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TOWN OF BRADFORD, MAINE 

PERSONNEL POLICY 

 

PREAMBLE 
 

The Bradford Town Selectmen hereby adopt the following Personnel Policy and rules for 

utilization by the Town Manager and Board of Selectmen in the administration of the Personnel 

activities of employees of Bradford. These rules and subsequent modifications shall supersede the 

previous policy and rules. 

 

The general purpose of this policy is to establish and set forth a uniform and equitable 

system of personnel administration governing employment with the Town of Bradford.  This 

policy/system shall provide means to recruit, select, develop and maintain an effective and 

responsive work force and shall include policies and procedures for employee hiring and 

advancement, training and career development, job classification, salary administration, 

retirement, fringe benefits, discipline and other related activities. 

 

The Town of Bradford is committed to providing equal employment opportunities for its 

employees and applicants in all employment-related decisions, including recruiting, hiring, 

assigning, supervising, training, upgrading, transfer, compensation, benefits, discipline, 

discharge, promotion, and education.  The Town does not discriminate on the basis of race, creed, 

color, national origin, sex, age, religion, disability, veteran status, status as a recipient or former 

recipient of workers compensation benefits, whistleblower status, status as one who has used the 

protection of fair employment laws, or other status protected under state or federal law.  We offer 

reasonable accommodation to applicants and to qualified individuals with disabilities, including 

accommodation in the application process.  We do not permit harassment on the basis of any 

protected status, including sexual harassment.  We do not permit retaliation for the exercise or 

assertion of equal employment opportunity rights or claims.   

 

 The Town of Bradford specifically reserves the right to repeal, modify or amend these 

policies as necessary.  These policies are intended as informational guidance and the municipality 

reserves the right to interpret any provision and to change, amend, repeal, or modify any of these 

policies with reasonable notice to employees.  These policies are not to be interpreted as promises 

of specific treatment or as creating contractual rights with any employee.  Where these policies 

contain descriptions or references to insurance or other benefit plans, the specific provisions of 

the benefit plan will take precedence and govern should a conflict arise concerning interpretation, 

application, or benefit level.  In addition, conflicting changes in local, state, or federal laws take 

precedence over the contents of personnel policies, whether or not those changes were 

incorporated into the policy. 

 

A copy of this personnel policy shall be made available to every employee of the Town of 
Bradford. 
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SECTION 1. - ADMINISTRATION 

 

1.1   The Town Manager or a person designated by the Town Manager shall be the 

administrator of the personnel policy and rules.  It shall be the duty of the Town 

Manager to: 

 

 a.  Encourage and exercise leadership in the development of sound personnel 

practices among the departments of the Town of Bradford. 

 

 b.  Advise the Board of Selectmen on personnel utilization. 

 

c.  Foster and develop programs for the improvement of employee effectiveness, 

including training, safety, health, counseling, proper courtesy when dealing with 

the public and respect for municipal property. 

 

d.  Apply and carry out this policy and to perform any act that may be necessary 

or desirable to carry out the purpose and provisions of this policy. 

 

SECTION 2. RECRUITMENT, EMPLOYMENT AND PROBATIONARY 

PERIOD 

 

2.1 The employment of all personnel shall be the responsibility of the Town 

Manager or a designee.  Some positions require confirmation by the Board of 

Selectmen. 

 

2.2   ANNOUNCEMENTS OF VACANCIES: Recruitment notices shall be prepared    

setting forth the job description of the position, any minimum requirements or 

education, skill and experience preferences, application steps to follow and closing 

date for submitting application materials.  Such notices shall affirm the Town of 

Bradford to be an equal employment opportunity employer.  Such various media or 

publicity may be used as might be expected to bring notice of vacancies to an 

adequate number of qualified applicants.   

 

2.3  ELIGIBILITY:  It is the policy of the Town of Bradford that all vacant positions      

are filled by the best-qualified applicant consistent with the requirements of this 

section.  Hiring decisions shall be based on the ability of the applicant to meet the 

requirement of the position, the level and degree of prior job related experience, the 

strength of the applicant’s employment history, the applicant’s educational 

background as it specifically relates to the position sought, the quality of reference, 

and such other factors as may be related to the applicant’s ability to perform the 

duties of the position in question.  

