Agenda for the Selectboard Meeting Wednesday, July 11,2018 6:30 PM

1)

Approval of Agenda (Action)

2)

Approval of Minutes: 612712018 &612812018 Selectboard meetings (Action)

3)

4)

Correspondence (Discussion/Action)
VTrans - re. Church St. Safe Routes to School sidewalk (Possible Action ltem)
Planning Commission
Stuart Richards
Kathy Urlfer (CT River Conservancy)
Mary Fowler
Public Comments (Discussion) strict 3-minute limit per speaker

5)

Set Tax Rate (Discussion/Action)

6)

Review Accounts PayableA/úarrants (Discussion/Action ltem)

7)

Adopt the 2018 Town Plan (Action)

8)

lnternal Financial Controls

e)

Person nel Policies

10)

Approve Contract #2 (Willey Earth) & Contract #3 (L&M Construction) for July 1 Storm Repair (Action)

11)

Clarify Dissolution of Finance Committee MOU with School District (Discussion)

12)

Re-Appoint Linda Cook, Town Forest Fire Warden (Action)

13)

Appoint Alex Northern, Deputy Town Forest Fire Warden (Action)

14)

Watershed Land Management Council Vacancy Appointment (Possible Action)

15)

RE: Gurman Appeal of DRB Decision (Zoning Permit 34PP18,5130118) to W Environmental Court
(Action):
a) Authorize the Town's Entry of Appearance
b) Appoint the Zoning Administrator (and his legal representation, as necessary) to serve as the
Town's representative in the appeal

16)

Town Manager Report (Discussion)

17)

Review of Next Agendas (Discussion/Action)

18)

End of Meeting Debrief (Discussion)

a)
b)
c)
d)
e)

U

- lnterim Status Report (Layton/Cook) (Discussion)

pdate/Status (Discussion)

19) Adjourn
Next Meeting - August 8, 2018 at 6:30 PM
To receive email notices of Setectboard meetings and hearings, agendas, minutes and other notices, send an
email to manager-assisúanf@norwich.vt.us requesting to be placed on the Town Email List.

of the Soecial Selectb rcl M eetino of
DRAFT Min
Wednesday. June 27, 2018 at 6:30 pm

Members present: Claudette Brochu, Vice Chair; Linda Cook; John Langhus; Mary Layton; Herb
Durfee, Town Manager. Member absent: John Pepper.
There were about 7 people in the audience.

Also participating: Cheryl Lindberg, Nathan Margolis, Norm Levy, Robert Gere, and Dennis Kaufman

1.

Approval of Agenda (Action ltem). Selectboard (SB) members agreed to proceed with the
agenda as drafted.

2.

Approval of Minutes (Action ltem). Layton moved (2nd Langhus) to approve the minutes of the
June 10,2018 and June 1 3,2018 Selectboard meetings with amendments put fonryard by Mary
Layton. Motion passed unanimously.

3.

Correspondence (Discussion/Action ltem). Langhus moved (2nd La¡on) to receive
correspondence from Chris Katucki regarding the Finance Committee. Motion passed

unanimously.

4.

Public Comment (Discussion ltem). Cheryl Lindberg said that the Board of Listers has signed
a contract for assessing services.

5.
6.

Review Accounts PayableAffarrants (Discussion/Action ltem). No action necessary

Town Treasurer Fiscal Checklist (Discussion/Action ltem). Durfee explained that this checklist
was completed by the town treasurer, per annual requirement. The checklist may be helpful for
Selectboard as they review financial/fiscalfunctions. Cook asked about three items on the checklist
that were answered, "don't know". Lindberg said that she answered the checklist according to her
knowledge. Langhus moved (2nd La¡on) to receive the treasurer's financial checklist and to
authorize Brochu to sign the checklist on behalf of the Selectboard. Motion passed unanimously.

7.

Funds for Reappraisal (Discussion/Action ltem). Durfee said that the status of the fund is that
money for reappraisal had been going into the generalfund; starting last year $6,400 was put aside
for the next year in a reappraisal fund. Cook asked about money from the state and how it is used.
Kaufman said that the state is still sending that money annually and Lindberg said that the money has
traditionally gone into the general fund to offset listers'expenses. Starting in the next fiscal year,
money is being put into a reappraisal fund. Lindberg said that the new assessor contract will provide
for the new assessor to maintain the grand list, and the listers will put out a new request for bids when
it is time to conduct a reappraisal. Lindberg asked if the Selectboard would agree to roll over from the
current fiscal year any unused listers funds into the next fiscal year. Selectboard members agreed
they would revisit the listers funding issue after receiving updated budget/spending information from
fiscal year 2018

L

Church Street Safety Alternatives (Discussion/Action ltem). Durfee said that he is in the
process of finding out from the state whether the state funds for "safe routes to school" can be used
for traffic calming measures. Durfee has spoken to state officials and they are looking into the
question. Durfee will report on what he learns.
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9.

Marijuana Regulations (Discussion/Action ltem). Tracey Hayes spoke on the issue of
marijuana, and presented information as included in materials she had provided to the Selectboard,
which are included in the packet for this meeting. Selectboard members discussed ways to approach
the issue. Langhus suggested that a SB member volunteer to put together resources and personnel
to consult with the SB. Durfee said that he is looking at ways to address the issue as it relates to
town personnel and town facilities/property and would want to include experts and interested parties.
Hayes said that she would like to work with town officials on this issue; Durfee agreed to follow up
with Hayes.

10.

Energy Committee (Discussion/Action ltem). Brochu explained that there is interest in
discussing the Energy Committee charge and also energy policy in general. Langhus reviewed past
SB discussions about Energy Committee issues. Langhus consulted with Linda Gray and Norm
Levy, and Linda Cook about the charge and produced a draft for SB consideration. SB members
discussed some suggested changes Io the ci',arge language. Langhus moved (2nd Layton) to
approve the Charge for the Energy Committee, as amended. Motion passed unanimously.
Langhus discussed Charlotte Metcalf's questions about the Energy Committee and Langhus's draft
answers. Selectboard members acknowledged Langhus's efforts in answering Metcalf's questions.
Selectboard members discussed the possibility of seeking approval of an enhanced energy plan and
the possibility of designating preferred sites for renewable energy projects. Norm Levy said that the
Energy Committee has been working on both of these issues, and they hope to have drafted
documents to share with the Selectboard sometime this coming fall. Selectboard members agreed to
revisit these issues in the fall.

11.

Land Management Council (Discussion/Action ltem). Selectboard members agreed to defer
this discussion for a later meeting. Durfee said that the Council does currently exist and it has three
members. He does not yet know what their terms are and when they might expire. Durfee will
continue to investigate the matter and report back to the Selectboard.

12.

Draft of SB Memo to Appointed Boards & Commissions (Discussion/Action ltem). Brochu said
she drafted a memo to send it out to boards and commissions. Langhus moved (2no Layton) to
approve the memo to appointed boards, committees, and commissions, dated May 28,2018 and
distribute said memo, as applicable. Motion passed unanimously.

13.

Town Manager Report (Discussion/Action ltem). Brochu said that the Selectboard members
were provided a written report. Brochu suggested that the Selectboard ask any questions about the
report. Durfee said that he will not purchase a used 550 Ford truck, because the vendor has said the
truck needs too much work. Durfee asked the Selectboard to authorize him to purchase a wing to
install on the new Freightliner truck that has been ordered. The cost of the wing would be $16,755.
Durfee said he is working on reducing the DPW fleet to what vehicles are necessary. Layton moved
(2nd Langhus) to authorize the expenditure of an amount not to exceed $16,755 for the purchase and
installation of an Everest wing system installed on the Freightliner that the town is in the middle of
purchasing. Motion passed unanimously. Durfee will provide documentation for Selectboard about
this purchase.

a.
b.

Durfee said that Rod Francis will start on July 9, 2018 and the Selectboard should
officially appoint him as zoning administrator. Layton moved (2nd Langhus) to appoint
Roderick Francis as Zoning Administrator, effective July 9,2018. Motion passed

unanimously.
Selectboard members asked Durfee to insist that the auditor must present to the
Selectboard at a meeting at no extra charge. Langhus moved (2no Layton) to authorize
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the Town Manager to enter into a contract with Batchelder to provide auditing services
to the Town of Norwich for FYE 2018,2019 and 2020, according to the
terms/deliverables required of the RFP. Motion passed 3 to I (no-Cook).

14.

Review of Next Agendas (Discussion/Action ltem). The Selectboard agreed to include in their
June 27,2018 agenda the following items:
Clarification of Finance Committee MOU Dissolution
Lister/Reappraisal Fund ing
Town Plan Adoption
Set Tax Rate

At 9:15 pm, Cook moved (2nd Langhus) to adjourn, Motion passed unanimously.
Meeting adjourned at 9:15 pm.
By Miranda Bergmeier

Approved by the Selectboard

on

.

John Pepper
Selectboard Chair
Next Meetings

-

June 28, 2018

- Meeting at 7:00 PM

PLEASE NOTE THAT CATV RECORDS ALL REGULAR MEETINGS OF THE NORWICH
SELECTBOARD.
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Miranda Bergmeier
From:
Sent:
To:

Subject:

claudette brochu <cbrochu30@gmail.com>
Tuesday, July 03, 2018 9:17 PM

Miranda Bergmeier;John Pepper;John Langhus; Mary Layton; Linda Cook; lcookie1971
@gmail.com; Herb Durfee
Draft minutes 6/27 /18

I propose the following changes to the minutes
Agenda item #6: After the sentence ending in "don't know" and before Cheryl's comment that she answered to
the best of her ability: add "explanations provided Durfee."

Agenda #10: After sentence :selectboard acknowledges Langhus's work in answering Metcalf questions: Add
sentence saying board would be interested in getting quantitative data on where we as a town stand in relation to
meeting state renewable energy goals as well on what cost savings the town has realized with the work that has
aheady been accomplished (r/t renewables). Levy reported that the data has recently been received by Energy
Commission so the work has started.
Delete the sentence: "Selectboard members discussed seeking approval of an enhanced energy plan...". Change
to "Langhus presented a first draft on Energy Policy. Board discussed if this was the role of EC vs board. Board
decided to defer discussion to allow EC time to do this work and present proposed Energy Policy to the board."

Agenda item#12: Add "Durfee to distribute memo to all committee/commission/appointed officials, etc."
Agenda item#14: Future agenda:
Delete Lister funding- this is deferred until end of FY financial info available.
Change date of nextSB meeting to July

ll,2018

C
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of

Members present: John Pepper, Chair (remotely); Claudette Brochu, Vice-Chair; Linda Cook; John
Langhus; and, Mary Layton.
Others present: Herb Durfee, Town Manager; Stuart Richards; Frank Manasek; Colin Calloway; Marcia
Calloway; Jaci Allen; Christopher Ashley; John Farrell; Anne Focey; Jeff Lubell; Melissa Horwitz; Susan
Brink; and, Peter Brink.

1. Call to Order. At7:O2 pm, Vice-Chair Claudette Brochu called the meeting to order and presided over
the meeting (since John Pepper was attending remotely). Brochu introduced members.

2. Public

Comment (for items not on the agenda). Stuart Richards asked for an update on the Town
Plan Survey and asked for clarity on the Affordable Housing Designated Fund and the fund's use.
Pepper replied that, to date, the survey was not yet complete and that he couldn't provide additional
information at this time. Herb Durfee provided a general summary of the Affordable Housing
Designated Fund and its use, based on an e-mail he sent to the Board. Richards asked if the funds
could be used as "seed" money, including feasibility studies, for issues leading to purchase of land or
securing options on land. Durfee stated he would have to further research that question.

3. Town Plan Public Hearing #3. Mary Layton moved to open the 3'd public hearing on the draft Town
Plan. Seconded by John Langhus. Motion passed 5-0-0. Brochu asked the Board how they preferred
to proceed procedurally but indicated her desire to generally follow the same procedure as the 2nd
public hearing. Langhus asked if it made sense to first take on the comments already received from
some members of the public, since some level of response had been prepared for the meeting. After
some discussion, there was general consensus to proceed matching the method used for the 2nd
public hearing.
Marci Calloway explained her understanding is that the May 23'd plan of record based on the June l-O
public hearing and with the changes acted on by the Selectboard would generate a revised plan of
record (dated June 12). Calloway said there are some differences between the May 23'd and June 12th
plans of record that are not consistent with the Board's action on June 10. She stated her real
question is whether the changes are more than de minimis.
Stuart Richards followed up on Calloway's concern by adding his belief that the additions to the draft
plan are substantive. He stated he felt the Rte 5 South concerns were re-enabled. He noted the Board
has his comments. Richards reiterated his feeling that the changes are taking the Town backward,
and that he feels blindsided.
Frank Manasek indicated that there is a general overriding problem in that nobody here seems to
know what's going on. He observed that people seem to be disenfranchised, and, he too, feels
blindsided. He indicated that the meaning of the plan has changed whereby the plan has reverted to
something that the Town dislikes.

t

DRAFT Minutes of the Special Selectboard Meeting of
Sunday, June 28,2018 at 7:00 pm

Jaci Allen noted her representation as a Planning Commission member. She noted her concern

with

today's earlier comments. Allen stated that repetitive statements mentioned repeatedly don't make
themtrue. She explained the process she went through in helping the Selectboard prepare its
revisions to the draft plan. Allen noted that the Town cannot afford to not have a plan. She reiterated
that those persons involved with helping the Selectboard were acting in good faith to carry out
actions of the Selectboard; and, putting the plan on hold makes no sense. She stated there is nothing
in the plan that furthers the Rte 5 South concern of previous comments.
Langhus thanked all persons involved for their participation. He further clarified the process
undertaken from June 1.0 through June 12. He noted his appreciation for the public's comments but
he doesn't appreciate those persons indicating there wasn't good faith made in the work that was

accomplished to create the revised draft of record.
The Board next reviewed the written comments submitted earlier in the day by Marcia Calloway (as
also submitted by Stuart Richards). To aid in the Board's review, the Board used Jaci Allen's prepared
responses to the concerns raised. [A copy of the Calloway's concerns with Allen's response is
attached herein.l Allen was at the microphone to help with the explanation that follows:
Page 1-3 -The added text, "The plan may be used ¡n state regulatory proceedings including Act 250,
Section 248, VTrans access permits, etc.", was added, according to Allen, specific to input from the
TRORC as to typical venues in which the plan is used.

language where "[Explain]" appeared in the margin. Langhus replied there was
at least one area in the plan that the Board sought additional explanat¡on (in this case, related to
inclusionary zoning). Due to the time constraints of getting the plan revised and ready for adoption,
the Board opted not to add additional text in the draft plan, at this time. However, Langhus noted
that future amendment/update to the plan should add explanatory text where this bracketed text
appeared in the previous draft of the plan.
Page 5-LL

Page

- omitted

9-L1-Action

G.3.a from the May 23 draft is omitted. Langhus, from his perspective, indicated

that this action item could return to the plan draft without affecting the plan's content.
Page 10-8

- Action H.8.h from the May

23 draft is omitted. Langhus, also, indicated that this action

item could return to the plan draft without affecting the plan's content.
Page 12-6 (...scale, size, density ...1; I2-8 (Rte 5 South); 12-9 (Rte 5 South/River Rd); 12-9 (Hamlets);
and, !2-I2 (Action K.3.d), at the Board's request, Durfee, since he prepared the changes to the Land
Use section, offered insight into the rationale for the changes - predominately, changes were made

to recognize changes made to the Future Land Use Map and the related text, to be consistent with
changes made in other section (e.g., size, scale, density, etc.), to acknowledge concern about public
participation, and to emphasize best of intentions in a short period of time in which to make the
necessary changes but to still meet statutory public notice requirements.
Richards encouraged that at least part of the new text on page L2-6 could be removed from the draft
plan. He further encouraged removal of the new text on page L2-8 in its entirety. Finally, he indicated

that the new text on page L2-9 required amendment.
2
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Christopher Ashley offered insight that, yes, some persons are opposed to the draft plan. He agreed
that there is additional support, especially related to workforce housing, that could be added to
improve the plan. He reminded the Board that the plan is visionary and that the plan, by itself,
doesn't address changes to bylaws that would further the Town's housing needs (i.e., one of the key
documents that carry out the plan's vision). He stated that effort is down the road, but what is
important now is to get the plan adopted so those efforts can start. He also encouraged adopting the
plan so amendments can be made to the bylaws so the Town can obtain a greater share of
reimbursement funds related tA FEMA and the state emergency management fund. Lastly, he offered
to the Board, of those persons he's speaking with, those persons are supportive of adopting the plan.
Thus, he offered his vote of support for the plan.
Susan Brink indicated her support for the plan.

Jeff Lubell commended the efforts by all involved with developing the plan, especially since its receipt
by the Selectboard. He encouraged passage of the plan, and suggested that the issues raised today
are not problems that affect the plan's meaning. Lubell noted the host of changes that had been
made with relation to all the concerns raised to date. ln that light, he said it is time to move forward.
Stuart Richards said if you remove the red flags then you are "home free", and there's no reason not
to remove them. He encouraged the Board to not be stubborn.
John Pepper asked, given the schedule and notice requirements, etc., what changes could be made
without comprising moving forward with the plan. Durfee responded by offering insight on
"substantive" changes versus "technical deficiencies". He noted the planning statute really only
defines technical deficiency, so a substantive change would be defined as not being a technical
deficiency. He further indicated that it's really in the hands of the Board as to what they define as
substantive. Lastly, Durfee indicated that if you make any other change that is not a technical
deficiency the plan is "dead". Langhus offered additional information to help with clarifying the
difference between such changes.

Christopher Ashley, again, encouraged passage of the revised plan of record. He expressed concern
that if the Town doesn't move forward with a plan the discussion willdevolve into a constant
discussion of changes where there is never an endpoint.
At 8:L0 pm, there being no further public comment, Layton moved to close the public hearing.
Seconded by Langhus. There was general discussion about the procedure moving forward, including
substantive changes versus technical deficiencies, and the schedule the Board agreed to (i.e., the
action to adopt the plan on July l-l- not during tonight's meeting). Calloway asked how the public will
get to know what the Board may act on later in the meeting. Lubell offered clarity on the definition of
substantial. The motion passed 5-0-0.

4. Town

Plan

-

Board Discussion and Action on Revised Plan of Record, (lune t2,20t71

Brochu asked Board members to offer their individual insight on the revised plan of record

3
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Mary Layton said it's not a great plan, but we need to get it up and going
John Langhus yielded his time to other members, since he already offered his insight.
Linda Cook indicated concern that the camaraderie of the process is lost. She stated the big change
was the Land Use section (e.g., use of the term "cluster").

John Peppersaid he received an alarming numberof e-mails priortothe meeting. He believesthere
is a lack of trust among some people. He stated it's wrong to think of the Board this way. He
explained the Board has bent over backward to address public comment. He's very comfortable with
the plan as drafted. lt's not a piece of "arI" . Two people had the challenge to put it all together in a
very short period of time. We need to adopt the plan but we, also, have to take the red flags and
continue the discussion. He believed the Board agrees w¡th most of the feedback.

Claudette Brochu said she would like to see a couple of the deleted sections put back into the draft
(i.e., the ones considered technical deficiencies). She noted those were the ones on pages 9-LL, L0-8,
and I2-L2.
Regarding Page 9-LL, Brochu moved to re-add Action G.3.a. into the plan. Langhus seconded the
motion. Langhus suggested amendment to Brochu's motion such that the motion instead would
read, Brochu moved to correct the following drafting error (on page 9-11)to re-¡nstate Action
G.3.a. Brochu accepted the change as her motion. The motion passed 5-0-0.
Brochu moved to correct the following drafting error (on page 10-8) to re-¡nstate Action H.8.h.
Langhus seconded the motion. The motion passed 5-0-0.
Brochu moved to correct the following drafting error (on page t2-L2l such that Action K.3.d. needs
to be deleted from the plan. Langhus seconded the motion. The motion passed 5-0-0.
There was general Board discussion on the clarity of comments and whether or not they constituted
substantive change. Also, there was general discussion concerning whether or not the public requires
time to see/comment on the comments offered today, including the written ones along with the
responses provided, including the above motions. The issue of the plan's status was asked based on
Richards' question related to if he submitted his petition for Town vote. Calloway clarified her
concern related to the changes she noted in her comments based on a side by side comparison of the
various draft plans. Also, Cook asked about some of the changes requested and the comments made,
and what additional changes could be made that wouldn't jeopardize the plan's adoption. She
indicated her hope to find some compromise between members of the public, the Board, and the
comments/concerns identified. Allen offered that much compromise already has been carried out,
but that it's time to get the plan done and adopted.
Cook moved as a form of correcting drafting errors that the new text (on page 12-6) be deleted, the
new text (on page 12-8) be deleted, and the new text (on page 12-9) be deleted from the draft
plan. The mot¡on died for lack of a second.

4
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5. Adjournment. At 8:51 pm, Langhus moved to adjourn. Seconded by Layton. Motion passed 5-0-0.
Meeting adjourned.

Respectfu lly su bm itted,

Herbert A. Durfee, lll, Town Manager

APPROVED:

Date

John Pepper, Chair
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[Marcia] Calloway [with faci Allen's response in

red]

lune

27

,20L8

Comparison of May 23, 2018 Draft Town Plan to June 12. 20L8 Draft Town Plan
The following page references are from the fune L2,20L8 Draft Town Plan.
Page 1-3

ADDED LANGUAGE
"The plan may be used in state regulatory proceedings including Act 250,
Section Zfi9,VTrans access permits, etc." There was Selectboard

agreement on 6-f.0-18 that'smaller side'TRORC comments would be
addressed. This statement was added in response to one of these
comments. It is a statement of fact about how any town plan may be
used.It mentions three of the rnost common applications, and is not
inclusive of all the possibilities. There is no hidden agenda.
C0NCERN: Section 248 is for public service hearings etc.
VTrans access permits is to apply for permits to access roads
such as Route 5.
Why add these particular regulatory processes instead of all
the other things that might be of concern to a town? The
suggestion is that we are more particularly concerned with
development (Act 250), energy initiatives (Section 248), and
putting more access roads on to Route 5 from to-be developed
areas on to Route 5 e.g. Dyke property.
Page 5-11

OMITTED LANGUAGE There is no comment that says'explain'in the May
23 20tB Selectboard Draft Town Plan that was posted. This was a stray
comment leftover in a Word draft from iterations of feedback that took
place between Nov'18 and May 23t4,2OL7. Not every comment was
prioritized for follow up by the Selectboard. In this case,'Inclusionary
zoning'is listed as one of 7 possible ideas to'Explore and evaluate
multiple strategies for encouraging the creation of affordable housing,
inctuding, but not limited to...." There's no action on'inclusionary
zoning'that is irnplied by the Town Plan, except'possibly explore.'

For reference,'inclusionary zoning' from a conceptual standpoint
means that if you're going to build a 'to be determined' number of
housing units at a time, a'to be determined'number must be

affordable.
Action 8.5.1.3. Inclusionary zoning.
May 23,20L8 Draft says "explain" but there is nothing explained in
the f une 1,2,20L8 Draft.
6
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CONCERN

Why leave a term like "lnclusionary zoning" unexplained? This
is vague and could lead to unintended consequences.

Page 9-LL

OMITTED LANGUAGE There is no omitted language or inconsistency
between the May 23 Z0tÛand fune LO 2OL8 Draft Town Plans
published by the Selectboard. G.3.a was omitted from the Nov 2OL7
version of the Town Plan in response to concerns expressed about
development. It's important to note that traffic is always considered by
the Development Review Board as part of any new development, and is
a key component of current regulations.
Action G.3.a in the May 23,20'J,8 Draft is gone. It said
"Proposed major changes in land use, either new development or
changes in zoning districts, should be evaluated based on the available
or planned capacity of transportation facilities serving the area."
CONCERN: The plan has references to saving fuel, using public transit, etc. in
other places. Is there a particular agenda or reason for this issue not
to be considered for zoning changes/new development?
Page 10-B

OMITTED LANGUAGE Action H.8"h in both the May 23'd and lune 12tt'
versions of the Town Plan states, "Include bicycle paths, pedestrian
walkways, and rnass transportation access in review of all proposals for
development. There is no inconsistency or omitted language.
Action H.8.h. in the May 23,2018 Draft is gone. It said
"lnclude bicycle paths as a component of the town's Capital
Improvement Program and pursue federal and state funding for their
construction."
CONCERN: I do not recall this coming up at the Board meeting following the
last public hearing. Why remove it?

Regarding added language on Pages 12-8 through.t2-9, at the Special
Meeting on fune LO,z0tB,the Selectboard authorized the Town
Manager to make appropriate edits in the Town Plan that would
support the approved Map 11. These changes were made in good faith.
Page L2-6

ADDED LANGUAGE

First paragraph under "Village Business, Village Residential I and Village
Residential II Districts: New language is
"The scale , size, density, etc. of these planning districts are intended to
match those of current zoning regulations. However, given additional
7
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analysis by the Planning Commission as part of this plan's update or
update to the zoning regulations, to further the goals and objectives of
this olan le.s., nrovision for affordable housinsì. it is understood that
the scale. size. density. etc. of these established planning districts may
require amendment. Note, however, that the planning district
boundaries are well established. Any change to these boundaries or
the creation of any new district needs to be accomplished through a
plan amendment or re-write process." (Emphasis added.)
CONCERN

This plan should NOT be just about affordable housing.
2. The plan NEVER talks about keeping existing housing affordable.
3. There has never been community agreement and it is NOT
understood by the people of Norwich that "the scale, size, density, etc.
of these established planning districts may require amendment."
THIS IS A MATERIAL AND UNACCEPTABLE CHANGE IN THE
LANGUAGE AND SHOULD BE DELETED. It shows bad faith to insert it.
1".

Page L2-8
ADDED LANGUAGE
Route 5 South/River Road. New language is
"While not a planning area defined by this plan, several parcels on the
west side of Route 5 South and along River Road are served by state
highways and easily accessible to Interstate 9L, schools, municipal
services, and public transportation. Due to this area's accessibility,
some discussion already has occurred to change the planning and
zoning for this area."
CONCERN:

Why add this? The suggestion is that the people agree this is
important and true. There are no NORWICH municipal services e.g.
water and septic in those areas and they are exactly the areas of
contention. THIS IS AN INAPPROPRIATE CHANGE AND SHOULD BE
DELETED. It shows bad faith to insert it.

Paget2-9
ADDED LANGUAGE
Last paragraph of Route 5 South/River Road section. New language is
"Because such a zoning district is not presently authorized under this
town plan, its creation would require a future change to the town
nlan. includins additional nublic narticination bevond minimum
statutorv reouirements fi.e.. the sinsular nublic hearins reouired of
the Planning Commission."

CONCERN: This was not discussed at the Board meeting following the last public
hearing. Notwithstanding the added language mixes up the

I
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regulatory process for new/amended town plans - a process the
Planning Commission did not follow for this plan - and the regulations
concerning proposal and approval of zoning regulations. It is a
confusing sentence, and one reading of it could be interpreted to mean
that zoning can be changed with a single public hearing, which is not
the case. THIS IS AN INAPPROPRIATE AND INCORRECT CHANGE OF
LANGUAGE AND SHOULD BE DELETED.
Page L2-9
CHANGED LANGUAGE

"Hamlets" have been replaced with "Historic "Cluster" Areas"
NEW LANGUAGE
Second paragraph under Historic Cluster Areas. New language is
"There may be other areas in the Rural Residential District that could
represent new locations for such type of clustering."

CONCERN: The people have NOT decided that there are other areas for
"clustering" and have NOT decided where there should be any
development. THIS IS NOT CORRECT, AND SHOWS BAD FAITH BY
TRYING TO SUGGEST THAT THIS IS TRUE. THIS LANGUAGE SHOULD
BE DELETED.
Page L2-L2
SELECT BOARD VOTED TO DELETE AN ACTION BUT IT IS STILL IN THE JUNE

1"2

DRAFT There was some confusion on whether K.3.d or K.3.e was to be deleted,
which was unable to be resolved by the fune XZtt' posting date. K.3.e reads
"Create criteria and performance standards for commercial uses in the rural
residential areas to allow low-impact uses that will not adversely affect
residential and agricultural uses."

It's important to note the context for each of these Action items. Both come
under Obiective K.3, "Limit commercial development through performance
standards to a type, scale and design that is compatible with the character of
the town and the neighborhood. " There are also numerous regulations in
place today regarding commercial uses and development.
In this contexÇ the Selectboard will make a decision on whether these two
actions should be retained.
Action K.3.d "Allow for appropriate business/services needed in the
community."

9

DRAFT Minutes of the Special Selectboard Meeting of
Sunday, June 28, 2018 at 7:00 pm

CONCERN: This was voted by the Board to be deleted and should have been
deleted. THIS LANGUAGE SHOULD BE DELETED.
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June 25, 2018
John Pepper, Chair

Nolwich

Selectboarcl

Town of Norwich
PO Box 376

Norwich, VT 05055

RE: Nonvich STP SRIN(14) Church Street Sidewalk
Dear Mr. Pepper,

It is oul' únderstanding t'hat the Town of Norwich has electecl to stop progress on the Safe Routes to School sidewalk
project. Please be advised that, as outlined in the payrnent provision section ofthe original contlact and subsequent
amendment, if the municipality no longer desires the improvements or faìls to construct the ploject, the municipality
will be responsible for all reimbursed project rclated costs. l'he"project costs up to this point are 865,847.74;
521,720.48 to T'.Y. Lin International and $44j27.26 to Resource Systerns Group, Inc. for engineering services.
Town Manager Herb Durfee has reached out to VTrans inquiring about possible altel'native solutions such as additional
signage and other similar traffic calming type clevices. While we do encourage the Town to consider some of these
options as paü of other projects and initiatives, these altematives do not satisfy the pu'pose and need of the project
which states: The purpose of this project is to improve pedeslriøn access along US-S in tlte Village Core of Norvich
adjacent to the Marion Cross Elemenlaty School and residenlíal developmenl betvyeen A[ain Sfi'eet and Ccn"penter
Road. T'lte wall*vay will meel aut'ent ADA standards and the lalest pedestt'ian guìdelines, and directly señ)e as nlen)t
residential propertíes as practicøble. The needþr tlte projecl is due to lhe proximillt to the ltúarion Cross Elemenfaty
School and associatetl school age pedestrian valuntes and lack ofany existing yvalku,oy renitíng ín poor pedesf ian
ntovement". Any proposed alternatives need to satisfy the above purpose and need statement.
Should the Town wish to move forward with this project, it would need to procure a design consultant. Engineering
work previously cornpleted for this project wor:ld not be considered for reimbursement of this project, Because of
where tliis project is in the development phase, it would be acceptable for the Town to approach RSG directly about a
new agreement to bring this project to completion. If an agreement with RSG cannot be reached or a new design
consultant is clesilecl, they must be procured in compliance with the MAB RFP/RFQ process, Once the project design
consultant has reached the r:ighloÊway negotiatìons phase, the cost of completing the project would again be
considered fol'reimbulsement as long as the consultant was plocured using the above referenced RFPiRFQ process
¿

Please provide a formal response by August 3,2A18 confirming the Town's desire to stop the pursuit of this project or

outline a projectecl plan ofaction for the continuation and construction ofthis project..
Thank you,

>ø-Y_ _-;)rr)
Tina M. Bohl
Project Manager

Municipal Assistance Bureail
Vermont Agency of TranspoÉation
One National Life Drive
Montpelier, VT 05633

To:

NorwichSelectboard

From: Norwich Planning Commission

Date: June 26,2018
Subiect Response to Selectboard Draft Town Plan of Record, dated 6-10-18
It is the opinion of the Planning Commission that the Draft Town Plan of Record, dated 6-10-18
is generally consistent with Vermont's statewide planning goals.

The Planning Gommlssion has no further comment and recommends the Selectboard adopt the
Draft Town Plan of Record, dated 6-10-18.

Q,,'frü^
I

Jacqueline Allen
Planning Commission Ghair

L
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Miranda
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Subject:

FW: Affordable Housing lnstitutional Memory!

