. [Presenters (Site Plan and Subdivision Applicants)

Special items on the agenda may require a presentation to the board regarding a topic or project,
in the event of keeping the meeting in a timely manner
a. A Presenter shall have ten (10) minutes to present their project to the Board
b. Board members shall have twenty (20) minutes for questions and answers (Q&A)
with a presenter
i. Members should keep questions concise and focused on the application or
topic at hand
ii. The Chairperson shall ensure all members have had the opportunity to
speak once before calling on a member who has previously held the floor to
ask a question
¢. The Chairperson may extend the time of the Presenter or Board Q&A when the
agenda a”0W§ Commented [GW7]: New section to help move along
presentations of Site Plans and Subdivisions. This should

keep things orderly for the board when considering multiple
applications in one evening.

Article IV Amendments

Amendments to the by-laws may be proposed by any member by motion and adoption by the
majority of members present.

It is encouraged that the Planning Board revisit these bylaws for changes as good practice during
the reorganization meeting at the beginning of the year.



PRESQUE ISLE CITY COUNCIL MEETING

For:
July 5, 2023

AGENDA ITEM # 13

SUBJECT

NEW BUSINESS: Amend Employee Handbook

INFORMATION

1) Memorandum
2) Employee Handbook with changes

REQUESTED ACTION

BE IT RESOLVED by Councilor , seconded by
Councilor to adopt the amended Employee
Handbook.




City of Presque Isle, Maine

The Office of
City Manager
Martin Puckett
Email: mpuckett@presqueisleme.us

MEMORANDUM

TO: Honorable City Council

FROM: | Martin Puckett, City Manager
DATE: | June 18, 2023
RE: Employee Handbook

It has been five years since there have been changes made to the employee handbook, so it was time to
review the document. The majority of changes were made with formatting and spelling errors but we did
make changes in specific areas that help with clarification. Below is a summary of the changes:

Correcting the table of contents and moving page numbers to bottom of page
Removing deputy city manager references and applying HR Director

Streamlined the hiring process from a cumbersome 25 steps to 15

Removed the Pay for Performance program that was never initiated/funded in 2012
Political activities/office updated, employees cannot use position to influence elections
Gifts, gratuities must follow IRS guidelines “de minimus” in value

Employees that choose to use own vehicle rather than a city vehicle will be reimbursed through
receipts of gas/diesel

Smoking policy follows State/Federal guidelines
Inclement weather (previously called snow days) process updated
Communication policy altered to reflect recently approved Cyber Policy to remove redundancies

Health Insurance language clarified- was contradictive, stipend language for not accepting same
for all employees

Sick leave policy includes parental leave and sick bank donation
Revisions removed from the front of the document

Recommended Motion: To approve changes to the employee handbook as presented.

12 Second Street Presque Isle, ME 04769-2459 Phone: 207.760.2780 Fax 207.764.2501

The City of Presque Isle is an equal opportunity provider. To file a complaint, write to
HR Director, 12 Second Street Presque Isle, ME 04769, or call (207) 760-2700.
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 City of Presque Isle
Employee Handbook

Formerly Known As: Personnel Rules and Regulations

| Approved by the City Council: February 5, 1996
Date Effective: February 15,1996 irl®s | S

| y [ Deleted: (Revisions and Dates listed on inside)q |

City Seal

Attest:
Kimberly Finnemore, City Clerk [ Deleted: Beverly A. Labbe
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PURPOSE:

The purpose of the policies in this handbook is to provide City of Presque Isle (hereinalter
referred o as the Cily) leaders with an inclusive_set of policies, procedures and standard
practices regarding its employees. Based on City_philosophy and goals, these policies are
intended to help the City carry out its objectives in the best possible way and to coordinate
the efforts and interests of all departments within the City. These policies do not contain area-
specific operating procedures, which should be developed, communicated and administered
by the department heads.

' ARTICLE ] GENERAL PROVISIONS

Section 1.1 Conditions of Employment

Tenure of employees covered by these policies is conditioned on necessity for the
performance of work, the availability of funds and satisfactory performance of work as
determined by the department head, with the approval of the City Manager.

These policies are not intended to guarantee employment for any specific duration. While
the City’s goal is to develop long-term employment relationships with its employees, either
the employee or the City may terminate the employment relationship at any time, for any
reason, with or without cause or notice. The City also reserves the right at its sole discretion
to terminate or suspend the employment of any employee whenever jt is believed such action
is in the best interest of the City and/ or fellow employees.

Each employee will receive a copy of the Employee Handbook during their employee
orientation either in hand or email. Every employee will be required to become familiar and
understand the policies as set forth in the Employee Handbook. Employees will be
provided with a new copy when any rules are amended, deleted or added. Employees who
may need clarification of any part of the Employee Handbook, should direct their questions
to the Human Resource Director. All employees will be required to sign acknowledgement of
the receipt of these policies, which will be placed in their personnel file.

" These policies do not constitute an employment contract. The policies and benefits provided
to employees by the City are subject to change and may be modified at the discretion of the
City Council when they deem necessary.

_Section 1.2 Equal Employment Opportunity, N
Employment decisions will be based on the principles of equal employment opportunity, unless
a bona fide occupational qualification exists, recruitment, testing selection and promotion
will be administered without regard to race, color religion, sex, national origin, ancestry,
age, physical or mental disability, sexual orientation, whistleblower activity, previous
assertion of a claim or right under the Maine Worker’s Compensation Act or marital status.

Further, personnel actions and conditions of employment, such as compensation, benefits,
layoffs, job assignments, employee development opportunities, discipline and termination
shall be administered without regard to race, color religion, sex, national origin, ancestry,
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age, physical or mental disability, sexual orientation, whistleblower activity, gender identity
and expression, previous assertion of a claim or right under the Maine Worker’s Compensation
Act or marital status.

" Reasonable accommodations will be made for any qualified individual, applicant or
employee, in accordance with the provisions of the Maine Human Rights Act and the
Americans with Disabilities Act.

Department Heads and supervisors are responsible for awareness of and response to
potential discriminatory situations. Employees are required to cooperate fully with the
investigation and/or resolution of any discrimination complaint. Department Heads and
supervisors are required to actively prevent and correct retaliation or harassment toward any
employee who has been involved in the filing, investigation, or resolution of a
discrimination claim.

The Human Resource Director will address and attempt to resolve employee complaints
regarding discrimination and harassment as expeditiously as possible. Department Heads and
supervisors are required to contact the Human Resource Director if they receive a complaint
of this nature.

Section 1.3 Affirmative Action Plan
The City shall establish and maintain an Affirmative Action Plan that would:
1. Identify whether qualified applicant or employees are currently experiencing
unlawful discrimination;
2. Identify and correct those personnel practices or procedures which have or may have
an adverse impact on the employment opportunities of minorities and women.

Section 1.4 Drugs and Alcohol

It is the City’s desire to provide a drug-free, healthful and safe workplace. To promote this
goal, employees are required to report to work in the appropriate mental and physical
condition to perform their jobs in a satisfactory manner.

City employees may possess and consume alcohol off City premises during a City
approved event or function that is approved by the City Manager. Attendance to such event
or function shall be optional. Employees shall conduct themselves in a professional manner at
all times, keeping in mind that non-sexual harassment and sexual harassment policies are in
full force and effect during all City events and functions. At no event or function shall
alcoholic beverages be offered or served to minors. At no time shall the City supply, sell,
serve or incur the expense for the consumption of alcohol by City employees and in no
instance shall alcoholic beverages be charged to any City account. Employees who choose to
consume alcoholic beverages are required to follow State laws.

Except for planned, scheduled special events with approval of the Department Head, while
on City premises, no employee may use, possess, distribute, sell, or be under the influence of
alcohol or engage in the unlawful manufacture, distribution, dispensation, possession, or use
of illegal drugs. Violations of this policy may lead to disciplinary action, up to and including
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termination of employment, and/ or required participation in a substance abuse rehabilitation
or treatment program. Such violations may also have legal consequences.

"It shall be permissible to use unopened alcohol as gifts during special events and/or
holidays.

The legal use of prescribed drugs is permitted on the job only if it does not impair an
employee’s ability to perform the essential functions of the job effectively and in a safe manner
that does not endanger the public or other individuals in the workplace. The employee must
receive in writing from their, attending physician, what, if any, limitations are imposed by
using the prescribed medicine. A copy must be provided to the employee’s supervisor when
the prescribed drug limits or impairs the employee’s ability to perform their job, especially
the operation of machines, equipment, motor vehicles, etc.,

To inform employees about important provisions of this policy, the City offers a drug-free and
substance abuse program. The program provides information on the dangers and effects of
substance abuse in the workplace, resources available to employees and consequences of
violations of this policy.

Employees with questions or concerns about substance dependency or abuse are encouraged
to discuss these matters with their supervisor or the Human Resource Director to receive
assistance or referrals to appropriate resources in the community.

Employees with drug or alcohol problems that have not resulted in, and are not the
immediate subject of disciplinary action may request approval to take unpaid time off to
participate in a rehabilitation or treatment program. Leave may be granted if the employee
abstains from use of the problem substances; abides by all City policies, rules, and prohibitions
relating to conduct in the workplace, and if granting the leave will not cause the City any
undue hardship.

Employees with questions on this policy or issues related to drug or alcohol use in the
workplace, should discuss them with their supervisor, Human Resource Director or City
Manager without fear of reprisal.

" Section 1.5 Harassment Policy
The City recognizes that each employee has the right to work in an environment that is free
from intimidation, hostility and offensiveness. The City will not tolerate any employee
harassing another employee based on race, color, sex, national origin, age, religion, gender
identity and expression or disability. Such harassment notonly violates City policy - itis illegal.

FExamples of harassment related to race, color, sex, national origin, age, religion, gender
identity and expression or disability include the following;

1. Subjecting employees to ridicule, slurs, offensive jokes or derogatory actions.
2. Threats.
3. Unwelcome sexual advances, gestures, comments or contact.
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4. Refusal to, work with, an, employee, or to cooperate in performing work assignments.
5. Basing employment decisions or practices on submission to harassment.
6. Inequitable disciplinary actions and work assignments.

It is important to note that we all come from diverse backgrounds, what one may not find
offensive, another might. If you find something offensive, inform the person that you do not
find their behavior or comments appropriate, or let the supervisor know that you are offended.
Once a person has been informed of his/her inappropriate behavior, continuance of that
behavior will not be tolerated.

) Supervisory and management staff who are aware of any form of harassment must take prompt
action to stop it. Any employee who feels they are a victim of harassment shall report the
offense to their supervisor immediately. If the worker’s immediate supervisor is the source of
the alleged harassment, the employees shall report the problem to the Human Resource
Director, or City Manager. An investigation of the allegations will be made. Any employee
determined to have engaged in harassment of another employee shall be subject to disciplinary

action up to and including discharge.

1.5.1 Sexual Harassment Policy

Title VII of the Civil Rights Act of 1964 and the Maine Human Rights Act provides that it shall
be unlawful discriminatory practice for any employer, because of the sex of any person, to
discharge, refuse to hire, or otherwise discriminate against that person with respect to any
matter directly or indirectly related to employment. Harassment of an employee on the basis
of sex violates Federal and State law.

It is the policy of the City that all employees have the right to work in an environment free
of discrimination, which includes freedom from sexual harassment by administration,
supervisors, co-workers, the public or other business contacts. This policy is intended to
prohibit offensive conduct, either physical or verbal that threatens human dignity and
employee morale, and which interferes with a positive productive work environment.

" Guidelines clarifying unlawful sexual harassment by the Federal Equal Opportunity
Commission and Maine Human Rights Act are as follows:

Unwelcome sexual advances, requests for sexual favors and other verbal or physical conduct
of a sexual nature will constitute unlawful sexual harassment when:

1. Submission to sexual conduct is an explicit or implied term or condition of an
individual’s employment;

2. The submission or rejection of sexual conduct by an individual is the basis for any
employment decision affecting that individual; or

3. Sexual advances, requests for sexual favors or other verbal or physical conduct of a
sexual nature have the purpose or effect of substantially interfering with an
individual’s work performance or creating an intimidating, hostile or offensive work
environment.
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The following examples are common types of conduct that may constitute sexual harassment:
Slurs, jokes or degrading comments of a sexual nature
Unwelcome sexual advances
Suggestive or lewd remarks
Requests for sexual favors
Repeated offensive sexual flirtation or propositions
Display of sexually suggestive pictures or objects
Unwelcome physical contact or touching such as patting, pinching or brushing
against another’s body.

NGO PN

Jhe City administration will not tolerate any form of sexual harassment at the workplaces
Any employee determined to have engaged in sexual harassment as described by both
federal and state law shall be subject to disciplinary action up to and including discharge
from employment.

Jt is the policy of the City that no personnel action be taken affecting an employee (either
favorably or unfavorably) on the basis of conduct that is not related to job performance,
including such conduct as submitting to sexual advances, protesting sexual overtures or raising
a complaint concerning the alleged violation of this policy.

The City Manager, department heads and supervisors are responsible for monitoring
behavior which can be construed to be harassment and for initiating necessary action to
eliminate such behavior.

Any employee who feels they are,a victim of sexual harassment or who has knowledge of that
kind of behavior is urged to report such conduct immediately to their immediate supervisor,
department head, the Human Resource Director, or the City Manager. No employee will
be retaliated against for complaining about sexual harassment. Recognizing the sensitivity of
this matter, all investigations will be conducted in as confidential a manner as possible.

1.5.2 Harassment/Sexual Harassment Complaint Procedure

If an employee is being harassed by their supervisor or someone in their management chain,
the employee is not expected to report the harassing conduct to that person, and, instead is
expected to report to the Human Resource Director, or the City Manager.