 

2.4 PHYSCIAL EXAMINATION:  Any person offered conditional employment for   

any full-time police, full-time fire department, or public works positions shall have a 

complete medical history and examination made by a licensed physician approved by 
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the Town.  The physician  shall advise the Town whether any condition exists that 

would make the candidate unsuitable for employment. 

 

2.5 APPLICATION FOR EMPLOYMENT:  Application for employment with the        

Town of Bradford shall be made on a standard application form or by the submission 

of a resume, and completing other such forms as may be prescribed. Applications 

and resumes shall be accepted only during the time set forth in the recruitment 

notices. Submission of a resume or any other material, including application forms 

required by the Town, not complete and truthful may be cause for rejection of the 

application and/or termination of employment. 

 

2.6   PROBATIONARY PERIOD:  All persons hired, appointed, promoted, or 

transferred to an established position in the Town shall serve a probationary period of 

six months.  If they are to be retained as regular, or contracted, employees for the 

purpose of figuring benefits, seniority, etc., the initial date of employment is 

considered the anniversary date of the individual.  

 

The probationary period shall be considered an extension of the selection process.  

Probationary employees shall be evaluated periodically and may be removed at any 

time during the probationary period without cause and without appeal.  Employees 

will be provided an opportunity to discuss the reasons for the decision prior to 

termination of employment. 

 

2.7   PROMOTION POLICY:  Upon hire or promotion all employees shall serve a 

six-month trial period.  During this period the employee will receive training in the 

new position.  Failure to satisfactorily complete the trial period will be given to the 

employee in writing within the six-month period.  In the event the employee fails to 

meet or otherwise comply with the standards of the new position, he or she may be 

transferred to the previous position held, if available, or to another position for which 

he/she is deemed to qualify, if one is available.  If no such positions are available, the 

employee may be terminated.   

 

2.8 EQUAL OPPURTUNITY EMPLOYER:  The Town provides an equal 

opportunity to all applicants and employees.  This policy applies to all employment-

related decisions, including recruiting, hiring, assigning, supervising, training, 

upgrading, transfer, compensation, benefits, discipline, discharge, promotion, and 

education.   

 

The Town does not discriminate on the basis of race, creed, color, national origin, 

sex, age, religion, disability, veteran status, status as a recipient or former recipient of 

workers compensation benefits, whistleblower status, status as one who has used the 

protection of fair employment laws, or other status protected under state or federal 

law.  The Town offers reasonable accommodation to applicants and to qualified 

individuals with disabilities, including accommodation in the application process.  It 

does not permit harassment on the basis of any protected status, including sexual 
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harassment.  The Town does not permit retaliation for the exercise or assertion of 

equal employment opportunity rights or claims. 

   

2.9 RESIDENCY:  All requirements for residency shall be made by ordinance and 

become part of the job description for all positions.  Should the job description not 

state a requirement or guidelines for residency, then no requirement exists.  

Additionally, no employee shall be granted use of a town vehicle to commute 

between work and home unless they are resident of Bradford.  The decision for an 

employee to be granted this privilege is at the discretion of the Town Manager with 

the Board of Selectmen approval. 

 

SECTION 3.  TYPES OF APPOINTMENTS 

 

  

3.1 The following types of appointments may be made to the Town service in  

conformity with the rules established: 

 

a.     TOWN MANAGER: A Town Manager is a Full-Time, exempt Salaried 

Employee and works approximately 40 or more hours per week and on a 

continuing basis. He/she is subject to all personnel rules and regulations and 

receives all benefits and rights as provided by these rules and by contract. 

 

 b.   FULL-TIME: A full time employee works full-time (40 hours per week) and 

on a continuing basis.  He/she is subject to all personnel rules and regulations and 

receives all benefits and rights as provided by these rules. 

   

 

c    PART-TIME EMPLOYEES: Part-time employees shall be classified as     

       BENEFITED and NON-BENEFITED.  

  

1.  BENEFITED employees work less than 40 hours per week but more than           

30.  They are afforded benefits as provided by these rules based upon a 

percentage of hours worked. 

 

2.  NON-BENEFITED employees work less than 30 hours per week.  They are 

not afforded benefits except those required by law. 

 

b. TEMPORARY EMPLOYMENT:  Temporary employees are those hires for 

special projects, to temporarily fill a position of an employee out for medical 

purposes or on a leave of absence.  Temporary employees are non-benefited 

employees. 