From¡ Stuart Richards Imailto:srichards@globalrescue.com]
Sent: Wednesday, June27,2018 1:25 PM
Tor Herb Durfee; Claudette Brochu; John Langhus; John Pepper; Linda Cook; Mary Layton
Cc: Miranda Bergmeier; Phil Decheft; Roberta Robinson; Bonnie Munday; Ralph Hybels; Jeffrey Lubell;
allenjaci@yahoo,com; Paul Manganiello; Andrew Winter; Bill Bittinger; Doug Wilberding; Daniel Richards; Dan Fraser;
Mary Layton; Cathy Girard; Bill Stetson; Nancy Dean; Dean Seibeft; Charlotte Metcalf; Cheryl Lindberg; Office fm; George
Clark; ps; Ernie; Warren Thayer; Norman Levy; Kris Clement; Sarah Reeves; Anne Silberfarb; Devon Voake; Beth Baras;
Miriam Richards; jerry ireland
Subject: Re: Affordable Housing Institutional Memory!
Herb,
Many thanks for working on this issue. lt appears from the correspondence below that the "Assigned Fund Balance" for
affordable housing may only apply to the purchase of land for affordable housing if in fact it can be used for that
purpose. lf it is true that the Select Board doesn't have the ability to draw from this fund (S45K+) because it is expired
or the ability to draw on it for additional purposes which might include but not be limited to engineering studies, septic
studies, architect fees, traffic studies and the like then I request that you schedule an Agenda item to resolve this issue
and to put this issue to Norwich voters at the August election if need be.
There has been great support expressed for the creation of affordable housing in Norwich. lt seems more than
appropriate that the Town do what it can to continue to support affordable housing as it has in the past. Please make

thisemailandthosebelowapartoftheSelectBoard'scorrespondencefile. lnaddition,itwouldbeappreciatedifJaci
Allen and Ralph Hybels make this a part of their respective committee's/commission's correspondence files.
Best regards,
Stua

rt

Stuart L. Richards, Director
Norwich Affordable Housing, lnc.
802-649-3928
From: Herb Durfee <H Durfee @norwich.vt.us>
Date: Wednesday, June 27 ,2018 at 9:28 AM
To: Claudette <cbrochu30@gmail.com>, John Lanhus <iohnlanehus@qmail.com>, John Pepper
<iohnpepper9l@sma¡l.com>, Linda Cook <lcook2825@email.com>, Mary Layton <marvdlavton@gmail.com>
Cc: Miranda Bergmeier <MBergmeier@norwich.vt.us>, Phil Dechert <PDechert@norwich.vt.us>, Roberta Robinson
<RRobinson@norwich.vt.us>, Bonnie Munday <BMundav@norwich.vt.us>, Stuart Richards
<sricha rds@globa lrescue.com>
Subject: FW: Affordable Housing lnstitutional Memory!

Board Members,

My understanding from Stuart Richards is that he may attend tonight's meeting. He continues to be interested in the
"Assigned Fund Balance" for "Affordable Housing". Below is the answer(s) to his question.

llerb
1

Herbert A. Durfee, lll
Town Manager
Town of Norwich
PO Box 376

Norwich, VT 05055
802-649-1419 ext. 102
802-698-3000 (cell)
802-649-0123 (fax)

From: Phil Dechert
Sent: Tuesday, June 26,2078 5:30 PM
To: Roberta Robinson; Herb Durfee
Cc: Bonnie Munday
Subject: Re: Affordable Housing Institutional Memory!
It could also be used to purchase an option
Sent from my Verizon, Samsung Galaxy smartphone

Phil Dechert
Retired Director of Planning
Town of Norwich
802 649-1419 x 4

Original message
From: Roberta Robinson <RRobinson@norwich.
Date:6126118 5:05 PM (GMT-05:00)
To: Herb Durfee <HDurfee@norwich.t
Cc: Bonnie Munday <BMunday@norwich.* , Phil Dechert <PDechert@norwich.
Subject: RE: Affordable Housing Institutional Memory!
well it ¡s in a separate fund in our books. lt was set up as seed money in case anything became available in the way
of affordable housing such as land , to be used as a down payment. The town voted to establish the fund and the
monies came from tax dollars. Yes I believe the selectboard can spend it without voter approval because they voted for
the fund, several times.
Yes

Originally voted on March 1, 2005:
Shall the voters of the Town of Norwich appropriate S 45,000 to create a revolving fund

to initiate contracts to acquire

land suitable for affordable housing?

Voted again March 4,2OO8 and then again March 6,2012.

From: Herb Durfee
Sent: Tuesday, June 26, 20IB 4:52 PM
To: Bonnie Munday; Roberta Robinson; Phil Dechert
Subject: Affordable Housing Institutional Memory!

- what's the history behind that funding source? Can
the Selectboard spend it without voter authorization as long as it's for "affordable housing"? Are there any strings to the
specificity of "affordable housing" (e.g., does it have to be for construction, does it have to be only for a Town project
such as a study, etc.)? Thx for any insight.
The 545,000+ in the Assigned Fund Balance for Affordable Housing

2

lf there was a Town vote on the funding when was that vote?

trerb
Herbert A. Durfee, lll
Town Manager
Town of Norwich
PO Box 376

Norwich, VT 05055
802-649-1419 ext. L02
802-698-3000 (cell)
802-649-0L23 (fax)
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Herb Durfee
From:

Kathy Urffer

kurffer@ctriver.org>
Thursday, June 28, 201811:21 AM
'Kathy Urffer'
CRC update to partners on dam relicensing

Sent:
To:

Subject:

<

Hello Dam Relicensing Partnersl
Below ís our latest update on the hydropower relicensing process for the Wilder, Bellows Falls, Vernon, and Turners Falls
Dams and the Northfield Mountain Pumped Storage Station along the Connecticut River.

VTINH facilities. owned þv Great River Hvdro
FERC lssued

Study Plan Determination

As you might recall, Great River Hydro (GRH) submitted supplemental study reports for Study L8 (American Eel
Upstream Passage Assessment) and Study 2L (American Shad Telemetry Study). They scheduled a study report meeting

on March 8 where they discussed Studies L8 and 2L, presented information about fish passage and eel monitoring work
they have been doing at Vernon Dam, and discussed the Study 2/3 Erosion Supplemental data report filed on November
15,2077.
Comments on Study 2/3, Study 18, and Study 21 as well as disagreements and requests to amend the study plans were
submitted on April 23,20L8 by Connecticut River Conservancy (CRC), US Fish & Wildlife Service, VT Fish & Game, VT

Department of Environmental Conservation, NH Fish and Game, NH Department of Environmental Services and many
other private parties.
On June 21 FERC issued a study plan determination on Studies 2/3, tg, and 2L:
Regarding erosion issues (Studies 2/3) this quote sumi it up, "The information presented in the study reports
and addendum is sufficient for [FERC's] environmental analysis of the likely causes of erosion. Therefore, we do
not recommend that Great River Hydro conduct an additional analysis of the likely causes of erosion."

o

o
o

No specific requests for study plan changes were made on Study 18, so FERC did not address that study in their
determination.
Comments on Study 21 (American Shad Telemetry Study) requested a balloon tag study to quantify survival of
American Shad for all downstream passage routes. FERC did not recommend any modifications to Study 2i..

This basically means that these studies are considered complete.
Review Continues on Study 9, lnstream Flow Study
US Fish & Wildlife and VT and NH state agency staff continue to conduct technical review of instream flow data. Great
River Hydro completed the model run requested by stakeholders and held a stakeholder meeting on June 8 to go over
the data and discuss next steps. Fisheries biologists will have a working meeting to discuss the model results and
conversations with GRH will continue in meetings planned for early August.

Other studies underway
Great River Hydro submitted their requ¡red Progress Reports for Studies 9 (lnstream Flow), 24 (Dwarf Wedgemussel and
Co-Occurring Mussel), and 33 (Culturaland Historic Resources)on May 22,20L8. Their next progress report on these
studies will be due on August 13,2018 and then again every 90 days until final study reports are submitted. ln their
progress report, Great River Hydro indicated that they will continue efforts to complete their Traditional Cultural
Properties report as well as develop a Programmatic Agreement in consultation with the State Historic preservation
Officer's and tribal leaders during summer 2018.
1

Recreation Survey and Feedback
Survey results and associated feedback from CRC's online recreation survey and public forums held in November and
December will be distributed in the coming weeks for comment. ln addition to information gleaned from the survey, CRC
continues to have ongoing discussions with municipalities along the river regarding recreational access. We are
finalizing the information and will be collecting clarifying comments. Once comments are received, a final version will be
shared with Great River Hydro for their consideration as they continue to develop their overall recreation plan.
The process from here

What's next? Once the final Study Reports for Studies 9 and 24 are submitted there should be an opportunity to
comment on those. When those studies are completed, FERC will commence the "post-filing" process. FERC has not
indicated a date for Great River Hydro to file an amended license application at this point.
Facilities in MA. owned bv Firstlisht
CRC

submits additional information/study request for Northfield Mountain Alternatives Analysis

On June 8, CRC filed a new additional information/study request with FERC. The request lists the results of relicensing
studies and the impacts that Northfield Mountain has on various resources. We are requesting that FERC require
FirstLight to conduct an analysis, including costs, of various options for avoiding, minimizing, and mitigating Northfield

Mountain's environmental impacts for the next forty years, while continuing to provide valuable large-scale electric
storage in an era of increasing renewable energy generation. Thus far, Firstlight has proposed to study the feasibility of
a barrier net across the Northfield Mountain tailrace, which may avoid impacts to downstream migrating juvenile shad
and American eels, but will not mitigate other impacts to the river and fishery. There is no "Plan B" if the barrier net
proves infeasible and the costs for this option have not been provided.

Settlement Discussions Underway
Meetings and discussions among settlement stakeholders and with FirstLight continue
lf you have any questions or comments, please do not hesitate to contact us

facilities: CRC River Steward, Kathy Urffer. (kurffer(ôctriver.ors;8O2-258-O4t3l
Firstlight: CRC River Steward, Andrea Donlon. (adonlon@criver.ors; 4t3-772-2O20 x 205)

GRH

*;;;
River Steward

Connecticut River Conservancy, formerly Connecticut River'Watershed Council
PO Box 6219 | Brattleboro, VT 05302 | www.ctri ver.orq
802-258-0413 | kurffer@ctriver.org
(Jscr¡ rwf*¿ fi**Nl*y babitøY Tfutivíttg ø*r*unrî&ex

Connecticut River
Conseruancy

Itg¡s
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Miranda Bergmeier
Subject:

FW: Norwich SB Meeting

Fromr Mary W. Fowler [mailto:mwfowler@myfairpoint,net]
Sent: Saturday, June 30, 20L82:22PM
To: Donna Girot; claudette brochu; Herb Durfee; johnlanghus@gmail.com; Mary Layton; Linda Cook
Subject: Norwich SB Meeting

First to Donna at catv--this is just to report that totally by chance I happened upon the broadcast today,
Saturday, early afternoon, of the most recent Norwich Selectboard meeting, and what a pleasure it was!
First to note that actually I'd been listening for some 30-40 minutes before realizing I was listening to a
broadcast that had no audio distortion! I don't know how long it's been since that severe glitch was resolved,
but this was the first time I'd happened to tune in to this program to witness it. It took that long for me to recall
that heretofore, due to that glitch, I have been unable to follow Norwich management in progress, and what a
wonder this realization was! So, congratulations, catv! This is a demonstration of commitment to quality
broadcasting that took years to resolve, and as a Norwich resident considerably interested in governance, very
heartily received.

Also because I have heretofore literally been unableio follow our local SB meetings (on air), this (relatively?)
recent access to the proceedings may make of me, an outsider without it, an actually participating member of
the community.
Of the many things I'd been unaware, Claudette's incorporation onto the board had passed me by--and not only
was she present, but here taking the management of the meeting itself. Her skill at tracking issues and
supporting communications was a pleasure to witness.

Also impressed that Herb Durfee caught that avote on a committee initiative must count the full majority of
membership, not just the majority of those members attending a meeting--so that with a 7-member committee,
vote of 4 must rule, even if only 5 members were present.
I was impressed that John Langhus particularly was able to assist
complex presentation of local marijuana regulations.

a resident

clarify the issues at stake in a

And I watched admiringly as the full board sorted through what was at stake in the Energy Committee's
presentation of regulatory issues, clarifying therein what was advisory rather than regulatory authority.
These observations represent what to me must be a most efficient, informed, and coordinated governance

team. Kudos to all involved!
Mary Fowler
28 Dorrance Dr
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FY 2019 Draft Tax Rate Calculation 07/03/2018
Grand List

Town of Non¡vich
Property Tax Rates

41112018 Town Grand List
'lo/o

Homestead Tax Rate
HGL Education Grand List
State Education Taxes

Non Residential Tax Rate
NRGL Education Grand List
State Education Taxes
T

I
$

$

745,621
7,456

$
,160 Comcast
,212 Town Exemptions $

$

1.8l,87

$

8,701,245

964,204
2,420,200

4,706,685

1.6075

$

2,759,173
$

4,435,370

I t

State Education Taxes

19
FY18

FY19

Total Town Budget w/o Articles

$

Voted Monetary Articles
Advance Transit
Cemetery Commission
The Family Place
Good Beginnings
Green Mountain Economic Development
Headrest
Norwich American Legion
Norwich Child Care Scholarship
Norwich Historical Society
Norwich Lion's Fireworks
Norwich Public Library Operating
Public Health Council of the Upper Valley
SEVCA
Upper Valley Trails Alliance
WNH Visiting Nurse
White River Council on Aging
Windsor County Partners
WISE
Youth-in-Action

Total Monetary Articles
Total Town Expenditures

4,502,386
13,120
15,000
6,000
3,000
1,693
2,500
1,500

4,348
8,000
3,000

275,000

$
$

$

0.4489

$
$
$

0.0018
0.0020
0.0008
0.0004
0.0002
0.0003
0.0002
0.0006

$
$
$
$
$
$
$

$

0.4408

0.049r

$

0.0492

0.4980

$

0.4900

0.0011

0.0004
0.0368
0.0000
0.0005
0.0003

337
3,750
2,000
15,600
5,300

$
$
$
$
$
$

1,000

$

0.0001

2,500
3,000
366,648
4,969,034

$

0.0003
0.0004

0.0021

0.0007

Offsetting Revenues
42,000

Property Tax Fees and lnterest
Current Use Payment
Permit and License Fees
lntergovernmental Revenues
Service Fees
Public Safety Revenues
Other Town Revenues w/o lnterest from Banks
lnterest Earned from Banks
Miscellaneous Revenues

178,000
11,805

230,132
363,760
10,200
3'1,000

20,000
4 000
890,897
264,290

Total Offsetting Revenues
Payment from Reduction in Undesignated Fund Balance 16%

$

Amount to raise from Property Taxes w/o Local Agreement

$

3,7',13,847 $

$

41,108

$

3,754,955

Town Tax Rate
Local Agreement Taxes
Total Town Tax Rate
Grand Total to be raised in Property Taxes
Summary

$

$
$

FYI9
School Homestead Tax Rate
School Non Residential Tax Rate
Town Tax Rate (With Local Agreement Rate)
Windsor County Rate ($ 56,244 amount due)
Total Homestead Tax Rate
Total Non Residential Tax Rate
Page

1

1.8487 $

r.6075 $
0.5035 $
0.0076 $
2.3598 $
2.1186 $

0.0055 $
0.5035 $
FYIS
1.8122
1.5461
0.4953
0.0076
2.3151

2.0490

0.0053
0.4953

% Change
2.Q1Yo

3.97%
1.660/o

0.00%
1.930/o

3.40%
7t5t20't8

vendor
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6
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235655

01

235655

REPÀIR
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OTHER PROJECTS

SUPPI,ÍES
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ZERO SORT/OCC

CED
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06/2L/re

6

01-5-555424 .00
01-5-555424 .00

01-5-?05305

.
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06/2e/L8

180.00

6¿05

06/2e/r8

180.00
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06/29/Le
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6¿05
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01
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01-5-706109.00
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BUILDING SUPPLIES

WÀSTE

01-2-001115.00

coMcÀsr

coMcÀgr

06/
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COIT SYSIEM¡I INC

07
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SOFTWARE
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6
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.
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IREE MEDICÀ¡
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REPÀIR & MAINTENÀNCE EXPN

L¡.C
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6
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6403
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À¡.IY1!T¡'@ ÀI{YTIME CÃRPET CÀRE E

24,18

PARTS

06/2s/L8 PD & FD-CI,NING

06/25/t8 PD 6

Ch€ct Ch€ck
Nub€r Date

É SUPPI,IES

01-5-703403. 00

ÊR,AKES

00836/¡

AÑYÍIIE

01-s-?03¿¡03.00
PÀRTS

514330
^âD\rÀr{cElR ÀDVÀt{cE

?

PÀRÍS É SUPPLIES

-BEI,Í

507834

06/o4/LS

PÀRTS

01-5-703¡03.00
PÀRTS & SUPPLIES

FTLTER-JOHN DEER 01-5-?03403.0o

50?803

ÀDVÂ}TCE ÀDVÀIICE ÀUTO

Paíd

Àcêount

of

RRobinaon

Àriount

fnvoice DâscriPtion
Invoice Nunb€r

fnvoice

À¡IYT¡ME

Page 1

check warrant ReÞort # 18-28 Current Pfior Next FY lnvolces For Fund (General)
For check Àcct 03(Gên€rall ÀIl chêck fe O6/26/fA ro 06/29/lA

01:07 pn

ÀDVÀIICE

b

llown of Norwicl¡ Acêounts Paya51ê

06/2e/L8

À

TRUCK

01-5-100613.00

SPECIÀL EVENTS /SUPPLIES

241 ,00

61¡

t4 o6/29/L8

2,39

5415

o6/29/L8

9. S?

64

15

06/29/re

01:07 Pa

Invoië€

Invoice Nunber

Dat€

Dew

DÀN

e wHrT,S

CENERÀL

STOR

o5/23/!A Rrc-roucH À TRucK

D6W

DÀl¡ 6 ¡¡HrÐs

GDNEF,TL

STOR

06:25/18 REC-BÀIIERIES

D&W

DÀti¡ E

wErT's

GENERAL

STOR

o6/25/LS REC-BÀTTERIES

¡6/L1/LS

INC"

EXPLORER

PREPÀID

FESGUSON FERGUSON

/ 02 /

re

^

EERCUSON FERGUSON

06 /01 /

WÀTERIIORKS

940.28

6456 O6/29/re

0823200

FEMA GRÀNÎ

FEMÀ-SI,D IIDPE PIPE

01-5-703703. 00

262,80

64L9 06/29/18

0823984

rEMA

315.¿8

642O O6/29/L8

568.98

6420 O6/291L8

t?,09

642L 06/29/ta

0.5s

6421 O6/29/LS

1.81

642L O6/29/Ls

o.o0

6421 06/29/t8

ø.67

642L 06/29/rø

2.35

6421 06/291]8

8.16

642L 06/29/18

o.oo

642t 06/29/L8

2L.43

642t 06/29/L8

1¡¡.9?

6422 O6/29/L8

35,98

6422 O6/29/L8

351.56

6422 06/29/rA

SITOR.E

06/75/rA TD-3
o6/2L/L8 FÐ-2

PIÀN-PAYROT,Í.

GRÀNT

01-s-475302.00
REPÀIRS É }itÀINlf

CLOTH

STÀTPÀCKg

r.86852

7

STÀTPÀCKS

1868527. O01

01-5-?03?03.

GRANT

o1-s-55542¿,00
EMS TOOLS/ EQUIP

01-s-5s5{24 .00
EMs TOOLS,/ EQUIP

I.ONG DISTÀÌiCE CALÍJS

01-5-005531 .00

4re4167

ÀDMIN

LONG DISTÀI¡CE CAI,I.S

01-5-100531 .00

4L84167

TEI,EPHONE

TE].EPHONE

01-s-200531, 00

FIRSTIJIGTI EIRSTLIGIIT FIBER

06/t5/L8 toNG DrsrÀÌ.¡cE cÀr,ts

FIRSflJIG¡I FIRSTLTGHT EIBER

06/t5/La

FIRSTLIGII FIRSTLIGIIÍ FIBER

06/15/L8

I.ONG DISAÀ¡.ICE CÀI,LS

01-5-300531.00

/¡18¿?6?

TELEPHONE

FIRSTT,IGI¡ FIRSTI,IGIIT EIBER

06/t5/La

LONG DISTANCE CAI,LS

0r-5-350531.00

418¿?67

TELEPHONE

FIRSÎT¿IGH gIRSTI,ICHT EIBER

o6/t5/18

LONG DISTÀNCE CÀÍ.LS

4

184767

LONC DISTÀ¡ICE CÀI¡IJS
4

184? 67

¿184

FIRST¡JIGH FIRSTI.IOHT

Ío@s

7

67

06/75/L8 ¡oNo Drs!ÀNcE cÀr,¡,s

o6/t5/78

E'IBER

FOGG'8 IIÀ¡DV¡ÀRE Àù¡D BUTI,D

Eoccs

FOGG'g

HÀRD9TANE

ÀìID BU¡I.D

FocG¡fS ¡lÂRDr¡ÀRE À¡.ID

BUITD

01-5-275531 .00
TEI,EPHONE

oL-5-425L21 ,00
TE¡,EPHONE

o1-5-705505.00

4L441 67
LONG D¡STÀNCE CÀLLS

01-5-703505.

¡¡18{ ? 6?

TEIJEPHONE

06/07 /L8 PD-PÀINT

06/L5/r8 EÐO6/20/LA

TEI,EPHONE

TEI,EPIIONE

828511

!þGGS

64L7 O6/29/LA

00

FIRESTOR¡ THE !.IRE

D'IR6I¡.TGI{ FIRSII,¡G¡IÎ FIBER

1089'16

6ÁL9 06/29/Lg

0810253

FEMÀ

WÀTERWORKS

o6/L5/rA

6AL7 06129/LA

58,52

01-5-703703.00

I.ERGUSON FBRGUSON

FTRSÎTIG¡I T'¡RSÍLIGIIT FIBER

1057'89

6419 O6/29/a8

FEMA-CULVERTS

L8 PD-SEPIIC COVER/RTSER

06/L5/L8

64L6 06/29/18

660.68

01-2-001126.00

,luNE 2018

06/06/re

tr'IRSTI,TGH FIRSTI.IGHT FTBER

250'00

64LA 06/29lra

0a22943

STORE

o1-1-Oo{102'OO

VISION SERV

o6/2e/L8 FE¡dA-8ÀBRIC

FIRESTORE T¡¡E FIRE

64Lá O6/29/LA

203.65

INSURÀNCE

IVAÎERWORKS

FERGUSON FERGUSON

5'49

PREPAID EXPENSEA

O6/OL/L8 VÍSION
o 4

TÍÀÎDRWORKS

6¿]-5 O6/29|LS

PREPAID EXPENSES
PREM GA

63868?

OF

01-5-555616'00

330. GÀL PREM GÀ o1-1-oo41O2'OO

638631

COMBTNED TNSI'R,AI'¡CE CO

1'09

vEilrcLE Àf,LowAlfcE

O6/L4/rø PREPAID 338.? eÀ!

Ê\rÀr.¡$óTo E\rÀNs cRoup, INc.

64L5 O6/29/LA

OFFICE SUPP],IES

71gA
EVÀNS,TOTO EVÀN8 CROUP,

31'38

sPECrÀf. EVENTS /SUPPT'¡ES

o1-5-¿25182'OO

5453627
ED-!.4AROON

Check

Nuñber DåÈê

...*-.*-..^*;

o1-5-425220'OO
or-5-42522O'OO

54A3627

RECOND o6/L4/ß

Ch€ck

SPECxÀ.t E\.'ENTS /SUPPLIES

5¿48860

DAvrgAU¡IO DÀvrs AUEo gÀLES E

Paid

Àccount

7

RRôbinaon

Àmount

Irvoicê DêscripÈion

vendor

EYEMED

Psg.2 of

of Norwich Àccounta PaYâble
18-28
Cufrênt Ptior Néx! FY Invoicês For Etünd (Genarall
ll
ReporÈ
9¡âfrant
check
!'or check ÀccÈ 03(Gên€ral) AtI check lús 06/26/18 to 06/29/L8
Town

06/29/t8

DOOR HÀRDTÙÀRE

00

01-5-500202. 00
TY REIÀI'I{g

COÈ,I!dUNI

01-s-ss5630 .00

s29LA1

OE'E'ICE SUPPIJIES

CONCOÈ'I-BUILDING SUPPIJIES

01-5-650630,00

829530

ÎR,AIT,S

01¡07 pß

rnvoice
Date

vcndor
FOCGS

FRÀ!{K

EOGG'8 IÀRDYTÀRE ÀI,¡D BUI¡.D

.'EMIIFER

FRJAI¡K

FREIGT¡IlIH FR,EICHÍI,INER OF NSI' Bå¡'Pg
FTSNE

GAIE$ÀY

FÍRE TECH 6 SAIETY OF

NEW

GAÍEIÍÀY !@TORS INC

EÀTETVÀY

GÀIEÍTÀY !,ÍOIORS TNC

GEOREE

S.

MICHEI,E

GEORCE

GIRJ,9ONÎH CIRI/S ON rgE RUN'

VERì'IONI

GREEN }I)T.'NTÀXN ECONOMÍC D

@4Pc

GREEN IICUNTÀIN POIIER CORP

GRÀPHIC

THE GB,ÀPHIC EDGE, INC

GWSI{T'D

CRTR UPPB VLLY SO¡JID fJÀ87

tlÀl'ß{COú

COL¡,EEN HÀli!4OND

HÀRÎFORD TOIÍN OF

HÀRTGEN

HÀRTEÔRD

HÀRIEEN ARCHEOIOGICÀT ÀSS

o6/25/L8 FD-PÀINT

01-5-550330.00

829993
06/19/18 PD - JIIMP BOOTS
O6/L9/TS
o6/L8/!g DPW -REÀR SEÀI,S ll5
LR37O44
06/2O/L8 FD-SCOÎ! ArR PACK MÀrNÎ.
L'l2S6g
O6/LL/LS PD-MI{ !.HEADI,IGHT EQT
28650
o6/t4/L8 PD-NEW R-HEÀDLIGH! EQr
2878L
o6/26/LA REC-ÀDULT SPRTNG YOGÀ
O6/26/2OLS

REPÀIR É ¡dÀINIENÀI{CE

06/29/r8REC-T.ATEREGTSTBÀÀ|!

01-5-425200.00

!¡AUN TIEI,D¡NC SUPPLY, INC

/ 2e /

L8

PLAN-PATTERSOIWTLLE

o6/L2/L8 DPI{-OXYGEN

5665355
¡IÀYNEgB
HEÂDREST

BIRON

o 6

HÀYNES

ÍIEåDAEST

HOMEDEPOT HOME DEPOT CREDIT SERVICE
HOMEDEPOT HOME DEPOT CREDIT SERVICE

I

¡TIÀGTNG

VA¡,¡,EY TMÀGING

,tÀYg

BRENEON

K.

SOUIH!{ORTH

.rÀYs

BRENTON

K.

SOUTII¡{ORTI¡

¡.Àr.foNlAgl.¡ ¡tÃ¡,rES L¡¡'PNTÀGNE

LINCO¡/¡|

ATIARDS

LANDSCÀP

LINCO¡J¡{FINÀ}-¡CIÀIJGROUP

01-5-500582.00

/

26

ChèaI(

Nu¡¡ber Datg

60,98

6422 o6/2911s

160,00

6423 06/29/rS

1s?6.85

6424 O6/29/L8

106.40

6425 O6/29/LA

103.16

6426 O6/29/L8

7r,66

6426 O6/29ltg

599.90

6427 O6/29/L8

1oo.oo

6428 06/29/rS

UNTIIORMÁ¡

01-5-?03¿01.00
OUTSIDE REPÀIRS

01-5-555422.0o
E'rRE TOoLs É E0UTPMENT

01-5-500306.OO
CRUISER MAINT

01*5-500306'00
CRUISER }'IAINT

01-5-425200'00
INSTRUCTOR FEE

INSTRUCTOR FEE

GREEN }¿fI'¡ ECO DEV CORP
:-271
01-5-?0330?.00
DPIv-STREEÍLIGHTS
06/Ls/L8
grREEÍr'rc¡lrs
051X92 6/18
01-5-425208'00
o6/rL/L8 REC--CÀ9S
IEE StlrRT/¡lÂlr
1228558
01-2-00112s.10
o6/r8/Le EY18 SrrcKER SÀ¡ES
DtE 1O GWSmO-STTCKERS
o6/L8/r8
06/20/r8 LÌST-DONUÎS FOR GRTEVÀI{CE 01-5-300615.0o
DUE9/MTGS/EDUC
T6/2O/2OL8
0r-5-500535'O0
o6/2L/L8 PD--BROÀDBÀhIDl'1ÀY 18
vrBRs
92a6
o g

Chêak

EXPN

o6/25/L8ÀltNUAt ÀPPROPRTÀUON 0r-5-s00388.00

52O2-LL-02
¡tÀrrN

Paid

Àocount

?

RRobinêon

Àmôunt

Invoice Descripti0n
Invoica Nuíbêr

6/28/T8
GMEDC

Pag€ 3 of,

fown of Norwioh Àccounts PaYabIe
18-28 Current Prlo! Nêx¿ ß'Y InwoiêêS FOr Fund (oen€!al)
*
R€port
cheôk flarrônt
For check Acct o3(Gêneral) All' chêck ils 06/26/18 to O6/29/Lg

06/29/tø

GRÀNT 01- 5-

3

50 4 1 6. 00

HIST PRES GR,ÀNT
01-5-703401.00

oulsrDE

1693.00

6429 O6/29|LA

36.L2

6430 O6/29/L8

168.68

6ßr

354.00

6432 O6/29/Le

o6/29/Le

8.9?

6433 06/29/LA

121.11

6434 O6/29/L8

3OO0.0O

6435 06/29/L8

62,96

6436 06/29/tA

?5,86

6137 o6/29/L8

REPÀIRS

/ L8 CON CO!û't-ffÀÎER PROoFPAPER 01-5- 650630 . 00

TRÀILS
6/26/L8
06/28/L817-18ÀPPROPRTÀTIoN 01-5-800354.00
IIEADRES¡
1?-r8 ÀPpROP
01-5-425330.00
o5/24/L8 REC- QUTKR¡:TE
REPÀIRS É MAINÍ
4021485
01-5-706109.00
05/22/18 !H-P¡.Ä¡¡!ERS
BUTÍ,DING SqPPI,IES
6202059
o5/23/L8 rg- l{rNDOw STTCKERS 0l-s-70s51s'00
ÀDMINISTRATION
20726
06/:-9/L8 PD-FD-CÀ¡'1SRÀ EÐR SEPrrc 01-5-550330.00
REPÀIR É ì'IÀTNTENANCE EXPN
189?64
06/19/18 PD-¡D-CÀMER"A FoR sEPrrc 01-5-4?5302.O0
REPÀIRS E MÀINT
189?64
01-5-704301.00
ï6/LO/L8 BÉG - I{EEDTNG
FOLEY PàRK É MEDIÀ¡¡g
Lgg2
o6/oL/L8,IUNE 2018 LrrE ¡NSURÀ¡ICE 01-5-00512{.00
DISABIUTY/LIFE INSUR
\'UNE 2018

250o.oo

6438 06/29/18

53.¿O

6439 06/29/L8

39.96

6439 O6/29/ts

675.20

6440 o6/29/L8

197.50

644L O6/29/LA

197.50

6r4L o6/29/Le

140,00

6142 06/29/L8

1,AO,2L

6443 06/29/L8

Page 4

Town of, Nôrwich ÀccounÈE Payablê
18-28 CurrenÈ Prior NexC try Invoiqès

06/29/L8

For
ch€ck yfarrant RcporÈ #
For chêck Acct 03(G€nerâl) ÀII chêck #s O6/26/tS to O6/29/LA

01:07 Pn

Àßount

Invoic€ tnvoice Dêâe!iption
Dat€

v€ndor

¡nvoÍc€ Nu¡ìber

LINCOÍJN

LINCOIN PINAIICIAI,

GROUP

06/0xl18 .I,NE 2018 I,IFE

IJINCO¡ì.r

Í,INCOLN FINÀT{CIÀJ,

GROUP

06/01/18

.'I'NE 201

TNSURÀNCE

01-5-100124 .00

INSURÀÑCE

DISÀBII,IrTII,IEE INS
01-5-200124.00

I

2018 I.IFX

ituNE

LINCOÍJN

GROUP

06/01/18

LINCOÍ¿!.¡

T,INCOI,N I'INÀI'¡CIÀI, GROUP

o6/ot/Le

2018 I.f EE

JUNE

INSUR.AI.ICE

JUNE 2018

LIAE

JUNE 2018

INSÛR,AIICE

¡'¡NCOI,NFINÀI¡CIÀI,GROUP

06/ot/la

TIFE

JUNE 2018

¡NSURANCE

.'UNE 2018 TJIFE ÍN9URÀNCE

01-5-50012¿.00

JUNE 2018

DISÀBII'ITY/LI!.E INS

o6/or/L8

LINCOIN

LINCOLN EINANCIÀÍ'

06/oL/78 ,tlrNE 2019 LrFE rNsunÀNcE
JuNÉ 2018

LINCOLN FINAI{CIÀL

GROUP

o6/0L/L8

'JUNE

MCNEIL
MI8C1

I¡INDBERG

I.'CNEÎ!, I,EDDY E

SHEAIIÀN,

ÀI{IA ÍIITIIE

INSURANCE

o6/2L/L8 T.I9fER.MII,EAGE

6/2Llr8

01-5-00s300.00

30 671

PROFESS SERV

06/27 /LA

REC -

I.ACROgSE OFFIC¡A},¡T

01-5-425214.00

6/27

/20t8

REFERREE/I'MPIRE

06/2s/t8 FÞ-DIEIB

EXPENSE

PÀDg

1,7-18

NOIT!!'SEXC NOTTIS EXCAVÀTING' INC

06/26/r8

01-5-555424 ,00

01-5-800316.00

APPRO

NORÍ¡ICH CEMEIERY ASSOCÀI!¡

DP!Í-GRADER I',IONITORING

01-5-703401,00

1,828706

OUTSIDE REPÀIRS

!.EMÀ-TIGERTOWN il6

f6

06/27 /LB FEMÀ- $JRNPIKE RD II5

01-s-703?03,00
EEMA

/ r8 / LS DPW-40', grOF.ÀGE CONÎÀINER 01-5-703511 . 00

PÀc-vÀ¡¡, rNc

o6

PÀC-VÀI{

PÀC-VAI{, rNc

o6/79/L8 DpW-40! gloRAcE coNrArNER 01-5-?03s11.OO

PAT¡IflÀYg

PÀTHWÀYS CONSULTING, IrLC

o5

8552939

PIKE ¡¡¡DUSTRIES INC
PIKE T¡{DUSTRIES INC

OO

254437

OUTgIDE REPÀIRS

L2/08/L7 FEM\.3/{T
L2/L2/L',? FEMA-3/¿T

STONE

05/25/Le EEM'\_3/4"
¿

700

01-5-?03703 .00
EEMÀ

STONE

94.99

6443 O6/29/L8

246.3L

64A3 O6/29/L8

63. 18

6443 O6/29/Le

370.61

6443 06/29/L8

29.2L

6444 06/29/L8

¡6s1.65

6445 06/29/L8

50 ,00

6446 06/29lLS

362.73

6447 O6129/L8

.8¡

6448 06/29/L8

15000.00

6449 06/29/18

910.00

64sO O6/29/L8

138996.73

645L 06/29/x8

14 583¡¡ . 28

645L 06129/tA

135.00

6452 O6/29/LS

13s.00

6a52 06/29/L8

2283r.56

64s3 06/29/L8

.00

6454 06/29/t8

2't5.88

6155 06/29/rg

26ø.76

6455 06/29/LA

231 ,00

6455 06/29/rS

4476.58

64s5 06/29/18

291

ô1

GB.N¡T

01-s-703703.00
FEù,ÍA GRÀìIT

03/09/L8 ¡'EMÀ-VT 3T

9?