"When warranted by the facts discovered through the investigation, the City may take
disciplinary action against any employee found to have engaged in harassment jn accordance
with the policy.

Section 1.6 Policy on Workplace Threats and Violence

The safety and security of the City, and also the public who conducts business in the various
municipal buildings is of paramount importance to the City. Therefore, threats, threatening
behavior or acts of violence against an employee, visitors, guests or other individuals by
- anyone on City property will not be tolerated. Violations of this policy will lead to disciplinary
action, which may include dismissal, arrest and prosecution.
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Any person who makes substantial threats, exhibits threatening behavior or engages in violent
acts on City property shall be removed from the premises as quickly as safety permits and
shall remain off City premises pending the outcome of an investigation. The City will initiate
an appropriate response. This response may include, but is not limited to suspension and/or
termination of employment, and/or criminal prosecution of the person or persons involved.

No existing City policy, practice or procedure should be interpreted to prohibit decisions
designed to prevent a threat from being carried out, a violent act from occurring or a life
threatening situation from developing.

All City personnel are responsible for notifying one of the following: their department head,
the Human Resource Director or the City Manager of any threats which they have witnessed,
received or have been told that another person has witnessed or received. Even without an
actual threat, personnel should also report any behavior they have witnessed which they
regard as threatening or violent, when the behavior is job related or might be carried out on
a City-owned site or is connected to City employment. Employees are responsible for
making the report regardless of the relationship between the individual who initiated the threat
or threatening behavior and the person or persons who were threatened or were the focus of
the threatening behavior.

All individuals who apply for, or obtain, a protective or restraining order which lists any City
locations as being a protected area, must provide to their department head, Human Resource
Director or the City Manager, a copy of the petition and declarations used to seek the order, a
copy of any temporary protective or restraining order which is granted and a copy of any

protective or restraining order which is made permanent.

" The City understands the sensitivity of the information and has developed confidentiality
procedures, which recognizes and respects the privacy of the reporting employee(s).

" ARTICLE Il EMPLOYMENT CATEGORIES

Section 2.1 Employment Classification Categories

2.1.1 Exempt Positions “
JThose positions in accordance with the Fair Labor Standards Act that are exempt from the -
minimum wage and overtime regulations. These positions may be salaried.

2.1.2 Non-Exempt Positions <
Those positions in accordance with the Fair Labor Standards Act that are not exempt from-
minimum wage and overtime regulations. These positions rate of pay shall be on an hourly
basis.

2.1.3 Probationary Employees -
New, re-hired, or promoted employees who serve as prescribed period of close supervision
and evaluation in order to assess their ability and adaptation. Probationary employment may
be terminated at the will and discretion of the City without advance notice, or by the
employee.
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2.1.4 Regular Full-Time Employees :

LEmployees hired to regularly work a minimum of forty (40) hours per week on a continuous

basis following satisfactory completion of a probationary period.

2.1.5 Regular Part-Time Employees “

[Employees hired to regularly work a set average number of hours for less than 40 hours per+

week on a continuous basis following satisfactory completion of a probationary period.

2.1.6 Temporary, Seasonal and As-Needed Employees -
Employees holding jobs of limited or specified duration, such as, but not limited to thes
following instances: special project; position vacancy pending appointment; the absence of
a position incumbent; abnormal work load; emergencies; or other reason established by the
City.

2.1.6A Temporary

Temporary Employees may work either full-time or part-time work schedules, but are limited
to a specified duration. A temporary employee’s date of hire will be the first day he/she starts
employment with the City. The date of hire will not change if the employee moves from a
temporary position to a regular position in the same classification, providing there is no
break in service due to layoff or of the employee’s own accord, prior to six months of continuous
service. A temporary employee will be paid the prevailing rate and be entitled to holiday pay
asoutlined in Section 13.2. The date of hire will be used for purposes of any step increases and
for determination of vacation earnings at the appropriate years. Eligibility for clothing
allowance, if applicable, will be effective after six months of employment and paid at the
appropriate intervals in practice at the time. When regular status is obtained, the employee
will be covered in the Employee Handbook accordingly. Service time as a temporary
employee will count towards the probation period.

2.1.6B Seasonal
Seasonal Employees work during a specific season such as winter or summer.

2.1.6C As-Needed
As-Needed Employees are hired for employment for short, erratic work schedules.

Temporary, seasonal and as-needed employees will not be eligible to receive City-sponsored-
benefits; earn sick or vacation leave; be entitled to holiday pay; accrue any form of service
credit; or use the Administrative Review Procedure to file formal grievances, except in matters
pertaining to alleged discrimination.

*Exception to Temporary Employees and Section 13.2 Holidays.

ARTICLE III RECRUITMENT AND SELECTION

" Section 3.1 Anti-Nepotism
For the purpose of this section only, “immediate family” shall include spouse, domestic
Jpartner, parent, sibling, mother-in-law, father-in-law, children, son-in-law, daughter-in- law,
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brother-in-law, sister-in-law, grandparent, and grandchild, any relationship arising from
adoption or corresponding “step” relation. This policy will include couples who at common
law, would be regarded as partners in a common-law relationship.

"A member of the immediate family may not be employed in positions where such
employment will result in the existence of a supervisor/subordinate relationship.

A member of the immediate family may not be employed in positions where one will have
responsibility for reviewing and approving financial, budget, or purchase transactions; or
in recommendations and/or decision making in any matter concerning appointment,
promotion, salary, retention or termination of a member of the immediate family.

In the instance that two employees become part of an immediate family, they are to be treated
in accordance with this policy. Should termination of employment result, the decision of who
should terminate will be left up to the two effected employees. However, if a decision cannot
be reached within 60 working days of the City’s first knowledge of the relationship, the City
will terminate one of the employees. The City Manager will make the decision based on
each employee’s length of service, performance, and the input from each supervisor and
department head.

Section 3.2 Re-Employment

An employee who leaves service with the City and is re-employed later, is considered a new
employee. For the purposes of determining seniority and fringe benefits, an employee’s length
of service shall be calculated from the most recent date of hire.

: Any employee who retires from the City, and is eligible to receive retirement benefits from
the Maine State Retirement System and continues their employment with the City shall not be
eligible to the City’s 401(a) plan, or receive City contributions to a 457 plan.

Section 3.3 Hiring Policy
The purpose of this policy is to provide consistency in the City’s hiring and promotion
procedures, so long as it is not in violation of any State or Federal statute or law.

3.3.1 Applications and Posting Procedures <
Applications for employment will only be accepted when a vacancy is open. &

All regular full-time and regular part-time position vacancies or newly created positions are-
to be filled through the use of the standard selection procedure and under the direction of the
Human Resource Director.

Promotions are encouraged to give employees in lower level positions opportunities to move«
to higher level positions. Part-time employees may be given opportunity for full-time
vacancies. Presque Isle volunteer firefighters shall be given added consideration for regular
firefighter position vacancies based on the number of years of service with the City’s Fire
Department.
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In the best interest of the City, external recruitment shall be conducted in an effort to find the«
most qualified job candidates and emphasis will be placed upon attainment of the highest
levels of appropriate education and directly related job experience. Internal posting of open
full time positions will be offered at the same time as external recruitment, Internal applications
are encouraged.

" Vacancies for all department head positions will be filled by accepting internal and externals

*When the vacancy of City Manager occurs, the City Council shall use the Standard Selection«

applicants, following the Standard Selection Procedure. The City Manager will be responsible
for the recruitment and selection process for department heads. The City Manager will make
ftheir recommendation to the City Council for the candidate to fill the department head
vacancy. The City Manager’s recommendation of a candidate is subject to confirmation by the
City Council. The City Manager may delegate to the Human Resource Director any aspect of
the selection process, such as, placing advertisement, notifications to applicants, record keeping,
etc.

Procedures. They will review, rate and screen all applicants. They may delegate to the Human
Resource Director any aspect of the selection process, such as, placing advertisements,

notifications to applications, record keeping, etc.

3.3.2  Standard Selection Procedures, .
An order to maintain Affirmative Action and Equal Opportunity Employment obligations,
promotions and the hiring and selection process must be centralized and directed through

the Human Resource Director using the following:

A. FEstablish minimum requirement and insure they are included in:
a. Job description
b. Advertisement

B. Establish hiring process and time frame:

Advertising

Application deadline or until suitable candidate is found

Resume/application review

. Date of test, if appropriate

Establish list of oral board members, if appropriate

Date of first interview

Date of second interview, if appropriate

Background check if au':]imb]u

ME@ e an o p

j- Target date of hire
C. Order exams (if necessary), notify applicants, administer exam
D. Notify successful applicants and schedule interview. Include test score, if applicable
E. Conduct first/second interview as applicable
F. Notify applicants who did not clear first interview
G. Recommend and finalize applicant to hire,

H. Cond uct backgrouml invesli&alinn - ‘Must have signcd auihm’i?atinn Form g

( Formatted: Indent: Left: 0.06"
Deleted: , i

Formatted: Indent: Left: 0.06"
Deleted:
Deleted: his/her

[ Deleted: Deputy City Manager ]

AL AR

(
[
[Formatted: Font: 11 pt

Formatted: Font: 11 pt

Deleted: Deputy City Manager

[Formatted Indent: Left: 0.06"
‘ Deleted:

Formatted: Indent: Left: 0.05", Hanging: 0.63", Tab
stops: 0.88", Left + Not at 0.95"

Formatted: Font: Not Bold, Not Expanded by /
Condensed by

{Formatted: Font: Book Antiqua, 12 pt

[ Deleted: E

LDeIeted: Deputy City Manager = __]
[ Formatted: Font: 11 pt _ _J

Deleted: —-\‘———_]

L S U W— U S ", —

etc.)

<#>Sourcef|
<#>Newspapers]
<#>Bulletin board (posting)9
<#>Journals{
<#>Universities
<#>Other

l Deleted: <#>Length of time (one, two weeks,

|

Deleted: <#>Place position announcements
<#>Set up record keeping system?

AN A

IL Deleted: <#>, if necessary
3

Deleted: <#>Conduct resume/application review
<#>Nolify applicants of examination date, if
applicableq ‘

<#>Administer exam
<#>Nolify oral board members

[ Deleted: <#>Notify unsuccessful applicants. | |;gu]-1

Deleted: <#>Notify top npplu.u‘tls for second:” [21]

Deleted: <#>Conduct second mtervww, if [22]
Deleted: <#>¢ |

Deleted: <#>\Iothv apphcant of placementof .. [23] |

Deleted: <#>on: ﬂ |

(_peteted: <N
|[ rmatted I _E‘1 ]_..'
| eleted:.
[ Moy

Moved (insertion) [1] j



applicable

I Have medical exam conducted, if applicable :
K. Notify of medical exam results :
L. Make final decision to hire/not hire

M. Establish employment starting date s
N. Complete record keeping :

O. Hiring of all City positions are made with the approval of the City Manager,_

3.3.3 Physical Examinations s
Physical examinations may be required of any regular employees. An offer of employments
may be contingent on the applicant’s ability to pass a physical conducted to the relativity of
the essential job functions for which the applicant has applied. The physical will be
conducted by a physician of the City’s choice. Cost of the physical will be the responsibility
of the City. Psychological or polygraph tests may be conducted for positions when
applicable and not in conflict with any State or Federal law.

ARTICLE IV PERSONNEL AND COMPENSATION MANAGEMENT

" Section 4.1 Pay Plan

A pay plan shall be adopted which establishes appropriate pay ranges and may be adjusted
on an individual basis to attract qualified applicants.

" Section 4.2 Position Classification and Job Descriptions E

To develop and maintain a clear structure of job responsibility and work activity relationships
with the City and to keep meaningful the relatedness of an employee’s job and associated pay,
performance standards and other employment conditions. The City shall maintain job
descriptions on each separate class of employment, to allocate individual employee positions
into job classes, and to classify or reclassify positions as necessary, based on the best interests
of the City. While it is the intent of this policy to describe and classify jobs in specific ways,
as a means of benefiting the organization’s employment structure, this policy should not be
misconstrued to restrict or confine job responsibility assigned to employees where flexibility
in assigning employees new but related job activities is tantamount to the success of City’s
operations.

"The Human Resource Director, will be responsible for preparing and maintaining job-

descriptions on all, separate classes, of, employment with, the aid and assistance, of supervisors
and employees. Such job descriptions shall contain the designation as to whether position(s)

covered by the job description are categorized as exempt or non- exempt, in addition to duty
and qualification specifications. All job descriptions will be reviewed periodically to determine
their continued accuracy, completeness, compliance with applicable State and Federal laws,
and relevance to the City’s pay and performance evaluation system.

" Each employee will be allocated to a position approved by the City Manager. Position

.

vacancies will be filled on the basis of job description standards after notification of the pending
vacancy to the Human Resource, Director,

10
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4.2.1 Revision of Job Descriptions and Positions 8
Job descriptions and the allocations of employees to positions may be revised or altered from-
time to time at the sole discretion of the City Manager as a means of ensuring operational
efficiency and the changing nature of meeting the organizations needs. When and where it
is deemed appropriate, the City will endeavor to advise affected employees of changes in job
description details or their allocation to a specific position, including the determination to
abolish positions, in which case employees may be offered other positions for which they
are qualified, if they exist.

Upon submission of a reclassification request, the Human Resource Director may evaluate the
position by consulting with the affected employee(s) and supervisory personnel, and gather
any other information pertinent fo the issues(s) under consideration. A report of the
evaluation findings and recommendations will be submitted to the City Manager, who may
also consult with supervisory personnel, in order to determine a proper course of action.
Should a reclassification evaluation involve creation of a new job description, the City
Manager may approve reclassification pending final approval of the new job description and
pay rate recommendation. All reclassifications must have final approval of the City Council.