 

1.  SPECIAL PROJECTS:  Employees hired for these purposes have a project 

with a limited amount of time needed to complete.  It is possible that an 

individual hired to complete a special project would be employed for more 

than one continuous year of service.  In that situation, as of the anniversary 
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date of one year of continuous service that individual would be entitled to 

benefits equivalent to those extended to regular full or part time employees, 

depending on whether the individual has worked on a full or part time basis. 

 

2.  LEAVE OF ABSENCE OR MEDICAL:  Employees hired to fill these 

positions shall be employed for less than six months and will not be afforded 

benefits as defined in this policy, except those required by law.  Should an 

individual under this section work for more than six continuous months, they 

will be afforded equivalent benefits as those provided to regular full or part 

time employees as of the date of the anniversary of six continuous months of 

service. 

 

c. ON-CALL MUNICIPAL FIREFIGHTERS:  An employee in this 

      classification works part-time, being on call for firefighting activities and  

      paid via a stipend. 

 

 

SECTION 4.  OVERTIME 

 

4.1   STANDARD WORK WEEK:  The standard workweek for full-time, non-

exempt, employees shall be forty hours per week. Lunch break for all employees shall 

be one half hour, unpaid.  Exempt employees, due to their responsibilities for 

program goal accomplishments, field work and varying requirements including night 

meetings may work a flexible schedule but averaging the standard number of work 

hours.  Work schedules will be set by the Town Manager to meet the various 

requirements for administering the Town's activities.   Time to be worked outside of 

normal office hours for town office employees must be approved in advance by the 

Town Manager.  24 hours notice per state law will be given in changing an employee 

schedule. 

 

Any non-exempt employee working time in excess of 40 hours in any regular 

workweek will be compensated with overtime pay at a rate of one- and one-half hours 

per hour worked.  

 

All overtime must be approved in advance by the Town Manager.  Any individual 

who works over his/her regular hours without pre-approval from the Town Manager 

may be subject to disciplinary action as defined in this policy. 

 

4.2   COMPENSATORY TIME:  This section applies to non-exempt employees only. 

 

a.  In certain situations, and at the discretion of the Town Manager, an employee 

who works in excess of 40 hours in any regular workweek may be compensated 

with compensatory time in lieu of overtime at a rate of one hour per hour worked.   

b.  All compensatory time must be used in the fiscal year it is accrued or sixty 

days thereafter.  No employee will be allowed to accumulate greater than twenty-
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four (24) hours of compensatory.  The Town Manager has the right to schedule 

the use of compensatory time at a time convenient for the Town.   

 

c.   An employee who requests the use of accrued compensatory time shall be 

permitted to use available compensatory time within a reasonable period after 

making the request to do so if the use of the compensatory time does not unduly 

disrupt the operations of the Town.  Such determination will be made by the 

Town Manager.    

 

d. The Town of Bradford acting through the Town Manager, upon  

consultation with the Board of Selectmen reserves the right to cash out an 

employee’s accrued compensatory time by paying the employee cash 

compensation for unused compensatory time. Such compensation shall be paid at 

the regular rate earned by the employee at the time the employee receives such 

payment.  

  

e.  An employee who has accrued previously earned (before 2011) compensatory 

time off at the time of termination of employment shall be paid for the unused 

compensatory time at a rate of compensation not less than either the employee’s 

average regular rate received by the employee during the last 3 years of the 

employee's employment, or the final regular rate received by such employee, 

whichever is higher. Compensatory time earned on or after January 1,2011 must 

be used or cashed out(with Town Manager approval) within three years of 

accrual. 

 

SECTION 5.  PAID TIME OFF (HOLIDAYS, VACATIONS AND SICK LEAVE) 

 

5.1 Town Manager PTO is covered by contract, if any, and otherwise by this 

policy. 