6443 O6/29/L8

GR,ANT

01-5-70340x .00

DGBII

01-5-703703 .00
AE¡.{À

9661 90

ÞIKE

1- 5- 703 703.

FEMA

96t7Ã6
PIKE

0

06/07 /L8 DPW-TIRE REPAIR

96 14 56

PIKE INDUSÍRIES INC

.81

?1

REPAIRS E MÀ]NTENÀNCE

/ 3r / Lg EE!44- -ENCTNEERTNG SERV¡CE
20808

PIKE

6443 O6/29/L8

REPÀIRS É MÀINTENAI'¡CE

856¿711

PIKE INDUSTRIES INC

52.58

GR,AI.IT

PÀC-VAI¡

PIKE

6Á13 06/29/L8

GR,N.¡T

01-5-?03703 ,00

FE}fÀ

ÍURNPIKE II5

ÞETE8TIRE PETEIg TIRE BÀNNS, INC

65.06

EQUrP

APPROPRIATION

TIGERTOIÌN

NOTII'SEXC NOTT'S EXCÀVÀTINE, INC.

01-5-425160 .00

Eì,rs Tools/

83571643

oL/09/r8

6443 o6/291L8

DUES,/MTGS/EDUC

#001 (B)

NORIR'T'(

01-5-300580.00

!åDMTN-PRO SERVICES

IIOOREME lflORE MEDICAL,

NORIN,N(

¡SÀBILITY/LIFE

05/3L/r8

06/28/LA 1?-18

LL{.26

INSI'R.AI{CE

01-5-?03124 ,00

MILEAGE REIMB

06/25/L8 REC-BÀSEBÂI,!

NORCEMET NORIÍICE CEMETERY COMMISSI

Ch€ck

DISÀBILITY/I,IFE

!4ONTCÀI,RI MONTSHIRE CÀI, RIPKEN I,EAC
¡rl¡C

01-5-55s124 .00
D

2018 LIFT

.'UNE 2O1B

LTI{DBERG C¡IERYI, À

01-5-704124.00
DTgÀBILITV/LIE'E

L¡NCOLNÍ'INÀI'¡CIÀLCROUP

IJINCOLN

ch€ck

Nurber Dâtê

INST'R

.tuNt 2018

LINCOIÀI

GROUP

01-s-350124.00
DISÀAfIITYILIE'E INS
01-5-42512{ .00

DISÀBIIIIY/LIFE

,'I,NE 2018

LTNCOIJN

?

DIAABII,ITYII,II1E INS

¡'UNE 2018

LINCOLN FINÀùICIÀ¡

Paid

Àccour¡t

of

RRobinson

Fund (Genêral)

SIONE

GR,Àù¡T

01-5-703?03.00
FEMÀ

GRÀNT

0l:0?

Date

vendo¡

Àtfiount

Invoic€ Description
Invoic€ Nunber

Invoic€

ÞIKE

PIKE INDUSIRIÉS

¡NC

06/26/L8 EEMÀ-3/4''

PIKE

PTKE INDUSTRIES INC

06/29/L8 fEMÀ-3,/{"

STONE

01-5-703703.00
I'EMÀ GRÄNT

7199.92

SIONE

o1-5-703703 .00

162. 4S

9750?8

9?51

1

¡.EMA

0

PIKE

PTKE INDUSTRIES INC

06/0r/L8 FEMA-3/4"

PIKE

PIKE I¡IDUSTRIES INC

96/0â/L8 FEÌúÀ-3/¿"

ÞTKE

PIKE I¡{DUSTRIES INC

o6/12/18 DP!Ù-NE!Í BOSTON

E'EMÀ

976053

GRÀVEI,

9??430
06 / 22 /

L8

01-5-703215.00
OÎHER

01-1-004 102 , 00

6/Otl20ta

gPENCER POÍ{ERS, LLC

06/24/L8

RER COT,û4IJNICATTONS INC

01-s-500582 .00

CEM CO¡,ôI-MOW

6

01-5-675500.00

TRIM

9ABT¡.

REYNOI,D8

o6/LL/L8 PD-RÀDIO REPÀIR

SÀBII E

SCHIPPERT FRÀ¡IK

06/rs/r8

E SON INC

06/t7 /Le

SCHIPPERT

01-5-500301.00

EO2

E'D-RESCUE WIPES

01-5-555422.00

3329444

E'IRE TOOLS

fll

STAPI.Eg BUg¡NEgg ÀDVÀ¡'¡[ÀG

TIRElRKR6M

PD.MEÀTS/MII.AGE

01-5-500538 .00

06/17 /L8

ÍR,AINING

0t-5-500580 .00

05/L2/re FD-OFFICE

01-s-55s630.00

SUPPLIES

STÀPLES CREDTT PLÀl{

05/t9/L8 ED-OFFICE

01-5-sss630 ,00

SUPPI,IES

€TÀPI,ES,

STÀPI,ES CREDIÎ PIÀN

STÀPLES CREDIÎ PI.AI,I

STÀTEI,INA STÀTET,INE gPORlS,

¡,LC

05/08/L8 TÀDMIN E EIN--OTFICE

SUP

SUP

06/06/L8

FfN-EÙ¡I/ELOPES

01-5-200610.00

2102¿1S51

OI'FICE SUPPL¡ES

06/ß/18

REC- -AÀSEBÀT,¡, UNIFORMS

01-5-425244.00

lT{DE

lI!@E CÀ.I,IBRÀTION I,AB8, IN

06/ot/L8

IN

EQI/C}TURCH

DENSE GR,ADE

84345
TWIN SIAÎE SAND E

GR.AVE¡,

05/3r/\s

6456

06/29lre

90

.00

6{56 06/2e/78

200, o0

6r¡5?

o6/29/18

1666.66

6¿58 o6/29/L8

192.50

6¡¡59 06/29/18

175.05

6460 06/29/L8

40 .09

6461 06/29/LS

79.51

6462 06/29/L8

1¿9.88

6462

06/2e/ts

18 . ¡¡?

6{6¡¡ 06/29/L8

30.4?

6A64

18.58

646s 06/29/L8

33.98

6¿

65

06/2e/L8

93.99

6¿

65

06/29/L8

84.O0

6{66 06/2e/L8

521.00

6467 06/29/L8

32A.72

6,068

06l2e/La

14512.9Ã

64 59

06/29/re

27515.94

64 69

06/2e/L8

06/29/r8

01-5-?03319.00
01-5-s00306,00
CRUÍSER MÀINT

33087

TSSAND

90.00

PÀVEMENT !,ÍARKING

1806
PD-RÀDÀR

05/Ls/L8 FEMA-3T

06/29/L8

TJN]FORMS

519

06/0L/L8 DPI{--LINE SÎRIPING

GR'AVEL

01-5-200610 .00
OFFICE SUPPLIEE

TERRY IAYI,OR

sÎÀTE SÀl{D e

01-5-005610.00

20 8{ 003 ?4

ÎÀYLOR!

TSSÀÌ'ID Îl{rN

6455

OEFICE SUPPLIES

05/08/L8 ÎADMIN & FIN-.OFFTCE

4

99.88

OFFICE SUPPIJIES

2084 00374

STÀPIÆs,

6455 06/2e/LS

OEFICE SUPPI¡IE8

80¿99439r¡2

SBAPLES,

905.28

MI¡,EAGE REIMB

80¿9857233
STÀPTJETÀ¡K SIAP¡JE9 BUSINDSS ÀDVÀT{TAG

06l2e/r8

EQUIPIIENf

33033

06/t7 /t8

STÀPI¡¡¡{K

6

01-5-555528 ,00

06/L7 /L8 PD-MEÀI,8/MIIÀGE

SCFTPPERT FRÀNK SCIIIPPERT

6455

RÀD¡O MAINTENÀ¡¡CE

06/L4/LB ED-HUB CÀP

SONS INC

8115. 35

PURCHÀ8ED SERVICE

54569

REYNOLDS

06/29/t8

UNIF'ORMS

6/ Lr-6 /24 / Ls
nÉR

6455

PREPA¡D EXPENSES
REIMBI'RSE

06/25/r8

POWESP

70¿5 . S0

PRO,JECTS

01-1-004102 .00

BOX RgNfAL

06/25/LA PD.-UNIFORM

POTÙEI,I.i'I'D .'UDITI{ POIIDLL

6455 a6/291L8

PREPÀID EXPENSES

06/oL/L8 GAD!,IIN--PO

POSTI,'ASÍER NORIIICH

06/29/Le

gfONE

9',19703

06/t5/20t8
FOSI}{A€TE

6

DPIV.EDIGR,ANGE HAJ,T,

06/L5/L8 PD--PO BOX RENTÀL

POAI!.{ASTE Posm'rÀslER NoRÍlrc¡l

6455

GRÀI.¡T

01-5-703703,00
EE}IA CF.AI¡T
01-5-?0320?,00

STONE

chêck check
Nunber Date

GRANT

01-5-703703 .00

STONE

975618

DTKE IIi¡DUSTRIES INC

PaLd

ÀccounÈ

?

RRobinson

ch€ck lYarlant R€poft ll 18-28 Currênt Prior Next FY Invoices Eor Fund (G€neral)
For ch€ck Àcct o3(GenêråI) Atl check #e O6/26/fO lo 06/29/Lg

pn

PIKE

Påqo 5 of,

trown of, NÕrwich Àceounts Payablê

06/29/L8

01-5-703?03.00
E.EMA

GR,A¡\IT

AEMA-3" DENgE CRÀDE

01-5-703703.00

84 59¿

FEMÀ

OR,AI.IT

01:07 pn

Vôndor

Date

T'NÍE.IRST T'N¡A¡R T

CORPORÀÎION

05/2s/L8

DPf{-BEG-UNIFORM¡'

01-5-703311.00

35-42 60105

UNIFORMS

Pãíd

Àccount

UNIFIRST

CORPOR,ATION

os/2a/La

DPW-B6G-UNTEþn¡'É¡

01-5-?03515.

35-42 60105

ÀDM¡NISlR,AlION

IJNTFf,RST I,'I{IFIRST

CORPOB.ÀÍION

05/28/tA

DPf'-BEG-UNIFOR¡,IS

01-5-?04311 ,00

3s-

I'NIE'ORMÊ

T'NIFIRST

I'NIFIRST

UNIE'IRST CORPORÀTION

UNTFIRST CORPOB'ÀTION

o5/2e/L8

¿2 601 05

00

DPW-BEG-UNIFORMS

01-5-?0350?.00

3s-

SUPPI,IES

42 601 0s

o6/or/Le

DPII-BÉG-UNIFORMS

o1-5-?O3311 .00

35-Ã262336

UNIEþRMS¡

UNIFTRST UNIFIRST

CORPONÀTION

06/0a/r8

DPW-BÉê-l'NIFOR},fSi

01-5-?03515 .00

35-4262336

ÀDMINISTR,AI¡ON

UNIFIRST

CORPORÀTION

06/04/L8

DPfI-BÉG-TJNIFORMS

01-s-?04311 ,00

UNIFIRST

35-4 62336

UN¡TOR¡,If'

DPff-B6G-TJNIEPRMS

0t-5-70350?.00

35-4262336

SUPÞL¡ES

2

TII{IFIRSÍ I,NIFIRST CORPORATION
I'NIFIRST
I'NTE'IR€T
UNIFIR

T

I'NIFfRST

I'NIE'IRST

I'NIE'TRST CORPOR,ATION

06/Lr/Ls

DP}I-B6G-T'NIFORMS

01-5-703311,00

35-4264526

I'NIFORMS

DPW-BEG-I'NIIORMS

01-5-703515.

?5-4264526

ÀDMINIIITRÀTION

DPW-B&G-T]NIFORMS

o1-5-70¿311 .00

35-4264526

UNIFORMI'

T'NT¡'¡RST CORPORÀTION

o6/LL/L8

DPW-BÉG-UNIFORMS

o1-5-703507 .00

35-4264526

SUPPLIES

06/t8/L8

DPIf-BÉG-I'N]FORMS

01-5-?03311 .00

35-4266713

T'NIFORMS

UNIE'IRSI
UNIFIRST

CORPOS,ATION

CORPOP"ATION

CORPORÀT¡ON

CORPOS,ÀTION

TJ\/E.ENCE

UPPER VÀ¡.I,EY FENCING CI,UB

IJVI¡ß,AILS

UPPER VÀI,LEY

VÀIJLEYNEW VÀI'LEY

lRAlI,s AL¡,IÀ

NEWS

06/ß/re
06/7e/L8

06/L8/t8

DP¡V-BEG-UNIFORMS

01-5-?03515 .00

35-42667L3

ADMINISTRATION

DPW-BEG-UNII'ORMS

01-5-?04311,00

35- {2 66?13

UNIFORMS

DPW-B&G-T.lNIFORMS

01-5-703507.00

35- {2 66?13

SUPPI,IES

06/28/LA REC-17-18 FEES I'ENCIN6

6/28/2018
06/2e/L8 coN coùdt't-c¡tArNsÀIf couRsE
6/L5/20L8
05/3L/LA DRB-CIÀgS¡FIED ÂDS
ID

05/3L/LA

VÀI,LEYNEÍI VÀÍ,LEY NEI{s

05/3L/L8 !ÀDMIN-BID

TÀDMIN-B

ÀDVERTISE}.ENT

0s/3L/LA TÀDMIN-BID

ÀDVERTISEMENT

06/0Â/Le $l,PD,ErRE,DPW-CELL

rÆRIAIIIRD VERIZON

WIREI¡E8g

O

6

/

/

o4

O

4

/

/

l8
le

6470 06/29/L8

20.35

6{?0 06/2e/Lg

,36

6470

06/2e/L8

0 ,00

6470

06/29/L8

35

1?9.86

6470 06/2e/L8

45.62

6470

06/29/L8

35,35

6470

06/29/7s

0 ,00

6470 06/2e/18

182 ,89

6470 06129/L8

16.85

6¿?0

06/29/r8

33.24

6470

06/29/t8

2.30

6('.tO

06/2e/LS

19¿ .96

64 ?0

06/29/L8

22.09

6470 06l2e/L8

38.96

6470 06129/L8

-0.¡0

6470 06/29/18

¡0

647L 06/29/L8

3984

.

1080 .00

5472

06/29/ß

53 . ¡¡7

6473

06/29he

t57,25

6473

06/29/L8

TRAILS

01-5-350540.00
01-5-005540,00
00

56.61

6473 06/29/7e

01-5-005540.00

Lr3.22

64?3 06/29/78

0l-5-005532.00
T MNGR CELL PIIONE

s6.34

6474 06/29/L8

-5- 4 75238 . 00

56.32

6474 06129/L8

25.38

6474 06/291L8

ÀDVERTIgING
PHONE

98084 64 88 6
o 6

1?9. 61

ÀDVERTTSING

olz?6343

VERIZIVIRE VERIZON I{IRELESS

cheok

INSTRUCTOR EEE

01-5- 650630 . 00

01-5-O055¿0.

AUDTTING

012? 6331

\ÆRIZI|IRE VERIZON WIREIEAS

chcck

Nuúber Date

ÀDVERTIgING

ot2763L7

VA¡¿IJEY NEI|S

01-5-425200.00

?

AD\ÆRTISING

01275652
VÀI¡IEYNEW VÀIJLEY NEÍTS

VA',I,EYNE¡{

00

o6/LL/r8

¡,NIFTRST I'N¡FTR8Í

UNIFIRST

O6/LL/Lâ

CORPORÀTION

UNIFIRST

I'NIE'TRS¡ I'NIE¡BSI

I'NTFIRST

CORPOR,ATION

06/04/t8

6 of

RRobinson

À¡rount

fnvoicê D€sôriPtion
Invoice Nûîb€r

Invoice

I'NIFIRST

Pågre

Iown of Norwich Aooounta Dayabl€
chêck flårlant Reporg lt 18-28 Curreng Prior Next ElY Invoicês For E\nd (G€neral)
For chêck Acct 03(G€nerål) Àtt êheck ils 06/26/18 fo 06/29/L8

06/29/ta

rì,!, PD, FrRE ¡ DPI{-CELL PHONE 01
98084 6{ 086

ADMIN TEI,EPIIONE

n"f , PD, F¡RE'DPW-CELL PHONÉ

01-5-550235. 00

98084 64986

TELEPHONE

6

INTERNET

Page 7

Town of, Norwich Àccounts PaYabIQ

06/2e/LS

01:07 pn

Chsck

warrant Report li 18-28 Curr€nÈ Prior N€xt EY lnvoices For Fund (General)
Eor check Àcct 03(G€n€ral) À11 ch€ck #s O6/26/Lg ro 06/29/78
xnvoice Description
Invoice Nurnber

Invoice

v€ndor

Date

VERIZTÙIRT VERÍZON }¡¡RELESS

06 / o 4 /

t8

Àmount

1rr, pD ¡ FÌRE, DPrf-CErr, pr{oNE 01 -5-?03505 . 00

9808464886
I/ER¡!ÍoNTRE

VI'JI¡AGE
l/LCl

VÎ

RECREÀTIONÀI, SURFÀCING

V¡¡JT'ÀOE EREEN PT'BI'ISHING

VER¡,ÍONT I,EAGT'E OF

CIIIES

06 / L3 /

06 / L3 /

L8

t8

DPIV- -UNION

VIIJI/ GUÀRDRÀII' 01- 5-?033 T5.

\^¡A

PROP

É CÀSUÀLÎY INîE

VTSITING NURSE À6SOC. É ¡I

VTTRÀNs VT ÀGENCY OF

TRÀNsPORÎÀTI

06/20/L8

OTHER PRO.'ECTS

CÖNCOM--ADVERIISING

01-5-650620.00

NÎ

SPKRS/PI'BI,IC IN¡þ

ST'MMER 18

01-5-00561s .00

WORKSHOP

DPI{-DRUG TESTINO

01-5-703s15.00

2018-50524

ÀDMINISTR,ATION

DPW-TR,ANSFER

MÀsoN

co.,

01-5-800328.00
01-5-?035!5.

F'550

ÌÍBMASON rf,B.
IIEEDCONCR

L.E.

MASON

MASON

WEED

CO,,
CO,,

e

o6/08/L8

rNC

06/L4/Ls

rNC

SON¡

TÀDMIN-ÍONER

01-5-005610 ,00

r5582003

OI'FICE SUPPI,IES

9

TÀDMIN-CORRECT TAPE

01-5-00s610.00

r55986537

OFFTCE SUPPITES

01-5-703215.00

GRÀNGE

L'.8.

IIEED

6

06/20/L8 DPÌI-I{ALÍ,

SON. tJlC

01-s-703215.00

BÍ,OCKS GRÀNGE

Ol¡lER

20029t7',|
VNN)SORPÀ Iü¡IIDSOR COI'NTC PÀRINERS

06

/

t3/t8

Àr{NttA¡, APPROPR¡ÀTrON

18'

I¡Où'ENIS INI.ORMATION SERVI

YOUTI{

YOUÍII

a6 / 2e /

L8 17-18
17-18

IN

06

ÀCETON

/29

/TS 1?-19
17-18

250.00

6476 06/29/L8

60.00

6471 O6/29/L8

50.00

6Ã7a o6/29/L8

15600.00

6479 O6/29/L8

16.00

64A0 06/29/Lâ

80.65

64Al O6/29/LA

92,L2

648L 06/29/L8

8.83

64sL 06/29/L8

?30,00

6482 06/29/18

?20,00

64e2 06/29/L8

1000.00

6483 06129/18

2500.00

6484 06/29/L8

3000.00

64s5 06/29/L8

PRO,IECIS

01-5-800356, 00

06/L3/20L8
WTSE

6475 O6/29/L8

OTIIER PRO,JECTS

20029164
WEEDCONCR

00

01-s-200610.00

06/t9/L8 DPÍ{-WÀIL BLOCKS

IJLC

2609.00

OFFICE SUPPI,IES

t557 4r747

I{BMÀAON W.B.

6474 06/29/L8

ADMINISTRÀTION

06/06/18 FIN-TONER

¡NC

1{9.10

VSII.TG NRS/HSP APPR

F'ORD ÎRANS

wBtfÀsoN w,B,

I|INDSOR COI'N1rY PÀRTNERS

ÀPPROPRTÀ!¡ON

01-5-800362.00

ÀPPRO

I.TSE

ÀPPROPRIÀTION

01-5-800368.00

ÀPPRO

YOUlH-IN-ÀCTION
Â86477.26

Rêport loÈal
@

lo th€ Treasurer of !!own of Norwich, wQ hêr€by c€rtify
that ther6 is duâ to Èhe sêvêral persons whose nmea are
liated her€on the eu againsÈ €ach natr€ and that ¿hêre
ars good and suffici€nt vouch€ra gupporting the Pal¡menùs
aggt€gatíng $ tr*486 | 477,26
lôt this bc your ord€E for the Paluîents of th€se amountg

E'INÀ¡¡CE DIRECTOR

¿{ i(u{r',*-

ÍOl{N l'lÀl{ÀGER¡

,

Roberta Robineon

Town Månâgêr

gE¡,ECÎBOARD:

\tohn tanghus

Linda Cook

Check

DUSS^4TS,/EDUC

06/2A/r8 17-18 ÀÞPROpRrÀfÎoN
17-18 ÀPpRO

06/25/r8

OO

!2r45

06/07 /LS AÀDMIN-HR

Chcck

Nunber Date

TET,EPHONE

2018-19658

VI.CEPÀCIF VLCT

Paid

Àccount

of

Claudette

.tohn Pêpper, Chair

7

RRobinson

Mary tayton

01r07

Page 1

Town of, Norwich ÀccountÉ PaYabI€

06/29/LB
pm

tnvoice ¡nvóice DescriPtion
fnvoíêe Nudber
Dat€

vendor

Br,À¡(lloÞ atÀKrop

rNc

06 / 19 /

L8 gf{Y-TRANSFER SlÀTrON
2428L

Ànount

Account
r¡2-5-?00565.00

Paid

4¿99.31

PÀVING

Á¿99.31

Rsport Totâl

to the ta€aeurer of lDown of Norwich, Ifô herêby c€rtify
that the!€ ia du€ to thê aev€ral P.tsons whose nmes are
listed hcr€on thê su¡ri again8t €ach nãÍre and thaÈ there
ârê good and ¡ufficienÈ voucl¡êrs supPorÈÍng the palm€nts
âggregating I rrrrt4, 499'31
t¡t thir b€ your order for Èh€ Payments of, thesê mounfg

En{À¡rcEDrREcroR

rO{N

@

I'IAI.¡AGER:

SEI,ECTBOÀRD:

Johñ Langhug

Linda

Cook

Claud€tte Brochu

Þepper, Chair

of

1

RRobinson

Check ÌlarranÈ Rêport * 18-28 Cutrènt Prior N6xt FY Invoicês For Fund (DPW-PÀVING FllìlD)
For Check .trcct 03(Gêneral) Àrl check fl8 06/26/lg 1o O6/29/LA

Mary layÈon

Check

Cheok

Nuriber DaÈe
6409 O6/29/tA

1of2

06/29/18
02:37 pn

chêck warranÈ ReporÈ ,,

i;ï,':,::::ï:"ì::î:::

i"Ï::,.""

For trund (Gene,a')

RRobinson

ÀI1 Invoices Eor ch€ck Àcct 03(General't O7/02/fg fo 07/O2/f8
Invoioê
Dat€

V€ndor
B'¿UE CROSS/BI,UE STIIEIJD OF

BCBS

Invoice Description
Invoice Nufiber

06/26/L8 .T'I,Y 2018

BLT'E CROSS/BI,UE S¡¡TEI,D OF

06/26/L8 JI,ÍJY 2018

01-5-100123.00

BCBS

B],I'E CROSS/BI,UE SHIEIJD

0E.

06/26/r8 ,JUIY

BLUE CROSS/BLUE SHIELD OF

o6/26/LA JUI,Y 2018

Jurv
BI.UE CROSS/B¡,UE SHIEIÐ

BCBS

OE'

t¡EÀt
BCBS

0 1

BLUE CROSS/BI,UE SIITEI,D OF

cvc
DE¡,TÀ

06/25/Le

CVC PAGING

DEN DEÍ,TÀ

06/26/L8 JULY 2018

01-5-703123 ,00

BCBS

HEÀI,TH INSUR

pD-PAOERS 18-19

01-s-500301,00

16¿-6491460

RÀDIO

o6/oL/18 .,UI,Y 2018

DEN DEI,TA

o6/0r/r8

DENTÀI.

JULY 2018

DENTÀI,

DELTÀ

DEN
DEN

o6/oL/r8

DEI¿TÀ DENTÀT,

DENTÀJ,

0r.-5-3s0125.

DENTAI, TNSURÀNCE
DENTÀT

DENTA¡.

DEN DEI.TÀ

06/0t/18 JUI,Y 2018 DENTÀI

DEN DEI'TÀ DENTÀ¡

.tuLY 2018

DEI,ÍA DEN DELTÀ

06/oL/Le ¡'ULY 2018

DENTÀL

INTERNÀTIONAI, ÀSSOCIÀTION

DENTÀT,

I'INCOINTINAI{CIAIGROUP

06/22/r8 PD-IACP NET 18-19

a6/2s/rs

.]ULY 2018 LIFE
o7

Í,INCOI¡I
I.INCOIN
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Memorandum
To: Norwich Select Board
From: Mary Layton and Linda Cook
CC. Herb Durfee,

Miranda Bergmeier

Subject: lnternal Financial Controls lnterim Report
Date: June 28,2OtB

Town Manager Herb Durfee, and Select Board members Mary Layton, and Linda Cook
have met twice since identifying the lnternal Controls Goal in March, most recently as of the
date of this memo. We have been using the docum ent lnternal Financiol Controls Checklist for
Municipolities issued by Vermont League of Cities and Towns in Novemb er 2Ot7 , as a
framework for our discussions. lt is a comprehensive checklist that includes controls
recommended for the practice and policies followed by the Town Manager as well as elected
and appointed officials. lt includes general controls and those over cash, accounts payable,
collections, purchasing and disbursement, payroll, the grand list and tax records, municipal
property and equipment, and information systems. The motivation to work in this area is

prompted bythe desire to use best practices in financial controlthroughout Town government
to get a good and fair result for the taxpayers of Norwich.
Requests of Linda and Mary resulted in the following actions by Herb prior to the June
28th meeting:

7. Monthly financials are being provided in Select Board packets.
2. AP warrants that are not coordinated with the SB meeting schedule are available
for review via email.

3.

The Town Treasurer provided the check list mandated by statute on schedule to

the SB at their June 27th meet¡ng. (The Town Manager recommends that the
Treasurer use the VLCT checklist in the future as it is more comprehensive, and
in order that communications about the financial operational framework are
clear.)

4. The VLCT checklist was completed by the Town Manager and Finance Director.
5. The Audit Report was finished.
6. A bid process was initiated for a new Auditor, the SB chose a new auditor.
7. Evaluation and reconfiguration of the vehicle fleet at DPW is ongoing.
8. The Town Manager is researching methods of inventory control including
software and bar code systems.

L

with Finance Director Roberta Robinson to fill out the VLCT checklist. The
format used a format with yes, no, and unsure as categories of answers, with room for
comments by Herb. The document is very useful as a snapshot of practice in this town, and as a
guide to comprehensive improvement. The answers marked no or unsure point to areas that
Herb worked

can be improved mainly through specific policy development, plus good communication and

cooperation between elected and appointed officials and the Town Manager.
Five areas were noted where improvements can be made:

t.

Create a Master Financial Policy that includes the roles and duties of the Select
Board, Town Manager, Treasurer, Listers, and Town Clerk.

2.

Orient and educate new Select Board members using an updated chapter in the
Select Board Resource Manual.

3.

Foster Participation under a Master Financial Policy by all elected and appointed

officials and the Town Manager.

4.

lmprove and implement systems of inventory control across all Town
departments.

5.

Develop a Fraud Policy.

to improve internal controls, Mary Layton offers to
develop a financial literacy guide for new Select Board members in the Select Board
Resource Handbook, and perhaps to work with another member to rework the guide in
other ways that will help orient new members. An agenda item is recommended for the
Select Board to discuss the idea of creating a Master Financial Policy and a Fraud Policy.
Herb is researching possible draft policies to support this idea. Linda and Mary will
continue to meet with Herb to talk about inventory control and controls over
information systems.
A caveat of this report is that Mary is the author and due to time constraints of
inclusion of materials in the Select Board packet Linda may have to comment separately,
whether in writing or at the next Select Board meeting on July LI,2Ot8.
As part of the continuing effort
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Contracts for
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RECOMMENDATTON

Accounting, Auditing, & Financial
Report Policy

Town Budget Management
Policy addresses some of what
VLCT recommends. The
Selectboard should adopt a
"master" accounting, auditing, &
financial report policy.
Current Town policy is a Town
Ma nager proced ure/protocol.
Recommendation: within the
bounds of the Selectboard
juxtaposed with authority of the
Town Ma nager's statutory
duties, the Selectboard should
adopt a Purchasing Policy. The
Town Manager's

Purchasing Policy

Summary of purchasing
policies
Lease purchases

|SSUE

procedure/protocol should be
amended as applicable to
interface with any such adopted

Legal services
Exemptions & waivers
Vehicle acquisition &

policy.

replacement

Grant applications &
administration

The Town policy should be
reviewed for possible update
and compared to the VLCT policy
for inclusion of any missing item.

Encumbrances & year
end purchasing

Also, it's the Town Manager's

Proced ures:

¡

STATUS,

professionalservices

Forms
General Financial Policies &

¡

-

VLCT RECOMMENDED POLICIES

Cash Receipts, Petty Cash, &
Returned Check Policy

recommendation that any form
of petty cash should be
eliminated. Given that

Department revenues
Voided checks

lnterim checks
Credit card use

recommendation, specific
attention to policy update
should include employee
reimbursement, credit card, and
charge account procedures, etc.

Employee

reimbursement
Petty Cash
Forms

[Covered in Gen'l Financial

Credit Card Policy

Policies & Procedures abovel

Debt Management Policy

Debt Management Policy

Capital Budget Policy

Capital Budget & Program Policy

7

Refer to previous

recommendations.
The Town policy should be
reviewed for possible update, as
applicable and warranted. This
update should include
comparison with the VLCT policy
The Town policy should be
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f NTERNAL FTNANCIAL CONTROLS - STATUS,
NORWICH CURRENT POLICIES
VLCT RECOMMENDED POLICIES

lnvestment Pol¡cy

lnvestment Policy

Trustees of Public Funds
lnvestment Policy

Fraud Prevention Policy

Undesignated Fund Balance
Policy [Selectboard Financial

Fund Balance Reserve Policy

Policy #21

07lLLlzOtS
RECOMMENDATTON

/
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reviewed for possible update, as
applicable and warranted. This
update should include
comparison with the VLCT policy
This policy was updated about a
year ago. lt should be compared
with the VLCT policy to ensure
nothing has been overlooked.
Any amendment should be
drafted and adopted in
collaboration with the Treasurer.
The Selectboard in collaboration
with the Trustees of Public Funds
should draft and adopt a policy
as recommended by VLCT.
The Selectboard should adopt a
policy, though the Conflict of
lnterest and the Code of Ethics
Policies, to some degree, touch
on issues related to a fraud

prevention policy.
The Selectboard, through the
Town Manager and the Finance
Director, should work with the
auditor to ensure the Town's
methods (procedures)for use of
fund balances, designated
reserve funds, and other related
issues are being properly
conducted. This should include
revisiting a ny "emergency"
reserve policy/procedure the
Town may adhere to. As
applicable and warranted, the
Selectboard should amend
and/or adopt the relevant
policy(ies).