122 New Positions 4
New positions are those in which there is an jdentified, justified and appropriate list of job
tasks and qualification standards sufficiently different from existing position descriptions
to the position is an addition to positions of the existing workforce. In either case, new
position requests must be recommended by the City Manager and approved by the City
Council. Upon approval, and if required, ajob description will be prepared and a pay rate
will be established for the position prior to filling such position.

Section 4.3 Non-Union Employees Compensation Policy -

1. The following is the administrative policy covering professional, technical,-
administrative and supervisory employees, which are not otherwise covered by a labor
union. The purpose of the administrative policy is to establish a standard for the
administration of compensation for employees. It shall be the policy of the City of Presque
Isle_to provide a compensation package that will attract and hold above-average
employees.

4.3.1 Program, -

Jhis policy js based on current year pay scales, including the minimum and maximum
ranges, for all ranges in steps, covered by the plan.

:1.3.2 Administration, .
JThe various provisions of the pay plan shall be administered in accordance to the :
following:

1. New Employees. New employees’ compensation will be determined by placing them

on the pay scale at the appropriate level based on the job. They will be placed at
the appropriate step based on relative experience as is outlined in Section 4.3.3 #5
below. All initial placement decisions will be reviewed and recommended by the

11
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JHuman Resource Director and approved by the City Manager.

2. Promotions and Supervisory Appointments. An employee promoted shall be placed

at the appropriate pay level for the new position and placed at the appropriate

step, based on relative experience as is outlined in Section 4.3.3_#5. The exact

adjustment shall be recommended by the Human Resource Director and approved
by the City Manager.

3.Transfers. No adjustment to an employee’s salary shall be made when an

employee moves laterally in the same class grade.

4. Demotions, In the event of a demotion, the employee’s wage rate will be altered,

if necessary, to coincide with the new assigned class grade in accordance to the !
City’s Personnel Policy entitled Classification and Pay Plan. The exact adjustment
shall be recommended by the Human Resource Director and approved by the City

Manager.

5.Step Placement. Each step within the pay plan will represent a specific number
of years of service, including credit for prior work experience, The steps, once
established, may only be changed by the City Council. Steps represent the
accumulation of a number of years of service, i.e. the third step would equate to a
person who had entered their fifth year of service as of the effective date, but not
yet obtained required years of service to be included in the next step.

6. Effective Date. The effective date that employees will be credited with one-
additional year of service will be January 1 of the given year, regardless of the :
anniversary date, unless the anniversary date occurs after October 1 but prior to !

January 1.

7. Placement Criteria. The following criteria shall be used as a general guide to

determine the initial placement of all personnel in the plan.

a.
b.

Time in current position in the city was given direct crediton a 1 to 1 ratio.
Time in a similar community, in a similar job was also given a 1 to 1 ratio.

Time in a position once removed from the current position, in Presque Isle, was
generally given a credit for a 1 to 1 ratio.

. Time in a position once removed from the current position, in a similar

community, was generally given a credit of 1 to 1.

Time in a position, twice removed, from the current position, but still some form
of management, in Presque Isle, was generally given credit for 1 year for every 3
years of actual service.

Time in a position, twice removed, from the current position, in a larger or similar
community, was generally given a 3 to 1 credit.

Time in a similar position, but in a smaller community, was generally given
2 years for every 3 years of service.

Any other appropriate historical information that might be appropriate can
be factored in.
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4.3.3, Cost-Of-Living Adjustments, (COLA),

COLA increases, if granted, shall be effective on a date determined by the City Council<
to all employees assigned to the pay plan. The amount of the increase, if any, shall be
determined annually by the City Council. COLA increases will be implemented by
"aging" the pay scale by the voted COLA.

4.3.4 Reclassification and Appeals Procedure 1
Anemployeewhosejob functions and/or level of skill that has been significantly altered <
asaresult of achange injob duties may request consideration for reclassification ;
according to the following procedure:

=y

,Jhe initial request will be submitted to the employee's department head.

2. The department head will evaluate the request and recommend approval or
disapproval to the City Manager.

3. The City Manager will refer the request to the Human Resource Director, for
evaluation and recommend approval or disapproval to the City Manager.

4. The City Manager will then either approve or disapprove the request.

5. The City Manager shall notify the City Council of any approved
reclassifications.

6. This process may also be used for any employee that would like to appeal a

decision regarding the implementation of this policy.,

\

4.3.5 Repeal of Conflicting Resolutions or Statements,

All resolutions or statements in conflict with the provisions of this policy are hereby \
repealed.

4.3.6 Savings Clause 3
(If any section, sentence, clause or phrase of this policy is held, for any reason to be-
inoperative, void or invalid, the validity of the remaining portion of thisresolution shall

not be affected. It being the intention of the City Council in adopting this resolution

that no portion thereof, or provision herein, shall become inoperative or fail by reason

of the invalidity of any other portion or provision and, the City Council does hereby

declare that it would have severally passed and adopted the provisions contained

herein separately and apart one from the other.

" Section 44 Probationary Period
The probationary period is an intrinsic part and extension of the employee selection process
during which the employee will be considered in training and under careful observation
and evaluation by supervisory personnel. Generally, this period will be utilized to train
and evaluate the employee’s effective adjustment to work tasks, conduct, observance of rules,
attendance and performance of job responsibilities and to provide for the release of any
probationary employee whose performance does not meet required standards of job progress
or adaptation. The probationary period is for a new employee or a regular employee who has
transferred to a new position. If a regular employee transfers to a new position, he/she
becomes a probationer under all the same conditions as a new employee in the probationary
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&

period.

A completed report of the probationary period employee’s performance must be submitted «
no later than twenty (20) calendar days before the expiration of the probationary period.

441 Length of Probationary Period ‘

The length of the probationary period for all positions shall be six (6) months, unless 4
otherwise specified in a union or employment contract.

4.4.2 Release of New Probationer .
New hires may be terminated at the will and discretion of the City at any time during the-
probationary period. Should such termination be regarded as necessary and appropriate by
either the employee or the City. In cases of probationary release from City service, formal
advance notice by the City is not required.

Should the probationary employee not be formally recommended for advancement to-
regular status as prescribed, the employee shall be considered unacceptable and released
from City service no later than the last day of the probationary period.

143 _Advancement of Probationer to Regular Status B

If, at the conclusion of the employee’s probationary period, the employee’s performance and+
employment conditions have been satisfactory in all respects in the opinion of supervising
personnel and advancement to regular status is deemed mutually advantageous to the City
and the employee, such retention recommendation is to be made to the Human Resource,
Director prior to expiration of the employee’s probationary period. Such a recommendation will
be accompanied by a completed, final probationary performance evaluation. Upon approval
of the City Manager, the employee shall then be advanced to regular employment status.

’ 4.4.4 Release of Promotional Probationer or Lateral Transfer Probationer “

A regular employee under promotional or lateral transfer probation, whose performance or-
other employment conditions are determined to be unsatisfactory during the probationary
period, will be reinstated to their former position or comparable position, if vacant, or
released from City service, the determination of which shall be at the sole discretion of the City
Manager.

Section 4.5, Performance Evaluations

The City maintains a policy of evaluating the job performance of its employees as a means of
measuring efficiency and effectiveness of City operations, providing employees with
meaningful information about their work and aiding the City in making personnel
decisions related to such areas as training, compensation, promotion, job assignments,
retention and long-range planning of our operations.

4.5.1 Probationary Evaluations :

Each employee will receive a formal written performance evaluation at least 20 days prior to thes

end of the initial probationary period as a means of determining such job characteristics as;
adjustments to employment conditions, integration into the City workforce, job learning
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Jprogress, attendance and any other feature of the individual’s job that is significant to
retention, decision making and the prospects of job success. During this period of initial
employment, each employee shall receive close supervision, instruction, review of work,
training, and any other guidance that is supportive of the employee’s opportunity for success
on the job.

The probationary period evaluation should be completed and submitted to the personnel
department prior to the end of the, probationary period (recommended 3 months for a 6-month
probationer or 6-months for a one year probationer). The final probationary period evaluation
should be completed and submitted to the personnel department at least twenty (20) calendar
days prior to the conclusion of the employee’s probationary period. Upon the signed
authorization of the department head, the applicable employee will be given a copy of the final
evaluation report as confirmation of the City’s intent to continue his or her employment as a
regular employee rather than as a probationary employee.

4.5.2 Annual Performance Evaluations :
Annual reports of each employee’s performance are to be completed by supervisory
personnel and discussed with the department head prior to presentation to the employee. It
is the responsibility of the department head to see that evaluations are completed and
submitted within the proper time frames. The rating supervisor will provide the employee
with a copy of the evaluation report at the time of discussion with the employee. A completed,
signed and dated copy will then be submitted to the Human Resource Director for placement
in the employee’s personnel file.

Where supervisors have identified characteristics of an employee’s performance needing
improvement, the supervisor should be as specific as possible in describing the deficiency and
the ways and means of improving to an acceptable level. Supervisors are to retain a copy of
each of their employee’s evaluation report for the purpose of follow-up to any actions required
or for reference in general.

4.5.3 Discretionary Performance Evaluation .
When in the opinion of supervisory or management personnel, there arises a marked change
in the performance of an employee that is not disciplinary in nature, an unscheduled
performance evaluation can be completed in the same manner as an annual evaluation.
Typically, discretionary performance reports are completed, reviewed with the employee and
placed in the personnel file as a means of formally recognizing the need to correct significant
declines in an employee’s performance.

4.5.4 Review with Employee

All formal performance evaluations will be thoroughly discussed with the applicable
employee to point out both areas of successful performance and areas that need
improvement or that are unacceptable. Employees are to be encouraged to comment about
their work performance in writing or verbally and to discuss working conditions and offer
suggestions for improving department operations.

Employees shall sign the performance report to acknowledge awareness of its contents and
discussion with the rating supervisor. The employee’s signature does not necessarily mean that
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the employee fully agrees with the contents of the report and the employee may so state on
the form before signing.

4.5.5 Effects of a Substandard Rating “
A substandard rating, as applied to performance evaluations means rating below the rating
level of satisfactory. Employees receiving a substandard rating or ratings may have their
employment conditions modified in the following manner:

o Ineligibility for promotional consideration until the deficiency is corrected. -

¢ Withholding of a merit or performance-based wage increase, for which the
employee may have been eligible, until deficiency is corrected.

e Transfer to a comparable position or demotion of an indefinite duration.

e Termination.

Specific action that may occur as the result of a substandard rating(s) will depend on, but is not
limited to such considerations as the weight or significance of the evaluation category
compared to the importance of other aspects of job performance and the length of time pertinent
job factors have been observed by the rating supervisor.

Employees receiving substandard ratings will be re-evaluated within three (3) months to
document the particulars of progress in deficient categories unless the rating has resulted in
transfer, demotion or termination. If the employee’s performance in the deficient categories
has improved to at least a satisfactory rating, while maintaining acceptable performance in
other performance categories, the department head may recommend the implementation of
any merit or performance pay increase otherwise due, and/or restoration of promotional
considerations.

* ARTICLE V HOURS OF WORK/RECORDKEEPING/OVERTIME

Section 5.1 Hours of Work

The normal work_week for full-time employees shall be forty (40) hours, unless otherwise
specified in a union or employmentcontract. Departments are authorized to develop working
hours that provide the greatest service to the public and best meet departmental operating
requirements, as well as within the confines of each department’s operating budget. Changes
in permanent work schedules proposed by any department must first be approved by the City
Manager and City Council. The work period for payroll purposes for the City generally begin
at12:01 am on Sunday and ends at 12:00 pm midnight on Saturday.

" Section 5.2 Attendance
Consistent attendance and punctuality are considered imperative ingredients in the City’s
business operations and therefore an integral part of each employee’s performance standards
based on objective measurements. Poor, uncertain or irregular attendance produces
disruptive results in City operations, lowers overall productivity and continuity of work
and often is burdensome to other employees.

Employees are expected and required to report to their designated work location at the
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prescribed time and manner work activity is to commence. Tardiness, unexcused absences or
failure to report as required may result in disciplinary action. Inthe eventan employee cannot
report to work as scheduled, the employee shall notify supervisory personnel as soon as
practical of the absence. In all cases of an employee’s absence or tardiness, the employee shall
provide supervisory personnel with a legitimate reason for the absence and, if applicable, the
probable duration of absence. If circumstances render the absence durations speculative or
unknown, the absent employee will be required to call supervisory personnel daily to report
the status of absence.

Excessive absenteeism, regardless of reason (s), which renders an employee insufficiently
available for work will be evaluated on a case-by-case basis to determine the merits of
correctional retention or termination.

" Section 5.3 Unauthorized Absences
An employee who is absent from his or her assigned work location or schedule without official
leave approval from supervisory personnel shall be considered absent without authorized
leave. In such cases, the City shall regard the job as abandoned and the employee
automatically terminated, unless the employee can provide the City with acceptable and
verifiable evidence of extenuating circumstances.

Employees who are absent without notice or authorization and who subsequently report to
work shall provide a detailed reason for such absence and regardless of stated reasons, may be
subject to disciplinary action including termination.

Section 5.4 Meal and Rest Breaks
Employeces are entitled and encouraged to take meal and rest periods at times and under
conditions prescribed by supervisory personnel.

Non-compensable meal periods of at least thirty (30) minutes shall be provided for all full-
time non exempt employees and should be taken not more than six (6) hours after the start
of the employee’s workday. Employees are encouraged not to consume food at their
workstations, except under special conditions approved by their supervisors. In that instance
the employee will be paid for the meal period or allowed compensatory time. The City has
the ability to adjust the employee’s schedule to compensate for any extra hours worked so as
not to exceed payment of their regularly scheduled hours for that pay period.