 

5.2 Full- time employees will receive 8 hours Paid Time Off (PTO) at the time 

of hire This number may only be changed by action of the Board of 

Selectmen Thereafter, employees will additionally accrue 2.31hours PTO 

each week until one year of employment has been reached  

 

5.3 After 1 year of employment, full- time employees will accrue 2.69 hours per 

week totaling, 140 hours per year. The rate of accrual will continue to 

increase as follows  

 

After 2 years of employment, PTO will accrue at a rate of 3.8 per week, 

totaling 160 hours per year                                             

    “    5    “  “  “        “    3.46      “        “      180  “  

  “   10   “  “  “        “    3.85      “     “       200  “ 

  “   15   “  “  “        “    4.23      “        “      220  “ 

  “   20   “  “  “        “    4.62      “        “      240  “ 

  “   30 or more  “  “        “    5.38      “        “      280  “   
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Employees must use PTO hours for holidays, vacation days, sick leave and all other paid 

time off except bereavement pay. 

 

Employees may not carry over more than 240 hours from one year to the next  

except if an employee had more than 240 hours accrued before January 1, 2011. That 

amount could not be increased for the following year.  (Example:  An employee that has 

360 hours carried over from 2010 would have to use all their time down to 360 hours for 

2011.) 

 

PTO hours will not be earned for time off without pay. This section addresses paid time 

off only, it does not address unpaid time off.  

 

Vacation shall be granted after the successful completion of the probationary period and 

at such time or times as shall be mutually agreeable to the employees and their 

supervisors.  Due consideration shall be given to an employee's seniority in regard to 

scheduling vacations.   

 

Any time in excess of 4 days’ vacation shall be scheduled two (2) months in advance of 

the dates requested.  If not scheduled 2 months in advance, such time is at the discretion 

of the Supervisor.  

 

The Town of Bradford will comply with the Family &Medical Leave Act (29 U.S.C.§ 

20601 et seq.) to the extent required by law. 

 

The Town abides by requirements of the Uniformed Services Employment and Re- 

Employees Act (USERRA) 

  

 

SECTION 6.  LEAVE OF ABSENCE 

 

6.1 LEAVES WITH PAY:  The Town Manager and all full-time and part-time 

employees of the Town as defined in Section 3 above shall be granted leaves of 

absence with pay in the following circumstances: 

 

a.  Bereavement Leave:  An employee may be excused from work for up to three 

days because of death in his/her immediate family, as defined below, and shall be 

paid his/her regular rate of pay for the scheduled work hours missed.  It is 

intended that this time off be used for the purpose of handling necessary 

arrangements and attendance at the funeral. 

 

Immediate family is defined to mean spouse, Domestic Partner, parents, children, 

brothers, sisters, mother-in-law, father-in-law, brother-in-law, sister-in-law, 

grandmother, grandfather, step-father, step-mother, step-children or other relative 

living in the household of the employee.  One workday may be granted employees 
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at the sole discretion of the Town Manager for attendance at funerals of persons 

not covered under the above definition. 

 

b.  Jury Duty:  The Town shall pay an employee called for jury duty the 

difference between his/her regular pay and the juror's pay upon presentation of an 

official statement of jury pay received. A leave of absence for jury duty shall not 

be charged against the employee's accumulated rights for annual leave.  All 

employees are required to report for jury duty, but not detained by the Court, shall 

immediately return to their regular place of employment with the Town. 

 

c.  Special Meetings and Seminars:  Whenever it is deemed to be in the best 

interest of the Town, an employee may be granted time off with pay to attend 

professional seminars, conferences, and conventions, or such other meetings as 

may contribute to the effectiveness of his/her service to the Town.  In all such 

cases, such leaves shall require approval of the Town Manager.  Such leave shall 

not be charged against the employee's accumulated vacation leave. 

 

 

6.2 LEAVE WITHOUT PAY:  A full time employee may be granted a leave of 

absence without pay by the Town Manager for a period not in excess of sixty (60) 

calendar days. Requests for unpaid leave must be made in writing to the Town 

Manager, and must specify the duration of the requested leave. The employee is 

expected to return to work upon the expiration of a granted leave or to have arranged 

an extension at the discretion of the Town Manager.  Continued absence without 

having arranged for an extension of leave may be deemed a resignation of 

employment.  Employees may choose to continue Health Insurance Benefits for the 

duration of the leave by assuming the employer contribution.  Vacation and sick leave 

shall cease to accrue during the leave.  When computing length of service for any 

reason, time spent on a leave of absence under this section will not be computed. If, 

during a leave of absence, an employee accepts other employment, employment with 

the Town of Bradford and the leave of absence shall terminate. 