Balanced Budget Policy

Grants, Gifts, & Special Funds

Gift Policy
2

Without an adopted policy, the
Town annually carries out a
balanced budget approach to
recommending a budget for
voter approval. The Selectboard
may opt to adopt such policy
despite its annual approach.
The Town policy should be
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NORWICH

CU

RRENT POLICIES

-

STATUS,

VLCT RECOMMEN DED POLICIES

Policy [Selectboard Financial
Policy #31

Budget Management Policy
[Selectboard Financial Policy #1]
Capital Assets Accounting Policy

[Related to Capital Budget &
Program Policyl

Conflict of lnterest Policy

Code of Ethics Policy

Appropriation Request &
Disbursement Policy ("Other
Monetary Articles")
Transfer Station Use & Sticker
Policy

07lL1,lzOtS
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reviewed for possible update, as
applicable and warranted. This
update should include
comparison with the VLCT policy.
The Town policy should be
reviewed for possible update, as
applicable and warranted.
The Selectboard should
incorporate this policy into, for
instance, either in the "master"
accounting, auditing, & financial
report policy or in the capital
budget & program policy.
The Selectboard recently
updated this policy. No action
required, at this time.
The Town policy should be
reviewed for possible update, as
applicable and warranted.
The Town policy should be
reviewed for possible update, as
applicable and warranted.
The Town policy should be
reviewed for possible update, as
applicable and warranted.
Also, it's the Town Manager's

recommendation that cash
should be eliminated from the
Transfer Station. This is one of
the highest financial risk areas in
Town. The only form of payment
that should be accepted at the
Transfer Station should be
checks, pre-numbered punch
cards, and, possibly, credit cards.
Should the Selectboard agree to
pursue this, the Town Manager
has first-ha nd, successful
experience in doing this in
another Vermont comm u nity.

lf cash is continued as a form of
payment, then, a mandatory
form of duplicative receipting
3
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STATUS,

VLCT RECOMMENDED POTICIES
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should be put in place, including
a "point of sale" system (cash
register).
Also, if possible, payment should
be made upon entering the
Transfer Station not upon

exiting.

Other: based on "management
letter" insights from the Town's
auditor, other
policies/procedures should be
put in place, as applicable and
warranted. First step, work with
the new auditor to complete the
FYE 2018 audit, including
clarification of any issues raised
by the previous auditor for the
tYE2017 audit. There were
some "misstatements" identified
by the previous auditor which
were either corrected or
concluded by the auditor to be
reasona ble representations
given discussion between the
auditor and the Finance Office.
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STATEMENT OF EMPLOYMENT CONDITIONS

The Norwich Selectboard has adopted the following statement of policy concerning
employees of the Town of Norwich.
Except for Section 5., “no employee, officer, agent or other representative of the Town of
Norwich subject to these policies has any authority to enter into any agreement for
employment for any specified period of time or to make any agreement or representation,
verbally or in writing, which alters, amends, or contradicts the foregoing provisions. Any
exceptions to this policy of “at-will” employment must be expressly authorized in writing
by the Selectboard of the Town of Norwich.”
No statement in these Town of Norwich Personnel Policies should be construed to grant
any employee an employment contract of fixed duration nor should this or any other
personnel manual be interpreted as making an implied or express contract of
employment. This will serve notice to all employees that the employment relationship is
at-will, and may be terminated by either the Town of Norwich or the employee at any time
for any reason. All sections contained in these Town of Norwich Personnel Policies are
intended as a general policy statement containing broad internal policy guidelines and not
as a contract or any other commitment. The policies/guidelines set forth herein do not
represent all terms and conditions of employment applicable to Town of Norwich
employees.
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Town of Norwich, Vermont
Personnel Policies
** ORIGINALLY ADOPTED BY THE NORWICH SELECTBOARD ON JULY 12, 2006. **
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2.

DEFINITIONS
A.

"The Policy" - refers to the Town of Norwich Personnel Policies as adopted
and amended.
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B.

“The Town” – refers to the Town of Norwich.
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C.

“Town Buildings” – refers to Tracy Hall, Highway Garage and buildings,
Transfer Station facilities, Police/Fire Stations and all other Town-owned
buildings and structures.

D.

E.

"Benefits" - life, health, dental, vision, flexible benefit plan, accidental death
and dismemberment insurances, retirement benefits, and disability plans as
approved by the Selectboard.
"Privileges" - sick leave, vacation leave, bereavement leave, medical
appointment leave, holiday leave and other such privileges as described
within the Policy.
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F.

"Full-time Employee" - as described in Section 8, paragraph B, of the Policy.

G.

"Part-time Employee" - as described in Section 8, paragraph C, of the
Policy.
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H.

"Temporary Employee" - as described in Section 8, paragraph D, of the
Policy.

I.

“Salaried and Contract Employees” – as described in Section 8, paragraphs
E and F, of the Policy.

J.

“Fire Department Employee” – a member of the Fire Department.

K.

"Town of Norwich Selectboard" - shall be the Town’s legislative body.
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M.

“Spouse” –shall be construed to mean the legally married or civil union
partner of an employee.
“Department Head” - for the purposes of these Personnel Policies
Department Heads are:
Finance Officer
Director of Public Works
Recreation Director
Town Clerk

N.

“Town Departments” are:
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Fire Chief
Police Chief
Zoning Administrator/
Planning Coordinator
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Town Finance
Town Public Works
Town Recreation
Town Fire
Town Administration
O.

P.

Town Clerk (Elected)
Deleted: Town Listers

Town Zoning/Planning
Town Police

“Personnel File” refers to the permanent record maintained by the Town for
each employee, and containing, at a minimum, a history of the dates of
employment of the employee, the positions the employee filled, the rates of
pay for the employee, the annual evaluations completed by the Employee’s
Supervisor, and the records of any disciplinary action as noted in Section 14
of these policies. The file may also contain records such as application
forms, professional certifications and licenses, and results of reference
checks related to initial employment, employee benefit plan selections,
employee authorizations for payroll deductions, and any other documents
which are deemed by the Town Manager to be relevant to the individual’s
employment.
“Compensatory time”. Pursuant to Section 7(o) of the Federal Fair Labor
Standards Act (FLSA), the Town of Norwich offers its non-exempt
employees compensatory time off in lieu of overtime compensation.
Compensatory time is provided at the rate of one and one-half hours of
compensatory time for each hour of overtime worked.
An employee may accumulate not more than 100 hours of compensatory
time. Any employee who has accrued 100 hours of compensatory time off
shall, for additional overtime worked, be paid overtime compensation at the
rate of one and one-half times the employee’s regular rate of pay.

Deleted: P.
Formatted: Font: (Default) Arial
Formatted: Level 2, Outline numbered +
Level: 2 + Numbering Style: A, B, C, … + Start
at: 1 + Alignment: Left + Aligned at: 0" +
Indent at: 0"
Formatted: Font: (Default) Arial, Italic
Formatted: Font: (Default) Arial
Deleted: which shall contain at a
minimum
Formatted: Font: (Default) Arial
Deleted: has
Formatted: Font: (Default) Arial
Comment [jm4]: keep separate in the
“application file”
Comment [jm5]: best practice to keep in
separate files
Comment [HD6]: This definition and its
provisions is inconsistent with the Union
Contract (7/1/14 – 6/30/18)
Deleted: Q.
Formatted: Font: (Default) Arial
Formatted: Font: (Default) Arial, Italic
Formatted: Font: (Default) Arial

At the time of hiring, a non-exempt employee must elect to receive either
compensatory time or payment of overtime compensation. This election
may be changed in writing by an employee, but only once each fiscal year,
by informing the Department Head and the Finance Office.
An employee who has accrued compensatory time and requested use of
this time shall be permitted to use such time off within a reasonable period
after making the request, if such use does not unduly interrupt the
operations of the employee’s department. A request to use compensatory
time may be turned down when the Department Head reasonably and in
good faith anticipates that the employee’s use of the time will impose an
unreasonable burden on the department’s ability to provide services of an
acceptable quality and quantity for the public during the time requested
without the use of the employee’s services.
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An employee who has accrued compensatory time off shall, upon
termination of employment, be paid for the unused compensatory time at a
rate of compensation not less than the average regular rate received by
such employee during the last three years of employment or the final
regular rate received by such employee, whichever is higher.
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Q.

“Non-Exempt Employees”. Are those employees who are covered by the
Fair Labor Standards Act (FLSA).

R.

“Exempt Employees”. There are three primary exempt categories for
municipalities under FLSA rules:
 Executive
 Administrative
 Professional
All have a salary threshold and all have separate duties/tasks. (See
Appendix XI for detailed descriptions.) Elected officials are also classified
as exempt.

S.

“Timesheets”. For the purposes of filling out timesheets, the workweek
starts on a Sunday and finishes on the following Saturday. Employees are
paid every two weeks. NOTE: Fire Department submits timesheets
quarterly or biannually.
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Each employee is responsible for assuring the timely submission of their
respective timesheet once every two weeks. The number of regular,
overtime, call back hours, compensatory hours accumulated, compensatory
hours used, holiday, vacation and sick hours and hours of unpaid leave,
shall be entered. The timesheet shall be approved and signed by the
employee’s supervisor and submitted to the Finance Office. Timesheets are
filed in each department and the Finance Office. Each employee has the
responsibility to check his/her timesheet and report any errors.
T.

3.

“Town Manager” The chief administrative officer for the Town, appointed by
the Selectboard.

PURPOSE
These policies establish procedures that serve as a guide to administrative action
concerning the personnel activities and transactions of the Town. The policies
intend to set forward the customary and most reasonable method of fulfilling the
objectives of personnel administration. The policies are also a mechanism by
which to inform the employees of the Town’s employment conditions.
This policy and the provisions contained herein do not constitute a contract to
employment in whole or in part. The Town reserves the right to add, amend or
delete any benefit or policy stated herein at any time, except as otherwise
committed to by formal contract agreements.
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4.

ADOPTION AND AUTHORITY
These Personnel Policies of the Town of Norwich dated July 1, 2006 (Updated:
August 16, 2006, August 7, 2007, May 28, 2008, September 10, 2008, August 26,
2009, September 7, 2010, and [Month Day], 2017), are adopted –pursuant to 24
VSA §1121, et seq., and, by their adoption, supersede any policies previously in
force.
These policies remain in effect until superseded, but should be reviewed on a
regular basis by the Town Manager and the Selectboard, with a formal review
being completed no later than once every three years. However, these Personnel
Policies will not be negated for lack of review within the specified schedule.

5.
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APPLICABILITY
A.

6.

Deleted: and

These policies shall be applicable to all persons employed by the Town
except where specifically superseded by a collective bargaining agreement
for employees who are members of the collective bargaining unit (New
England Police Benevolent Association) and other employees excluded by
this section.

B.

These policies shall be applicable to the Town Manager except as they may
be covered specifically by any employment contract between the Town
Manager and the Selectboard, in which case the employment contract will
take precedence.

C.

Sections 7, 8, 12, 14, 15, 16, 17, 18, 19, 20 and 21 do not apply to
employees of the Fire Department.

D.

Severability Clause. Should any provision of these policies be held to
violate a Federal or State law, only those specific provisions shall be invalid,
and all other provisions shall remain in full force.
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EQUAL EMPLOYMENT OPPORTUNITY
The policy of the Town is to maintain and promote equal employment opportunity.
The Town will select candidates for employment on the basis of the candidates'
qualifications and suitability for the position and will consider them with respect to
compensation and opportunity for training and advancement including up-grading
and promotion, without regard to age, sex, race, color, ancestry, sexual orientation,
place of birth, physical or mental condition, religion, national origin, marital status,
any other categories protected by state or federal law, or political affiliation.
Equality in such opportunities continues to be the basic policy of the Town.

7.

RECRUITMENT
Deleted: ¶

A.

The Town Manager shall post notice of every Town vacancy in all Town
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buildings for a period of at least five business days. The Town Manager may
also post notice of vacancies in newspapers, on the Town website, and in such
other appropriate media as to attempt to obtain the best qualified applicant
response. Note as exception hereto: The Fire Department, as a volunteer/call
department, recruits on a continuous basis.

B.

C.

Notice shall specify the vacant position, salary range, nature of the work
and full job description when available, required qualifications of the
applicants, closing date for receiving applications and other such
information as required. Notice shall include verification that the Town does
promote Equal Employment Opportunity.
It is the policy of the Town that immediate relatives shall not directly
supervise immediate relatives. Temporary employees may be exempted
from this provision where the possibility of any conflict of interest is deemed
to be minimal and with prior approval of the Town Manager. For the
purpose of this subsection, immediate relative shall include (step) mother,
(step) father, parents-in-law, sister (in-law), brother (in-law), spouse,
domestic partner, (step) children. Members of the Fire Department are
exempt from this provision, except the Fire Chief, as long as the Fire
Department continues to operate as a Call Department.

D.

Policies stated in this section are not to be construed as to conflict with any
law or regulations mandated by state statutes required for police hiring
practices or any other department that may also be affected by laws or
statutes.

E.

As part of the pre-employment procedure, former supervisors, employers,
and references provided by applicants shall be contacted to confirm
application information. Motor vehicle, criminal background and/or credit
checks may be conducted with written authorization from the applicant.
Reference checks may be conducted personally, by telephone,
electronically, or by other methods and shall be documented. These
reference checks shall be completed prior to an offer of employment and
the information shall be made part of the application file. For Town
positions requiring a commercial driver’s license (CDL), a pre-employment
drug test may be required (in addition to the random drug testing required
during any employment). All such information is to be handled as privileged
and confidential.

F.

Steps Before Starting to Hire. Before starting to fill a new or existing
position, the following items must be determined:
(1)

The position title, the nature of work to be performed and a job
description, when available, listing essential tasks of the position.
Existing job descriptions will be updated, as applicable. New or
changed job descriptions must be approved by the Town Manager
before advertising the position.
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(2)
(3)

The job classification, exempt or non-exempt status under FLSA and
the hourly pay rate must be determined.
The position may be full-time or part-time, permanent or temporary
(seasonal). Both must be determined before hiring, including the
number of hours per week for a part-time position.

(4)

An estimated starting date must be agreed upon.

(5)

No position may be advertised unless the necessary funds are
included in the current budget for the position.

(6)

The position must be advertised. The final date for receiving
applications must be stated. It is not necessary to advertise the pay
rate/hiring range. Job descriptions should be available for applicants
if they want them. Advertisements will be posted in at least three
public places in Town (including the town website) and in the
Selectboard’s designated newspaper (currently, Valley News) or
other appropriate form of online or print media (e.g., the Norwich
Listserve). Advertising costs will be charged to the department hiring
the employee.

(7)

(8)

8.

Normally the Department Head will be responsible for screening the
applications, conducting interviews and making hiring
recommendations to the Town Manager. However, the Town
Manager may decide to participate in the screening and interviewing
if s/he wishes.
The Town Manager will approve all hiring decisions on an individual
basis, before a job offer is made, unless s/he specifically delegates
this authority to the Department Head.

EMPLOYEE CLASSIFICATION
A.

Probationary Employee. A probationary employee is any new employee or
any employee returning from a break in service of one year or more (except
for an employee returning from active military service). The probationary
status of an employee shall be completed when the employee has worked
at least one year and has received favorable reviews at 90 days and 180
days from the Department Head which have been accepted by the Town
Manager. The probationary period may be extended at the discretion of the
Town Manager, but shall not exceed eighteen months. Probationary
employees receive all the benefits and privileges provided by these
Personnel Policies. Probationary employees are not subject to the
disciplinary and discharge procedures set out in Section 14.

B.

Full-Time Employee. A full-time employee is an employee who has
completed the probationary period and works a regularly scheduled forty
(40) hour work week. The employee is subject to all policies and
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regulations and is eligible to receive all benefits and privileges as provided
by the Personnel Policies.
C.
D.

E.

9.

Part-Time Employees. All those working fewer than 40 hours per week up
to and including 39 hours per week.
Temporary Employee. A temporary employee is one who is hired with an
expected employment duration of less than one (1) year. A temporary
employee shall not enjoy nor be entitled to the privileges and benefits
provided by these policies, except as provided by state or federal law, but
may be paid a 15% differential above the hourly rate for the position held.
Salaried and Contract Employees. Salaried and contract employees are not
considered hourly employees.

FIRE DEPARTMENT
With the exception of the Fire Chief, members of the Fire Department are
employed on an on-call basis and shall be excluded from coverage of the
Personnel Policies and shall not be entitled to any rights or benefits contained in
these Personnel Policies except as specifically provided in these policies.
Members of the Fire Department shall have the right to present grievances, except
grievances relating to promotion, demotion, discipline or discharge and shall have
the right to report instances of sexual harassment to the Fire Chief or the Town
Manager in accordance with Appendix I. In the case of a conflict between this
section and any other portions of these policies, this section will govern.
Members of the Fire Department serve as “at will” employees and may be
demoted or terminated by the Fire Chief with the approval of the Town Manager at
any time without cause. These Personnel Policies do not constitute an
employment agreement between the employer and the employee and are subject
to change at the sole discretion of the employer as the needs of the employer and
requirements of the department change.
A.
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Recruitment
The Fire Department shall provide appropriate notice of vacancies.
Recognizing that the department has vacancies on a fairly continual basis
and is consistently recruiting, official notice of vacancies is not required.
The following are the minimum requirements for becoming a member of the
Fire Department:




Minimum of 18 years old
High School graduate
Physically fit and able to perform duties associated with EMS services
and Fire/Rescue services as appropriate.
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No felony conviction.
No misdemeanor conviction involving moral turpitude or pattern of
misdemeanor convictions.
No pending misdemeanor or felony charges.
Holder of a valid driver’s license with no suspensions in last three years
and no habitual or serious traffic offenses.
Not a habitual drunkard or gambler.
No use of illegal drugs in the past three years.
Never sold illegal drugs.
No use of mind-altering drugs within the past 5 years.
Able to attend regular training and drills.
Able to respond to calls on a regular basis.
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The applicant will fill out an application on a form provided by the Fire Chief
with the necessary releases to allow a background investigation.
The Fire Chief is responsible for screening the applications, conducting
interviews and making hiring recommendations to the Town Manager. The
Town Manager may participate in the screening and interviewing process.
The Police Department will perform a background investigation of all
applicants.
Applicants for membership in EMS division shall pass a medical evaluation
in accordance with 29 CFR 1910.134 before being appointed.
Members of the fire/rescue division shall pass a medical evaluation in
accordance with 29 CFR 1910.134 before being qualified for interior
firefighting or other tasks requiring the use of SCBA.
Appointments to the Fire Department are made by the Town Manager
based on a recommendation of the Fire Chief.
B.

Promotions
To the extent feasible appointment as a Fire Department officer, with the
exception of the chief, should be made from within the department.
Application for a promotion shall be made on a form provided by the Fire
Chief with the necessary releases to allow a background investigation. The
selection process will be based on the requirements of the job description
and may include review of education, training and experience; appropriate
testing and interviews; background check; physical agility; drug screening
and, where appropriate, pre-appointment medical examination. The Town
Manager may participate in the screening and interviewing process.
Appointments as a Fire Department officer in the fire/rescue division are
made by the Town Manager based on a recommendation from the Fire
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Chief. The Fire Chief makes appointments to staff positions and assigns
other duties as required.
C.

Performance Evaluation
Written performance evaluations shall be conducted at least once annually
for all Fire Department officers using a form prepared by the Fire Chief and
approved by the Town Manager.

10.

Comment [jm20]: what about other staff?

PHYSICAL EXAMINATION
All prospective employees, including current employees being promoted or
transferred or transitioned from temporary employment to a new position, may be
required to undergo a physical examination at the expense of the Town after an
offer of employment has been made. Appointment to a position may be
conditioned upon satisfactory results of the examination demonstrating that the
prospective employee has the physical and mental capacity to perform the job’s
essential functions with reasonable accommodations, if necessary. Preemployment medical examinations for applicants shall be conducted only under
circumstances allowed by the Americans with Disabilities Act and Vermont state
law.

11.

12.

PROOF OF WORK AUTHORIZATION STATUS

Deleted: CITIZENSHIP

All new Town employees must provide the Town with proof of identity and work
authorization status in conformance with federal law. Failure to provide such proof
shall result in non-hiring or immediate dismissal.

Deleted: citizenship or legal immigration

PROMOTIONS AND TRANSFERS
A.

Vacancies in positions in any department in the Town should be filled as far
as practicable by the promotion or transfer of well-qualified employees
(based on past performance reviews) and recommendation of Department
Heads. Promotion in every case must involve a definite increase in duties
and responsibilities and shall not be made merely for the purpose of
effecting an increase in compensation. In no case shall a promotion be
effected without just compensation.

B.

All promotions and transfers shall be subject to a one year evaluation
period. If, during this evaluation period the Town Manager in consultation
with the Department Head determines that the employee cannot
satisfactorily perform the duties of the position, the employee shall be
notified in writing as to the reasons for the decision and, subject to a predemotion hearing, may be removed from the position. If the employee’s old
position, or some other position for which the employee is qualified, is
vacant, the employee will be returned to his former or other equivalent job.
Otherwise, the employee will be subject to the Layoff Provisions under
these policies. A decision by the Town Manager, after consultation with the
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Department Head, during the evaluation period to remove a promoted or
transferred employee from the new position shall be final and not subject to
appeal.
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13.

RIGHTS AND RESPONSIBILITIES OF EMPLOYEES
A.

Every employee shall fulfill to the best of their ability the duties and
responsibilities of his position. Each employee shall, during his/her hours of
duty, devote full time attention and efforts to their position and employment.
An employee shall not use their position to secure special privileges or
exemptions for him/herself or others. An employee shall not use Town
property or equipment for private use or for any use other than that which
serves the public interest.
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B.

An employee shall not disclose confidential information gained by reason of
their position except as authorized or required by law, nor shall the
employee otherwise use such information for personal gain or benefit.

C.

The obvious responsibility of an employee is to the Town. No conduct or
action contrary to the best interests of the Town will be permitted.

D.

If, in the opinion of the Town Manager, secondary employment interferes
with an employee's performance of duties, the Town Manager shall provide
written notice to the employee of such observations and of the possibility of
imposition of disciplinary action including, but not limited to, termination.

E.
F.
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An employee may not be absent from duty without the permission of his
Department Head. Any absence of an employee from duty not authorized
under provisions of these policies shall be investigated by the Department
Head and reported to the Town Manager. Any employee absent from work
without authorization may be subject to forfeiture of compensation for the
period of absence and other forms of discipline including termination.

G.

Exempt personnel shall be entitled to reasonable time off as compensation
for hours worked in excess of forty hours per week, providing prior notice
and approval is secured by the Town Manager. This time off shall
constitute the only compensation for said additional work hours.

H.

Political Activity: An employee shall not use his or her official authority for
the purpose of interfering with or affecting the nominations or election of any
candidate for public office in the Town of Norwich. This rule is not to be
construed to prevent an employee from becoming or continuing to be a
member of any political party or from attending political meetings or signing
petitions for a candidate for public office.

I.

Town Policies Affecting Employees: In accordance with state statute, the
Town maintains several policies employees shall adhere to. A copy of the
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L. Workplace Violence Policy: The Town
has adopted a policy dealing with violence
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policies are included in the appendices, and they address sexual
harassment, smoking, drug free workplace, and workplace violence. This
list may not encompass all Town adopted policies applicable to employees.
Employees are encouraged to speak with their supervisor or the Town
Manager for any such policy(ies).
M.

14.

Personnel Files: An employee, upon request to the Town Manager, may
make an appointment to review his/her Personnel File. Such review shall
occur at the Town offices and shall be supervised. Employees may receive
copies of any documents contained in their file, but may not remove or
destroy any such documents.
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DISCIPLINARY ACTION
A.

The Town exists to provide services to its citizens and, therefore, has a
responsibility to perform these services in the most effective and efficient
manner possible. The same is required of its Town employees. Discipline
and/or performance improvement coaching will result from any action or
inaction resulting in anything less than satisfactory performance. All fulltime and part-time employees will be fairly and consistently subject to the
disciplinary and discharge procedures, given the facts of the individual case.
The termination and disciplinary procedures outlined in these Policies do
not apply to probationary or temporary employees.

B.

Disciplinary action may be initiated by the Department Head and/or Town
Manager. Discipline will be administered for reasons which include but are
not limited to:
 No employee shall, directly or indirectly, ask, demand, exact, solicit,
accept, receive a gift or gratuity, or a promise to make a gift or to do any
act beneficial to the employee or another with the understanding that the
employee will be influenced thereby in any action within the employee’s
official capacity or employment. Nor shall any employee authorized to
procure or to recommend procurement of materials, supplies or services,
directly or indirectly, ask, demand, exact, solicit, seek, accept, receive or
agree to receive for the employee or another person, any benefit or
benefits from the person providing or soliciting the provision of such
materials, supplies or services.
 absenteeism including tardiness;
 any violation of any employee duties as set forth in these policies, or a
violation of any other duties or work rules, whether or not specified
herein;
 any action or inaction resulting in anything less than satisfactory
performance;
 insubordination;
 unacceptable job performance;
 possession or use of alcohol on the job;
 possession or use of illegal drugs on the job;
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 misuse of prescription or non-prescription drugs which impairs the
performance of the employee;
 unauthorized use of Town equipment or property;
 destruction of public and/or private property;
 falsification of documents concerning payroll or any other departmental
operations;
 abusive and/or obscene language directed at supervisors, other
employees or the public;
 failure to comply with safety regulations;
 sexual harassment;
 dishonesty of any kind, including theft of public or private property;
 violation of confidentiality;
 other actions or conduct adversely affecting or impairing the efficiency or
effectiveness of Town service.
C.

All disciplinary actions shall be communicated to the employee in writing.
The discipline documentation shall provide a space for comments from the
employee and space for the employee to sign with language indicating that
the employee’s signature denotes the receipt of a copy of the document, but
does not necessarily indicate the employee’s agreement with its content.
Refusal to sign the document may be considered insubordination on the
part of the employee, and could be cause for additional disciplinary action.

D.

Employees shall be notified in writing at the time of any disciplinary action
as to their rights of appeal. Comments written by the employee on the
documents referenced in Section C above do not constitute the basis for an
appeal.

E.

Any and all documents related to disciplinary actions shall become a
permanent part of the employee’s personnel file. Except for records of
Verbal Reprimands, as noted below, or when removal of a record is
authorized by the Town Manager,

F.

Disciplinary action need not follow a sequential order and is not necessarily
limited to the following procedures:
(1)

(2)

Verbal Reprimand. The Department Head may verbally warn
employees of areas which need improvement or of a specific
incident. The warning should be informal in nature and include
specific steps for performance improvement or corrective action. A
record of such reprimand will be placed in the employee’s personnel
file and retained for a period of up to one year. If no other
disciplinary action beyond a verbal warning occurs during that period,
the record of the verbal reprimand will be removed from the
employee’s personnel file after the employee’s next annual
evaluation.
Written Reprimand. The Department Head may issue a written
reprimand to an employee for a repeat offense, continual lack of

Deleted: ¶
¶
¶

Comment [jm24]: I advise not to remove
anything from a personnel file. Such history
should not be lost.
Comment [HD25]: I agree, but, often, this
gets “bargained” in a union contract

Comment [jm26]: such removal is not
recommended.

Page 14 of 63

performance or a more serious offense than warrants a verbal
warning. The reprimand will include the nature of the offense and
possibility of future disciplinary action. Remedial suggestions will be
included in the reprimand. A written reprimand will remain in the
employee’s personnel file for three years, unless removed by request
of the Department Head and approved by the Town Manager.
(3)

Suspension (with or without pay). The Department Head, with the
approval of the Town Manager, may suspend an employee with or
without pay for up to thirty (30) days for recurring offenses or a more
serious offense than that which warrants a written reprimand. If the
suspension is without pay, it is subject to written notice and a presuspension hearing where circumstances allow. In those instances
where a pre-suspension hearing cannot be afforded, an immediate
post-suspension hearing will be provided. The length of the
suspension shall be based on the seriousness of the offense. In
situations where the employee may endanger himself/herself, the
public or other employees, the Department Head may take
immediate action to suspend, and review the matter with the Town
Manager subsequent to the action. Employees will receive
confirmation of the suspension in writing with the date, time and
nature of the offense, the length of the suspension, remedial
suggestions and methods to appeal.
Employees are not to be present at their workplace for any reason
during any suspension without the prior approval of the Town
Manager.

(4)

Suspension (with pay). The Town Manager may elect to suspend an
employee with pay for an indefinite period of time pending an
investigation of an alleged incident or offense when the employee's
continued performance of his duties would erode public confidence in
the department or the Town organization. The employee should
receive written notice and a pre-suspension hearing. Employees are
not to be present at their workplace for any reason during any
suspension without the prior approval of the Town Manager.

(5) Dismissal. The Town Manager may dismiss an employee whose
performance or actions over time have been such that the employee has
an established negative pattern of actions or performance. In addition,
the Town Manager may immediately dismiss an employee when the
nature of the act, offense, or misconduct triggering discipline so
warrants. There are certain types of conduct which are expressly
forbidden and which may result in immediate termination from the Town.
Conduct constituting just cause for immediate termination includes, but
is not limited to:
 Theft;
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Unauthorized possession of weapons;
Falsification of records or documentation;
Possession or use of alcohol on the job;
Possession or use of illegal drugs on the job;
Fighting or threatening other employees or supervisors;
Willful destruction or abuse of property;
Sexual harassment;
Reporting to work under the influence of drugs or alcohol;
Disregard of safety rule;
Misuse or unauthorized use of Town property;
Conviction of a crime, which adversely affects or impairs the
ability of the employee to perform Town services;
Refusal to obey orders of the individual’s Supervisors or the Town
Manager;
Unauthorized operation of machines, tools or equipment;
Absence without reasonable cause;
Leaving work during business hours without permission;
Coercing or intimidating other employees or Supervisors
Misuse or removal from work, without proper authorization, of
employee lists, blueprints, records of confidential information of
any nature;
Gambling during working hours.
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The foregoing list of conduct which may trigger immediate
termination is not intended to be exclusive and in no way modifies
the right of the Town to immediately terminate an employee for other
conduct not listed.
Prior to dismissal:
(a) The employee will be provided with written notice of the basis for
termination and an opportunity to present his/ her side of the story to
the individual with supervisory authority over the employee. During
this initial pre-termination hearing, the employee is entitled to be
represented by counsel and may have an opportunity to present
witnesses if he/ she so chooses. The hearing will be recorded.
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(b) If the supervisor makes an initial finding that there are grounds for
termination, then a hearing date should be set before the Town
Manager.
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(c) The employee will be provided with at least seven (7) but no more
than fifteen (15) days written notice of the hearing date, together with
the specific grounds for discharge. The notice will also provide: the
employee’s right to be represented by counsel and to present
witnesses and supporting documents, the right to have the matter
heard in executive session as opposed to a public hearing.

Deleted: seven days (but not more
than fifteen days)

Page 16 of 63

(d) The Town Manager will make arrangements in advance of the
hearing for a recording of the proceedings.
(e) After the supervisor presents each of his/her witnesses, if any, before
the Town Manager, the employee or counsel will have the right to
cross-examine the witnesses. Both parties have a right to lodge
objections to witness testimony and documents and the Town
Manager must rule on those objections. Once the supervisor
completes his/her case, the employee then has the right to present
his/her own witnesses and documents and the supervisor, or Town
Attorney, has a right to cross-examination. The Town Manager has a
right to ask questions of the witnesses at any time during their
testimony.
(f) After the hearing closes, the Town Manager issues a written decision
and forwards it to the parties or their counsel.
(6)

15.

16.

Demotion. An employee holding a position of rank or supervisory
capacity or a capacity of increased responsibility with a
corresponding increase in pay may be demoted when his/her
performance deteriorates to a level where the employee is no longer
fulfilling the duties of the position. In every case where appropriate,
the demotion will be made by the Department Head only after
consultation with, and approval by, the Town Manager. In instances
where there is no Department Head, the Town Manager shall have
sole authority to make such demotions. Any demotion will be
accompanied by a corresponding decrease in salary. Demotion shall
also require a written notice of the intention to demote and the
opportunity for a pre-demotion hearing.
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APPEALS TO DISCIPLINARY ACTION
A.

There is no appeal to verbal reprimand.

B.

Appeals to disciplinary action beyond verbal reprimand shall be subject to
the grievance procedure as described in Section 16.

GRIEVANCE PROCEDURE
Definition - A “grievance” is a claim by an employee(s) stating the employee(s)
received inequitable treatment through a misapplication or misinterpretation of
these Personnel Policies.
Procedure
A.