Rest breaks may be granted at department head’s discretion as a principle of sound
personnel management, not as a right of employment. The policy governing breaks for City
employees who work full-time is one (1) fifteen (15) minute break in the first half of the work
shift and one (1) fifteen (15) minute break in the second half of the work shift. Break time may
not be taken at the beginning or end of a work shift, immediately before or after lunch,
accumulated or be applied towards an alternative work schedule.

Break time is calculated as the time the employee is away, travel time included, from work
and does not mean only the time spent at the place it is taken.
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Inherent in the practice of allowing breaks is the absolute necessity of having personnel
available at all times to assure coverage of telephone and public contact locations. Work
demands may preclude the granting of a rest break.

Section 5.5 Record Keeping/Time Sheets

The department head is responsible for accurate and legible completion and timely
submission of their employee’s timesheet or time card. All employees exempt or non
exempt, must record actual hours of work as well as paid or unpaid leave on their time
sheets/cards. The timesheet/card must be completed and submitted to the appropriate
supervisor for approval.

All time to be paid to each employee is to be submitted on the forms provided by payroll. Each
department’s weekly payroll form is to be reviewed and signed by the department head or in
their absence, by their designee. Weekly payroll forms are to be submitted to the Payroll Clerk
or designee by no later than noontime on Monday to insure timely receipt of the paycheck.
When holidays fall on a Monday, the payroll forms will be submitted by no later than
noontime on Tuesday.

’ Payday for all City employees is on Thursday of each week, unless departments are
otherwise notified.

’ Falsification of a time record is a serious breach of City policy and grounds for disciplinary
action including the possibility of dismissal.

" Section 5.6 Overtime/Compensatory Time

5.6.1 Exempt Positions .
These positions are exempted from the Fair Labor Standards Act. Exempt employees are paid-
a salary commensurate of the position responsibility regardless of the hours required. At
the City Manager’s discretion,, administrative leave may be granted to an exempt employee
when they have consistently worked excessive hours beyond the normal (40) hour work week.
All administrative leave for four (4) hours or more must be pre-approved by the City Manager.

4

5.6.2 Nonexempt Positions -
These positions are covered by the Fair Labor Standards Act and are entitled to<
overtime/compensatory time as follows:

Overtime or compensatory time off shall be paid or allowed for hours actually worked by-
non exempt employees during the work week in excess of forty (40) hours and shall be
computed at one and one-half (1 ¥2) times the base hourly rate. Overtime shall be scheduled
and determined by the supervisor or department head. If the supervisor determines that
overtime is mandatory, except for when compensatory time is policy by department as
allowed under the Fair Labor Standards Act, the employee shall be compensated with
compensatory time off. If the supervisor determines that overtime is mandatory, the employee
may choose either the monetary compensation for overtime hours or they may choose to use
compensatory time off in lieu of the actual cash payment of overtime hours. However,
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the employee must express their intent of the method of overtime reimbursement prior to
actually working any overtime. Compensatory time will be kept by the payroll clerk and
cannot exceed the number of hours allowed by the Fair Labor Standards Act (two hundred
and forty (240) hours) or the cap previously determined for individual positions, but in no

f case to exceed the limits as set forth in FLSA. For the purposes of this section only, “hours
worked” shall include holidays, vacation, bereavement or sick leave for calculating overtime.
Compensatory time must be used within twelve (12) months of earning the compensatory-
time. An extension of ninety (90) days beyond the twelve (12) mionths may be permitted
when such time off cannot be mutually scheduled by the employee and supervisor. The
request for time off must be directed to the employee’s supervisor and approved by the
department head prior to taking time off. The department head shall make reasonable attempts
to grant the employee’s request for using compensatory time. The request for use of
compensatory time off may be denied if the employee’s absence from work would “duly
disrupt” the operations of the department as defined by FLSA. The City maintains their rights
under the FLSA to require the employee to take compensatory time off during periods in
which the workload is light.

5.6.3 Non-exempt Call Back B
A “call back” is defined as an unscheduled (less than 24 hour notice) official assignments
of work which does not immediately precede or immediately follow an employee’s regularly
scheduled working hours. A call back shall be compensated for at a straight time rate with a
two (2) hour minimum guarantee to time actually worked at the appropriate rate of pay,
whichever is greater. Actual time spent on call back will be counted toward the accumulation
of hours under the Fair Labor Standards Act for the purpose of determining time and one-
half payment. In no case may the employee receive payment twice for the same call back.

| This section does not apply to scheduled overtime, call in time annexed to the beginning of the
work shift or held over time annexed to the end of the work shift or day.

Section 5.7 Additional Compensation
No employee shall receive any direct or indirect compensation for the performance of service
or for performing his or her duties, other than by the City.

:ARTICLE VI EMPLOYMENT PERFORMANCE AND CONDUCT,

Employees are expected to maintain the highest standards in the performance of their jobs.
They are prohibited from engaging in any conduct that would affect the employee’s ability to
perform their job, reflect unfavorably upon the City or disrupt the efficient operation of the

City.

Fmployees of the City are expected to conduct themselves in a professional and courteous
manner when dealing with the public or outside agencies. In addition, each employee shall
strive to maintain courtesy, respect and understanding for each other at all levels of the
organization. Employment with the City is a privilege. Acceptance of that privilege means
that all employees become representatives of the City which is a great responsibility and
should not be taken lightly. Employees must conduct themselves with the highest ethical
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standards at all times, both at work and in their personal lives. Expression of derogatory
statements regarding City officials, coworkers and policies of the City is considered
unbecoming conduct and is prohibited.

Being rude is never appropriate. We must treat one another with courtesy and respect.«

Treat every co-worker as a professional. |

Show consideration. Treat others as you wish to be treated.

Be tolerant of fellow employees. Recognize that conflicts may exist among co- workers,
but courtesy is expected. Set aside differences when working together.

Be supportive of fellow employees by offering help when possible. Cooperation is
expected in the workplace.

Be loyal to your co-workers and the City, Do not undermine other people’s work. |

Be discreet about what you say. Respect co-warkers’ privacy and confidentiality.
Gossip about fellow co-workers is destructive and js not acceptable.

Welcome new employees. Be supportive by offering help and setting an example of the
cooperation expected in the workplace.

Address problems by going to the appropriate person.

Section 6.1 Off Duty Conduct and Employment

Full time employment with the City js considered an individual’s primary employment.
Generally, the City regards the off duty activities of employees to be their own personal matter.
However, certain types of off duty activities by employees represents concern to the City and
for that reason the following is established with the intent to specify conditions and guide
employees.

1.

Employees who engage in, or are associated with illegal or inappropriate conduct, the
nature of which adversely affects the City or their own ability or credibility to carry out
their employment responsibilities may be subject to disciplinary action including
termination.

Employees may engage in off duty employment provided that such employment does
not conflict with the employee’s work schedule or job performance.

Officials shall not disclose confidential information acquired in the course of i

official duties or use such information to further personal interests.

Demonstrate the highest standards of personal integrity, honesty and conduct in all
activities in order to inspire public confidence and trust in City employees. Engage
in no activity, either directly or indirectly, which is inconsistent with the conscientious
performance of city duties.

Not engage in off-duty personal conduct which affects your job performance or
adversely affects the public trust and confidence placed in you. Such conduct
includes, but is not limited to, criminal conduct, such as acts of domestic violence, child
abuse or neglect, consensual sexual relationships between City employees with a
supervisor/subordinate relationship, operating motor vehicles under the influence and
other inappropriate off-duty personal conduct.

City employees are in a position of trust that implies a duty to act in the best interest
of the public and is taken seriously by the City. All employees must conduct their
duties with integrity.
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Section 6.2 Personal Appearance Standards

Employees shall dress appropriately for their position and maintain reasonable standards of
neatness and cleanliness. Employees are expected to dress in a manner consistent with the
nature of work performed. If there are questions as to what constitutes proper attire, employees
should consult with their supervisor or department head. Employees, who are inappropriately
dressed, in the opinion of supervisory personnel, may be sent home and required to return to
work in acceptable attire. Under this circumstance, employees will not be paid for the time away
from work.

Section 6.3 Confidentiality and Security

It is the City’s policy to maintain strict control over the unauthorized entrance or use of City
property, cash or other items of monetary value, personnel or general assistance records,
certain computer information or other records or information considered being confidential.
Employees who are assigned keys, given special access or assigned job responsibilities in
connection with safety, security or confidentiality of such records, material, equipment or
items of monetary value will be required to use sound judgment and discretion in carrying out
their duties and will be held accountable for any wrong doing or acts of indiscretion.

Information about employees or any matters considered being confidential or delicate shall
not be divulged to anyone other than persons who have a right to know or are authorized
to receive such information.

CLonfidential information obtained as a result of employment with the City is not to be used-
by an employee for the purpose of furthering any private interest or a means of making
personal gains,

Section 6.4 Conflict of Interest
No employee authorized to make purchases or contract for services shall have any direct or
indirect financial interest or personal gain in any purchase or contract.

Employees shall act in the best interest of the City and shall avoid making any decisions or
directing influence to the parties making decisions when it would be determined to be a conflict
of interest. Employees shall inform their supervisor, department head or the City Manager as
soon as they recognize a possible conflict of interest.

Section 6.5 Political Activity and Contributions
No employee shall participate in any political activity that would be in conflict or
incompatible with the performance of his or her official functions and duties with the City.

6.5.1 Solicitation and Handbills N
No employee may use his/her official authority or position for the purpose of influencing or«
interfering with or affecting the results of any election, nor shall he/she solicit funds or
contributions or accept or receive funds or contributions from City employees for political
purposes. No employee may distribute pamphlets or handbills, wear buttons or other
indication of support for any particular candidate, political party or political cause during such
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times while they are performing their official functions and duties with the City. Nothing
herein shall be construed to prohibit any City employee from participating in the political
process during off-duty hours and in his/her capacity as a private citizen.

6.5.2 Political Office s
Any City employee may seek election for political office as a member of the City Council or

anv other elective office. However, such employee shall be placed on an unpaid leave of
absence status from the date of candidacy for such position is announced or nomination papers
filed and until completion of the election process. During his/her leave of absence, the
employee shall not use any official City title in his/her political campaign, nor shall such
employee’ s official authority or influence be used to affect the results of the election. 1f elected
to any political office and such office is deemed incompatible with his/her duties as a City
emplovee, such emplovee shall terminate his/her employment with the City prior to
assumption of the elective office.

6.5.3 Federal Hatch Act -
All employees covered by restrictions of the Federal Hatch Act, so called, shall be subject to-
its provisions. Where such provisions are more restrictive than the provisions contained herein,
such additional restrictions shall apply.

Section 6.6 City Property/City Vehicles

Employees that drive City owned vehicles are expected to maintain a valid driver’s license.
Any employee who loses their license due to suspension is responsible to report to their
supervisor immediately and stop operating City vehicles until the license is reinstated. If
the employee continues to drive a City vehicle while under suspension and places the City
at risk, the employee will be disciplined up to or including termination.

City vehicles are not to be used for personal business. Mileage reimbursement amounts are
outlined in Section 9.3.1.

; Employees shall not have personal gas cans on any City vehicle. The only gas cans on City
vehicles will be cans that are the appropriate type of fuel cans for the contents and the contents
are to be used only for the City.

"No guns are allowed in City vehicles or City buildings, except by authorized law
enforcement personnel.

" Section 6.7 Return of City Issued Property
Any employee issued keys, equipment, tools, clothing etc. in the course of their employment
with the City shall return the same items upon termination of employment with the City. It
will be the responsibility of the department head whose department issued such items to see
to it that all property is returned and in reasonable condition prior to the employee’s last day
of work.

: Section 6.8 Salvaging/Scavenging
Property of the City shall not be converted to personal use or for personal gain and will be-
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disposed of as outlined in the City’s Procurement/Disposal Policy. Property other than City
property abandoned and intended for disposal may be processed according to established
departmental or City wide procedures.

’ Section 6.9 Gratuities

No employees shall accept any gift, fee, discount, favor or anything of value that may be-
intended to influence him/her in the discharge of his/her duties. De minimus gratuities may
be accepted if approved by the department head or supervisor, ['v be de minimis, benelits must
be of unusual or occasional frequency, not have a value of more than $100 (with certain
exceptions) and not be cash or cash equivalent,

Section 6.10 Personal Business/Telephone Calls

City employees are discouraged from conducting personal business on City time. Unless it is
an emergency, City employees shall be prohibited from making personal calls which result in a
cost to the City on City phones and cell phones, to include fax machines, unless they use a
personal calling card or otherwise bill the expense of the long distance call to their personal
phone. An exception to the use of personal use of phones and cell phones js allowed for City,
approved travel as outlined jn Section9.2 - Educational/Meeting Activities Expenses.

" Section 6.11 Animals in the Workplace Policy

The City, is responsible for assuring the health and safety of all employees. In keeping with this
objective, The City does not permit pets at city owned buildings except for city manager '
approved events. Some individuals may feel threatened or be distracted by the presence of

animals and may cause allergic reactions. In addition, the City wishes to prevent pets from

fouling the city owned buildings.

-

:Anyone who requires the help of a service animal (defined by 28 CFR 36.104 as "any dog that is

individually trained to do work or perform tasks for the benefit of an individual with a
disability") will be permitted to bring a service animal to a city owned building, provided that
the animal’s presence does not create a danger to others and does not impose an undue hardship
upon the company.