 

SECTION 7.  OTHER BENEFITS AND MANDATORY INSURANCES 

 

7.1 SOCIAL SECURITY:  The Town participates jointly with employees in Social 

Security payments.  Participation is mandatory. 

 

Benefits provided include a retirement feature, survivor's benefit payments if death 

occurs before retirement, disability insurance and Medicare coverage. (Mandatory by 

law). 

 

7.2 HEALTH INSURANCE:  The Town provides single subscriber health insurance, 

as recommended by the Town Manager and approved by the Board of Selectmen.  

See Appendix A for the current benefits. 
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7.3 GROUP LIFE INSURANCE:  The Town participates in a group life insurance 

program which offers life insurance and accidental death and dismemberment 

insurance to all permanent town office employees. The Town pays for the cost of the 

group life insurance covering the salaries of each full-time employee to $100,000.00.  

Coverage for family members is optional and the cost shall be borne by the employee.  

If the employee wishes to join at a later date, the insurance company will determine 

medical insurability.  (Benefit)  

 

7.4 WORKER’S COMPENSATION:  The Town provides Worker's Compensation 

coverage that provides income and other benefits in the event of a compensable work-

related injury.  (Mandatory by law). 

 

7.6 UNEMPLOYMENT COMPENSATION:  The Town provides unemployment 

compensation benefits to eligible persons as per Maine State Unemployment 

eligibility requirements. (Mandatory by law). 

 

7.7 FLEXIBLE BENEFITS:  The Town provides a flexible benefits program where 

employees can have money deducted from employee’s pay for the purpose of 

medical, dental and vision expenses pretax.  The Town will also deduct family health 

insurance premiums pretax if the option is chosen.  Employees will need to sign up 

every year for this benefit. 

 

 

SECTION 8.  DISCIPLINARY ACTION 

 

Unless limited by Town Ordinance, applicable law or contract, any employee may be 

reprimanded verbally or in writing, suspended with or without pay, reduced in pay, 

demoted or discharged by the Town Manager for any cause enumerated in this Policy.  

The Town’s discipline policy is intended to provide a uniform and consistent method 

of employee discipline, utilizing progressive discipline where appropriate.  

Progressive discipline includes a series of steps that apply increasingly stronger 

measures of discipline as determined by the nature of the violation and such factors as 

the employee’s prior performance. Whether an employee’s actions lead to counseling 

and a reasonable period of time for improvement before initiating disciplinary action, 

a verbal warning, a written warning, a suspension, or permanent discharge depends 

on the severity of the offense, the employee’s previous performance, and other 

considerations.  Generally, an employee will be warned (verbally, then in writing) 

and have an opportunity to rectify his/her conduct.  However, certain offenses, 

because of their severity, warrant immediate temporary suspension or permanent 

discharge without prior warning.       

 

Nothing in this section shall limit the Town’s right to suspend or discharge a 

probationary employee during the employee’s probationary period with or without 

cause.  Nothing in this section shall limit the Town’s right to suspend or discharge 

employees for non-disciplinary reasons, i.e., layoff, lack of work, elimination of job 

positions, reductions in force, or budget constraints. 
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8.1 CAUSES FOR DISCIPLINARY ACTION:  The following are declared to be 

among the causes for disciplinary action, which may include reprimand, suspension, 

reduction in pay, demotion or discharge.  Disciplinary action may be based on other 

justifiable causes other than those listed herein, which are intended to be examples of 

such conduct: 

 

a.  The employee is incompetent or inefficient in the performance of his/her 

assigned duties. 

 

b. The employee has violated or failed to obey any personnel rule or any 

lawful and reasonable direction given him/her by a supervisor or the Town 

Manager when such violation or failure to obey amounts to insubordination or 

serious breach of discipline. 

 

c. The employee, through negligence or misconduct, has caused damage to 

Town of Bradford property or equipment or has wasted Town of Bradford 

supplies and inventories. 

 

d. The employee has hindered the regular or efficient operation of the Town 

because of unexcused absenteeism. 

 

e.  The employee has intentionally falsified a time record or has made a false 

claim or has failed to report his/her absence from duty to the supervisor or Town 

Manager or other designated individual. 

 

f. The employee has used Town resources or Town property for personal 

use. 

 

g. The employee has violated the Town’s drug and alcohol policy. 