The employee(s) originating the grievance shall present the matter to his
immediate supervisor and attempt to resolve the matter at that level. The
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grievance shall be brought to the attention of the supervisor in writing within
ten (10) working days of the date the grievance came to the attention of the
employee.
B.

The supervisor shall provide a written response to the grievant within ten
(10) working days.

C.

If the matter is not resolved to the employee’s satisfaction at the
supervisor’s level, the grievance shall be brought in writing (including copies
of the original grievance and the supervisor’s response) by the employee to
the next supervisory level within ten (10) working days. The supervisor shall
provide a written decision within ten (10) working days of receipt of the
grievance.

D.

Step C is continued until such time as the grievance is settled to the
employee’s satisfaction or until the process is completed through the level
of the Town Manager.
(1)

(2)

All time limits contained in the appeal procedure shall consist of
"regular" work days (Monday through Friday, excluding holidays).
Time limits for any step of the appeals process may be by the Town
Manager.
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E.

Time limits for any step of the grievance process may be extended by the
Town Manager or by previously scheduled absences.

Deleted: by any party to comply and
adhere to a specified time period as
provided herein shall result in a decision
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F.

The Town Manager’s decision is final.
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17.

REDUCTION IN FORCE
A reduction in force will be undertaken only when in the best interest of the
Town. Any reduction in force (layoff) will be undertaken in a manner that
minimizes adverse effects on the Town and affects the fewest number of
employees as possible. In the event that a reduction in force is necessary, layoff within the affected department or classification shall be at the sole
discretion of the Town Manager after consultation with the appropriate
Department Head(s).

18.

RECALL
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A.

It is the Town’s policy to recall employees who have been laid off as
vacancies occur for which the employees are qualified. Such recall shall
be used to fill vacancies before new employees are recruited or hired.

B.

The Town Manager will determine whether an employee has the skills
or qualifications to perform available work. The Town Manager will use
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an evaluation process that fairly measures an employee's past work,
present job abilities, and the employee's potential for improvement.
C.

19.

An employee who is on lay-off and is recalled must notify the Town
Manager in writing of their intent to return to work on a certain date
within five (5) work days of their recall notice. The employee must
report to work no later than thirty (30) days after notice of recall.
Failure to notify the Town or report to work within these periods shall
result in a loss of further recall consideration.

D.

An employee recalled within one year of being laid off shall have all
seniority and benefits restored to the level at which they existed prior
to the layoff, except for those benefits for which the employee may
have already been compensated and except for any duly adopted
change to these personnel policies or other superseding employment
contract (e.g., ratified union contract) in effect on the date of the recall
notice.

E.

An employee who is on lay-off and who has not received notification of
recall within one (1) year from the date of lay-off shall lose all seniority
and recall rights.
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HOLIDAYS
A.

All full-time employees shall be compensated for holidays recognized under
these Personnel Policies.

B.

If a holiday falls on a Saturday, the holiday will be observed on the Friday
before. If the holiday falls on a Sunday, the holiday will be observed on the
following Monday.

C.

Full-time employees whose scheduled day off falls on a legal holiday, shall
receive another day off with pay, the day to be determined at the discretion
of the Department Head. Reasonable efforts will be made to accommodate
the schedule request of the employee. Also, employees are encouraged to
use any such in lieu day within the same pay period as the designated
holiday.

D.

Holidays (and any related in lieu day) not used within the fiscal year will be
forfeited. Note: the Town Manager may allow some flexibility with this
provision if special facts, information and circumstances warrant.

E.

In the event that work is required of any non-exempt, full-time employee on
any of the scheduled legal holidays, that employee shall be paid time and
one-half for all hours worked on said holiday, plus holiday pay computed at
the employee’s regular base pay. This shall constitute the only
compensation for employees who work on a holiday. No compensatory
time may be accumulated on a holiday.
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F.

Temporary employees are not eligible for holidays. Temporary employees
who are required to work on a holiday shall be paid at one and one-half
times their normal hourly rate for all hours worked on said holiday.

G.

Town holidays include:
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Holiday
New Year's Day
Martin Luther King’s Birthday
President's Day
Memorial Day
Independence Day
Labor Day
Columbus Day
Veteran's Day
Thanksgiving Day
Day After Thanksgiving
Christmas Day
20.

Date
January 1
Third Monday in January
Third Monday in February
Last Monday in May
July 4
First Monday in September
Second Monday in October
November 11
Fourth Thursday in November
Fourth Friday in November
December 25

PERFORMANCE EVALUATION
Written performance evaluations shall be conducted at least once annually for all
employees in a manner and format prescribed by the Town Manager. Evaluations
for employees should be conducted between May l and June 30 of each year. If
said evaluation reveals deficiencies in an employee's working characteristics, the
Town Manager may take such action as provided in these policies. Further, the
performance evaluations will be part of the criteria by which performance increases
are determined.

21.
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LEAVES
A.

Accounting of Employee Leaves. Employees shall request leave in all
circumstances by filing application for leave on a standard form provided by
the Town. For all leaves other than leaves for unforeseen illness or
emergency, the employee shall request in advance for the time off. The
request shall be responded to in timely fashion by the Department Head
and/or Town Manager and the leave recorded in records of the Town.

B.

Vacation:
(1)

It is the policy of the Town that periodic time off (i.e., vacation) is
important for employee well-being and important to building and
maintaining employees that positively carry out their respective
duties and responsibilities. To that end, the Town encourages
employees to take the time off that they earn.
(2)Vacation leave shall be credited based upon an employee's length of
service to the Town. An employee is eligible to use accrued vacation
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after six months of service. After completion of six months of service,
vacation time earned shall be accrued and available for use monthly
according to the schedule listed below.
(3)

Full-time employees are entitled to accrue vacation time for each
completed month of service. The rate of accumulation depends on
the length of employment with the Town of Norwich.

Length of Service

1 through 6 years
7 through 13 years
14 through 19 years
20 and over

Vacation Time
Days
Hours
10
15
20
25

80
120
160
200

Accumulation Rate
__per Month____
Days
Hours
0.833
6.664
1.250
10.00
1.666
13.326
2.08
16.64

Earned vacation days may be accumulated up to a maximum of
twice the annual allowance.
Length of Service

Maximum accumulation of vacation time

1 through 6 years
20 days
or
160 hours
7 through 13 years
30 days
or
240 hours
14 through 19 years
40 days
or
320 hours
20 and over
50 days
or
400 hours
Any days over the maximum will be forfeited. Unused vacation days
up to the maximum accumulation allowed will be paid in cash in the
event of voluntary separation from the Town or on retirement.
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Employees must have the approval of their supervisor before taking
vacation days.

(4)

Vacation time must be used in four-hour time blocks.
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Vacation scheduling is the exclusive prerogative of the Department
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the Department Head. Vacation days shall not be advanced for use
prior to their being earned without approval by both the Department
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(5)

Part-time employees are not ordinarily eligible for vacation, except by
approval of the Town Manager.

(6)

Temporary employees shall not be entitled to vacation time.

(7)

With the approval of the Town Manager, compensation may be
offered in lieu of earned vacation time. This policy shall be
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implemented only under special circumstances arising from the
needs of the employee or Town.

C.

(8)

Upon voluntary termination or retirement from employment, an
employee will be eligible for pay in lieu of vacation based on the total
number of days accrued and unused at the time of termination or
retirement provided that the employee has given at least two weeks'
written notice of termination or intent to retire.

(9)

Absence due to illness, injury or disability in excess of that afforded
the employee under these policies, may, at the request of the
employee and with the approval of the Department Head and Town
Manager, be charged against earned vacation time.

(10)

Vacation leave will not accrue during any type of uncompensated
leave of absence.

Leaves For Reasons Of Illness And Non-Occupational Injury
(1)

Leave for illness with pay is granted to all full-time employees at the
rate of one day (eight hours) per month (twelve days per year) and
shall accumulate to a maximum of thirty-six days (288 hours).
(2)Leave for illness with pay is granted to all eligible part-time employees
according to Act 69 of the Vermont General Assembly (Earned Sick
Time).
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(3)

Leave for illness shall begin to accrue at the end of an employee's
first complete month of employment.

(4)

Employees shall not be entitled to any compensation for
accumulated leave for illness upon termination of employment
(voluntary or involuntary) with the Town.

(5)

An employee who will be absent for reasons of illness shall notify
his/her supervisor or Department Head within one hour of the time
s/he is scheduled to report to work. Notice of intended absence for
illness on subsequent days shall be reported on each day unless
prior notification arrangements are made.

(6)

(7)

At the sole discretion of the Town Manager and/or a Department
Head, an employee using leave for illness may be required to
produce a physician's certificate or other proof of illness to
substantiate the absence from work. Department Heads may require
a physician's statement as proof of illness in the event of three (3)
consecutive days of absence resulting from illness prior to the
employee being allowed to return to work.
Leave for illness is not a privilege to be used at an employee's
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discretion. Abuse of leave for illness shall be considered sufficient
cause for disciplinary action.
(8)

(9)

Leave for illness with pay shall not be given whenever an employee
is eligible to receive Accident and Sickness Insurance for the pay
period when said sick leave would otherwise be paid.

Comment [HD46]: Does the Town maintain
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Use of leave for illness is permitted for the following purposes:
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(a)

(b)

Enforced quarantine of the employee in accordance with
health regulations.

(c)

Care for an ill or disabled immediate relative (step) parent(s),
parent(s)-in-law, sister (in-law), brother (in-law), spouse, (step)
children residing outside the employee's household, or any
relative who resides in the employee's household shall be
granted at the discretion of the Town Manager. The Town
reserves the right to request verification of validity of need for
such absences.

(d)

(e)
D.

Personal illness or physical incapacity resulting from causes
beyond the employee's control.

If an employee uses all accrued leave for reasons of illness,
the employee may use other accrued/earned leave (e.g.,
vacation, comp time) or leave without pay for any subsequent
absence related to an employee's illness.
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For any other purpose set forward in these Personnel Policies.

Personal Days
Each full-time employee is entitled to two (2) personal days in each fiscal
year. The entitlement will be added to the employee record on July 1 each
year and may be taken as days or hours at any time during the year with the
approval of the employee’s supervisor. Personal time for new hires will be
prorated by the month of the year in which they start. Unused personal
days cannot be carried forward from year to year, and are not compensated
for at the time of termination.

E.

Dental and Medical Appointments
An employee may be granted up to two hours leave to attend personal
medical and dental appointments, or other illness prevention measures.
Such absence will not be charged against any other leave category, but will
be subject to the approval of the Town Manager and/or Department Head.
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Employees are urged to schedule personal health appointments at times
outside the regular work day. Leave for part-time employees shall be prorated upon the number of scheduled hours worked. This appointment leave
shall not be used to attend to the personal care of a relative (refer to the use
of sick leave for this purpose in Section 21 C (8) (c) above).
F.

Worker’s Compensation (Work-Related Injury)
(1)

(2)

(3)

G.

An employee who is absent from his/her duties because of a job
related injury shall be eligible for Worker's Compensation benefits as
provided by Vermont law, except as modified below. First Report of
Injury forms need to be filed within 72 hours of the accident and are
available at the Town Manager’s Office.
Absences related to an occupational injury shall not be charged
against leave of illness or annual leave, except that an employee
may elect to use illness or vacation leave to cover the initial unpaid
three (3) days of an occupational injury leave. If the leave extends
past ten (10) days, and the Worker’s Compensation insurance
reimburses the employee for the first three (3) days, then the
employee shall reimburse the Town for the amount paid by Worker’s
Compensation, and the Town shall reinstate to the employee the
illness or vacation time charged.
Work related injuries must be reported to the supervisor or
Department Head and the Town Manager immediately, or as soon as
practical, but not later than seventy-two (72) hours after the incident.
Employees should report all injuries, even if not serious.

Special Leaves of Absence
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Special leaves of absence, normally not to exceed ten (10) working days,
may be granted with or without pay under exceptional circumstances, with
the written approval of the Town Manager.
H.

I.

Parental and Family Leave
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Vermont law guarantees the right to take both long and short term leaves
for full-time employees who work more than thirty (30) hours per week.
These rights are outlined in 21 VSA §471, et seq.
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Jury Leave
Jury leave will be granted in compliance with 21 VSA §499. Employees
serving on jury duty shall receive the difference in pay between what is
received for Jury Duty and the amount of their normal pay.
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J.

Military Leave
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Military leave shall be granted in compliance with 21 VSA §49l-493.
Employees on military leave will receive the difference in pay between what
is received for weekly military pay and the amount of their normal week's
pay. This applies only to the two week annual field training which all
reserve component members must attend. Employees on military leave
have the right to elect to continue their existing Town-based health plan
coverage including dependents for up to 24 months while in the military.
The Town will continue to also pay its share for up to six months.
Employees on military leave for greater than six months shall not receive
any direct benefits and privileges, but shall have such protection with regard
to their employment as may be provided by State and Federal Statutes.
K.

Bereavement Leave
In the event of the death of a member of an employee's immediate family,
the employee may be granted up to three (3) days of absence with full pay.
For the purpose of this subsection, immediate family shall be defined as:
(step) parent(s), (step) children, brother (in-law), sister (in-law),
grandparent(s), spouse, parent(s) (in-laws), ward or any relative residing at
the employee's home.
One (1) day's leave for death of cousins, aunts and uncles may be granted
to an employee.
If, under extenuating circumstances, more time is required, it may be
granted with the express approval of the Town Manager.

22.

EMPLOYEE BENEFITS
A.

B.

Federal Social Security
(1)

The Town participates in the Social Security program. The social
security system provides disability, retirement and Medicare services
to qualified employees.

(2)

All employees must participate in the Social Security program.
Employees contribute from their pay a percentage of wages as
established by the federal government. The Town contributes an
equal amount toward the employees’ accounts.

Retirement
(1)

Regular Employees
(a)

The Town offers an employee pension plan which consists of
a defined benefit plan or a defined contribution plan.
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(b)

(c)

C.

E.

The Town also offers its employees a deferred compensation
plan through the State of Vermont in accordance with Internal
Revenue Code Section 457. The plan permits employees to
defer a portion of their salary until future years. Deferred
compensation is not available to employees until termination,
retirement, death or unforeseeable emergency.

Equipment and Safety
(1)

Department of Public Works. Department of Public Works personnel
are provided with equipment as required and pursuant to a collective
bargaining agreement.

(2)

Custodial, Solid Waste employees and Fire Fighters are provided
with work clothes and safety equipment as required. Police
personnel are provided with equipment as required and pursuant to a
collective bargaining agreement.

(3)

D.

Pension plan - All employees working 24 hours or more per
week and not less than 1,040 hours per year shall participate
in the Vermont Municipal Employees Retirement System
(VMERS). Each employee’s contribution will be deducted
from their biweekly paycheck. The Town also contributes to
the program on behalf of each enrolled employee. The Town
has elected to participate in three (3) plans; Plan B, Plan C
and Plan DC which require employees to contribute 4.5%, 9%
and 5%, respectively, of gross wages while the Town
contributes 5%, 6% and 5%, respectively. Detailed rules for
this program, vesting periods and benefits paid on retirement
are published by VMERS.

OSHA (including VOSHA) Rules. All employees shall comply with
these safety rules. A copy is available in the Town Manager's Office
and also in work areas.

Group Life, Accidental Death and Dismemberment Insurance
(1)

The Town provides Life, Accidental Death and Dismemberment
Insurance for full-time employees.

(2)

Eligible employees are automatically enrolled in the life insurance
program effective on the first day of the month following employment.

Group Disability Insurance
(1)

The Town provides long-term disability (LTD) insurance for its
employees. This coverage for continuous illness or disability
commences on the ninetieth (90) calendar day (or the date your
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insured short-term disability payments end, if applicable) following
the onset of the accident or illness as measured by the first day of
work missed, and continues until maximum age specific targets are
reached as listed in the policy. The insurance pays 60% of an
employee’s pre-disability monthly earnings, reduced by deductible
income, up to a maximum benefit of $6,250 per month.
(2)

(3)

F.

The Town provides a short-term disability (STD) insurance which
would provide 66 2/3% of the employee’s weekly earnings up to a
maximum benefit of $600 per week, reduced by deductible income.
This coverage commences on the first day for disability due to an
injury and the eighth day for sickness, and continues for a maximum
period of thirteen (13) weeks.
Employees may elect to use any available vacation or other accrued
paid leave to extend the time of full pay prior to commencement of
either short-term or long-term disability. An employee who has
accrued vacation time and who is disabled for one (1) year will be
paid for the accrued vacation time at the last regular rate of pay in
effect prior to commencement of the disability.

(4)

If an employee does not have sufficient sick leave or other available
accrued paid leave time to reach the beginning of STD, that
employee will be placed on unpaid leave until eligible for STD.

(5)

If an employee does not exhaust all accrued sick leave prior to
becoming eligible for LTD, those sick days will be kept on the books
for one year so that in the event that the employee does return to
work within that time period, the days will be available for use.

(6)

Fire Department personnel are eligible to receive supplemental loss
of life, medical and disability insurance under the Fire Department
insurance policy.
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Group Hospital, Major Medical Insurance, Dental Insurance and Vision Plan
(1)

Group Hospital and Major Medical Insurance
(a)

(b)

Hospital and medical insurance is available to eligible
employees of the Town. The Town offers two medical plans to
employees. The plans are administered by the Vermont
League of Cities and Towns and the plans are insured through
CIGNA Health Care. The current plans are HP 10/20 C
(VHPF) Open Access Plus and HDHP $1,500/$3,000 (VHSA
1).
The Town contributes to the cost of the premium annually as
determined by the Selectboard:
HP 10/20 C

95% in 2009/90% in 2010
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HDHP

100%

The Town will also pay 100% of the HDHP deductible in 2009
and 50% of the deductible in 2010.
(2)

Dental Insurance
(a)

(3)

H.

I.
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Effective July 1, 2008, the Town will provide dental insurance
through the Delta Dental Plan #2 (excluding orthodontics) for
eligible employees at no cost to the employee. Employee(s)
may also choose to obtain 2 person or family coverage from
the same dental provider, but the employee will be responsible
to pay the difference for such coverage above the cost of the
individual plan offered by the Town. Such payments shall be
made through biweekly payroll deductions.

Vision Service Plan
(a)

G.

Comment [HD57]: Need to update and check
for accuracy, given Vermont Health Connect.

Effective July 1, 2008, the Town is enrolled in the VLCT
Standard Voluntary Vision Plan. All full-time and part-time
employees who work a regular schedule of more than 15
hours per week are eligible to enroll. The employee is
responsible to pay for such coverage through biweekly payroll
deductions.

Town of Norwich Flexible Benefit Plan – As of February 1, 2009, the Town
of Norwich has adopted a Flexible Benefit Plan. The intention of the Plan is
to qualify as a “Cafeteria Plan” within the meaning of Section 125 of the
Internal Revenue Code of 1986, as amended. As such, benefits which an
employee elects to receive under the Plan are excludable from the
employee’s income under Section 125(a).
Consolidated Omnibus Budget Reconciliation Act (COBRA) is a mandated
benefit to provide extended health insurance coverage for employees who
are laid off, terminated, or resign. The former employee must assume l00%
of the financial obligation for this coverage. The Town elected to use
Choice COBRA as their COBRA administrator. Choice COBRA will notify
employees directly within 14 days of their receiving notification from the
Town that a qualifying event occurred.
Employee Assistance Program
The Town provides an employee assistance program (EAP) to all
employees, and their immediate family, at no cost to them. The program
provides confidential, short-term counseling and assistance for a variety of
personal or workplace problems including financial counseling, drug and
alcohol counseling, depression and anxiety counseling, parenting issues,
and a host of other concerns. For longer-term counseling needs, EAP will
coordinate with the employee’s health insurance coverage. The EAP
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services an individual employee receives are kept strictly confidential and
not shared with the Town.
J.

Direct Deposit

Deleted: Contact information is posted on
various bulletin boards and is available
through the Town Manager’s Office.

Direct deposit of paychecks and other deduction programs are available to
employees through the Finance Office. There are no charges for these
services and participation is strongly encouraged.

K.

Employee Professional Development
To maintain and improve the quality of services provided to the public, the
Town encourages the continuing professional development of all
employees. Toward this end, the Town provides a number of opportunities
to employees as follows:
(1)

(2)

(3)

Training opportunities may be provided in a variety of ways, including
one-on-one training, small and large group training, and internet
training. All costs of mandatory training sessions are borne by the Town.
Employees required to attend training sessions scheduled during their
non-scheduled working time and above the regular 40 hour week are
compensated at time and one half their hourly rate.

Training seminars, conferences, and single college courses directly
related to job responsibilities may be considered by the Town
Manager. The Town will pay all or portions of the related costs of
these activities, including payment for meals and overnight
accommodations, as applicable. Receipts for expenses must be
provided for an employee to be reimbursed for travel, meals and
lodging. Paid time off from work is included if the course, conference,
or seminar cannot be scheduled during non-working hours.
Courses of study leading to college degrees may be supported by
the Town subject to budgetary limits and under the following
conditions:
(a)

After twelve (12) months of employment with the Town and at
the Town Manager’s sole discretion, the program is deemed to
be directly related to the employee’s responsibilities, or could
be related to future responsibilities through promotion to
another position or department within the Town.

(b)

Upon presentation of proof of payment and proof of
satisfactory completion of the course (B or better grade or
pass in a pass/fail course), the employee shall be reimbursed
the tuition costs.
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NOTE:

23.

Part-time employees are entitled to benefits only as described
within the text of these policies.

PAY PLAN
A.

Pay Status
(1)

(2)

B.

C.

D.

Exempt Employees (other than elected officials) will consist of the
following: Town Manager, Director of Public Works, Chief of Police,
Fire Chief, Director of Planning (Zoning Administrator), Finance
Officer, Recreation Director, and any other position so authorized by
the legislative body.
Non-exempt Wage Employees will comprise all other Town
employees working on a 40 hour per week basis.
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Compensation (to include full-time and part-time)
(1)

The compensation schedule lists current positions and wages for a
fiscal year period. The Town Manager will update the plan annually
to reflect Selectboard approved cost of living increases.

(2)

A new employee normally enters employment at the minimum salary
or wage for the position in which s/he is employed. In case,
however, of difficulty in finding qualified personnel or in hiring of an
extremely qualified person for a position, the beginning salary or
wage may be adjusted to a pay level commensurate with experience
and skills.

Review of Pay Plan (to include full-time and part-time)
From time to time, on the Town Manager’s recommendation and agreement
by the Selectboard, the pay plan may be reviewed in its entirety to assure
that the Town remains competitive with the regional labor market and
maintains the ability to recruit and retain a high quality staff.
Method of Pay (to include full-time and part-time)
(1)

An hourly wage employee shall be paid for the actual number of
hours worked in a pay period, reported on a biweekly timesheet.

(2)

(a)

(b)

Exempt employees shall be paid each pay period based on an
annual rate divided by the number of pay periods per year.
Exempt employees shall consider their normal work week
those number of hours necessary to do the job. All salaried
employees shall turn in hours worked on a biweekly schedule.
The Town recognizes that exempt employees work excessive
hours from time to time. Therefore, salaried personnel shall
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be entitled to reasonable time off as compensation for hours
worked as described above, provided prior approval is
secured from the Town Manager. This time off shall constitute
the only compensation for said additional hours worked.
(3)

24.

An employee absent without leave may forfeit his/her pay at the
discretion of the Department Head. When absent on authorized sick
or vacation leave, each employee shall be paid his regular rate of
pay.
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(4)

Overtime pay will be paid to non-exempt employees, for authorized
hours actually worked in excess of 40 hours per week, by multiplying
one and one half times the number of hours worked over 40.

Deleted: hourly

(5)

Call Back Pay. In the event any non-exempt, full-time employee is
called back to work (outside of his regularly scheduled 40 hour work
week) the employee shall receive a minimum of two hours pay at
time and one-half pay.
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(6)

Call Back Pay (Firefighters). Fire/Rescue Division members are paid
a minimum of two hours of pay for normal workday calls between
0700-1700 and a minimum of one hour for all other times, including
EMS calls.

(7)

Drill Pay (Firefighters/Emergency Medical Technicians. Fire/Rescue
Division members and EMS Division members are paid a stipend for
attending the first and third Monday of the month normal training
sessions.

(8)

Town of Norwich Compensation Schedules are detailed in Appendix
IX.

EFFECTIVE DATE OF ADOPTION
These updated policies adopted by the Norwich Selectboard on [Month Day],
2017, effective [Month Day], 2017.

Town of Norwich Selectboard:
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25.

APPENDICES TO PERSONNEL POLICIES

The following Appendices are hereby adopted as a part of the Personnel Policies,
and knowledge of and adherence to them are required of all employees, as
applicable:

Appendix I

Sexual Harassment Policy

Appendix II

Drug-Free Workplace Policy

Appendix III

Smoking & Tobacco Policy

Appendix IV

Workplace Violence Policy

Appendix V

Code of Ethics Policy

Appendix VI

Policy on Personnel Records

Appendix VII

Norwich Policy of Nondiscrimination

Appendix VIII

Use of Computers/Electronic Messaging Policy

Appendix IX

Nonunion Compensation Schedule

Appendix I

Safety Policy Mission Statement

Appendix XI

FLSA: Exempt Employees

Appendix XII

Employee Acknowledgement of Receipt of these Policies

Appendix XIII

Agreement Between Town of Norwich and New England
Police Benevolent Association (by reference only)

Formatted: Indent: Left: 0.5", Hanging: 1.5"

Page 33 of 63

APPENDIX I
TOWN OF NORWICH

Deleted: ¶

SEXUAL HARASSMENT POLICY
I.

PURPOSE:
This policy provides Town employees with guidelines regarding sexual harassment.

II.

POLICY:
It is the policy of the Town of Norwich to maintain a workplace free from sexual
harassment. It is against the policies of the Town and a violation of this policy, and
illegal under State and Federal law, for any employee or public official (elected or
appointed), male or female, to sexually harass another employee, public official, or
member of the public at-large.

III.

Deleted: The purpose of this policy is to
provide

DEFINITIONS:
1. WHAT IS “SEXUAL HARASSMENT”?
1.1

1.2
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providing a workplace free from unlawful
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Sexual harassment is a form of sex discrimination and means unwelcome
sexual advances, requests for sexual favors, and other verbal or physical
conduct of a sexual nature when:
1.11

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

1.12

Submission to or rejection of such conduct by an individual used as
a component of the basis for employment decisions affecting that
individual; or

Deleted: is

1.13

The conduct substantially interferes with an individual’s work
performance or creating an intimidating, hostile, or offensive
working environment.

Deleted: has the purpose or effect of

Examples of sexual harassment include, but are not limited to the
following, when such acts or behavior come within one of the above
definitions:
1.2.1 Unwelcome sexual advances;
1.2.2 Suggestive or lewd remarks;
1.2.3 Unwanted hugs, touches, kisses or similar unwelcome physical
contact;
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1.2.4 Requests for sexual favors;
1.2.5 Displaying or transmitting pornographic pictures, posters, cartoons,
drawings;
1.2.6 Unwelcome sexual jokes and banter;
1.2.7 Retaliating for complaining about sexual harassment;
1.3

Retaliation against a person for reporting sexual harassment or
cooperating in an investigation of sexual harassment is unlawful. It shall
be a violation of this policy for any person who learns of a complaint or
investigation to take, or cause another person to take, any retaliatory
action which affects the employment environment of any person involved
in the complaint or investigation. Persons who believe that they are being
retaliated against should follow the complaint procedures of this policy.
Retaliation includes but is not limited to any form of intimidation, reprisal or
harassment based on reporting sexual harassment or for cooperating in
an investigation of sexual harassment.

2. WHAT SHOULD YOU DO IF YOU BELIEVE YOU HAVE BEEN HARASSED
2.1

2.2

Any employee who believes that s/he is the victim of sexual harassment,
or believes s/he has been subjected to retaliation for having brought,
supported, or cooperated in the investigation of a complaint of
harassment, is encouraged to report the incident(s) as soon as possible.
Employees need not be a person target of harassment to file a complaint.
Complaints may be filed with the employee’s supervisor or may be
reported to the Town Manager. If a complaint involves the Town Manager
the incident should be reported to the Chair of the Selectboard who will
fulfill the responsibilities that would have been the Town Manager’s under
this policy.
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Supervisory Town employees who witness or receive a report, written or
oral, of sexual harassment shall promptly report the harassment to the
Town Manager. Failure by a supervisor or supervisory personnel to
appropriately report or address such sexual harassment complaints shall
be considered to be in violation of this policy.

3. WHAT THE TOWN WILL DO UPON A COMPLAINT OF SEXUAL HARASSMENT –
INVESTIGATION

3.1

Deleted: or she has been

In the event the Town (a supervisor or Town Manager) receives a
complaint of sexual harassment, or otherwise has reason to believe that
sexual harassment is occurring, it will take the necessary steps to ensure
the matter is promptly investigated and addressed. Every supervisor is

Deleted: ¶
¶
¶
¶
Comment [HD61]: Need to define who is “it”;
that is, who is the Town’s “investigator”?
Presumably, this is the Town Manager (or
Selectboard Chair, as applicable) or the a
qualified individual to conduct such investigation
(e.g., Police Chief, VLCT-PACIF designee,
Town Attorney, etc.)
Deleted: all
Deleted: that

Page 35 of 63

responsible for promptly responding to, or reporting, any complaints or
suspected acts of sexual harassment.
3.2

Generally, investigations shall be completed within (15) business days
following receipt of a report or complaint. The investigator may interview
individuals involved, and any other persons who may have knowledge of
the circumstances giving rise to the complaint and may use other methods
and documentation. Upon completion of the investigation, the investigator
shall determine if a violation of this policy has occurred and report that
decision.

3.3

Upon the completion of an investigation, the supervisor or the Town
Manager shall assure that the complainant and the accused are notified
whether the allegation of sexual harassment was found to be validated,
whether a violation of the policy was found, and, what action, if any, was
taken. Such notification shall occur within fifteen (15) business days of the
completion of the investigation.

3.4

The Town will respect the privacy of the complainant, the individual(s)
against whom the report is directed and the witnesses, to the extent
possible, consistent with the Town’s obligations to investigate, take
appropriate actions, and conform with any disclosure obligations.

3.5

The Town shall take appropriate action in all cases where this policy is
violated. Any official, employee, supervisor, or agent found by the Town to
have violated this policy shall be subject to appropriate consequences
and/or remedial action including, but not limited to: warning, exclusion,
censure, suspension, transfer, dismissal, termination of contractual
agreements, and remedial action such as training, education, and/or
counseling.

3.6

The Town shall take appropriate action against any employee, staff
member or officer who makes a false report of sexual harassment
knowing it to be false.

4. EXTERNAL REPORTS
Although employees are encouraged to file their complaint of sexual harassment
through the Town’s complaint procedure, an employee may file a complaint of
sexual harassment with the following agencies:
Vermont Attorney General’s Office, Civil Rights Unit
109 State Street
Montpelier, VT 05609
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(802) 828-3171 (voice/TDD)
Equal Employment Opportunity Commission
1 Congress Street
Boston, MA 02114
(617) 565-3200 (voice), (617) 565-3204 (TDD)
5. WHERE CAN I GET COPIES OF THIS POLICY?
5.1

A copy of this policy will be provided to every employee, and extra copies
will be available from the Town Manager’s office. A copy of this policy will
be conspicuously posted in all Town offices.

Reasonable accommodations will be provided for persons with disabilities who
need assistance in filing or pursuing a complaint of harassment, upon advance
request.
Readopted by Selectboard 1/11/2012
Amended: [Month Day], 2017
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APPENDIX II
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TOWN OF NORWICH
DRUG-FREE WORKPLACE POLICY
Deleted: ¶

PURPOSE AND POLICY STATEMENT
The Town is responsible for maintaining safe, efficient working conditions for employees
by providing a drug-free workplace. Therefore, Town employees shall not engage in the
unlawful manufacture, distribution, possession or use of controlled substances (drugs) on
the job, or on any Town work site.
An employee who is under the influence of any drug on the job may pose serious safety
and health risks not only to the user but to co-workers and the public at-large.

Deleted: As employers, the
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DEFINITIONS
Controlled Substance: means a controlled substance in schedules I through V of
section 202 of the Controlled Substances Act (21 U.S.C. 812), and as further defined in
regulation at 21 CFR 1300.11 - 1300.15.

Deleted: As used in this policy shall mean

Conviction: Means a finding of guilt (including a plea of nolo contendre) or imposition
of sentence, or both, by any judicial body charged with the responsibility to determine
violations of the Federal or State criminal drug statutes.
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Criminal Drug Statute: Means a federal or non-federal criminal statute involving the
manufacture, distribution, dispensing, use of, or possession of any controlled substance.
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Illegal Drug: Any drug not legally obtained, or that is legally obtainable but has not
been legally obtained. The term includes prescribed drugs not legally obtained and not
being used for prescribed purposes.

Deleted: which is not legally obtainable

Legal Drug: Includes prescribed drugs and over-the-counter drugs that have been
legally obtained and are being used for their intended prescribed or manufactured
purpose.
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Under the Influence: means that the employee is noticeably affected by a drug.
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Workplace: means Town and non-Town owned property that is used in the conduct of
Town business, including property used temporarily for business related purposes, such
as lodging sites rented for seminars, training, or other Town activities.
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APPLICABILITY AND GENERAL POLICY CONDITIONS
The following conditions are applicable to Town employees:
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Deleted: all employees of the Town
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1.