ARTICLE VII DISCIPLINE POLICY AND PROCEDURES,

"The intent of this policy is to openly communicate the City’s standards of conduct,

s

particularly conduct considered undesirable, to all employees as a means of avoiding their
occurrence. The City also believes that such policies and procedures are necessary for the
orderly operation of City services and for the protection and fair treatment of all employees.
Employees are therefore urged to use reasonable judgment at all times and to seek supervisory
advice in any doubtful situation.

As a matter of policy, City administration shall seek to resolve conduct and performance

problems in the most informal and positive manner possible. This may be achieved through
counseling, additional training or supervisions and verbal cautions. However, under those
circumstances when disciplinary action, including termination, becomes a necessary means
of modifying undesirable situations, the City has established the conditions and procedures
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that follow.

To insure the equitable processing of disciplinary actions, the Human Resource Director will be EDEIe_ted: Personmel Director |
responsible for the proper handling of such matters, including the assurance that employee
rights are protected, and that appropriate action is taken when circumstances warrant.

Supervisory personnel shall consult with the Human Resource Director prior to the { Deleted: Deputy City Manager _]

implementation of discipline when practical. No employee shall be terminated without the

consent of the City Manager. ) A
['Formatted: Font: 11 pt |

Section 7.1 Disciplinary Illustrations
The illustrations of unacceptable conduct cited below are to provide specific and exemplary | Deleted: 9
reasons for initiating disciplinary action and to alert employees to the more commonplace
types of human conduct are unpredictable; no attempt has been made here to establish a
complete list. Should there arise instances of unacceptable conduct not included in the
following list, the City may likewise find it necessary and appropriate to initiate disciplinary
action in accordance with these policies and procedures. o DI . il
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4. Abuse of break and lunch periods.
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safety may reasonably be jeopardized by the order or the order is illegal or in conflict

with any law.

3. Engaging in a conflict of interest.
4. Conduct that discredits the employee or the City or willful misrepresentation of the Formatted: Font: Book Antiqua, 12 pt
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5. Conviction of a crime, including convictions based on a plea of not guilty or of a
misdemeanor involving conduct that is regarded as immoral, the nature of which
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or employment of the employee.
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10.

11.
12.
13.

14.
15.
16.

17.

18.

19.

Violation or neglect of safety rules or contributing to hazardous conditions. See safety-
handbook for examples of safety violations.

Unauthorized use of City property. «
Physical altercations.

Any act or conduct that is discriminatory in nature toward another person’s race,

creed, color, national origin, sex (including sexual harassment), age, religious beliefs

or political affiliations.

Accepting gratuities intended to influence the employee’s job performance. N
Misuse of City telephones. 4
Possession, display or use of explosives, firearms or other dangerous weapons while

on duty or on City property. (Except for police officers and other authorized
employees in the performance of their duties.)

Possession of alcohol, narcotics or drugs while on City property (except in the official«
discharge of police duties). Alcohol may only be on City property at sanctioned
events as authorized by the City Manager.

Failure to notify the supervisor as soon as practical if an employee’s job descriptions
requires that they operate City equipment or vehicle and the employee does not have
a valid driver’s license or does not have a valid driver’s license in the class required of
the job description to operate City equipment or vehicle.

Smoking anywhere except in designated areas. .

; 7.1.3 Performance

1.

2.

3.

Inefficiency, incompetence or negligence in the performance of duties, including failure«
to perform assigned tasks or training or failure to discharge duties in a prompt
competent and reasonable manner.

Refusal or inability to improve job performance in accordance with written or verbal-
direction after a reasonable trial period.

Refusal to accept reasonable and proper assignments from an authorized
supervisor.

4. Intoxication or incapacity on duty due to the use of alcohol or drugs,

5.

6.

7.

Driving under the influence of alcohol or drugs while on duty; suspension of driver’s
license where job duties require driving.

Careless, negligent or improper use of City property equipment or funds, including
unauthorized removal or use for private purpose or use involving damage or
unreasonable risk of damage to property.

Unauthorized release of confidential information or official records.

Section 7.2 _Types and Progression of Discipline

Depending on the nature and circumstances of an incident, discipline will normally be
progressive and bare reasonable relationship to the violation. A serious or major performance
or behavior deficiency may result in more severe disciplinary action and may not necessarily
be preceded by less severe forms of disciplinary action. The types of discipline that may occur
are as follows in general order of increasing formality and seriousness.

7.2.1 _Counseling -
Counseling is a discussion to explain an actual performance deficiency and emphasizings
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expected standards. Supervisors shall make every attempt not to ignore minor deficiencies, but
rather to correct them. Sometimes the employee may need further training or they may not
know the proper procedure. Find out if corrective measures can be taken to improve
employee performance. Counseling shall be documented by the supervisor and placed in the
employee’s personnel file.

7.2.2_Verbal Warning “
A verbal warning is a verbal statement by the supervisor to an employee, usually pointing-
out an unsatisfactory element of job performance, is intended to be corrective or cautionary. A
verbal reprimand informally defines the area needing improvement and informs the employee
that failure to improve may result in more serious actions. Verbal warnings shall be
documented by the supervisor and placed in the employees personnel file.

7.2.3 Written Reprimand “
A written reprimand is the first level of formal discipline. The written reprimand shall be-
issued by the supervisor with approval of the department head. The written_ reprimand shall
contain a statement of the cause for the action, improvement or corrective action required
of the employee, time frames for such action and possible results of the employees failure to
comply. An employee receiving a written reprimand may respond to that action and a copy of
the response shall be attached to the reprimand. A copy which shall be signed by both the
employee and supervisor shall be given to the employee and the Human Resource Director,
for placement in the employee’s personnel file.

7.24 Temporary Relief from Duty :
Under certain circumstances, it may be necessary to restrict an employee immediately from-
performing duties at the worksite. The circumstances usually involve potential danger to the
employee, co-workers or the public, or the employee’s inability to discharge assigned duties
satisfactorily. Because of the need for immediate action, the decision to relieve an employee
from duty is typically the responsibility of the supervisor. In these situations, the following
procedure is to be followed:

1. The supervisor taking the action to relieve from duty an employee will, as soon as
practical, notify the department head, and as soon as possible, prepare a written
statement of the action taken and the reasons for such action.

2. The department head will prepare, together with the supervisor, the statement of charges
and document any supporting evidence.

3. The department head and Human Resource Director, will review all evidence to
determine disciplinary direction.

725 .Suspension -
A suspension is the temporary removal of an employee from duty, generally without pay.«
Suspension shall be used when all other means have been tried without success and it is
believed that suspension will bring about the required improvement in the employee’s
behavior or performance, or when the cause is sufficiently serious to warrant such action.
A department head may recommend the suspension of an employee after carefully reviewing
all facts and reviewing same with the City Manager.
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Employees will be provided a letter of suspension, which will state the effective date; length of«
duration; reasons for action, including a statement of the particular facts which _evidence
each performance deficiency and identification of each performance deficiency; a list of exhibits
and witnesses supporting the statement of facts; a notice to the employee of their, rights to
appeal the action.

Jn no event will the use of paid time be allowed during a period of suspension without pay.«
Should a paid holiday occur during a period of suspension without pay, the suspension
period will be extended by the number of holidays occurring during the suspension period.

7.2.6 Disciplinary Demotions “
Under circumstances of demotion for disciplinary reasons, an employee may be reallocated
from a present job to one having lower responsibilities, skill requirements, performance
standards and rate of pay upon recommendation of supervisory personnel and/or the
department head. The decision to demote an employee shall be the City Managers. A copy of
such a written notice will be given to the affected employee and the Human Resource
Director for placement in the employee’s personnel file.

" Removal/Discharge from Employment «
An employee may be removed or discharged from employment with the City when the-
employee’s work or misconduct warrants, after the employee receives cause, notice and
hearing.

Employees will be provided a letter of discharge, which will state the effective date; reasons«
for action, including a statement of the particular facts which evidence the reason(s) for
discharge; a list of exhibits and witnesses supporting the statement of facts; a notice to the
employee of his/her rights to appeal the action,

7.2.8 Initiating Discipline: Consideration and Notice «
Supervisory and management personnel shall be guided in their consideration of
disciplinary matters by the following illustrative, but not exclusive, conditions:

The degree of severity of the offense

The number, nature and circumstances of similar past offenses

Employee’s length of service and service record

Provocation, if any, contributing to the offense

Previous warnings related to the offense

Consistency of penalty application

Equity and relationship of penalty offense

NG LN

Disciplinary notice to employees should, as a general rule, contain the following+
information:
1. A statement of the disciplinary action to be taken and its effective date :
2. A statement of the reason(s) for imposing the discipline and the nature of the violation
3. Attachment of any supporting material or evidence where appropriate
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Service of disciplinary notice will be deemed to have been made upon personal
presentation or by certified mail addressed to the employee’s last known address on file.
Upon receipt of disciplinary notices for placement in an employee’s personnel file, the
Human Resource, Director may assign a recall date to the document at which time it
may be reviewed for a determination of continued retention, assigned a new recall date or
mailed to the employee as evidence of removal from the employee’s file.

7.2.9 Appeal of Suspension or Discharge 8
The employee may appeal a suspension/discharge to the City Manager within ten «

(10) working days of notice of suspension/ discharge. After reviewing all facts and evidence,«

the City Manager will put in writing his/ her final decision. Should the City Manager find in
favor of the suspended/ discharged employee, he/she may reinstate asuspended/discharged
employee atany time and may authorize back pay. The City Manager’s decision shall be final.

" ARTICLE VIII DISPUTE RESOLUTION

In consideration that a dispute, complaint or problem may arise periodically concerning
working conditions policies and practices or decisions made by City representatives that effect
an employee’s job, the City has established the following dispute resolution procedure. It is
the intent of this policy and procedure to afford employees a voice in those matters that have
a potential adverse, unjust, or inequitable effect on their employment conditions. The City is
desirous of solving problems as promptly, justly, objectively and confidentially as possible.

" Section 8.1 Dispute Resolution Procedures
The three (3) steps involved in the dispute resolution procedure are:

1. Discuss the dispute with the immediate supervisor including the nature of the concern
and possible appropriate remedies. If a satisfactory solution cannot be reached within
ten (10) working days or if the nature of the problem is not within the supervisor’s
authority, the employee should proceed to step two,

2. Present the issue in writing to the department head, who will investigate, examine and
evaluate the factual basis of the situation in an attempt to reach a satisfactory_
solution. Every effort will be made to provide the employee with a written decision«
and the reasons thereof within ten (10) working days. If the department head’s decision
is not satisfactory to the employee, proceed to step three.

3. Within five (5) working days following the receipt of the department head’s
decision, the employee should arrange an appointment to present and discuss the issue
with the City Manager. On the basis of information provided in this meeting, or related
written documents, the City Manager may conduct further inquiries to fully consider
all relevant facts and circumstances, followed by a final decision to the employee and
other’s concerned generally within fifteen (15) working days. The City Manager’s
decision shall be final.

ATICLE IX TRAVEL/MEETING AND EXPENSE POLICY

) Periodically, it may be necessary, desirable or appropriate to the benefits of the City and/or+«
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individual employees to attend or participate in activities outside the normal work location.
Such activities may include attendance at lectures, meetings, training programs, conferences
or specialized courses of instruction. Attending or participating in these activities may be
either at the request of the employee or required by the City, but in no case will it be regarded
as an officially authorized activity until advance written approval has been granted by the
department head or the City Manager. Employees seeking approval may be required to submit
a written request detailing information upon which a decision can be rendered such as dates,
hours, location, costs and expenses, nature and purpose of activity and justification for
attending.

Although the City encourages all employees to self-initiate various methods and means of
enhancing their job performance, particular skills and promotional qualifications, such outside
involvement will not qualify for hours worked compensation unless the City requests or
directs the non-exempt employee’s attendance. Time spent at any City sponsored training,
lecture or meeting that is voluntary on the part of the employee will not be counted as “hours
worked” as outlined in the Fair Labor Standards Act.

Section 9.1 Authority to Travel

All travel outside of Aroostook County must be approved in advance by the proper+
authority as follows: department heads travel approved by the City Manager; all other
employees travel approved by their department head.

" Section 9.2 Educational/Meeting Activities Expenses

When the employee’s attendance constitutes an expense to the City, the employee will provide-
an advance itemization of all known or estimated costs in connection with attendance. The
City may pay in advance or reimburse the employee upon submission of receipts in reasonable
form and amount. Customary expenses may include, but not limited to, registration fees,
materials, meals, transportation, tolls, and parking. Alcoholic beverages shall not be considered
a customary expense eligible for reimbursement.

Employees shall be required to submit receipts and an accurate accounting of all expenses

fon prescribed forms), regardless if an advance for expenses was provided, within five

(5) working days after the employee’s return to work. Over-payments of advances will be-
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refundable by the employee and underpayments will be reimbursable to the employee. The
City retains the right not to pay for unauthorized or unreasonable expenses or expenses
for other than City employees. Travel reimbursement expenses shall be submitted on a Travel
Reimbursement Expenses form,,

<

9.2.1 Expense Guidelines .
When possible, an outline of anticipated expenses should be pre-approved by the departments
head or City Manager. Employees are encouraged to use prudent judgment when incurring
expenses. Whenever possible, competitive rates should be sought for lodging.

‘A suggested guideline for daily meal expenses shall follow the current rate of the GSA per diem-
allowance to include tips. Employees may elect to receive the per diem rate with prior approval
of the City Manager. However, the City Manager shall review travel expenses that exceed the
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guidelines and at his/her discretion may make exceptions based on each situation as
warranted. Otherwise, receipts must accompany reimbursement requests. The City Manager
shall be entitled to reimbursement for all reasonable expenses, including travel and meals,
incurred by the City Manager in the performance of his duties. The City Manager will
maintain records and written receipts as required by the City’s policy or the City Manager
may accept the GSA per diem allowance rate in lieu of a direct cost reimbursement.