 

h.  The employee after employment has been found to have made a false 

statement in or material omission from, an application for employment 

 

i. The employee has operated a motor vehicle with disregard for the safety 

of others, either in the service of the Town or on Town property. 

 

j. The employee whose position requires the operation of a motor vehicle in 

the performance of his/her duties has had their license suspended or revoked. 

 

k. The employee has failed to maintain in a current status any license 

certification or professional credential necessary for the performance of the 

employee’s duties or required under the employee’s position description. 

 

l. The employee has violated a safety rule or safety practice required under 

any lawful regulation or these Rules and Regulations. 
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m. The employee has engaged in physical violence or has threatened violence 

against any fellow employee, supervisor or member of the public while on duty or 

on the work site. 

 

n. Any other action or failure to take action that negatively impacts the Town 

of Bradford. 

 

8.2 APPEAL:  An employee who feels that he/she has been treated unfairly shall have 

access to the grievance procedure as outlined in this policy. 

 

SECTION 9. GRIEVANCE PROCEDURES 

 

9.1 A grievance is a dispute between any employee and the Town concerning the 

interpretation or application of the terms of this policy.  Any employee who deems 

himself/herself aggrieved will have recourse to a strictly impartial hearing providing 

the following procedures take place: 

 

9.2. Procedure: 

 

a. Any employee who deems himself or herself aggrieved shall, within five (5) 

calendar days of the occurrence or knowledge of the problem, bring such 

grievance to the attention of the immediate Supervisor who shall render a decision 

within five (5) calendar days. 

b. If the employee does not feel the matter has been adequately resolved, he/she may 

bring the matter to the attention of the Department Head in writing within (5) 

calendar days from the date of the Supervisor’s decision. The Department Head 

shall have five (5) calendar days in which to render a written decision. NOTE: If 

the immediate Supervisor is the Department Head, the employee shall proceed, in 

the case of dissatisfaction, from step a. to step c.  

c. If the employee is not satisfied with the decision of the Department Head, he/she 

may within five (5) calendar days from such decision, bring the matter to the 

attention of the Town Manager who shall render a written decision within seven 

(7) days. 

d. Should the employee be dissatisfied with the Town Manager’s decision, the 

employee may within seven (7) calendar days from such decision, submit the 

grievance to the Board of Selectmen in writing and shall set forth the relief being 

sought. The Board of Selectmen shall conduct a hearing into the matter within 

fourteen (14) calendar days from the receipt of the grievance. The Board shall 

render a written recommendation based on its findings within seven (7) days from 

the conclusion of the hearing. The above time limits may be extended by mutual 

agreement. 

     

SECTION 10.  RESIGNATION & LAY OFF 
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10.1 RESIGNATION:  Any employee wishing to leave Town employment in good 

standing shall provide the Town Manager with written notice of intent to terminate 

employment two weeks prior to such termination.   

 

Upon separation the Town shall pay all wages owed, earned vacation pay due to the 

employee, and any other benefit earned per this policy, if any, on the next regular pay 

day. 

 

10.2 LAY-OFF:  An employee may be laid off at any time, by the Town Manager, for 

lack of work, elimination of the position, or lack of funds.  All employees must be 

furnished a statement, in writing, setting forth the reasons for the lay-off. 

 

SECTION 11.  EMPLOYMENT DEVELOPMENT 

 

11.1 REQUIRED TRAINING:  As a condition of employment, each employee shall 

attend and participate in all training sessions or courses as may be directed by the 

Town Manager. 

 

11.2 VOLUNTARY TRAINING: In addition to the above, the Town will attempt to 

make opportunities available to employees within the constraints of the Town budget 

for the further development of specific skills and expertise deemed of mutual benefit 

to employee and the Town.   

 

SECTION 12.  EMPLOYEE PERFORMANCE EVALUATION 

 

12.1 The Town shall establish and maintain a Performance Evaluation and Review 

Plan applicable to all positions.  Each employee shall be evaluated in accordance with 

the criteria and procedures set forth in the Plan.  At a minimum, employees will be 

evaluated and provided with feedback on their performance immediately prior to the 

conclusion of their first six months of employment and annually thereafter. 

 

The purpose of the review is to:  1) Indicate to the employee how well his/her past 

performance has been considered and in the cases of weaknesses, how he/she can 

improve his/her performance; 2) Call to the attention of the employees any training or 

education needs, or special needs to improve their work habits; and 3) ascertain 

employee recommendations as to methods for greater efficiency and productivity in 

the performance of his/her assigned duties. 