Employees are required, as a condition of their employment, to abide by the terms
and conditions of this Drug-Free Workplace Policy.

Deleted: shall be

2.

An employee shall notify his/her Department Head and/or the Town Manager of
any criminal drug statute conviction for a violation occurring in the workplace no
later than five (5) days after such conviction. Failure to do so will result in
discipline, up to and including dismissal.
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3.

If a convicted employee works in a federally funded program, the involved federal
grant agency shall be notified of the conviction within ten (10) days of the Town's
receiving the notice of the conviction. In the case of the Vermont Community
Development Program, notify the Department of Housing and Community Affairs.

4.

5.

6.

7.

An employee convicted under any criminal drug statute for a violation occurring in
the workplace, while on or off duty, or on duty away from the workplace, shall be
immediately dismissed for the first offense.
In the absence of compelling mitigating circumstances, an employee convicted
under any criminal drug statute for a violation not occurring in the workplace while
not on duty shall be subject to immediate dismissal for the first offense if convicted
of a felony. If the conviction is not a felony, discipline up to and including dismissal
may be imposed, including for the first offense, provided that there is a nexus
between the offense and the job of the employee.
Appropriate disciplinary and/or corrective action is to be taken within thirty (30)
days after the Town receives notice of a conviction. This, however, is not to be
construed to limit the authority of the employer to take such action thereafter. Any
disciplinary action must comply with the collective bargaining agreement, Section
504 of the Rehabilitation Act of 1978, and the Americans with Disabilities Act, if
applicable.
An employee not convicted under any criminal drug statute, but who engages in
the illegal manufacture, distribution, dispensation, possession or use of controlled
substances in any Town workplace while on or off duty, or on duty away from the
workplace, shall be subject to discipline up to and including dismissal for the first
occurrence. An employee engaging in such actions while off duty and away from
the workplace may be subject to discipline, up to and including dismissal, including
for the first offense, provided there is a nexus to the employee's job and just cause
for the discipline.

8.

Any employee on Town premises who appears to be under the influence of, or who
possesses illegal or non-medically authorized drugs, or who has used such drugs
on Town premises, may be temporarily relieved from duty pending further
investigation.

9.

If the use of legal drugs endangers safety, management may (but is not required to)
reassign work on a temporary or permanent basis.
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10.

Employees must observe other work rules established by their employing
departments regarding the use, possession or presence of drugs involving their
employment.

11.

Each employee of the Town will make a good faith effort to maintain a drug-free
workplace and uphold and promote this policy.

USE OF DRUGS
Legal Drugs: For certain positions, the legal use of a drug can pose a significant risk to
the safety of the employee or others. Employees who feel or have been informed that the
use of such a drug may present a safety risk, are to report such drug use to their
immediate supervisor.
Illegal Drugs: The use, sale, purchase, transfer or possession of an illegal drug by an
employee while in a Town facility, while performing Town business, or while on the job is
prohibited. Being under the influence of any illegal drug while conducting Town business,
while on Town property or in a Town facility, or while operating any Town equipment is
prohibited. Misuse of prescription drugs is considered to be the illegal use of drugs. This
includes both the use of such drugs in a manner inconsistent with the prescribed use and
any use of prescription drugs by persons for whom they are not prescribed.
RESPONSIBILITIES:
Town: It is the responsibility of the Department Head and/or the Town Manager to advise
each employee of this policy; to post the policy annually at each worksite; and to include
a copy of this policy in each new employee's orientation.
Employee: It is the responsibility of each employee to be aware of and to abide by this
policy.
Administration: It is the responsibility of the Town Manager to ensure that supervisors
and employees receive training and orientation regarding the implementation of this
policy.
Readopted by Selectboard 1/11/2012
Amended: [Month Day], 2017
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APPENDIX III
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TOWN OF NORWICH
SMOKING & TOBACCO POLICY
The Town of Norwich, to comply with the provisions of 18 VSA 1421, et seq., established
this policy to protect workers by prohibiting smoking and the use of smokeless tobacco
products in the workplace.
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Whereas, the United States Surgeon General, in his 1986 report on Involuntary Smoking,
concluded:


Involuntary Smoking is a cause of disease, including lung cancer, in healthy
nonsmokers;



The simple separation of smokers and nonsmokers within the same air space may
reduce, but does not eliminate, the exposure of nonsmokers to environmental
tobacco smoke.

And whereas, in 1993, the Environmental Protection Agency (EPA) classified
environmental tobacco smoke as a Group A carcinogen, that is, a substance known to
cause cancer in humans. The EPA recognizes no safe level of exposure for Group A
carcinogens.
Smokeless tobacco is a significant health risk and is not a safe substitute for smoking
cigarettes. According to the Centers for Disease Control, smokeless tobacco contains
28 cancer-causing agents (carcinogens). It is a known cause of human cancer, as it
increases the risk of developing cancer of the oral cavity, other oral health problems,
and can lead to nicotine addiction and dependence.
In light of these findings, smoking and use of smokeless tobacco products are strictly
prohibited within all Town of Norwich-owned vehicles and within the Town of Norwich
offices, hallways, restrooms, kitchen, meeting rooms and all other work areas. It is also
prohibited within 30 feet of all exterior doors or where an outside air intake is located.
This policy applies to all employees, clients, contractors and visitors. Smoking may only
occur at a reasonable distance (e.g., 30 feet or more) outside any enclosed area where
smoking is prohibited to ensure that environmental tobacco smoke does not enter the
area through entrances, windows, ventilation systems or any other means.
Readopted by Selectboard 1/11/2012
Amended: [Month Day], 2017

Deleted: insure
Deleted: A copy of this policy is posted on the
Tracy Hall bulletin board and in a conspicuous
place at each work location.
Deleted: ¶

Page 41 of 63

APPENDIX IV
TOWN OF NORWICH
WORKPLACE VIOLENCE POLICY
It is the policy of the Town of Norwich that Town workplaces and operations are safe
and free of violence or the threat of violence against any employee or other person
during the conduct of Town business. Thus, it is against Town policy for any
employee to be subject to or engage in any intimidation, violence, or threatening of
violence in the workplace either by or against any person.
The Town is committed to providing a workplace that is free from intimidation,
threats of violence and acts of violence.
Intimidation: an intentional act toward another person, causing the
other person to reasonably fear for his/her safety or the safety of others.
Threat of Violence: an intentional act that threatens bodily harm to
another person or damage to the property of another.
Act of Violence: an intentional act that causes bodily harm, however
slight, to another person or damage to the property of another.
Examples of violence in the workplace include, but are not limited to the following,
when such acts or behavior come within one of the above definitions:
 Unwelcome name-calling, obscene language, and other abusive behavior
 Intimidation through direct or veiled verbal threats
 Throwing objects in the workplace regardless of the size or type of object being
thrown, or whether a person is the target of the thrown object
 Physically touching another person in an intimidating, malicious, or harassing
manner, including such acts as hitting, slapping, poking, kicking, pinching,
grabbing, and pushing
 Physically intimidating others including such acts as obscene gestures, shouting,
and fist shaking.
Threats, threatening behavior, acts of violence, or any related conduct which disrupts
another’s work performance or the Town’s ability to execute its mission will not be
tolerated.
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Any person who makes threats, exhibits threatening behavior, or engages in violent acts
on Town owned or leased property may be removed from the premises pending the
outcome of an investigation. Threats, threatening behavior, or other acts of violence
executed off Town owned or leased property but directed at Town employees or
members of the public while conducting official Town business, is a violation of this policy.
Off-site threats include but are not limited to threats made via the telephone, fax,
electronic or conventional mail, or any other communication medium.
Violations of this policy will lead to disciplinary action that may include dismissal, arrest,
and prosecution. In addition, if the source of such inappropriate behavior is a member of
the public, the response may also include barring the person(s) from Town owned or
leased premises, termination of business relationships with that individual, and/or
prosecution of the person(s) involved.
Employees are responsible for notifying their Department Head or the Town Manager of
any threats which they have witnessed, received, or have been told that another person
has witnessed or received, or to the Selectboard Chair in instances involving the Town
Manager. Employees should also report any behavior they have witnessed which they
regard as threatening or violent when that behavior is job related or might be carried out
on Town owned or leased property or in connection with Town employment.
Each employee who receives a protective or restraining order which lists Town owned or
leased premises as a protected area is required to provide their Department Head or the
Town Manager with a copy of such order.
Readopted by Selectboard 1/11/2012
Amended: [Month Day], 2017
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APPENDIX V

TOWN OF NORWICH
CODE OF ETHICS POLICY
POLICY:
It is the policy of the Town of Norwich to ensure that municipal employees:
A. are aware of what constitutes a conflict of interest or breach of trust
B. are aware of the level of conduct and integrity expected of municipal
employees
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1.0 Specific Objectives
1.1 The objectives of this policy are to:
A. provide municipal employees with guidelines for identifying potential
conflicts of interest and breaches of trust
B. help ensure that municipal employees do not place themselves, or
permit themselves to be placed, in a position which would constitute a
conflict of interest or breach of trust
C. promote high standards of professional conduct and values among
municipal employees
2.0 Responsibilities
2.1 The Norwich Selectboard (or its designated committee) will:
A. review the municipality’s Code of Ethics Policy as required and make
any amendments considered appropriate
B. review, consider or take other action concerning any violation of the
municipality’s Code of Ethics Policy which is referred to the Selectboard
by the Town Manager, or raised by a member during the course of
Selectboard discussions
Where there is any conflict between the policies adopted by the municipality and the
policies set forth in the appropriate collective agreement, or policies set forth in a statute
of the state or federal government, collective agreements or the state or federal statute
shall supersede such other policies.
2.2 The Town Manager will:
A. implement, administer and promote the Code of Ethics Policy
B. ensure that Department Heads promote the ethical standards expressed
within the Code of Ethics Policy to their employees
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C. recommend amendments to the Code of Ethics Policy to the
Selectboard
D. investigate and review any reported violation of the Code of Ethics
Policy and approve and/or administer any subsequent corrective action
2.3 Department Heads will:
A. ensure that all employees of their department are familiar with the
municipality’s Code of Ethics Policy
B. advise the Town Manager of any perceived violation of the Code of
Ethics Policy by a member of staff, and institute appropriate preventative
or corrective action
C. recommend to the Town Manager any changes to the Code of Ethics
Policy which are considered appropriate
2.4 Responsibilities of Municipal Employees
A. Municipal employees are agents of the public whose primary objective is
to carry out the duties and responsibilities of their respective job
descriptions. As such, they are entrusted with upholding and adhering
to the bylaws of the municipality as well as all applicable federal and
state laws. As public servants, they must observe a high standard of
morality in the conduct of their duties and faithfully fulfill the
responsibilities of their offices, regardless of their personal or financial
interest.
B. Dedicated Service: All employees of the municipality should faithfully
work towards developing programs to address the needs of its citizens.
In the course of their duties, employees should strive to perform at a
level that is expected of those who work in the public’s interest.
C. Employees should not exceed their authority, breach the law, or ask
others to do so, and should work in full cooperation with other public
officials and employees, unless prohibited from doing so by law or by
formally recognized rules of confidentiality.
D. Use of Public Property: No employee shall request or permit the use of
municipal-owned vehicles, equipment, materials, or property for personal
convenience or profit, except where such privileges are granted to the
general public.
E. Obligations to Citizens: No employee shall grant any special
consideration, treatment, or advantage to any citizen or group of citizens
beyond that which is accorded to all citizens.
F. Conflict of Interest: No employee shall engage in any business
transaction or have a financial or personal interest, direct or indirect,
which is incompatible with the proper discharge of their duties or would
impair their independence of judgment or action in the performance of
their duties. Personal interest, rather than financial, includes any
interest arising from family or marriage relationships or close business or
political associations. The following are situations which constitute
conflicts of interest for municipal employees:
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Incompatible Employment: No employee shall engage in or accept
private employment or render services for private interests when
such employment or services are incompatible with the proper
discharge of their duties or would impair his/her independence of
judgment or action in the performance of his/her duties.



Disclosure of Confidential Information: No employee shall, without
proper legal authorization, disclose confidential information
concerning the property, government, or affairs of the municipality;
nor shall he/she use such information to advance the financial or
personal interest of him/herself or others.



Gifts and Favors: In keeping with established private-public business
practices, no employee shall show favoritism or bias toward any
vendor, contractor, or others doing business with the municipality.
Employees are prohibited from accepting gifts or favors from any
vendor, contractor or others doing business with the municipality that
would tend to influence them in the proper discharge of their duties.



Representing Private Interests before a Municipal Agency: No
employee whose salary is paid by the municipality shall appear on
behalf of private interests before any agency or court of the
municipality without the consent of the Town Manager. The
employee shall not represent private interests in any action or
proceeding against the interests of the municipality or in any litigation
to which the municipality is party. Furthermore, no employee shall
accept compensation or a retainer which is conditional upon the
actions of a municipal agency.



Contracts with Municipalities: No employee of the municipality shall
have any interest, direct or indirect, in any legal municipal contract.



However, an employee of the municipality may enter into a legal
contract with the municipality or any agency thereof for the sale and
purchase of supplies, materials, or equipment or for the construction
of public improvements if:
o They are not authorized by law to act on behalf of the
municipality or any agent thereof in the awarding of the
contract
o The tender is let in a written, public, and openly competitive
manner
o All bids received and all documents pertaining to the awarding
of the contract are made available for public inspection for at
least three (3) months following the date of the awarding of the
contract
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o Disclosure of Interest: Any municipal employee who has a
financial or personal interest in any proposed legislation, and
who participates in discussion with or gives an official opinion
to the Selectboard, shall disclose on the records of the
Selectboard the nature and extent of the interest
H) Political Activity: No employee of the municipality shall perform work,
either volunteer or paid, on behalf of any political party during his/her
hours of employment with the municipality.
3.0 Reporting Breaches of the Code
3.1 Employees who have reason to believe that this Code of Ethics Policy has
been breached in any way are encouraged to notify the Town Manager. No
adverse action shall be taken against any employee who, acting in good faith,
brings forward such information.
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4.0 Corrective Action
4.1 Violation of this Code of Ethics Policy by a municipal employee may constitute
a cause for disciplinary action. Any reported violation of this policy will be
subject to investigation by the Town Manager and/or Selectboard. If an
investigation finds an employee guilty of a breach of the Code of Ethics Policy,
the corrective action pursued against the employee shall be commensurate
with the nature and severity of the violation.
5.0 General
5.1 When administering this policy, employees must adhere to any state acts
governing municipalities and all relevant legislation pertaining to the subjects
covered in this policy. The administration of this policy is further subject to the
provisions of applicable collective agreements for unionized municipal
employees.

Adopted by the Norwich Selectboard on May 26, 2010
Amended: [Month Day], 2017
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APPENDIX VI
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TOWN OF NORWICH
POLICY ON PERSONNEL RECORDS
General provisions
Four types of records are identified:
Financial Records.

Personnel Records.

Hiring (employment) Records. Convenience Records.
Financial records
The Town Manager’s Office maintains a file for each employee. This file will
contain:
1. Information on payroll deductions; Form W-4; Form I-9; elections for health
insurance, life insurance, disability insurance, voluntary withholding and pension
plan (VMERS); and other related documents.
2. Job title with current rate of pay.
3. A notation of status - full-time or part-time showing the number of hours
authorized.
4. A notation if the employee is "exempt" under FLSA rules (that is salaried).
5. Any special personnel actions, such as authorized leave without pay, educational
time off, family or maternity leave.
6. Any other related financial records.
Personnel records
These files are maintained by the Town Manager’s Office. This file will contain:
1. Hiring documents (may include some or all of the following) letters of interest, job
application, interview data, written references, background checks, credit checks,
driving record, medical examination reports, personality inventories, Supervisor's
recommendation to hire, letters offering employment and acceptance letters.
2. Additional employment records such as special ADA information, accommodations
requested and provided.
3. Performance evaluations
4. Changes in job title or job status
5. Records of disciplinary actions
6. Termination records
7. Job specific certifications (e.g., Police Academy training, officer certification, CDL
certification)
8. Other documents such as letters of commendation, requests to review the
personnel records contents, authorization to release records to others, etc.
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9. Records of random drug tests carried out under the Federal Commercial Drivers
License (CDL) monitoring program. (see note below in Access to Records) are
kept in a separate folder.
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Hiring (employment) records
These files are kept by the Department Head when hiring a new employee. As the
hiring process proceeds this file will contain: letters of interest, job application, interview
data, written references, background checks, credit checks, driving record, personality
inventories etc. Supervisor's recommendation to hire. Additional notes.
When the hiring process is complete:
For the successful candidate the following documents must be placed in a new
Personnel file for retention in the Town Manager’s Office: Correspondence with the new
employee, job application, completed background checks of all types, medical
examinations reports, written references, recommendations to the Selectboard, the
written offer of employment and acceptance. Any remaining documentation from the
Department Head’s file will be retained in said personnel file or destroyed, as applicable.
For those candidates not hired the files should be bundled, marked with
"Destroy on {date two years ahead}", given to the Town Manager’s Office, and placed in a
secure place by the Town Manager. Access to these files will be on the written request of
the Selectboard.
Convenience records
Each supervisor may keep a "convenience file". This file could contain copies of
notes made by the Supervisor about employees relating to the day-to-day running of
his/her department and are intended to assist the Supervisor in his/her task. This file may
contain training records, copies of timesheets, etc.
Convenience records are confidential and access is restricted to the Supervisor,
the Department Head, the employee (and/or designated representative) and to the Town
Manager.
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On termination, any relevant documents such as training records should be placed
in the central Personnel Record file in the Town Manager’s Office, the remainder of which
must be destroyed.
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Access to the records
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Personnel documents relating to an employee of the Town of Norwich, including
information in any files maintained to hire, evaluate, promote or discipline any employee
of the Town of Norwich, and any information in any files relating to personal finances,
medical or psychological facts concerning any individual or corporation, are exempt from
public inspection and copying under the Vermont Access to Public Records Law 1 V.S.A.
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§317(c)(7). This exemption does not apply to an employee’s compensation and the value
of employment benefits provided to such employee 1 V.S.A. §317(b). Information
regarding employee compensation and benefits may be disclosed in accordance with the
provisions of 1 V.S.A. §316 and 318.
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1.
Financial. These are usually maintained and used only by the Town Manager’s
Office or Finance Office. Information contained in the files is confidential.
2.
Personnel. The Town Manager’s Office maintains the files. The contents are
strictly confidential and access is limited to the following:
Employees current, separated or retired may have access to their own file or they
may designate a representative to have access. The request must be submitted in writing
and signed by the employee. A fax request will be honored providing it is verified by a
telephone call. The written signed request must be filed in the personnel file after
examination. Access will be during regular Town office hours. The file must be examined
in the presence of the Town Manager or Town Manager’s Assistant. Employees or their
representatives may request that copies of documents be made at the.
Department Heads may have access for employment related purposes only on a
stated need-to-know basis and with approval of the Town Manager. The file must be
examined in the presence of the Town Manager or Town Manager’s Assistant. A record
of any access to the personnel file shall be kept by the Town Manager’s Office.
Access by others. Since all personnel files are strictly confidential the files and
their contents are not available to anyone besides the above named people, except by
court order.
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Requests from others such as the press, or members of the public, to examine a
personnel file must be made in writing to the Town Manager’s Office. Each request must
be approved by the Town Manager and the employee in writing before releasing the
personnel record. This written authorization will then be filed in the personnel record.
If a separated employee, who has had drug tests performed under the CDL
random drug test program (see Personnel Records, paragraph 8 above) is being hired by
a new employer to drive using a CDL, then the new employer has the statutory right to
obtain the drug test results from our personnel files. If such a request is received,
permission to copy and deliver these reports must be approved by the Town Manager.
3.
Employment. These are the private files relating to the hiring process before a
job offer is made. They are kept securely by the Department Head, and then turned over
to the Town Manager’s Office for proper filing/destruction.
Maintaining the Personnel files
As documents that are part of the permanent Personnel File are generated by
Department Supervisors, the Finance Office or the Town Manager, they will be delivered
to the Town Manager’s Office.
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Personnel files may only be opened in the presence of the Town Manager or his
assistant. The Town Manager is responsible to ensure that no documents are
permanently removed from the file or destroyed.
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TOWN OF NORWICH
POLICY OF NONDISCRIMINATION

It is the policy of the Town of Norwich that all Town programs and facilities are provided
and available to all persons without discrimination on the basis of age, gender, race,
ethnic background, religion or sexual preference. Also, there will be no discrimination on
the basis of disability, either physical or otherwise.
ADA Coordinator
The Town Manager serves as the coordinator to administer and oversee this policy.
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Procedure for the Resolution of Complaints
1. Complaints of discrimination or about difficulty in accessing structures or programs
should be discussed informally with the ADA Coordinator in the first instance.
2. If informal discussion does not resolve the problem, then the complaint must be
submitted in writing to the ADA Coordinator. The Coordinator will respond in
writing within 10 days of receiving the complaint. Records of the complaint and the
actions taken shall be kept on file.
3. If this inquiry and response still fails to satisfy the individual who filed the
complaint, the matter shall be brought to the Selectboard for a hearing. The
Selectboard will render a written response within 14 days of this hearing.
Important note: The Town of Norwich is making a good faith effort to eliminate
discrimination and resolve problems fairly and it expects the public to use this procedure
to attempt a good faith resolution of any perceived problem.
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APPENDIX VIII
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TOWN OF NORWICH
USE OF COMPUTERS/ELECTRONIC MESSAGING POLICY

I.

PURPOSE:
The purpose of this policy is to describe operational procedures for the general use
of computers and other electronic messaging devices (EMD) within Town
Departments.

II.

POLICY:
The availability and use of computers and other forms of technological equipment
and software within the work environment have provide opportunity for enhanced
productivity and effectiveness. These technologies also enable the opportunity for
rapid transfer and broad distribution of sensitive information that can have damaging
effects on the Town, its employees, and the public if not managed properly. Thus, it
is the policy of the Town that all employees abide by the guidelines herein when
using computers, including their software, and the services of both internal and
external databases and information exchange networks, and where applicable, voice
mail, mobile digital terminals, and related electronic messaging devices.

III.
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DEFINITIONS:
Electronic Messaging Device (EMD): For purposes of this policy, electronic
messaging devices include computers, electronic mail systems, voice mail systems,
paging systems, electronic bulletin boards and internet services, mobile digital
terminals, and facsimile transmissions.
System Administrator: For purposes of this policy, the person/entity designated
with responsibility for managing all aspects of electronic messaging through
individual Town computers and computer networks.
Computer: Any Town or personally owned computer that provides access to Town
Departments or personnel.
Email (Electronic Mail): Messages, usually in text, sent from one person to
another via computer, cell phone, tablet, and the like. Email can also be sent
automatically to a large number of addresses (mailing list).
Internet: The vast collection of inter-connected networks that provide information
and communication for its users.
Intra-Office Communications: The internal communications electronic mailing
system for the Town of Norwich.
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Login: To gain computer access to the Town of Norwich system.
Password: A defined sequence of letters, numbers, and/or symbols serving as a
code used to gain access to a locked digital system.
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WWW (World Wide Web): The whole assortment of resources that can be
accessed using an appropriate browser, providing information, text, graphics and
sounds for the user.
IV.

PROCEDURES:
A. General
1. The following procedures apply to all media that are:
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a. Accessed on or from Town premises;
b. Accessed using Town computer equipment or Town paid access methods;
c. Communications that make reference to the Town in a manner; and/or
d. Used in a manner that identifies the Town employee.
2. Transmission of electronic messages and information on communications
media provided for employees of the Town shall be treated with the same
degree of propriety, professionalism, and confidentiality as official written
correspondence, or verbal communication.
3. The Town encourages authorized and trained personnel with access to
EMD’s to utilize these devices whenever necessary. However, use of any of
these devices is a privilege that is subject to revocation if abused (i.e., in
violation of the policy herein).
4. EMDs and their contents – with the exception of personally owned software
authorized for installation on Town computers – are the property of the Town
and intended for use in conducting official business with limited exceptions
noted elsewhere in this policy.
V.

VI.

GENERAL GUIDELINES AND CONSIDERATIONS:
A.

The Town of Norwich computer system is at all times considered the property of
the Town of Norwich and may only be used for official or work related purposes.

B.

Employees have no right to privacy regarding any document or information
created in, sent from or to the Town of Norwich computer system.

TRAINING:
A.

The Town of Norwich shall provide direct assistance and training services to
employees for necessary computer programs and software.
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B.

Training on computer hardware (computer stations, printers, faxes, etc.) consists
of a general overview of the utility, its proper function and the staff usage.

C.

Training on computer software consists of a general overall and when possible,
in depth training on specific training software programs. All who are responsible
for the use of a particular software application shall receive training in the
purpose, function and proper use of the software.

D.

Training will include, wherever possible, user documentation in the form of a
written guide and/or on-line help which assists the user in developing
competency in the use of particular software.

E.

Outside training will be allowed by the Town of Norwich but only on the basis of
need, schedules, and fiscal budgets. Such outside training is provided to improve
competency or to develop basic proficiency in the use of a new or upgraded
hardware or software programs.

Deleted: provided when needed
Deleted: and will be coordinated

VII. TECHNICAL SUPPORT
The System Administrator will coordinate replacements of hardware/software,
computer workstations, printers, modems and other peripheral devices via
recommendations to the Town Manager.
VIII. RESPONSIBILITIES OF TOWN OF NORWICH EMPLOYEES
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A. All employees of the Town of Norwich are responsible for care of computers, shall
ensure that computers are properly used and report repair work immediately to the
System Administrator.
B. Any electrical maintenance work to be performed which may affect the electric
power supply to any and all automated information systems must be scheduled
and conducted with the knowledge and approval of the System Administrator and
the Town Manager
C. The System Administrator will not alter computer equipment with regard to the
hardware configuration, its location, wiring, connections or software configurations
without prior notice and consent of the Town Manager.
D. Under no circumstances will computer software be added or removed from any
system without the approval of the System Administrator in consultation with the
relevant Department Head.
E. Each employee is expected to utilize due care and judgment regarding computer
use to ensure that any and all related hardware, software, and instructional
documentation is protected from physical damage or loss from improper or
careless use or foreseeable environmental hazards.
IX.

ACCESS TO COMPUTER SYSTEM
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A. All Town of Norwich employees allowed access to a Town computer are provided
with a user name, as well as a password for systems access. Employees are
required not to share user names or passwords, except as authorized by the
System Administrator.
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B. When employees leave their workstations for the day, the computer should be shut
down.
C. Should an employee be unfamiliar with a particular aspect of a piece of hardware
or software in the system, s/he is expected to get help.
X.

ACCESS TO TOWN OF NORWICH INTRA-OFFICE ELECTRONIC MAILING
A. Town of Norwich employees are responsible for meeting the operational guidelines
for the email program when saving, creating, forwarding or sending email
throughout the internal and external systems.
1. Employees are not permitted to perform any type of intentional electronic
tampering with the email program. This includes any unauthorized duplication,
installation, alteration or destruction of data, programming or software. Users
should respect all copyright laws that protect software owners, artists or writers.
Copyright infringement in any form will not be tolerated.

Deleted: general
Deleted: our

Deleted: Plagiarism

2. Employees are not permitted to install or use any other inter-office email
system than the program authorized by the Town of Norwich, nor will
employees be able to install the email program onto an unauthorized computer
terminal.
B. Any inter-office email created, sent, forwarded, received or saved on a Town of
Norwich email system will be considered the property of the Town of Norwich and
not be considered private conversation between two or more employees. All
emails created on the Town of Norwich inter-office email system is subject to
retrieval and disclosure at any time.
C. As all email is understood to be a “record” for legal, fiscal, administrative and
historical purposes, the email program will create a record of usage which can be
retained indefinitely. The Town of Norwich reserves the right to monitor and review
periodically all data contained within this program to protect the integrity of the
system and to ensure compliance with the policies, rules and regulations of the
Town of Norwich. Email is considered a public record for the purposes of the
Freedom of Information Act. Email is subject to litigation discovery, subpoena,
Freedom of Information Act requests, audits, and investigations.
1. The System Administrator, the Town Manager, and others so authorized by the
Town Manager have access to these records to detect possible abuses within
the system.

Deleted: A Record
Formatted: No underline, Not Small caps

Deleted: insure
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2. All monitoring of an employee’s email will abide by the state and federal laws
pertaining to this issue, including the Electronic Communications Privacy Act
(Title 18 US Code, sections 2510 et seq. And 2701 et seq.)
D. When using email, employees will conduct themselves professionally and will
exercise generally accepted rules of proper computer etiquette.
E. All information contained in the Town of Norwich computer system is for Town of
Norwich purposes and will not be disclosed to unauthorized persons. Unless
specifically authorized by the Town Manager, no employee will transmit, receive,
submit, disclose, or publish any information that has been deemed:
1. Confidential

Deleted: always
Deleted: with the utmost professionalism
Deleted: Employees should act in a
responsible, ethical and polite manner when
transmitting or receiving email from others.
Deleted: only
Deleted: may
Deleted: by any member of the Town of
Norwich

2. Information that may be protected by the Vermont Statutes Annotated.
3. Attorney-client information
F. Employees will not transmit and shall make every attempt not to receive any
discriminatory, defamatory, inaccurate, abusive, obscene, profane, sexually
orientated, pornographic, threatening, culturally, racially or religiously offensive or
illegal language or images on the Town of Norwich inter-office email.
XI.

ACCESS TO TOWN OF NORWICH INTERNET SERVICES
A. To enhance the communication, educational and information gathering efforts of
the Town of Norwich employees, internet services will be provided to those
employees who have received authorization.
B. All users of the Internet service and the Internet “email” service are expected to act
in a spirit of mutual respect and cooperation, while adhering to the regulations set
forth in this policy. Any violation may result in the loss of Internet accessibility, and
any other disciplinary or legal action deemed appropriate. The Town of Norwich
employees having access to this technology are subject to local, state and federal
laws pertaining to Internet use.
C. Internet accessibility within the Town of Norwich is a privilege, not a right.
Employees with access to this technology may be denied access by the Town
Manager for abusive usage, unprofessional purposes, or a violation of policies.
D. Employees with authorization for Internet and/or Internet email usage will be
responsible for adhering to the following procedures:
a. Access to the Internet and/or Internet email usage is limited to authorized Town
of Norwich employees. Employees with access to the Internet may assist other
employees with obtaining information from the Internet for related purposes.
b. Employees will not allow other duties and responsibilities within the Town of
Norwich to be compromised or suffer due to excessive Internet use, unless
directly related to such duties and responsibilities.
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Deleted: Excessive use of the Internet is
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i.

Employees may use the Internet and/or Internet email service for incidental
personal purposes (i.e. email data collection). But, such use must be
limited, reasonable, and not compromise their duties/responsibilities for the
Town of Norwich.

Deleted: While employees
Deleted: always

XII. MAINTENANCE OF COMPUTER EQUIPMENT
A. Each Town of Norwich employee should take care whenever eating or drinking
near his/her workstation.
B. To ensure proper ventilation and prohibit heat damage, Town of Norwich
employees should not place papers or other objects on monitors, printers,
keyboards or any other heat generating equipment.

Deleted: his
Deleted: In order to
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APPENDIX IX
TOWN OF NORWICH

Comment [jm75]: Recommend keeping this
accessible to employees but not as part of the
personnel policy.
Deleted: ¶

NONUNION COMPENSATION SCHEDULE

The following compensation schedule represents salaries/wages through Fiscal Year
2011 (July 1, 2010 to June 30, 2011) for Town of Norwich employees, excluding Norwich
Department of Public Works and Police Department employees who work within the
confines of a collective bargaining agreement.
NOTE 1:

The rate of pay may change each fiscal year as directed/approved by the
legislative body (Selectboard), by using the prior November Consumer Price
Index (CPI-U) Northeast Region and the Town’s financial position as
guides.