Section 9.3 Mode of Travel

Travel costs in connection with approved and bona fide business activities will be paid by the
City where use of private, City car pool, or commercial transportation is necessary and payment
will be on the basis of least-cost mode of transportation where there is a choice. The mode of
transportation must be known and approved. Prior approval shall be obtained in advance for
passengers who are not City employees.

) Employees are expected to utilize the City car pool for all transportation when possible and
available. Employees must be pre-authorized to use their own vehicle for conducting City
business in order to receive mileage compensation.

9.3.1 Use of Personal Vehicle )
Where travel has been approved for use of an employee’s personal vehicle, the employee+
shall incur necessary expenses to assure that the vehicle is in sound and safe operating
condition and may be required fo prove the vehicle is properly indemnified. In cases of an
employee’s business related travel by personal vehicle, the pmployee will be reimbursed for
actual gas/diesel costs through submission of receipts.

" Section 9.4 Travel Time
Travel time in connection with City approved travel will be considered compensable hours
worked for non exempt employees as defined in the Fair Labor Standards. Travel for non
exempt employees in connection with work, training or conferences outside of their regular
workday should be discussed with the, City Manager prior to the employee’s travel.

" Section 9.5 Vehicle Allowances

A vehicle allowance may be provided to employees at the discretion of the City when it is
deemed necessary and practical for the employee to use their personal vehicle when
conducting City business on a regular basis. In most instances, the City will cover the expenses
of operating the vehicle within the boundaries of Presque Isle. However, annual
documentation will be drawn up between the City and the employee specifying the terms and
conditions of their particular vehicle allowance. Employees receiving vehicle allowances must
be able to provide the City with proof that the vehicle being used for City business, is in good
operating condition, and insured in adequate amounts and types of coverage.

" ARTICLE X EMPLOYMENT SEPARATION

Section 10.1 Resignation
An employee wishing to leave employment in good standing shall file a written resignation
as soon as possible, but at least two (2) weeks prior to the effective date, stating reason(s)
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for the resignation. Department heads shall provide at least a 30-day written notice of
resignation prior to the effective date stating reason(s) for the resignation. The employee’s
resignation shall be promptly forwarded to the Human Resource Director. Failure of the
employee to give such notice will be noted on the employee’s service record and may result
in denial of future employment by the City.

Section 10.2 Layoff

An employee may be subject to a non-disciplinary, involuntary termination through layoff
in connection with a shortage of funds, abolition of a position or lack of need for the work
performed by an employee or group of employees. In such cases, affected employees will be
given as reasonable an amount of advance notice as conditions permit, preferably ata minimum
(2) weeks.

Order of layoff - The layoff of employees shall be made in inverse order, determined by the
length of service in the class and in the department or by another organizational unit involved.
An employce affected by layoff shall have the right to displace a similarly classified
employee within the department who has less seniority in a lower position. In order to retreat
to a lower position, an employee must have more seniority than at least one of the incumbents
in the retreat position and request displacement action in writing to the City Manager within
five (5) working days of receipt of notice of layoff.

" The name of employees who either are laid off or continue employment in a lower position
will be placed on a re-employment list giving the position held at the time of layoff. The re-
employment list will be maintained for a period of eighteen (18) months from the date of
placement on the list. When a vacancy occurs in a position for which a re-employment list
exists, persons appearing on the list will be considered for reemployment, in inverse order
of their layoff dates, prior to consideration of other persons for employment.

Seasonal, as-needed employees and probationary employees are exempt from the order of
layoff and recall provisions.

Section 10.3 Checkout Upon Separation, E
Employees, who resign, retire or are removed/discharged or laid off will be required to turn
in any City owned property, clothing, keys, working materials etc. no later than their final
workday. The City Manager, Human Resource Director, or Department Head will conduct an
exit interview with all regular full time and part time employees prior to termination. An
appointment to conduct the exit interview shall be set up at the convenience of both parties
prior to the last week of work.

" Section 10.4 Death of an Employee
Separation shall be effective as of the date of death of the employee. Any wages, stipend or
other allowance due the employee as of their date of death, shall be paid to the estate of the
employee. Accrued vacation due the deceased employee shall be paid to the beneficiary
designated in writing by the employee and on file with the Human Resource Director. All
of the deceased employee’s accrued sick leave (in no case to exceed the maximum accrual)
at time of death shall be paid to the beneficiary designated in writing by the employee and on
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file with the Human Resource Director,

ARTICLE XI MISCELLANEOUS PROVISIONS

Section 11.1 Smoking Policy

The City has a no smoking policy at all properties, buildings, structures, vehicles and
equipment. Smoking is also prohibited in the vicinity of entrances to City facilities and
overhead and pass doors to garages, process areas and shop areas at all facilities.

"Section 11.2 Personnel Files
Personnel files are maintained for City employees. Employees may review their file during
regular business hours at City Hall by making a request in advance to the Human Resource
Director. Such personnel files shall include, but not limited to, any formal or informal
evaluations and reports relating to the employee’s character, work habits, compensation
and benefits and leave time records.

" Section 11.3 Safety
It is the prime safety objective for the City to provide employees with the safest working
environment possible. A safety handbook has been developed to outline management and
employee responsibilities regarding safety. All employees are to be provided witha copy (or
emailed a copy) of the City’s Safety Handbook during the department’s employee orientation
process and periodically as updated.

’ Section 11.4 Training

a

Where the City determines that training/educational opportunities reasonably related to thes
employee’s position are mutually beneficial, the City may reimburse in part or whole for such

education.

Section 11.5 Snow Days/Inclement Weather,
The City Manager. or designee, shall make an announcement posted on the home page of the City’s
website: social media and local WAGM for storm closure or delayed opening announcements,,

' 11.5.1 Weekday Snow Closing

“

<

-

If City Hall closes, the Library and Community Center will also close. Non-essential employees«

at the Airport, Police Dept., Fire Department and Public Works will also not come to work.

11.5.2 Weekend Snow Closing

-

The Community Center and Library will determine their opening/closing for the day. Upon«

determination they will notify the City Manager,

11.5.3 Making it to Work

It is up to the employee’s discretion to make it to work during a snow event. If the employee-

self elects to not come into work, then said employee shall take a vacation day, personal day,

emplovee elected to not come in to work at all and took a vacation dav, personal day, or used
accrued compensatory time, then a full vacation day, personal day, or hours of compensatory
time equal to a full day will be charged. Employees on a previously approved vacation shall

3
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not have any vacation leave credited back in the event City Hall is closed a full or partial day
during the time period of their vacation.

Section 11,6 Communication Policy

All electronic communication devices owned/leased by the City are intended for business«

use. Although some incidental use of email, internet access telephones, faxes or other such
electronic communication devices is expected (costs for personal long distance calls, faxes or
other extra expenses generated by use of electronic communications is to be reimbursed to the
City), it must be understood that such use is a privilege which may be limited or removed if the
privilege is abused or for any reason at the discretion of the City. Except for incidental use, no
electronic communication device is to be used for the employee’s personal gain or to support
or advocate for non-business related activities or purposes. All data and electronic messages
within any electronic device system owned/leased by the City are the property of the City.
As such, no communications of any type through electronic mail systems or internet
connection can be considered private. Some forms of electronic communications have been
found to be public record and may be subject to the freedom of access laws, depending on their
content.

Jn addition, consistent with any confidential relationships or obligations with customers, other-

governmental agencies, businesses or organization that may exist, the City reserves the right to
authorize its City Manager, department heads and/or supervisors to review the contents of

employee’s email internet communications when necessary for business or performance
purposes. Employees may not intentionally intercept, eavesdrop, record, read, alter or receive
other person’s email messages without proper authorization. Most faxes received are
considered confidential and employees should treat them as such, Passwords used for
computers should periodically be changed to ensure security of the system. Users should not
share their passwords with anyone else, other than as his or her supervisor may require.

General Prohibitions:

The City’s electronic communication systems may be used only for lawful purposes. The
transmission, distribution or storage of any information, data or material in violation of any
applicable law or regulation of this policy is prohibited. Without limitation of the foregoing,
it is prohibited to create, transmit, distribute or store any information, data or material that:

 Islibelous, defamatory, hateful or constitutes an illegal threat or abuse or contains ethnic-

slurs, racial epithets or anything that may be construed as harassment or
disparagement of others based on race, national origin, sex, age, disability or religious

beliefs.

» Is obscene or constitutes child pornography, contains sexually explicit images or
messages or may be construed as offensive abusive or threatening.

* Infringes any copyright, trademark, trade secret or intellectual property right.

* Is solicitation for commercial ventures, religious or political causes outside
organizations or other non-job related solicitations except for incidental personal use.

* Is or encourages conduct that would constitute a criminal offense or give rise to civil
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liability.

' Guidelines:

' Employees are expected to abide by the generally accepted rules of etiquette for all
electronic communications. These include, but are not limited to the following:

’ 1. General Guidelines

a.
b.

Be polite,

Use appropriate language. Do not swear, use vulgarities or any other inappropriate
language,

Note that email is not private. Both internal and internet transmissions can be easily
intercepted by others and can be altered enroute.

. Do not send unencrypted confidential or proprietary information over the internet. If

you are uncertain whether material is confidential or proprietary, consult with your
supervisor.

Material that would be considered inappropriate, offensive or disrespectful to others
should not be accessed or stored.

Respect copyrights and licenses.

2. Security Responsibilities:

a.

If you identify a security problem notify your department head; department heads shall
notify the City Manager.

b. Do notreveal your account password or allow another person to use your account,

C.

Do not use another individual’s account. -

d.

a

Any user identified as a security risk or having a history of problems with other :

computer systems may be denied access.

3. Vandalism/Harassment

a.

Vandalism is defined as any malicious attempt to harm or destroy data of another user,
the internet or other networks. This includes, but not limited to creating and/or
knowingly uploading computer viruses.

Vandalism and/ or harassment will result in disciplinary action.

Harassment is defined as the annoyance of another user or the interference in another
user’s work. This includes, but is not limited to, the sending of unwanted email.

.'This policy applies to all employees, contractors, part time employees, volunteers and other
individuals who are provided access to any City electronic communication devices. Any third
party utilizing any electronic communication devices of the City should be made aware of
this policy and agree to abide by it.

Supervisors or management may access an employee’s email of employees on leave of absence,
vacation or are transferred from one department to another department and it is necessary for
the City’s business purpose.

The misuse of any electronic communication devise may be sufficient cause for discipline in
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accordance with the City’s Employee Handbook, and/or other applicable rules or laws. In
addition, in the event of suspected, alleged or actual illegal activity, the City may notify or
cooperate with applicable law enforcement authorities for potential civil or criminal
investigation or prosecution.

The City assumes no responsibility for any unauathorized charges made for personal use of any
electronic communication device. Employees will directly reimburse the City for any cost
incurred that is a result of personal use of any electronic communication devise.

Social Media “

This policy applies to all employees of the City when engaged in any social media
communication for business or personal purposes when the communication relates to the City,
it's employees, or City related matters. The same general conduct policies that are applicable
to employee’s activities in general, such as our Employee Performance and Conduct and
Harassment policies, are applicable to employee’s online activities. Legal ethical and
responsible behavior is expected at all times.

[Employees should use social media for personal business on their own time. Any social media
used during work time should be for business purposes and should not negatively affect
employee’s productivity or performance. Respectyour audience when engaging in social media
activity. Don’t use ethnic or racial slurs, personal insults, obscenity or engage in any conduct
that would not be acceptable in our workplace. Always evaluate your contribution’s accuracy
and truthfulness. Before posting any online material, ensure that the material is accurate,
truthful and without factual error.

The City respects the legal rights of all employees and in general what you do on your own
time is your business. However, activities in or outside work that affect your job
performance, the work environment, or interests of the City are a proper focus for this policy.
None of the requirements of this policy are intended to infringe upon your legal rights under
Federal and State labor laws. If you have any questions about the application of this policy,
we encourage you to speak with the City Manager.

ARTICLE XII EMPLOYEE BENEFITS AND EXPENSES

The City strives to provide equitable and cost effective benefits for employees in recognition
of the influence employment benefits have on the economic and personal welfare of each
employee. Employees should likewise recognize that the total cost to provide the benefit
program described herein is a significant supplement to each employee’s pay and should
therefore be viewed as additional compensation, paid in benefit form on behalf of the
employee. Not all benefits are eligible to part time employees due to requirements set forth
by the provider requiring employees to work a minimum number of hours per week on a
continuing basis. Those eligibility requirements will be so noted with each benefit affected.

Section 12.1 Eligibility «
JPolicies, provisions and procedures that govern the City’s benefit program will apply to all«
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regular full time and regular part time employees including those in probationary status
preliminary to those two classifications.

. Employees are responsible for notifying the City in writing within 20 days of the change when

any of the following changes occur such as marital status, add or drop of dependents, address
changes, name changes etc.

" Should the City incur any cost for dependents that resulted in the employee’s failure to notify

the City within the required time frame, the employee must reimburse the City for all incurred
expenses.

" Section 12.2 Pro-ration/Cost Sharing and Scope of Benefits

Where employees work a regularly scheduled workweek of less than full time, some benefits
will be determined on a pro-rated number of hours based on the employee’s actual accrual
rate. For example, eligible regular part time employees will be credited with vacation and
sick leave, but at a smaller accrual rate than that for full time employees.

Benefits and expenses will be separated into two groups:

1. Mandatory - those that are required by State or Federal law. The costs for these often
are controlled by law.

2. Discretionary - those that the City selects and controls based on such
considerations as cost and desirability of benefit provisions.