 

Before any evaluation is completed, the results shall be discussed directly with 

employee, and a recommendation will be made as to whether a merit increase should 

be granted.  The employee is required to sign the performance evaluation.  Signing 

the evaluation form does not necessarily mean agreement with the evaluation, merely 

an acknowledgement that it has been received.  If a merit increase is not 

recommended for an employee, subsequent evaluations will take place at least every 

six months to review the employee's work until a merit increase is recommended.  

 



First effective date January 1, 2012 Revisions adopted at Selectmen’s Meeting of  

                February 8, 2021.  Effective January 1, 2021 

 

Town of Bradford  

Revised 02/08/2021 

13 

SECTION 13.  REIMBURSEMENTS OF EXPENSES 

 

13.1 GENERAL POLICY:  None 

 

      13.2 REIMBURSEMENT:  Employees may negotiate with the Board of Selectmen 

       for compensation. 

 

13.3 The Town shall not be responsible for personal belongings lost or stolen on 

Town Property.   

 

SECTION 14.  SAFETY 

 

14.1 The Town expects all employees to observe safe work practices.  Employees 

must report all work-related injuries and illnesses to the Town Manager 

immediately, regardless of how insignificant they may seem and even if medical 

attention was not necessary.  Written reports will be made on forms for that purpose 

at the Town Manager's discretion.  In addition, all employees are responsible to 

report any unsafe conditions they notice to the Town Manager immediately so that 

corrective action may be taken if necessary.  Failure to adhere to these policies may 

result in disciplinary action up to and including termination.  Failure to report a 

work-related injury in a timely manner may also result in delayed or denied benefits.  

Time lost because of work-related injuries that occur while an employee is on duty 

will not be deducted for any reason when computing length of service. 

 

SECTION 15.  POLITICAL ACTIVITIES 

 

15.1 While working for the Town, employees shall refrain from seeking or accepting 

nomination or election to any office in the Town government and from using 

influence publicly in any way for or against any candidate for elective office in the 

Town government.  Town employees shall not work at the polls in a political manner, 

circulate petitions or campaign for elected officials, or be in any way concerned with 

soliciting, or receiving subscriptions, contributions or political service from any 

person for any political purpose pertaining to the government of the Town. 

 

This rule is not to be construed to prevent Town employees from becoming or 

continuing to be members of any political organization, or attending political 

organization meetings, from expressing their views on political matters or from 

voting with complete freedom in any election. 

 

SECTION 16. SUGGESTIONS 

 

16.1 We hope this policy covers all aspects of employment, but the Board of 

Selectmen welcomes constructive suggestions from employees, which might help to 

overcome poor working condition or poor policies.  Suggestions are also welcome 

which might render better service to the taxpayers or help cut down unnecessary labor 

and supply costs. 
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SECTION 17.  SEVERABILITY 

 

17.1 If any provision of this policy or the application thereof to any person or 

circumstance is held invalid, this invalidity does not affect other provisions or 

applications of this policy which can be given effect without the invalid provision or 

application, and for this purpose the provisions of this policy are severable. 

 

 

 

Adopted December 15, 2011 to become effective January 1, 2021. 

 

   
 
        /S/ 
_______________________   ____________________________ 

Bruce Bailey                                                  Timothy Bubar 

 

        /S/ 

_______________________                         _____________________________ 

Vance Corliss                                                 Carlene Oakes 

 

    /S/ 

_______________________ 

Samantha Saunders 
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APPENDIX A: 

 

Starting January 1, 2011, the Town will participate in the Maine Municipal Employee 

Health Trust (“MMEHT”).  

 

The Town will cover 50% of employee coverage for Medical, Life and IPP, implemented 

on the following step basis: 

 

a. For full-time Employees, the town will pay 50% 

b. Full-time Employees with dependents will pay 100% for their 

dependents  

c. Part-time employees who wish to have health insurance must pay 

100% of the premium. 

e.   Dental and Eye Benefits are at the expense of the employee. 

   

 

Under MMEHT, employees are offered life insurance at no cost up to the nearest $1,000 

of the employees’ salary.  Non-insured employees may elect for the coverage at their own 

cost. 

 