Comment [HD76]: I generally agree that the
actual pay tables and this appendix don’t belong
in the Personnel Policy. Instead, I would
suggest general language be included in the
main body of the Personnel Policy text citing the
source of pay and its derivation.
If you opt to keep this info in the Appendices, it
needs to be updated.
Comment [HD77]: If you continue to use the
CPI-U Northeast Region to determine pay
increases, I would suggest using something like
a 5 year rolling average of the latest figures.
This builds in a stabilizer.
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TOWN OF NORWICH
NONUNION COMPENSATION SCHEDULE

%
INCREASE
0.037

FULL TIME
Custodian

%
%
INCREASE INCREASE
0.023
0.04

05-06
$13.60
$1,088.00
$28,288.00

06-07
$14.10
$1,128.26
$29,334.66

07-08
$14.43
$1,154.21
$30,009.35

$16.18
$1,294.40
$33,654.40
$17.45
$1,396.28
$36,303.40
$18.42
$1,473.60
$38,313.60
$18.42
$1,473.81
$38,319.17
$19.82
$1,585.32
$41,218.29
$27.37
$2,189.67
$56,931.33
$31.58
$1,263.27
$32,845.00

$16.78
$17.16
$1,342.29
$1,373.17
$34,899.61 $35,702.30
$18.50
$18.93
$1,514.10
$1,480.06
$38,481.60 $39,366.68
$19.10
$19.54
$1,563.27
$1,528.12
$39,731.20 $40,645.02
$19.16
$19.60
$1,532.77
$1,568.04
$39,851.94 $40,769.00
$20.55
$21.02
$1,681.79
$1,643.98
$42,743.37 $43,726.46
$28.38
$29.04
$2,322.91
$2,270.68
$59,037.79 $60,395.66
$33.17
$33.94
$1,326.92
$1,357.44
$34,500.00 $35,293.50

Buildings & Grounds

Asst. to the Town Manager

Recreation Director (Salary)

Finance Officer (Salary)

Town Clerk (Elected Salary)
Zoning Administrator/
Planning Coordinator (Salary)

Director Public Works (Salary)

Assessor (Half Time Salary)

08-09
$15.00
$1,200.37
$31,209.73
$16.35
$1,307.69
$34,000.00
$17.85
$1,428.09
$37,130.40
$19.68
$1,574.67
$40,941.35
$20.71
$1,656.75
$43,075.59
$20.77
$1,661.82
$43,207.27
$21.86
$1,749.06
$45,475.52
$31.19
$2,495.50
$64,883.00
$35.29
$1,411.74
$36,705.24

%
INCREASE
0.03
09-10
$15.45
$1,236.39
$32,146.02
$17.32
$1,385.60
$36,025.60
$18.39
$1,470.93
$38,244.31
$20.27
$1,621.91
$42,169.59
$21.33
$1,706.46
$44,367.86
$21.40
$1,711.67
$44,503.49
$22.52
$1,801.53
$46,839.79
$32.13
$2,570.37
$66,829.49
$35.29
$1,411.74
$36,705.24

%
INCREASE
0.00
10-11
$15.45
$1,236.39
$32,146.02
$17.32
$1,385.60
$36,025.60
$18.39
$1,470.93
$38,244.31
$20.27
$1,621.91
$42,169.59
$21.33
$1,706.46
$44,367.86
$21.40
$1,711.67
$44,503.49
$22.52
$1,801.53
$46,839.79
$32.13
$2,570.37
$66,829.49
$35.29
$1,411.74
$36,705.24

Page 60 of 63
Comment [HD79]: Requires deletion or

%
%
%
%
%
update
INCREASE INCREASE INCREASE INCREASE INCREASE

PART-TIME HOURLY RATE
BCA/BOA Elected and Appointed
Solid Waste Attendant
Finance Clerk
Listers (Elected)
Planning Clerk
Asst. Town Clerk
Solid Waste Lead Attendant
Lister Clerk
Crossing Guard
Part-time Police Officers
Firefighter
EMT
Summer Staff *

0.037

0.023

0.04

0.03

0.00

05-06
$5.00
$11.58
$12.94
$12.94
$12.94
$13.61
$13.63
$13.89
$15.95
$17.20
$17.34
$17.34
8.06-15.00

06-07
$5.00
$12.01
$13.42
$17.50
$13.42
$14.11
$14.13
$14.40
$16.54
$17.84
$17.98
$17.98

07-08
$5.00
$12.28
$14.00
$17.90
$13.73
$14.44
$14.46
$14.74
$16.92
$18.25
$18.40
$18.40

08-09
$5.00
$12.78
$14.56
$18.62
$14.28
$15.02
$15.04
$15.32
$17.60
$18.25
$19.13
$19.13

09-10
$5.00
$13.16
$15.00
$18.62
$14.74
$15.47
$15.49
$15.32
$18.13
$18.25
$19.70
$19.70

10-11
$5.00
$13.16
$15.00
$18.62
$14.74
$12.05
$15.49
$15.32
$18.13
$18.25
$19.70
$19.70

$500.00
$1,500.00

$500.00
$1,600.00

$500.00
$1,636.00

$500.00
$1,636.00

$500.00
$1,636.00

$500.00
$1,636.00

$1,927.00

$2,000.00

$2,500.00

$2,500.00

$2,500.00

$2,500.00

STIPENDS
Selectboard (Elected)
Town Treasurer (Elected)
Fire Dept.-Assistant Chief
Fire Dept.-Deputy Chief
Fire Officer Incentive Pay

CONTRACT SALARY

Police Chief

Town Manager

Fire Chief

July 05
July 06
July 07
July 08
July 09
July 10
$26.25
$27.56
$28.94
$30.39
$31.91
$33.50
$2,100.00 $2,205.00 $2,315.27 $2,431.15
$2,552.73
$2,680.35
$54,600.00 $57,330.00 $60,197.00 $63,210.00 $66,371.00 $69,689.00
Nov.08
Nov.09
Nov.10
$36.06
$37.14
$37.14
$2,971.15
$2,971.15
$2,884.62
$75,000.00 $77,250.00 $77,250.00
Aug 08
July 09
July 10
$32.69
$24.52
$24.52
$2,615.38
$1,961.54
$1,961.54
$68,000.00 $51,000.00 $51,000.00

Notes:
Minimum Wage VT January 1, 2010/2011 $8.06/hour
Full Time Wages listed as hourly, biweekly, and 26 pay periods
Contract Salary according to annual contract figure.
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APPENDIX X
Deleted: ¶

TOWN OF NORWICH
SAFETY POLICY MISSION STATEMENT

The Town of Norwich recognizes its employees as one of its most important assets. As such,
management set a goal of providing a safe and healthful workplace for all employees. The
Town's safety program recognizes that the safe work behavior of each employee is a key to
meeting this goal. Our ultimate goal is to achieve an accident-free work environment for our
employees.
To help meet these goals, the Town will provide safety training to all employees based on the
particular potential hazards of their job duties and compliance with, at a minimum, VOSHA
standards. We will also provide the necessary personal protective equipment to help reduce
exposure to potential hazards and will allocate resources as needed to correct hazardous
conditions that are brought to our attention.

Deleted: has

Deleted: as

It is the responsibility of each employee to follow all safe work rules and procedures. If an
employee is unsure of how to do a particular task safely, they should not proceed until they have
received instruction from their supervisor. Each employee is also obligated to report all unsafe
working conditions to their supervisor or the Department Head. It is the responsibility of each
supervisor to monitor and assist employees in the safe performance of their duties. Safe work
behaviors and attitudes are an expected part of each employee's job performance.
This mission statement will be reviewed and revised on an annual basis to allow the Town of
Norwich to meet the mutually beneficial goal of zero workplace injuries and illnesses.
Signed: (See Original Document)

Matt Herbert (Fire), Chair

Tim Cronin (Fire District)

Date Adopted: 6/28/2006
Readopted: 5/28/2008
8/26/2009
9/7/2010
1/11/2012
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Judy Powell (Police)
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Vacant/Andy Hodgdon (?) (DPW)

Deleted: Uwe Bagnato

Miranda Bergmeier (Tracy Hall)

Deleted: Sharon Racusin
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APPENDIX XI

FLSA: EXEMPT EMPLOYEES

Executive Exemption:
 Compensated not less than $455 per week
 Primary duty consists of management of the enterprise, or of a department
 Must customarily and regularly direct the work of two or more other employees
 Must have the authority to hire or fire other employees, or his suggestions and
recommendations as to hiring, advancement or promotion must be given particular
weight
Possible municipal examples: Town Manager, Police Chief, Road
Commissioners/Foremen, Fire Chief.
Administrative Exemption:
 Employee must be paid more than $455 per week
 Primary duty must consist of performance of office or nonmanual work directly
related to management policies or general business operations of employer
 Includes work requiring the exercise of discretion and independent judgment with
respect to matters of significance
Possible municipal examples: Town Managers, Police Chiefs, perhaps others.
Professional Exemption:
 Salary test
 Primary duty consists of work requiring knowledge of an advanced type in a field of
science or learning, customarily acquired by a prolonged course of specialized
intellectual instruction
 Requires the consistent exercise of discretion and judgment
Most common municipal examples: Town Engineer, In-house Accountant, Town Planner,
In-house Town Attorney.

Comment [jm80]: suggest removing this
appendix
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APPENDIX XII

Comment [jm81]: see vlct model
acknowledgement form

EMPLOYEE ACKNOWLEDGEMENT OF RECEIPT OF THESE PERSONNEL
POLICIES

These Personnel Policies provide employees with general information about some of the
benefits and policies adopted by the Town.

Deleted: have been compiled to

These policies are subject to change at any time at the discretion of the Selectboard.

Deleted: The provisions of these

Deleted: established

Deleted: sole

I understand that these Personnel Policies are not a contract of employment.

Deleted: of the Town

I acknowledge receipt of these Personnel Policies and I recognize my responsibility to
read and to abide by the provisions set forth herein.
Following review of the policies, I understand I may discuss any questions I have with my
supervisor, with the Finance Office, or with the Town Manager.

Deleted: do not hesitate to
Deleted: you might
Deleted: your

_____________________________________
Employee Signature

_____________________________________
Date Received

TOWN OF NORWICH

PERSONNEL POLICIES

Originally Adopted: July 1, 2006
Updated:
August 16,2006
August 7,2007
May 28, 2008
September 10, 2008
May 27,2009
August 26,2009
September 7,2010
r[Month Dayl, 2017i

Comment

[HDll:

Add date

Comment [HD2]: Requires general update

STATEMENT OF EMPLOYMENT CONDITIONS

The Norwich Selectboard has adopted the following statement of policy concerning
employees of the Town of Norwich.
Except for Section 5., “no employee, officer, agent or other representative of the Town of
Norwich subject to these policies has any authority to enter into any agreement for
employment for any specified period of time or to make any agreement or representation,
verbally or in writing, which alters, amends, or contradicts the foregoing provisions. Any
exceptions to this policy of “at-will” employment must be expressly authorized in writing
by the Selectboard of the Town of Norwich.”
No statement in these Town of Norwich Personnel Policies should be construed to grant
any employee an employment contract of fixed duration nor should this or any other
personnel manual be interpreted as making an implied or express contract of
employment. This will serve notice to all employees that the employment relationship is
at-will, and may be terminated by either the Town of Norwich or the employee at any time
for any reason. All sections contained in these Town of Norwich Personnel Policies are
intended as a general policy statement containing broad internal policy guidelines and not
as a contract or any other commitment. The policies/guidelines set forth herein do not
represent all terms and conditions of employment applicable to Town of Norwich
employees.
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Town of Norwich, Vermont
Personnel Policies
** ORIGINALLY ADOPTED BY THE NORWICH SELECTBOARD ON JULY 12, 2006. **
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2.

DEFINITIONS
A.

"The Policy" - refers to the Town of Norwich Personnel Policies as adopted
and amended.

B.

“The Town” – refers to the Town of Norwich.

C.

“Town Buildings” – refers to Tracy Hall, Highway Garage and buildings,
Transfer Station facilities, Police/Fire Stations and all other Town-owned
buildings and structures.

D.

"Benefits" - life, health, dental, vision, flexible benefit plan, accidental death
and dismemberment insurances, retirement benefits, and disability plans as
approved by the Selectboard.

E.

"Privileges" - sick leave, vacation leave, bereavement leave, medical
appointment leave, holiday leave and other such privileges as described
within the Policy.

F.

"Full-time Employee" - as described in Section 8, paragraph B, of the Policy.

G.

"Part-time Employee" - as described in Section 8, paragraph C, of the
Policy.

H.

"Temporary Employee" - as described in Section 8, paragraph D, of the
Policy.

I.

“Salaried and Contract Employees” – as described in Section 8, paragraphs
E and F, of the Policy.

J.

“Fire Department Employee” – a member of the Fire Department.

K.

"Town of Norwich Selectboard" - shall be the Town’s legislative body.

L.

“Spouse” –shall be construed to mean the legally married or civil union
partner of an employee.

M.

“Department Head” - for the purposes of these Personnel Policies
Department Heads are:
Finance Officer
Director of Public Works
Recreation Director
Director Planning/Zoning

N.

Fire Chief
Police Chief
Town Clerk

“Town Departments” are:
Town Finance

Town Clerk (Elected)
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Town Public Works
Town Zoning/Planning
Town Police

Town Recreation
Town Fire
Town Administration

O.

“Personnel File” refers to the permanent record maintained by the Town for
each employee, and containing, at a minimum, a history of the dates of
employment of the employee, the positions the employee filled, the rates of
pay for the employee, the annual evaluations completed by the Employee’s
Supervisor, and the records of any disciplinary action as noted in Section 14
of these policies. The file may also contain records such as application
forms, professional certifications and licenses, and employee authorizations
for payroll deductions, and any other documents which are deemed by the
Town Manager to be relevant to the individual’s employment.

P.

“Compensatory time”. Pursuant to Section 7(o) of the Federal Fair Labor
Standards Act (FLSA), the Town of Norwich offers its non-exempt
employees compensatory time off in lieu of overtime compensation.
Compensatory time is provided at the rate of one and one-half hours of
compensatory time for each hour of overtime worked.
An employee may accumulate not more than 100 hours of compensatory
time. Any employee who has accrued 100 hours of compensatory time off
shall, for additional overtime worked, be paid overtime compensation at the
rate of one and one-half times the employee’s regular rate of pay.
At the time of hiring, a non-exempt employee must elect to receive either
compensatory time or payment of overtime compensation. This election
may be changed in writing by an employee, but only once each fiscal year,
by informing the Department Head and the Finance Office.
An employee who has accrued compensatory time and requested use of
this time shall be permitted to use such time off within a reasonable period
after making the request, if such use does not unduly interrupt the
operations of the employee’s department. A request to use compensatory
time may be turned down when the Department Head reasonably and in
good faith anticipates that the employee’s use of the time will impose an
unreasonable burden on the department’s ability to provide services of an
acceptable quality and quantity for the public during the time requested
without the use of the employee’s services.
An employee who has accrued compensatory time off shall, upon
termination of employment, be paid for the unused compensatory time at a
rate of compensation not less than the average regular rate received by
such employee during the last three years of employment or the final
regular rate received by such employee, whichever is higher.

Q.

“Non-Exempt Employees”. Are those employees who are covered by the
Fair Labor Standards Act (FLSA).

Comment [C3]: Reduce to 40 and/or put a
cap in place that requires comp time to be used
in year accrued. How frequently do employees
use this option?
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R.

“Exempt Employees”. There are three primary exempt categories for
municipalities under FLSA rules:
 Executive
 Administrative
 Professional
All have a salary threshold and all have separate duties/tasks. Elected
officials are also classified as exempt.

S.

“Timesheets”. For the purposes of filling out timesheets, the workweek
starts on a Sunday and finishes on the following Saturday. Employees are
paid every two weeks. NOTE: Fire Department submits timesheets
quarterly or biannually.
Each employee is responsible for assuring the timely submission of their
respective timesheet once every two weeks. The number of regular,
overtime, call back hours, compensatory hours accumulated, compensatory
hours used, holiday, vacation and sick hours and hours of unpaid leave,
shall be entered. The timesheet shall be approved and signed by the
employee’s supervisor and submitted to the Finance Office. Timesheets are
filed in each department and the Finance Office. Each employee has the
responsibility to check his/her timesheet and report any errors.

T.

3.

“Town Manager” The chief administrative officer for the Town, appointed by
the Selectboard.

PURPOSE
These policies establish procedures that serve as a guide to administrative action
concerning the personnel activities and transactions of the Town. The policies
intend to set forward the customary and most reasonable method of fulfilling the
objectives of personnel administration. The policies are also a mechanism by
which to inform the employees of the Town’s employment conditions.
This policy and the provisions contained herein do not constitute a contract to
employment in whole or in part. The Town reserves the right to add, amend or
delete any benefit or policy stated herein at any time, except as otherwise
committed to by formal contract agreements.

4.

ADOPTION AND AUTHORITY
These Personnel Policies of the Town of Norwich dated July 1, 2006 (Updated:
August 16, 2006, August 7, 2007, May 28, 2008, September 10, 2008, August 26,
2009, September 7, 2010, and [Month Day], 2017), are adopted –pursuant to 24
VSA §1121, et seq., and, by their adoption, supersede any policies previously in
force.
These policies remain in effect until superseded, but should be reviewed on a

Comment [HD4]: Add date
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regular basis by the Town Manager and the Selectboard, with a formal review
being completed no later than once every three years. However, these Personnel
Policies will not be negated for lack of review within the specified schedule.
5.

APPLICABILITY
A.

6.

These policies shall be applicable to all persons employed by the Town
except where specifically superseded by a collective bargaining agreement
for employees who are members of the collective bargaining unit (New
England Police Benevolent Association) and other employees excluded by
this section.

B.

These policies shall be applicable to the Town Manager except as they may
be covered specifically by any employment contract between the Town
Manager and the Selectboard, in which case the employment contract will
take precedence.

C.

Sections 7, 8, 12, 14, 15, 16, 17, 18, 19, 20 and 21 do not apply to
employees of the Fire Department.

D.

Severability Clause. Should any provision of these policies be held to
violate a Federal or State law, only those specific provisions shall be invalid,
and all other provisions shall remain in full force.

EQUAL EMPLOYMENT OPPORTUNITY
The policy of the Town is to maintain and promote equal employment opportunity.
The Town will select candidates for employment on the basis of the candidates'
qualifications and suitability for the position and will consider them with respect to
compensation and opportunity for training and advancement including up-grading
and promotion, without regard to age, sex, race, color, ancestry, sexual orientation,
place of birth, physical or mental condition, religion, national origin, marital status,
any other categories protected by state or federal law, or political affiliation.
Equality in such opportunities continues to be the basic policy of the Town.

7.

RECRUITMENT
A.

The Town Manager shall post notice of every Town vacancy in all Town
buildings for a period of at least five business days. The Town Manager may
also post notice of vacancies in newspapers, on the Town website, and in such
other appropriate media as to attempt to obtain the best qualified applicant
response. Note as exception hereto: The Fire Department, as a volunteer/call
department, recruits on a continuous basis.

B.

Notice shall specify the vacant position, salary range, nature of the work
and full job description when available, major qualifications of the
applicants, closing date for receiving applications and other such
information as required. Notice shall include verification that the Town does
promote Equal Employment Opportunity.

Comment [jm5]: Note: VLCT suggests that
elected officials such as the Town Clerk sign an
agreement to be covered by the personnel
policy in exchange for receiving benefits. See
VLCT model. (There are certain sections, such
as discipline, exempted from the agreement
since elected officials answer to the voters and
not the Selectboard or Town Manager.
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C.

It is the policy of the Town that immediate relatives shall not directly
supervise immediate relatives. Temporary employees may be exempted
from this provision where the possibility of any conflict of interest is deemed
to be minimal and with prior approval of the Town Manager. For the
purpose of this subsection, immediate relative shall include (step) mother,
(step) father, parents-in-law, sister (in-law), brother (in-law), spouse,
domestic partner, (step) children. Members of the Fire Department are
exempt from this provision, except the Fire Chief, as long as the Fire
Department continues to operate as a Call Department.

D.

Policies stated in this section are not to be construed as to conflict with any
law or regulations mandated by state statutes required for police hiring
practices or any other department that may also be affected by laws or
statutes.

E.

As part of the pre-employment procedure, former supervisors, employers,
and references provided by applicants shall be contacted to confirm
application information. Motor vehicle, criminal background and/or credit
checks may be conducted with written authorization from the applicant.
Reference checks may be conducted personally, by telephone,
electronically, or by other methods and shall be documented. These
reference checks shall be completed prior to an offer of employment and
the information shall be made part of the application file. For Town
positions requiring a commercial driver’s license (CDL), a pre-employment
drug test may be required (in addition to the random drug testing required
during any employment). All such information is to be handled as privileged
and confidential.

F.

Steps Before Starting to Hire. Before starting to fill a new or existing
position, the following items must be determined:
(1)

The position title, the nature of work to be performed and a job
description, when available, listing essential tasks of the position.
Existing job descriptions will be updated, as applicable. New or
changed job descriptions must be approved by the Town Manager
before advertising the position.

(2)

The job classification, exempt or non-exempt status under FLSA and
the range of hourly pay, depending on qualifications, must be
determined.
The position may be full-time or part-time, permanent or temporary
(seasonal). Both must be determined before hiring, including the
number of hours per week for a part-time position.

(3)

(4)

An estimated starting date must be agreed upon.

(5)

No position may be advertised unless the necessary funds are
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included in the current budget for the position.

8.

(6)

The position must be advertised. The final date for receiving
applications must be stated. It is not necessary to advertise the pay
rate/hiring range. Job descriptions should be available for applicants
if they want them. Advertisements will be posted in at least three
public places in Town (including the town website) and in the
Selectboard’s designated newspaper (currently, Valley News) or
other appropriate form of online or print media (e.g., the Norwich
Listserve). Advertising costs will be charged to the department hiring
the employee.

(7)

Normally the Department Head will be responsible for screening the
applications, conducting interviews and making hiring
recommendations to the Town Manager. However, the Town
Manager may decide to participate in the screening and interviewing
if s/he wishes.

(8)

The Town Manager will approve all hiring decisions on an individual
basis, before a job offer is made, unless s/he specifically delegates
this authority to the Department Head.

EMPLOYEE CLASSIFICATION
A.

Probationary Employee. A probationary employee is any new employee or
any employee returning from a break in service of one year or more (except
for an employee returning from active military service). The probationary
status of an employee shall be completed when the employee has worked
at least one year and has received favorable reviews at 90 days and 180
days from the Department Head which have been accepted by the Town
Manager. The probationary period may be extended at the discretion of the
Town Manager, but shall not exceed eighteen months. Probationary
employees receive all the benefits and privileges provided by these
Personnel Policies. Probationary employees are not subject to the
disciplinary and discharge procedures set out in Section 14.

B.

Full-Time Employee. A full-time employee is an employee who has
completed the probationary period and works a regularly scheduled forty
(40) hour work week. The employee is subject to all policies and
regulations and is eligible to receive all benefits and privileges as provided
by the Personnel Policies.

C.

Part-Time Employees. All those working fewer than 40 hours per week up
to and including 39 hours per week.

D.

Temporary Employee. A temporary employee is one who is hired with an
expected employment duration of less than one (1) year. A temporary
employee shall not enjoy nor be entitled to the privileges and benefits

Comment [C6]: Wondering if fed or state law
has changed the definition of full time and part
time employee?
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provided by these policies, except as provided by state or federal law, but
may be paid a 15% differential above the hourly rate for the position held.
E.

9.

Salaried and Contract Employees. Salaried and contract employees are not
considered hourly employees.

FIRE DEPARTMENT
With the exception of the Fire Chief, members of the Fire Department are
employed on an on-call basis and shall be excluded from coverage of the
Personnel Policies and shall not be entitled to any rights or benefits contained in
these Personnel Policies except as specifically provided in these policies.
Members of the Fire Department shall have the right to present grievances, except
grievances relating to promotion, demotion, discipline or discharge and shall have
the right to report instances of sexual harassment to the Fire Chief or the Town
Manager in accordance with Appendix I. In the case of a conflict between this
section and any other portions of these policies, this section will govern.
Members of the Fire Department serve as “at will” employees and may be
demoted or terminated by the Fire Chief with the approval of the Town Manager at
any time without cause. These Personnel Policies do not constitute an
employment agreement between the employer and the employee and are subject
to change at the sole discretion of the employer as the needs of the employer and
requirements of the department change.
A.

Recruitment
Since the Fire Department has vacancies on a fairly regular basis, the Town
accepts applications on a continual basis and reviews them, as needed,
when openings arise.
The following are the minimum requirements for becoming a member of the
Fire Department:











Minimum of 18 years old
High School graduate
Physically fit and able to perform duties associated with EMS services
and Fire/Rescue services as appropriate.
No felony conviction.
No misdemeanor conviction involving moral turpitude or pattern of
misdemeanor convictions.
Holder of a valid driver’s license with no suspensions in last three years
and no habitual or serious traffic offenses.
No use of illegal drugs in the past three years.
Never sold illegal drugs.
Able to attend regular training and drills.
Able to respond to calls on a regular basis.

Comment [C7]: Or GED? Can this we waived
if applicant is otherwise literate and qualified?
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The applicant will fill out an application on a form provided by the Fire Chief
with the necessary releases to allow a background investigation.
The Fire Chief is responsible for screening the applications, conducting
interviews and making hiring recommendations to the Town Manager. The
Town Manager may participate in the screening and interviewing process.
The Police Department will perform a background investigation of all
applicants.
Applicants for membership in EMS division shall pass a medical evaluation
in accordance with 29 CFR 1910.134 before being appointed.
Members of the fire/rescue division shall pass a medical evaluation in
accordance with 29 CFR 1910.134 before being qualified for interior
firefighting or other tasks requiring the use of SCBA.
Appointments to the Fire Department are made by the Town Manager
based on a recommendation of the Fire Chief.
B.

Promotions
To the extent feasible appointment as a Fire Department officer, with the
exception of the chief, should be made from within the department.
Application for a promotion shall be made on a form provided by the Fire
Chief with the necessary releases to allow a background investigation. The
selection process will be based on the requirements of the job description
and may include review of education, training and experience; appropriate
testing and interviews; background check; physical agility; and, where
appropriate, pre-appointment medical examination. The Town Manager may
participate in the screening and interviewing process.
Appointments as a Fire Department officer in the fire/rescue division are
made by the Town Manager based on a recommendation from the Fire
Chief. The Fire Chief makes appointments to staff positions and assigns
other duties as required.

C.

Performance Evaluation
Written performance evaluations shall be conducted at least once annually
for all Fire Department officers using a form prepared by the Fire Chief and
approved by the Town Manager.

10.

PHYSICAL EXAMINATION
All prospective employees, including current employees being promoted or
transferred or transitioned from temporary employment to a new position, may be
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required to undergo a physical examination at the expense of the Town after an
offer of employment has been made. Appointment to a position may be
conditioned upon satisfactory results of the examination demonstrating that the
prospective employee has the physical and mental capacity to perform the job’s
essential functions with reasonable accommodations, if necessary. Preemployment medical examinations for applicants shall be conducted only under
circumstances allowed by the Americans with Disabilities Act and Vermont law.
11.

PROOF OF WORK AUTHORIZATION STATUS
All new Town employees must provide the Town with proof of identity and work
authorization status in conformance with federal law. Failure to provide such proof
shall result in non-hiring or immediate dismissal.

12.

13.

PROMOTIONS AND TRANSFERS
A.

Vacancies in positions in any department in the Town should be filled as far
as practicable by the promotion or transfer of well-qualified employees
(based on past performance reviews) and recommendation of Department
Heads. Promotion in every case must involve a definite increase in duties
and responsibilities and shall not be made merely for the purpose of
effecting an increase in compensation. In no case shall a promotion be
effected without just compensation.

B.

All promotions and transfers shall be subject to a one year evaluation
period. If, during this evaluation period the Town Manager in consultation
with the Department Head determines that the employee cannot
satisfactorily perform the duties of the position, the employee shall be
notified in writing as to the reasons for the decision and, subject to a predemotion hearing, may be removed from the position. If the employee’s old
position, or some other position for which the employee is qualified, is
vacant, the employee will be returned to his former or other equivalent job.
Otherwise, the employee will be subject to the Layoff Provisions under
these policies. A decision by the Town Manager, after consultation with the
Department Head, during the evaluation period to remove a promoted or
transferred employee from the new position shall be final and not subject to
appeal.

RIGHTS AND RESPONSIBILITIES OF EMPLOYEES
A.

Every employee shall fulfill to the best of their ability the duties and
responsibilities of his position. Each employee shall, during his/her hours of
duty, devote full time attention and efforts to their position and employment.
An employee shall not use their position to secure special privileges or
exemptions for him/herself or others. An employee shall not use Town
property or equipment for private use or for any use other than that which
serves the public interest. Fraternization, in the form of dating, romantic
involvement, or sexual relations, is a relationship that goes beyond the
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normal scope of an employee’s interactions with other employees. Such
fraternization between an employee with supervisory duties and a
subordinate is prohibited. Any such activity is cause for disciplinary action,
including termination.
B.

An employee shall not disclose confidential information gained by reason of
their position except as authorized or required by law, nor shall the
employee otherwise use such information for personal gain or benefit.

C.

The obvious responsibility of an employee is to the Town. No conduct or
action contrary to the best interests of the Town will be permitted.

D.

If, in the opinion of the Town Manager, secondary employment interferes
with an employee's performance of duties, the Town Manager shall provide
written notice to the employee of such observations and of the possibility of
imposition of disciplinary action including, but not limited to, termination.

E.

An employee may not be absent from duty without the permission of his
Department Head. Any absence of an employee from duty not authorized
under provisions of these policies shall be investigated by the Department
Head and reported to the Town Manager. Any employee absent from work
without authorization may be subject to forfeiture of compensation for the
period of absence and other forms of discipline including termination.

F.

Exempt personnel shall be entitled to reasonable time off as compensation
for hours worked in excess of forty hours per week, providing prior notice
and approval is secured by the Town Manager. This time off shall
constitute the only compensation for said additional work hours.

G.

Political Activity: An employee shall not use his or her official authority for
the purpose of interfering with or affecting the nominations or election of any
candidate for public office in the Town of Norwich. This rule is not to be
construed to prevent an employee from becoming or continuing to be a
member of any political party or from attending political meetings or signing
petitions for a candidate for public office.

I.

Town Policies Affecting Employees: In accordance with state statute, the
Town maintains several policies employees shall adhere to. Some key
policies are included in the appendices, addressing sexual harassment,
smoking, drug free workplace, and workplace violence. This list may not
encompass all Town adopted policies applicable to employees. Employees
are encouraged to speak with their supervisor or the Town Manager for any
such policy(ies).

M.

Personnel Files: An employee, upon request to the Town Manager, may
make an appointment to review his/her Personnel File. Such review shall
occur at the Town offices and shall be supervised. Employees may receive

Comment [HD8]: New suggestion

Page 12 of 63

copies of any documents contained in their file, but may not remove or
destroy any such documents.
N. Social Media –Add something here limiting the use of personal cell phones
during work hours and other social media postings that might negatively
impact the town or a Town Employee/elected official.
14.

DISCIPLINARY ACTION
A.

The Town exists to provide services to its citizens and, therefore, has a
responsibility to perform these services in the most effective and efficient
manner possible. The same is required of its Town employees. Discipline
and/or performance improvement coaching will result from any action or
inaction resulting in anything less than satisfactory performance. All fulltime and part-time employees will be fairly and consistently subject to the
disciplinary and discharge procedures, given the facts of the individual case.
The termination and disciplinary procedures outlined in these Policies do
not apply to probationary or temporary employees.

B.

Disciplinary action may be initiated by the Department Head and/or Town
Manager. Discipline will be administered for reasons which include but are
not limited to:
 No employee shall, directly or indirectly, ask, demand, exact, solicit,
accept, receive a gift or gratuity, or a promise to make a gift or to do any
act beneficial to the employee or another with the understanding that the
employee will be influenced thereby in any action within the employee’s
official capacity or employment. Nor shall any employee authorized to
procure or to recommend procurement of materials, supplies or services,
directly or indirectly, ask, demand, exact, solicit, seek, accept, receive or
agree to receive for the employee or another person, any benefit or
benefits from the person providing or soliciting the provision of such
materials, supplies or services.
 absenteeism including tardiness;
 any violation of any employee duties as set forth in these policies, or a
violation of any other duties or work rules, whether or not specified
herein;
 any action or inaction resulting in anything less than satisfactory
performance;
 insubordination;
 unacceptable job performance;
 possession or use of alcohol on the job;
 possession or use of illegal drugs on the job;
 misuse of prescription or non-prescription drugs which impairs the
performance of the employee;
 unauthorized use of Town equipment or property;
 destruction of public and/or private property;
 falsification of documents concerning payroll or any other departmental
operations;
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 abusive and/or obscene language directed at supervisors, other
employees or the public;
 failure to comply with safety regulations;
 sexual harassment;
 dishonesty of any kind, including theft of public or private property;
 violation of confidentiality;
 other actions or conduct adversely affecting or impairing the efficiency or
effectiveness of Town service.
C.

All disciplinary actions shall be communicated to the employee in writing.
The discipline documentation shall provide a space for comments from the
employee and space for the employee to sign with language indicating that
the employee’s signature denotes the receipt of a copy of the document, but
does not necessarily indicate the employee’s agreement with its content.
Refusal to sign the document may be considered insubordination on the
part of the employee, and could be cause for additional disciplinary action.

D.

Employees shall be notified in writing at the time of any disciplinary action
as to their rights of appeal. Comments written by the employee on the
documents referenced in Section C above do not constitute the basis for an
appeal.

E.

Any and all documents related to disciplinary actions shall become a
permanent part of the employee’s personnel file.

F.

Disciplinary action need not follow a sequential order and is not necessarily
limited to the following procedures:
(1)

Verbal Reprimand. The Department Head may verbally warn
employees of areas which need improvement or of a specific
incident. The warning should be informal in nature and include
specific steps for performance improvement or corrective action. A
record of such reprimand will be placed in the employee’s personnel
file and retained for a period of up to one year.