" Where costs of discretionary benefits may exceed the City’s interest, ability or willingness to pay

the full premium rate to maintain previous benefit levels, employees may be required to
share in the cost to continue such benefit plan.

Section 12.3 Mandatory Benefits and Expenses

1231 Qualifying Pension Plan

All employees are required to participate in a qualifying pension plan as defined by IRS,
Section 89.

1. MainePers System
Emplovees hired prior to July 1, 1996 remain in the old MainePers System._The City

withdrew from MainePers System after that date.

2. Social Security
Employees hired after July 1, 1996 will participate in the Social Security System.

12.3.2 Medicare

Medicare must be deducted from all employees hired after April 1, 1986.

12.3.3 Unemployment Insurance

Eligibility to receive unemployment compensation benefits is based on State of Maine law.
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12.3.4 Worker’s Compensation Insurance ¥
[Eligibility to receive worker’s compensation is based on State of Maine law .

" Section 12.4 Discretionary Benefits

12.4.1 MainePERS .

Effective in 2020, the City offers the availability of MainePers System. Emplovees who joins
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MainePers System are not eligible for the City’s 401A or the City’s Deferred Compensation
Annuity (457) match.

-

1242 Deferred Compensation Annuity (457) ¢

JThe City offers the availability of a Deferred Compensation Plan. Deferred compensation«!
plans are designed for employees of public organizations allowing participants to defera
portion of their federal income taxes while setting aside money for retirement. Both |

contributions and your earnings on those contributions are excluded from current federal
income tax liability.

'12.4.3 Health Insurance 1
Jhe City currently participates in the Maine Municipal Employees Health Trust
Comprehensive Plan. Regular full time and part time employees averaging 30 hours or more
per week are eligible to participate in the health insurance program. Dependents of these
employees are eligible as defined in the summary book. Coverage becomes effective 30 days
after the date of hire and to the first of the next month. Health coverage for employees leaving
service with the City will terminate on the last day of the month they cease active work.
COBRA (Federal Continuation of Coverage Law) may allow eligible employees and
dependents to continue coverage for up to 18 months at the group’s rate plus an additional
administrative charge. The terminating employee is responsible for premium payments after
separation.

Regular Full time Employees: The City’s contribution rate towards PPO1500
heallh insurance premiums will be 80% of the employees single coverage cost

and 70% ol the employees with child/family coverage cost._Any full time employee with 19
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years of service will receive $35.00 weekly towards their insurance premium.

i Regular Part time Employees: Employees who work 30 hours or more on a continual basis shall

Any part time employee with 19 vears of service will receive a pro-rated
weekly discount towards their insurance premium,

'12.4.4 Health Insurance Stipend
JThe City offers stipends for employees who are eligible, but do not participate in the City’s
health insurance to the fullest. Stipends are on an annual basis and do not become part of
the employee’s wages. Stipends are subject to all applicable Federal and State taxes and
MainePers. Stipends are prorated on a monthly basis and will be paid to the employee through
payroll on the last pay week of each month that the employee qualifies. Employees are not
provided stipends for dropping dependents that are no longer eligible for health insurance
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coverage under the City’s group plan. Fmployecs who qualify for a stipend must be able to
demonstrate that they or their dependents have other health insurance coverage. Stipends will
not be implemented until verification of insurance is provided to the City.

' Stipends are as follows for eligible regular full time employees:

o Employee with no gdependent eligible for the City’s health insurance who does not take
coverage for themselves: $1,000 per year.

e Employee eligible for Employee/child coverage drops the child coverage
reverting the employee to single coverage: $800 per year.

e Employee drops their coverage and child coverage, therefore is not covered on the City’s
insurance: $1,800 per year.

e Employee who has spouse eligible for family coverage on the City’s insurance and does not
cover the spouse: $600 per year.

e Employee who has dependents eligible for family coverage on the City’s health insurance
and does not cover those dependents (Employee would have single rate coverage): $1,200
per year.

¢ Employee along with dependents who are eligible for family coverage on the City’s
health insurance and does not cover themselves and (lependents: $2,200 per year.

¢ Employee whose spouse works for the City and both qualify separately for the City’s
health insurance (the stipend will be paid to the employee who is not the contract
employee on the health insurance) $600 per year.

‘ Stipends for regular part time employees will be prorated on the above according to the average
number of hours the employee normally works.

12.4.5 Income Protection

The City offers the availability of short-term disability insurance. Income protection is
available through the Maine Municipal Employee’s Health Trust by a weekly payroll
deduction.

12.4.6 Life Insurance

Employees who are eligible for participation in the Maine Municipal Employees Health
Trust are covered for an amount equal to one time their annual salary in term life insurance.
Employees not joining in the first 30 days of employment must file evidence of insurability in
the future and may be turned down due to medical reasons. This also applies to the
supplemental and dependent coverages mentioned below,

: Supplemental coverage can be purchased by the employee for 1, 2 or 3 times their annual
salary. Dependent life insurance is also available at the employee’s expense for eligible family
members.
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September 30, 2012). Employees that opt to take lesser
coverage but still elect some level of coverage shall not



Coverage available is based on the employee’s annual salary rounded off to the next highest
thousand. Insurance can be canceled but not refunded.

1247 Retirement Plan .
A retirement benefit is available for regular full-time employees and regular part-time
employees working a minimum of 20 hours per week. For employees that are eligible for the
401(a) plans, a 457 plan is also offered. A 457 plan is a deferred annuity that is available for
employees to voluntarily participate in. For an employee participating, the City will match the
employee contribution up to an amount of one (1%) of the employee’s gross wages.

The City retirement benefits outlined above are not mandatory requirements. The planand <
contribution amounts may be changed from time to time by a vote of the City Council.

Employees will receive contributions on a monthly basis. Vesting Schedule: 1
Years of Service Vesting Percent .
Less than 2 years 0%
2 years, but less than 3 40%
3 years, but less than 4 80%
4 years or more 100%

ARTICLE XIII LEAVES AND ABSENCES

All of the following leaves of absences are considered discretionary benefits, except
those required under State of Federal law, those so indicated with an (*) are such
and may be changed when the law governing the leave changes. All other
discretionary leaves are provided as part of the benefit package to the employee
and may be changed or deleted at the discretion of the City Council.

" Section 13.1 Vacation
The City believes that employees and the City benefit from scheduled time
for each regular employee to enjoy relaxation and recreation and to return to work
in a revitalized condition. In order to provide for such absence, the City has
adopted the following paid annual leave plan.

During recruitment of an exemplt position at the discretion of the City
Manager, the vacation schedule can be offered for up to five years seniority.

13.1.1 Eligibility

Probationary employees are not eligible to take vacation, but will be given credit for accrued
vacation hours retro-actively to their date of employment, once regular employment status
is achieved. An employee who leaves employment with the City with less than one year of
service will not be entitled to any vacation pay at time of separation.
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13.1.2 Vacation Credits
egular full lime employees
Service Length Monthly Credit HRS Annual Vacation HRS
Less than 5 years of continuous service 6.67 80
5 to 14 years of continuous service 10.00 120
15 to 19 years of service 13.33 160
20 or more years of continuous service 16.66 200

Regular part time employees working a minimum of 20 hours per week shall earn vacation
credits pro-rated to those earned by regular full time employees for the same continuous service
length.

"13.1.3 Vacation Accrual
Regular full time employees may accrue no more than 320 hours of vacation at any time.
Time in excess of that limit will be forfeited. Regular part time employee’s accrual is
prorated on the 320 hours limit. This will be prorated according to the number of hours
averaged per week as a percentage of 40 hours. Upon the time of retirement, the retiree will
receive the accrued monetary amount of vacation on the books, but in no case to exceed 320
hours.

13.1.4 Use of Vacation
Vacation may be used in a single continuous period, in separate weeks, in days or hours. In
no case will vacation time be taken for less than one half hour increments. However, vacation
may not be taken for more than two consecutive weeks, unless approved by the department
head or City Manager.

Vacation requests must be submitted to the supervisor in writing at least (10) working days prior
to the start of the vacation start date, unless otherwise approved by the supervisor. The
supervisor will confirm or disapprove each vacation requestand will post the hours of vacation
use on the employee’s time sheet accordingly. Request for_vacation time, date will be, granted,
on first written request received and/or by, employee seniority.

Section 13.2 Holidays

It shall be the policy of the City to ensure that all regular full time employees enjoy the same
number of holidays each year. The following holidays shall be paid holidays for all regular full
time employees:

1. New Year’s Day

2. Martin Luther King Day
3.  Presidents’ Day
4. Memorial Day,

5. Juneteenth Day (June 19)
6. Independence Day
7. Labor Day

8. Indigenous Peoples” Day (Columbus),
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9. Veterans’ Day

10. Thanksgiving Day

11. Day after Thanksgiving

12. %2 Day Christmas Eve

13. Christmas Day

14. Personal Day

| 15. Personal Day

Personal days are approved by the department head or City Manager and should be
requested in advance of use. Personal days are to be used in the calendar year and cannot be
accrued from one year to the next. Personal days cannot be taken for less than ¥ hour
increments.

Regular part time employees, temporary employees and full time seasonal employees shall«
be paid for the above holidays from number 1 through 13, when it falls on a day which they

would regularly be scheduled to work. They will receive holiday pay for the number of hours

they would have been scheduled to work on that day. Regular part time employees working a

minimum of 20 hours per week and up will be entitled to the personal days. Personal days

will be prorated for part time employees. The proration will be based on 8 hours for regular

full time employees. Regular part time employees hired to work holidays as part of their

regular schedules are not entitled to holiday pay, however they will be paid in accordance to

13.2.1.

" The City will determine on what day the holiday is observed. Generally, holidays which occur
on a Saturday will be observed on the preceding Friday, and Sunday holidays will be observed
on the following Monday.

1321 Holiday on a Scheduled Work Day g
At the option of the department head, nonexempt regular full time employees who are«
required to work on the observed holiday, in addition to their regular holiday pay, will be
granted either a work day with leave within six months of the holiday they worked, or may
be paid for time worked in accordance with rules governing overtime.

Regular part time employees, who are required to work on the observed holiday, will be paid-
time and one half for hours worked on a holiday. For departments with more than a Monday
through Friday operation, the department head will determine the holiday for purposes of
overtime (ie. actual holiday or observed day). Exempt emergency personnel who are
required to respond to an emergency on the holiday observed by the City, may, through
authorization of the City Manager, be given a day off in lieu of the holiday worked. That time
off must be preapproved by the City Manager and be taken within six months of the
holiday worked or be forfeited. Exempt employees who are required to work on the holiday
observed by the City for purposes of staffing shortages, special events, or because the exempt
employee is required to be at their place of work for the necessity of the public, may by
special permission of the City Manager, take a day off with pay in lieu of the holiday within six
months of the holiday worked or forfeit that day off. Exempt employees who will be working
the holiday, must, unless it's an emergency; have it preauthorized by the City Manager.
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Regular full time employees working an alternative work schedule to Monday through Friday
whose regular day off falls on a holiday, will be given at the discretion of the department head
a day off with pay, in lieu of the holiday, or paid for the holiday at their regular straight
time for the average number of hours they work ona daily basis, but in no case to exceed eight
hours of pay. The day off in lieu of the holiday must be taken within six months of the date
the City observed the holiday or be forfeited.

13.2.2_Holidays that Fall During Vacation Leave .
When an employee is on vacation leave and a holiday occurs, the employee will be paid the«
holiday and will not be charged for vacation for that day on which the City observes the
holiday. The only exception is for police personnel who are allowed to accrue holidays.

" Section 13.3 Sick Leave
JIn establishing this policy, the City has intended to provide a method of furthering the health
and general welfare of regular employees, as well as establishing standards to insure
maximum and reasonable job attendance. Therefore, City provided sick leave should not be
viewed as a right to be used at an employee’s discretion nor as a permissive level of absence.
Rather, it is a privilege of paid time away from work duties where such absence is necessary in
the following circumstances.

13.3.1 Sick Leave: Self
Sick leave shall be granted to employees who are unable to work because of illness, jnjury,
jmedical appointments, maternal/ paternal leave or other ongoing treatment.

"13.3.2 Sick Leave: Immediate Family Member
The required necessary medical care or doctor’s visitation of the employee’s immediate
family_or others living in the employee’s household who are ill. Immediate family shall be
defined as the employee’s parent, spouse, child, registered domestic partner
registered domestic partner’s child, step-parent, or step-child, Sick leave
may also be used in the above instances for any other dependent relative residing in the
employee’s household. Special circumstances may be approved by the City Manager.

"13.3.3 Sick Leave: Maternal/Paternal Leave

All employees who are welcoming a child - including fathers and adoptive parents - receive
one week of fully paid parental leave. Additional unpaid leave may also be available under the
Family and Medical Leave Act.

"13.3.4 Sick Leave Donation, <

not reduce their own hours to less than 40 hours. Hours may be donated in one hour increments.
The maximum amount of donation is 40 hours. A Sick Leave Donation Form must be filed with
the Human Resource Director.

13.3.5 Sick Leave: Notification to Supervisor "
Employees who are unable to report to work due to sick leave conditions as outlined above are
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required to notify their supervisor at the earliest opportunity. Employees who must leave
work due to illness or sick leave condition should likewise advise their supervisor. It is the
responsibility of every employee to report circumstances of the sick leave, recovery progress
and probable duration.

13.3.6 Supervisor’s Record Keeping Responsibilities 8
Supervisors are responsible for verification, reporting and record keeping of sick leave.
Supervisors are to notify the Human Resource Director any time an employee is out on sick leave
for three or more consecutive days.

"13.3.7 Medical Certification *
JIn all cases of an employee’s use of paid or unpaid leave for reasons of a threatening contagious
condition, the employee will be required to submit a medical certification of fitness to resume
work activities from a physician. Similarly, an employee on sick leave for three or more days
may be required to submit a physician’s certification to resume work or justify a continued
absence.

13.3.8 Earning and Accrual g

JFor all regular full time employees, sick leave is earned after one month of employment and
for each full month of employment thereafter at the rate of eight hours per month. Sick
leave may be accrued up to a maximum of 960 hours. Employees hired after January 1,
2012 may accrue to a maximum of 480 hours.

Regular part time employees who are regularly scheduled to work a minimum of 20

hours per week, earn sick leave after one month of employment and for each full month of
employment thereafter, Sick leave accrual maximum for part time employees will be prorated
on the full time maximum. Sick leave may not be charged for less than one half hour or for
increments other than half hours.

"13.3.9 Abuse of Sick Leave .
Employees found to abuse or fraudulently use sick leave will be subject to disciplinary action, up
to, and including termination. Failure of employees to follow these procedures may be treated
minimally as an unexcused absence.

’ 13.3.10 Unused Sick Leave “
JFmployees will not be allowed any payout of accrued sick leave upon termination of
employment. An employee who is eligible to draw a retirement pension from the MainePers
System or the 401(a) Plan, at the time of leaving active service with the City, and who has a
minimum service time of ten years, shall be entitled to receive an amount equal to their,
wages at the time of such retirement of one third the number of hours of unused sick leave
which they have accrued (in no case to exceed 320 hours or regular pay).

Section 13.4 Bereavement Leave
In the event of the death of the employee’s spouse, registered domestic_partner, child,
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registered domeslic partner’s child, mother, father, brother, sister, mother-in-law, father-in-
law, son-in-law, daughter in-law, brother in-law, grandmother, grandfather,
grandchildren, step parent, step child, the commensurate in-laws of the registered
domestic pariner, the partner of the employee as regarded by common law marriage, or
other person residing in the household of the employee, the employee shall be entitled to up
to three days leave for the purpose of attendance at the funeral and assisting in the necessary
family arrangements. Such leave shall be with pay and without any deduction from sick leave.
The City Manager may at their, discretion grant any needed additional time that the Manager
deems necessary for the above mentioned.

An amount of time determined by the department head, but in no case to exceed one day, will
be allowed for attendance at funerals of the following relatives of the employee and spouse not
provided for by the above paragraph: aunt, uncle, niece, nephew, step mother, step father,
brother-in-law, sister-in-law, or any other relative when such relative is living in the same
household as the employee. This amount of time is deductible from sick leave.

Section 13.5 Administrative Leave

Administrative leave applies only to employees classified as exempt. An employee in this
classification may request administrative leave by prescribed form to the City Manager or
their department head. Jt is granted by the City Manager or department head when
circumstances for the request warrant the leave. All administrative leave for gight ormore hours
shall be approved by the City Manager.

Section 13.6 Jury Duty

Employees are to notify their supervisors promptly upon receipt of a jury summons and
subsequent notice of selection to serve as a juror. Employees so required to provide this
community service will receive their regular rate of pay for normal hours worked up to a
minimum of forty hours not to exceed thirty workdays for this occasion of absence, provided
the employee submits evidence of the summons and selection notice. Paid absences for jury
duty must be so noted on the employee’s time sheet by the supervisor for each pay period in
which this form of absence occurs. Employees will be required to remit to the city treasurer the
daily compensation from the court. However, the employee may retain the mileage
reimbursement. An employee excused by the court for any reason shall be required to return to
work promptly thereafter. Time paid for jury duty shall not be counted for purposes of
overtime compensation. This provision applies only to regular employees and not to
probationary employees.

" Section 13.7 Military Leave
An employee who enters active military duty in a branch of the U.S. Armed Forces will be
granted an unpaid military leave for that period of time in which reemployment is protected
by law. Such employee will be eligible for reemployment to the same or equivalent
position held prior to the leave, provided the employee applies to the City for reemployment
into the former position within 90 days from the date of military release.

Section 13.8 Reserve Service
Regular employees who are members of the organized military reserves and who are
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required to perform field duty or training will be granted reserve service leave, not to exceed
ten working days in any calendar year. For any such period of reserve service leave, excluding
weekend duty, the City will pay the employee the balance between service pay and
allowances and the employee’s regular daily compensation, the total equaling the regular
pay of the employee had they been in service of the City during the period of leave provided
that the employee onreserve service leave furnishes their department head an official statement
by military authorities giving their, rank, pay and allowances. When in the instances of any
such military training, the total pay received is equal to or exceeds that which would be earned
by the employee in service to the City; such leave shall be without pay. In all cases, the
employee must submit documentation of remuneration received by the military as a
condition of City compensation.

Section 13.9 Leave of Absence Without Pay

Leave of absence without pay is an authorized absence from work on a short term basis. All
leaves of absence must be approved by the City Manager and each request will be considered
on its own merits, with weight given to the employee’s work record, the needs of the department
affected and generally if it is in the interest of the City to grant such a leave.

During the employee’s approved leave of absence without pay, their position may be filled by
limited term appointment, temporary promotion, or temporary assignment of another
employee. At the expiration of the leave of absence without pay, the employee has the right to
the reinstatement of their position, provided the position vacated still exists.

A leave of absence without pay that exceeds one week will not count as service time.
Vacation and sick leave will not accrue until the employee returns to work. The employee may
remain on the City’s health insurance at their own expense.

A granted leave of absence without pay does not constitute a break in service. Failure of the
employee to return to work on the expiration of the granted leave without pay will be deemed
a resignation from service, unless the employee has been granted an extension of leave by the
City Manager.

Section 13.10 Family Medical Leave and Leaves for Victims of Violence .
,The City follows the State and Federal Family and Medical Leave Act. Any employee wishing
to take family or medical leave should make an appointment with the City Manager to discuss
in full detail the provisions that are available to the employee under the acts.

Employees are required to provide at least a thirty day advance notice should they intend to take
leave under the Family Medical Leave Act. In emergency situations, employees should give
notice of their intent to take leave as soon as practical. The City will require medical certification
of the condition requiring the need for leave under FMLA.

" The maximum amount of leave time is twelve weeks in a rolling twelve month period. The
City shall count the twelve month period beginning on the first known date that the leave
commences. It will not be based on the calendar year.
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An employee on Family Medical Leave will continue to earn vacation and sick leave accrual
on the same basis before the leave. The same holiday entitlement will be provided employees on
family medical leave that was in existence at the time their leave commenced.

[ Formatted: Font: 11 pt |

M.S.RS. Title 26 Section 850 Employment for victims of violence, requires an employer to
grant reasonable and necessary leave from work with or without pay for an employee to:
| A [Formatted: Font: 11 pt ]
e Prepare for and attend court proceedings
e Receive medical treatment; or
e Obtain necessary services to remedy a crisis caused by domestic violence, sexual
assault or stalking.
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City of Presque Isle Employee Handbook
Update Acknowledgement

-

My signature acknowledges that T have received the latest update of the City’s Employee+-

Handbook revised and passed by a Council vote on . 2023. I understand it is my
responsibility to read the handbook and become familiar with policies that affect me, Should I
have any questions relating to the above, I shall direct these to the Human Resource Director.

Signature: «
Print Name: t
Date: a
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REVISIONSY

T

Revised:q

Section 2,1 - Employment Classifications
Categories Section 13.2 - Holidays{

Section 13.3 - Sick Leave subsection 13.3.2 -
Sick Leave Immediate Family Member§
Approved by the City Council: June 4, 20019

bl

Revised:§

Section 3.1 - Anti-Nepotism9|

Section 6.6 - City Property/City Vehicles -
added language on personal gas cans not
permitted on City vehicles

Section 9.3 - 9.3.1 - Use of Personal Vehicle -
changed mileage reimbursement to $0.35 cents
per mile

Approved by the City Council: Decemb _ gg)
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City of Presque Isle, Maine

The Office of
City Manager
Martin Puckett
Email: mpuckett@presqueisleme.us

MEMORANDUM
TO: Honorable City Council
FROM: | Martin Puckett, City Manager
DATE: | June 17,2023
RE: City Website

We are very excited about the progress on the city website, we are planning on launching in
August. I urge council to take a look at the site while staff continues working with Revize with
migration and content migration. We urge council to take a look at the progress and make
recommendations as soon as possible prior to the launch.

Some of the features we are most excited about;

Modern user friendly design that is mobile & device friendly to engage with residents
Prominent interactive calendars with regional events that will be helpful for residents and
visitors

Emergency alert system to notify residents of street closures, storms, and closures

Job Postings for vacant positions within the City of Presque Isle

Online payment portal for taxes, motor vehicle, atv snowmobiles, hunting and fishing
News section to keep the public aware of current initiatives

Citizen request form to help resolve issues quickly

Notification system that allows residents to opt in for new events, news, meetings and
spefic information when it is posted on the website

Links to various community resources for new residents

Helpful sections for meetings to include agendas, minutes and videos all in one area by
date

Online forms for vital records, ballots, building permits, business licenses, registrations,
and boards and committees

12 Second Street Presque Isle, ME 04769-2459 Phone: 207.760.2780 Fax 207.764.2501

The City of Presque Isle is an equal opportunity provider. To file a complaint, write to
HR Director, 12 Second Street Presque Isle, ME 04769, or call (207) 760-2700.
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City of Presque Isle, Maine

The Office of
City Manager
Martin Puckett
Email: mpuckett@presqueisleme.us

MEMORANDUM

TO: Honorable City Council

FROM: | Martin Puckett, City Manager

DATE: | June 17,2023

RE: Charter Amendments

Over the past few years, the council has brought up issues that they would like to modify in the
council charter. State Statute outlines the process for revisions and amendments. Basically, a
charter “revision” is a fundamental change in the form of government as established by the charter,
while a charter “amendment” is merely a change or correction of detail. Maine Municipal
Association and the City Attorney would be asked for guidance in the process and help categorize if
the changes were revisions or amendments.

Amendment Procedure. Charter amendments may be initiated by order of the municipal officers,
each amendment must be limited to a single subject, but more than one section of a charter may be
amended as long as the amendments are germane to a single subject. If the municipal officers
initiate an amendment, they must, by order, provide for notice and hearing on the proposed
amendment(s). Hearing notice must be published in a newspaper at least 7 days in advance and
must contain the text and a brief explanation of the proposed amendment. Within 7 days after the
hearing, the municipal officers must order the proposed amendments placed on a ballot at the next
regular municipal election held at least 30 days after the order is passed, or they may order a special
election to be held at least 30 days after the order. It is recommended that the 60 day filing deadline
contained in 30-A M.R.S. § 2528 be adhered to as well.

Revision Procedure. For revisions of a charter, the same process must be followed to starting a
new charter. It is a lengthy process often taking a year to complete. A referendum question would
be required to establish a charter commission. Once approved by voters, three members must be
appointed by the municipal officers within 30 days after the election. Election of members
(generally 6) may be held at the same referendum as for the commission or at the next scheduled
regular or special municipal or state election. Once elected, the charter commission has 12 months
to report to the council with recommended changes and then hold a referendum. The Charter
Commission has the ability to make various recommendations for consideration.

Charter Revisions/Amendments must be done by ballot and have a hearing at least 60 days prior to
the referendum and absentee ballots available 30 days prior to the referendum. If council would
like to proceed with an amendment or revisions, we would need to have a public hearing with the
proposals by the September 6™ council meeting.

12 Second Street Presque Isle, ME 04769-2459 Phone: 207.760.2780 Fax 207.764.2501

The City of Presque Isle is an equal opportunity provider. To file a complaint, write to
HR Director, 12 Second Street Presque Isle, ME 04769, or call (207) 760-2700.




At least 2 weeks before the election, the municipal officers must have the proposed amendments
and any summary of the amendment printed, make copies available to the voters in the clerk'’s
office, and post the amendment and any summary in the same manner that proposed ordinances are
posted. 30-A M.R.S. § 2105.

Previously Proposed Modifications. Over the past few years there have been some topics that
have been brought up multiple times. One of the most compelling reasons to make changes to the
charter is the requirement for in person voting. With the Executive Order allowing remote meetings
over, council may not use remote meetings to conduct business.

Items listed in no particular order:
Remote Meetings
“Rainy Day” Fund (currently 0.5% of State Valuation) to a capped amount rather than
percentage
Change Warden & Warden Clerk Positions from elected to appointed positions
Process to determine tied elections
Vacancies & Forfeiture of Office
Changing title of Chair to Major

Once council has discussed the list of modifications and added/removed items, staff will work with
MMA and City Attorney to determine if the changes are amendments or revisions. Staff will
provide language revisions at August meeting.

Proposed Motion: For Staff to provide Council with language for charter changes for consideration
at the August meeting.



PRESQUE ISLE CITY COUNCIL
ANNOUNCEMENTS

Wednesday, July 5, 2023

- Acoustic Afternoons in the Garden at the Vera Estey House
Museum on July 1 and 22 at 2:30 pm.

Rockin’ on Riverside on July 20 at 6:00 pm.

- The City has the following employment vacancies:
Police Officer

Firefighter/Paramedic

- We have the following vacancies for Boards/Committees:
Assessment Review, 2 — one year alternates

Audit Committee, 1 — four year member

Zoning Board, 1 — three year member and 1 - one year
alternate

Planning Board, 1 — one year alternate

Rec & Parks, 2 — one year alternates

Downtown Revitalization, 1 — four year member

Please see the City Clerk for an application or apply online.

The next regularly scheduled meeting of the Presque Isle
City Council will be on Wednesday, August 2, 2023 at 6:00

pm (5:00 pm for executive session) in the Council Chambers
at City Hall.
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