(2)

Written Reprimand. The Department Head may issue a written
reprimand to an employee for a repeat offense, continual lack of
performance or a more serious offense than warrants a verbal
warning. The reprimand will include the nature of the offense and
possibility of future disciplinary action. Remedial suggestions will be
included in the reprimand. A written reprimand will remain in the
employee’s personnel file for three years, unless removed by request
of the Department Head and approved by the Town Manager.

(3)

Suspension (with or without pay). The Department Head, with the
approval of the Town Manager, may suspend an employee with or
without pay for up to thirty (30) days for recurring offenses or a more
serious offense than that which warrants a written reprimand. If the
suspension is without pay, it is subject to written notice and a pre-

Comment [C9]: Do we, if we include
fraternization in earlier doc, need to include frat
here?
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suspension hearing where circumstances allow. In those instances
where a pre-suspension hearing cannot be afforded, an immediate
post-suspension hearing will be provided. The length of the
suspension shall be based on the seriousness of the offense. In
situations where the employee may endanger himself/herself, the
public or other employees, the Department Head may take
immediate action to suspend, and review the matter with the Town
Manager subsequent to the action. Employees will receive
confirmation of the suspension in writing with the date, time and
nature of the offense, the length of the suspension, remedial
suggestions and methods to appeal.
Employees are not to be present at their workplace for any reason
during any suspension without the prior approval of the Town
Manager.
(4)

Suspension (with pay). The Town Manager may elect to suspend an
employee with pay for an indefinite period of time pending an
investigation of an alleged incident or offense when the employee's
continued performance of his duties would erode public confidence in
the department or the Town organization. The employee should
receive written notice and a pre-suspension hearing. Employees are
not to be present at their workplace for any reason during any
suspension without the prior approval of the Town Manager.

(5) Dismissal. The Town Manager may dismiss an employee whose
performance or actions over time have been such that the employee has
an established negative pattern of actions or performance. In addition,
the Town Manager may immediately dismiss an employee when the
nature of the act, offense, or misconduct triggering discipline so
warrants. There are certain types of conduct which are expressly
forbidden and which may result in immediate termination from the Town.
Conduct constituting just cause for immediate termination includes, but
is not limited to:













Theft;
Unauthorized possession of weapons;
Falsification of records or documentation;
Possession or use of alcohol on the job;
Possession or use of illegal drugs on the job;
Fighting or threatening other employees or supervisors;
Willful destruction or abuse of property;
Sexual harassment;
Reporting to work under the influence of drugs or alcohol;
Disregard of safety rule;
Misuse or unauthorized use of Town property;
Conviction of a crime, which adversely affects or impairs the
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others in which case, send him or her home
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ability of the employee to perform Town services;
 Refusal to obey a directive(s) of the individual’s Supervisors or
the Town Manager;
 Unauthorized operation of machines, tools or equipment;
 Absence without reasonable cause;
 Leaving work during business hours without permission;
 Coercing or intimidating other employees or Supervisors
 Misuse or removal from work, without proper authorization, of
employee lists, blueprints, records of confidential information of
any nature;
 Gambling during working hours.
The foregoing list of conduct which may trigger immediate
termination is not intended to be exclusive and in no way modifies
the right of the Town to immediately terminate an employee for other
conduct not listed.
Prior to dismissal:
(a) The employee will be provided with written notice of the basis for
termination and an opportunity to present his/ her side of the story to
the individual with supervisory authority over the employee. During
this initial pre-termination hearing, the employee is entitled to be
represented by counsel and may have an opportunity to present
witnesses if he/ she so chooses. The hearing will be recorded.
(b) If the supervisor makes an initial finding that there are grounds for
termination, then a hearing date should be set before the Town
Manager.
(c) The employee will be provided with at least seven (7) but no more
than fifteen (15) days written notice of the hearing date, together with
the specific grounds for discharge. The notice will also provide: the
employee’s right to be represented by counsel and to present
witnesses and supporting documents, the right to have the matter
heard in executive session as opposed to a public hearing.
(d) The Town Manager will make arrangements in advance of the
hearing for a recording of the proceedings.
Deleted: his attorney

(e) After the supervisor presents each of his/her witnesses, if any, before
the Town Manager, the employee or counsel will have the right to
cross-examine the witnesses. Both parties have a right to lodge
objections to witness testimony and documents and the Town
Manager must rule on those objections. Once the supervisor
completes his/her case, the employee then has the right to present
his/her own witnesses and documents and the supervisor, or Town
Attorney, has a right to cross-examination. The Town Manager has a

Comment [HD13]: An issue I see here is that
the supervisor represents the town, but the
Town Manager is going to make a decision on
behalf of the town when the Town Attorney may
aid the supervisor. Also, this gets further
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appeals the Town Manager’s decision.
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case representing the Town. MAYBE get rid of
the “hearing” aspect at the Town Manager level,
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applicable.
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right to ask questions of the witnesses at any time during their
testimony.
(f) After the hearing closes, the Town Manager issues a written decision
and forwards it to the parties or their counsel.
(6)

15.

16.

Demotion. An employee holding a position of rank or supervisory
capacity or a capacity of increased responsibility with a
corresponding increase in pay may be demoted when his/her
performance deteriorates to a level where the employee is no longer
fulfilling the duties of the position. In every case where appropriate,
the demotion will be made by the Department Head only after
consultation with, and approval by, the Town Manager. In instances
where there is no Department Head, the Town Manager shall have
sole authority to make such demotions. Any demotion will be
accompanied by a corresponding decrease in salary. Demotion shall
also require a written notice of the intention to demote and the
opportunity for a pre-demotion hearing.

APPEALS TO DISCIPLINARY ACTION
A.

There is no appeal to verbal reprimand.

B.

Appeals to disciplinary action beyond verbal reprimand shall be subject to
the grievance procedure as described in Section 16.

GRIEVANCE PROCEDURE
Definition - A “grievance” is a claim by an employee(s) stating the employee(s)
received inequitable treatment through a misapplication or misinterpretation of
these Personnel Policies.
Procedure
A.

The employee(s) originating the grievance shall present the matter to his
immediate supervisor and attempt to resolve the matter at that level. The
grievance shall be brought to the attention of the supervisor in writing within
ten (10) working days of the date the grievance came to the attention of the
employee.

B.

The supervisor shall provide a written response to the grievant within ten
(10) working days.

C.

If the matter is not resolved to the employee’s satisfaction at the
supervisor’s level, the grievance shall be brought in writing (including copies
of the original grievance and the supervisor’s response) by the employee to
the next supervisory level within ten (10) working days. The supervisor shall
provide a written decision within ten (10) working days of receipt of the
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grievance.
D.

Step C is continued until such time as the grievance is settled to the
employee’s satisfaction or until the process is completed through the level
of the Town Manager.
(1)
(2)

E.
17.

All time limits contained in the appeal procedure shall consist of
"regular" work days (Monday through Friday, excluding holidays).
Time limits for any step of the grievance process may be extended
by the Town Manager or by previously scheduled absences.

The Town Manager’s decision is final.

REDUCTION IN FORCE
A reduction in force will be undertaken only when in the best interest of the
Town. Any reduction in force (layoff) will be undertaken in a manner that
minimizes adverse effects on the Town. In the event that a reduction in force is
necessary, lay-off within the affected department or classification shall be at
the sole discretion of the Town Manager after consultation with the appropriate
Department Head(s).

18.

RECALL
A.

It is the Town’s policy to recall employees who have been laid off as
vacancies occur for which the employees are qualified. Such recall shall
be used to fill vacancies before new employees are recruited or hired.

B.

The Town Manager will determine whether an employee has the skills
or qualifications to perform available work. The Town Manager will use
an evaluation process that fairly measures an employee's past work,
present job abilities, and the employee's potential for improvement.
An employee who is on lay-off and is recalled must notify the Town
Manager in writing of their intent to return to work on a certain date
within five (5) work days of their recall notice. The employee must
report to work no later than twenty-one (21) days after notice of recall.
Failure to notify the Town or report to work within these periods shall
result in a loss of further recall consideration.

C.

D.

An employee recalled within one year of being laid off shall have all
seniority and benefits restored to the level at which they existed prior
to the layoff, except for those benefits for which the employee may
have already been compensated and except for any duly adopted
change to these personnel policies or other superseding employment
contract (e.g., ratified union contract) in effect on the date of the recall
notice.
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E.

19.

An employee who is on lay-off and who has not received notification of
recall within one (1) year from the date of lay-off shall lose all seniority
and recall rights.

HOLIDAYS
A.

All full-time and part-time employees shall be compensated for holidays
recognized under these Personnel Policies. Part-time employees will be
compensated on a pro-rated basis if the holiday falls on a typically
scheduled work day and will not be eligible for in lieu days off.

B.

If a holiday falls on a Saturday, the holiday will be observed on the Friday
before. If the holiday falls on a Sunday, the holiday will be observed on the
following Monday.

C.

Full-time employees whose scheduled day off falls on a legal holiday, shall
receive another day off with pay, the day to be determined at the discretion
of the Department Head. Reasonable efforts will be made to accommodate
the schedule request of the employee. Also, employees are encouraged to
use any such in lieu day within the same pay period as the designated
holiday.

D.

Holidays (and any related in lieu day) not used within the fiscal year will be
forfeited. Note: the Town Manager may allow some flexibility with this
provision if special facts, information and circumstances warrant.

E.

In the event that work is required of any non-exempt, full-time employee on
any of the scheduled legal holidays, that employee shall be paid time and
one-half for all hours worked on said holiday, plus holiday pay computed at
the employee’s regular base pay. This shall constitute the only
compensation for employees who work on a holiday. No compensatory
time may be accumulated on a holiday.

F.

Temporary employees are not eligible for holidays. Temporary employees
who are required to work on a holiday shall be paid at one and one-half
times their normal hourly rate for all hours worked on said holiday.

G.

Town holidays include:
Holiday
New Year's Day
Martin Luther King’s Birthday
President's Day
Memorial Day
Independence Day
Labor Day
Columbus Day
Veteran's Day

Date
January 1
Third Monday in January
Third Monday in February
Last Monday in May
July 4
First Monday in September
Second Monday in October
November 11
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Thanksgiving Day
Day After Thanksgiving
Christmas Day
20.

Fourth Thursday in November
Fourth Friday in November
December 25

PERFORMANCE EVALUATION
Written performance evaluations shall be conducted at least once annually for all
employees in a manner and format prescribed by the Town Manager. Evaluations
for employees should be conducted between May l and June 30 of each year. If
said evaluation reveals deficiencies in an employee's working characteristics, the
Town Manager may take such action as provided in these policies. Further, the
performance evaluations will be part of the criteria by which performance increases
are determined.

21.

LEAVES
A.

Accounting of Employee Leaves. Employees shall request leave in all
circumstances by filing application for leave on a standard form provided by
the Town. For all leaves other than leaves for unforeseen illness or
emergency, the employee shall request in advance for the time off. The
request shall be responded to in timely fashion by the Department Head
and/or Town Manager and the leave recorded in records of the Town.

B.

Vacation:
(1)

(2)

(3)

It is the policy of the Town that periodic time off (i.e., vacation) is
important for employee well-being and important to building and
maintaining employees that positively carry out their respective
duties and responsibilities. To that end, the Town encourages
employees to take the time off that they earn.
Vacation leave shall be credited based upon an employee's length of
service to the Town. An employee is eligible to use accrued vacation
after six months of service. After completion of six months of service,
vacation time earned shall be accrued and available for use monthly
according to the schedule listed below.
Full-time employees are entitled to accrue vacation time for each
completed month of service. The rate of accumulation depends on
the length of employment with the Town of Norwich.

Length of Service
1 through 3 years
4 through 9 years
10 through 19 years
20 and over

Vacation Time
Days
10
15
20
25

Accumulation Rate
Hours/Month Days
80
0.833
120
1.25
160
1.666
200
2.08

Hours
6.664
10.00
13.326
16.64
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Up to eighty (80) vacation hours may be carried over from one year
to the next, based on an employee’s date of hire. Any remaining
unused, accumulated vacation hours beyond the permitted 80, will be
paid by the Town to the employee at their then current regular hourly
rate.
Unused vacation days up to the maximum accumulation allowed will
be paid in cash in the event of voluntary separation from the Town or
on retirement.
Employees must have the approval of their supervisor before taking
vacation days.
Vacation time must be used in two-hour time blocks.

C.

(4)

Vacation scheduling is the exclusive prerogative of the Department
Head for respective department employees. Leave must be
requested in advance by the employee and is subject to approval by
the Department Head. Vacation days shall not be advanced for use
prior to their being earned without approval by both the Department
Head and the Town Manager.

(5)

Part-time employees are not ordinarily eligible for vacation, except by
approval of the Town Manager.

(6)

Temporary employees shall not be entitled to vacation time.

(7)

With the approval of the Town Manager, compensation may be
offered in lieu of earned vacation time. This policy shall be
implemented only under special circumstances arising from the
needs of the employee or Town.

(8)

Upon voluntary termination or retirement from employment, an
employee will be eligible for pay in lieu of vacation based on the total
number of days accrued and unused at the time of termination or
retirement provided that the employee has given at least two weeks'
written notice of termination or intent to retire.

(9)

Absence due to illness, injury or disability in excess of that afforded
the employee under these policies, may, at the request of the
employee and with the approval of the Department Head and Town
Manager, be charged against earned vacation time.

(10)

Vacation leave will not accrue during any type of uncompensated
leave of absence.

Sick Leave

Comment [C14]: Part timers should be
allowed paid vacation time pro-rated to hours
worked/week or year. Put caps on allowed
accrual carried over year to year.
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(1)

(2)

Leave for illness with pay is granted to all full-time employees at the
rate of one day (eight hours) per month (twelve days per year) and
shall accumulate to a maximum of thirty-six days (288 hours).
Leave for illness with pay is granted to all eligible part-time
employees according to Act 69 of the Vermont General Assembly
(Earned Sick Time).

(3)

Leave for illness shall begin to accrue at the end of an employee's
first complete month of employment.

(4)

Employees shall not be entitled to any compensation for
accumulated leave for illness upon termination of employment
(voluntary or involuntary) with the Town.

(5)

An employee who will be absent for reasons of illness shall notify
his/her supervisor or Department Head within one hour of the time
s/he is scheduled to report to work. Notice of intended absence for
illness on subsequent days shall be reported on each day unless
prior notification arrangements are made.

(6)

At the sole discretion of the Town Manager and/or a Department
Head, an employee using leave for illness may be required to
produce a physician's certificate or other proof of illness to
substantiate the absence from work. Department Heads may require
a physician's statement as proof of illness in the event of three (3)
consecutive days of absence resulting from illness prior to the
employee being allowed to return to work.

(7)

Leave for illness is not a privilege to be used at an employee's
discretion. Abuse of leave for illness shall be considered sufficient
cause for disciplinary action.

(8)

Leave for illness with pay shall not be given whenever an employee
is eligible to receive Accident and Sickness Insurance for the pay
period when said sick leave would otherwise be paid.

(9)

Use of leave for illness is permitted for the following purposes and
any other reason permitted in Vermont’s Paid Leave Law:
(a)

Personal illness or physical incapacity.

(b)

Enforced quarantine of the employee in accordance with
health regulations.

(c)

Care for an ill or disabled immediate relative (step) parent(s),
parent(s)-in-law, sister (in-law), brother (in-law), spouse, (step)
children residing outside the employee's household, or any
relative who resides in the employee's household shall be

Comment [C15]: This seems overly
generous. Reduce to 24 days.

Comment [C16]: Act 69 has not passed. I
propose we allow part-timers to accrue sick
leave pro-rated to hours worked. I strongly
oppose having to use vacation time as sick time
unless sick time has been used up.

Comment [HD17]: Does the Town maintain
such a policy or offer it to employees?
Comment [C18]: Wonder of STD/LTD is
meant here?
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granted at the discretion of the Town Manager. The Town
reserves the right to request verification of validity of need for
such absences.

D.

(d)

If an employee uses all accrued leave for reasons of illness,
the employee may use other accrued/earned leave (e.g.,
vacation, comp time) or leave without pay for any subsequent
absence related to an employee's illness.

(e)

For any other purpose set forward in these Personnel Policies.

Personal Days
Each full-time employee is entitled to two (2) personal days in each fiscal
year. The entitlement will be added to the employee record on July 1 each
year and may be taken as days or hours at any time during the year with the
approval of the employee’s supervisor. Personal time for new hires will be
prorated by the month of the year in which they start. Unused personal
days cannot be carried forward from year to year, and are not compensated
for at the time of termination.

E.

Dental and Medical Appointments
An employee may sick leave to attend personal medical and dental
appointments, or other illness prevention measures, and is subject to the
approval of the Town Manager and/or Department Head. Employees are
urged to schedule personal health appointments at times outside the regular
work day. Leave for part-time employees shall be pro-rated upon the
number of scheduled hours worked.

F.

Comment [C19]: Should there be a mention
of FMLA here?

Worker’s Compensation (Work-Related Injury)
(1)

An employee who is absent from his/her duties because of a job
related injury shall be eligible for Worker's Compensation benefits as
provided by Vermont law, except as modified below. First Reports of
Injury forms need to be filed by the Town Manager’s office and within
72 hours of the accident. (Employees do not fill these out
themselves.)

(2)

Absences related to an occupational injury shall not be charged
against leave of illness or annual leave, except that an employee
may elect to use illness or vacation leave to cover the initial unpaid
three (3) days of an occupational injury leave. If the leave extends
past ten (10) days, and the Worker’s Compensation insurance
reimburses the employee for the first three (3) days, then the
employee shall reimburse the Town for the amount paid by Worker’s
Compensation, and the Town shall reinstate to the employee the
illness or vacation time charged.

Comment [C20]: I would like to see Personal
Days removed.

Page 23 of 63

(3)

G.

Work related injuries must be reported to the supervisor or
Department Head and the Town Manager immediately, or as soon as
practical, but not later than seventy-two (72) hours after the incident.
Employees should report all injuries, even if not serious.

Special Leaves of Absence
Special leaves of absence, normally not to exceed ten (10) working days,
may be granted with or without pay under exceptional circumstances, with
the written approval of the Town Manager.

H.

Parental and Family Leave
Vermont law guarantees the right to take both long and short term leaves
for full-time employees who work more than thirty (30) hours per week.
These rights are outlined in 21 VSA §471, et seq.

I.

Jury Leave
Jury leave will be granted in compliance with 21 VSA §499. Employees
serving on jury duty shall receive the difference in pay between what is
received for Jury Duty and the amount of their normal pay.

J.

Military Leave
Military leave shall be granted in compliance with 21 VSA §49l-493.
Employees on military leave will receive the difference in pay between what
is received for weekly military pay and the amount of their normal week's
pay. This applies only to the two week annual field training which all
reserve component members must attend. Employees on military leave
have the right to elect to continue their existing Town-based health plan
coverage including dependents for up to 24 months while in the military.
The Town will continue to also pay its share for up to six months.
Employees on military leave for greater than six months shall not receive
any direct benefits and privileges, but shall have such protection with regard
to their employment as may be provided by State and Federal Statutes.

K.

Bereavement Leave
In the event of the death of a member of an employee's immediate family,
the employee may be granted up to three (3) days of absence with full pay.
For the purpose of this subsection, immediate family shall be defined as:
(step) parent(s), (step) children, brother (in-law), sister (in-law),
grandparent(s), domestic partner, parent(s) (in-laws), ward or any relative
residing at the employee's home.
One (1) day's leave for death of cousins, aunts and uncles may be granted

Comment [C21]: I propose we pay employees
who are called for jury duty their regular rate of
pay IF they were scheduled to work on jury duty
days.

Comment [HD22]: Is this consistent with
Vermont Health Connect?
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to an employee.
If, under extenuating circumstances, more time is required, such leave
(charged as sick leave) may be granted with the express approval of the
Town Manager.
22.

EMPLOYEE BENEFITS
A.

B.

Federal Social Security
(1)

The Town participates in the Social Security program. The social
security system provides disability, retirement and Medicare services
to qualified employees.

(2)

All employees must participate in the Social Security program.
Employees contribute from their pay a percentage of wages as
established by the federal government. The Town contributes an
equal amount toward the employees’ accounts.

Retirement
(1)

C.

Regular Employees
(a)

The Town offers an employee pension plan which consists of
a defined benefit plan or a defined contribution plan.

(b)

Pension plan - All employees working 24 hours or more per
week and not less than 1,040 hours per year shall participate
in the Vermont Municipal Employees Retirement System
(VMERS). Each employee’s contribution will be deducted
from their biweekly paycheck. The Town also contributes to
the program on behalf of each enrolled employee. The Town
has elected to participate in Plans B, C, and DC which require
employees to contribute a percentage of gross wages while
the Town contributes another percentage. Detailed information
and rules concerning the program, vesting periods and
benefits paid on retirement are published by VMERS.

(c)

The Town also offers its employees a deferred compensation
plan through the State of Vermont in accordance with Internal
Revenue Code Section 457. The plan permits employees to
defer a portion of their salary until future years. Deferred
compensation is not available to employees until termination,
retirement, death or unforeseeable emergency.

Equipment and Safety
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D.

E.

(1)

Department of Public Works and Police Department. Personnel are
provided with equipment as required and pursuant to a collective
bargaining agreement.

(2)

Custodial, Solid Waste employees and Fire Fighters are provided
with work clothes and safety equipment as required.

(3)

OSHA (including VOSHA) Rules. All employees shall comply with
these safety rules. Information is available in the Town Manager's
Office and also in work areas.

Group Life, Accidental Death and Dismemberment Insurance
(1)

The Town provides Life, Accidental Death and Dismemberment
Insurance for full-time employees.

(2)

Eligible employees are automatically enrolled in the life insurance
program effective on the first day of the month following employment.

Group Disability Insurance
(1)

The Town provides long-term disability (LTD) insurance for its
employees. This coverage for continuous illness or disability
commences on the ninetieth (90) calendar day (or the date your
insured short-term disability payments end, if applicable) following
the onset of the accident or illness as measured by the first day of
work missed, and continues until maximum age specific targets are
reached as listed in the policy. The insurance pays 60% of an
employee’s pre-disability monthly earnings, reduced by deductible
income, up to a maximum benefit of $6,250 per month.

(3)

The Town provides a short-term disability (STD) insurance which
would provide 66 2/3% of the employee’s weekly earnings up to a
maximum benefit of $600 per week, reduced by deductible income.
This coverage commences on the first day for disability due to an
injury and the eighth day for sickness, and continues for a maximum
period of thirteen (13) weeks.

(3)

Employees may elect to use any available vacation or other accrued
paid leave to extend the time of full pay prior to commencement of
either short-term or long-term disability. An employee who has
accrued vacation time and who is disabled for one (1) year will be
paid for the accrued vacation time at the last regular rate of pay in
effect prior to commencement of the disability.

(4)

If an employee does not have sufficient sick leave or other available
accrued paid leave time to reach the beginning of STD, that
employee will be placed on unpaid leave until eligible for STD.

Comment [C23]: I propose employees pay a
portion of the cost for LTD, cost TBD.
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F.

(5)

If an employee does not exhaust all accrued sick leave prior to
becoming eligible for LTD, those sick days will be kept on the books
for one year so that in the event that the employee does return to
work within that time period, the days will be available for use.

(6)

Fire Department personnel are eligible to receive supplemental loss
of life, medical and disability insurance under the Fire Department
insurance policy.

Group Hospital, Major Medical Insurance, Dental Insurance and Vision Plan
(1)

Group Hospital and Major Medical Insurance
(a)

(b)

Hospital and medical insurance is available to eligible
employees of the Town. The Town offers two medical plans to
employees. The plans are administered by the Vermont
League of Cities and Towns and the plans are insured through
CIGNA Health Care. The current plans are HP 10/20 C
(VHPF) Open Access Plus and HDHP $1,500/$3,000 (VHSA
1).
The Town contributes to the cost of the premium annually as
determined by the Selectboard:
HP 10/20 C
HDHP

95% in 2009/90% in 2010
100%

The Town will also pay 100% of the HDHP deductible in 2009
and 50% of the deductible in 2010.
(2)

Dental Insurance
(a)

(3)

Effective July 1, 2008, the Town will provide dental insurance
through the Delta Dental Plan #2 (excluding orthodontics) for
eligible employees at no cost to the employee. Employee(s)
may also choose to obtain 2 person or family coverage from
the same dental provider, but the employee will be responsible
to pay the difference for such coverage above the cost of the
individual plan offered by the Town. Such payments shall be
made through biweekly payroll deductions.

Vision Service Plan
(a)

Formatted: Font: 12 pt

Effective July 1, 2008, the Town is enrolled in the VLCT
Standard Voluntary Vision Plan. All full-time and part-time
employees who work a regular schedule of more than 15
hours per week are eligible to enroll. The employee is
responsible to pay for such coverage through biweekly payroll

Comment [C24]: Definite need to update. I
would propose limiting the plan options to plans
that will not bankrupt someone facing serious
illness, but will not bankrupt the town. We
actually need to have this discussion prior to
budget season and prior to the annual sign-up
for healthcare.
Comment [HD25]: Need to update and check
for accuracy, given Vermont Health Connect.
Formatted: Font: 12 pt
Formatted: Font: 12 pt
Comment [C26]: Same as with healthcare
plans. I’m OK with providing dental insurance
but want info on plans offered.
Formatted: Font: 12 pt
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deductions.
G.

Town of Norwich Flexible Benefit Plan – As of February 1, 2009, the Town
of Norwich has adopted a Flexible Benefit Plan. The intention of the Plan is
to qualify as a “Cafeteria Plan” within the meaning of Section 125 of the
Internal Revenue Code of 1986, as amended. As such, benefits which an
employee elects to receive under the Plan are excludable from the
employee’s income under Section 125(a).

H.

Consolidated Omnibus Budget Reconciliation Act (COBRA) is a mandated
benefit to provide extended health insurance coverage for employees who
are laid off, terminated, or resign. The former employee must assume l00%
of the financial obligation for this coverage. The Town elected to use
Choice COBRA as their COBRA administrator. Choice COBRA will notify
employees directly within 14 days of their receiving notification from the
Town that a qualifying event occurred.

I.

Employee Assistance Program
The Town provides an employee assistance program (Invest EAP) to all
employees, and their immediate family, at no cost to them. The program
provides confidential, short-term counseling and assistance for a variety of
personal or workplace problems including financial counseling, drug and
alcohol counseling, depression and anxiety counseling, parenting issues,
and a host of other concerns. For longer-term counseling needs, EAP will
coordinate with the employee’s health insurance coverage. The EAP
services an individual employee receives are kept strictly confidential and
not shared with the Town.

J.

Direct Deposit
Direct deposit of paychecks and other deduction programs are available to
employees through the Finance Office. There are no charges for these
services and participation is strongly encouraged.

K.

Employee Professional Development
To maintain and improve the quality of services provided to the public, the
Town encourages the continuing professional development of all
employees. Toward this end, the Town provides a number of opportunities
to employees as follows:
(1)

Training opportunities may be provided in a variety of ways, including
one-on-one training, small and large group training, and internet
training. All costs of mandatory training sessions are borne by the Town.
Employees required to attend training sessions scheduled during their
non-scheduled working time and above the regular 40 hour week are
compensated at time and one half their hourly rate.

Comment [C27]: Is this still offered? If yes,
should it be?Need details
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(2)

Training seminars, conferences, and single college courses directly
related to job responsibilities may be considered by the Town
Manager. The Town will pay all or portions of the related costs of
these activities, including payment for meals and overnight
accommodations, as applicable. Receipts for expenses must be
provided for an employee to be reimbursed for travel, meals and
lodging. Paid time off from work is included if the course, conference,
or seminar cannot be scheduled during non-working hours.

(3)

Courses of study leading to college degrees may be supported by
the Town subject to budgetary limits and under the following
conditions:
(a)

After twelve (12) months of employment with the Town and at
the Town Manager’s sole discretion, the program is deemed to
be directly related to the employee’s responsibilities, or could
be related to future responsibilities through promotion to
another position or department within the Town.

(b)

Upon presentation of proof of payment and proof of
satisfactory completion of the course (B or better grade or
pass in a pass/fail course), the employee shall be reimbursed
the tuition costs.

NOTE:

23.

Part-time employees are entitled to benefits only as described
within the text of these policies.

PAY PLAN
A.

B.

Pay Status
(1)

Exempt Employees (other than elected officials) will consist of the
following: Town Manager, Director of Public Works, Chief of Police,
Fire Chief, Director of Planning (Zoning Administrator), Finance
Officer, Recreation Director, and any other position so authorized by
the legislative body.

(2)

Non-exempt Wage Employees will comprise all other Town
employees working on a 40 hour per week basis.

Compensation (to include full-time and part-time)
(1)

The compensation schedule lists current positions and wages for a
fiscal year period. The Town Manager will update the plan annually
to reflect Selectboard approved cost of living increases.

(2)

A new employee normally enters employment at the minimum salary

Deleted: ¶
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or wage for the position in which s/he is employed. In case,
however, of difficulty in finding qualified personnel or in hiring of an
extremely qualified person for a position, the beginning salary or
wage may be adjusted to a pay level commensurate with experience
and skills.
C.

D.

Review of Pay Plan (to include full-time and part-time)
From time to time, on the Town Manager’s recommendation and agreement
by the Selectboard, the pay plan may be reviewed in its entirety to assure
that the Town remains competitive with the regional labor market and
maintains the ability to recruit and retain a high quality staff.
Method of Pay (to include full-time and part-time)
(1)

An hourly wage employee shall be paid for the actual number of
hours worked in a pay period, reported on a biweekly timesheet.

(2)

(a)

Exempt employees shall be paid each pay period based on an
annual rate divided by the number of pay periods per year.
Exempt employees shall consider their normal work week as
the number of hours necessary to do the job. All salaried
employees shall turn in hours worked on a biweekly schedule.

(b)

The Town recognizes that exempt employees work excessive
hours from time to time. Therefore, salaried personnel shall
be entitled to reasonable time off as compensation for hours
worked as described above, provided prior approval is
secured from the Town Manager. This time off shall constitute
the only compensation for said additional hours worked.

(3)

An employee absent without leave may forfeit his/her pay at the
discretion of the Department Head. When absent on authorized sick
or vacation leave, each employee shall be paid his regular rate of
pay.

(4)

Overtime pay will be paid to non-exempt employees, for authorized
hours actually worked in excess of 40 hours per week, by multiplying
one and one half times the number of hours worked over 40.

(5)

Call Back Pay. In the event any non-exempt, full-time employee is
called back to work (outside of his regularly scheduled 40 hour work
week) the employee shall receive a minimum of two hours pay at
time and one-half pay.

(6)

Call Back Pay (Firefighters). Fire/Rescue Division members are paid
a minimum of two hours of pay for normal workday calls between
0700-1700 and a minimum of one hour for all other times, including
EMS calls.

Comment [HD28]: Is this section consistent
with current Board policy on compensation for
at least exempt (non-union) employees?

Comment [C29]: Should this include EMTs?
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24.

(7)

Drill Pay (Firefighters/Emergency Medical Technicians. Fire/Rescue
Division members and EMS Division members are paid a stipend for
attending the first and third Monday of the month normal training
sessions.

(8)

Town of Norwich Compensation Schedules are detailed in Appendix
IX.

Comment [HD30]: Check for possible
renumbering

EFFECTIVE DATE OF ADOPTION
These updated policies adopted by the Norwich Selectboard on [Month Day],
2017, are effective [Month Day], 2017.

Town of Norwich Selectboard:

Mary Layton, Chair

John Pepper, Vice-Chair

Linda Cook

Steve Flanders

John Langhus

Comment [HD31]: Insert dates
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25.

APPENDICES TO PERSONNEL POLICIES

The following Appendices are hereby adopted as a part of the Personnel Policies,
and knowledge of and adherence to them are required of all employees, as
applicable:

Appendix I

Sexual Harassment Policy

Appendix II

Drug-Free Workplace Policy

Appendix III

Smoking & Tobacco Policy

Appendix IV

Workplace Violence Policy

Appendix V

Code of Ethics Policy

Appendix VI

Policy on Personnel Records

Appendix VII

Norwich Policy of Nondiscrimination

Appendix VIII

Use of Computers/Electronic Messaging Policy

Appendix IX

Nonunion Compensation Schedule

Appendix I

Safety Policy Mission Statement

Appendix XI

FLSA: Exempt Employees

Appendix XII

Employee Acknowledgement of Receipt of these Policies

Appendix XIII

Agreement Between Town of Norwich and New England
Police Benevolent Association (by reference only)
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APPENDIX I
TOWN OF NORWICH
SEXUAL HARASSMENT POLICY
I.

PURPOSE:
This policy provides Town employees with guidelines regarding sexual harassment.

II.

POLICY:
It is the policy of the Town of Norwich to maintain a workplace free from sexual
harassment. It is against the policies of the Town and a violation of this policy, and
illegal under State and Federal law, for any employee or public official (elected or
appointed), male or female, to sexually harass another employee, public official, or
member of the public at-large.

III.

DEFINITIONS:
1. WHAT IS “SEXUAL HARASSMENT”?
1.1

1.2

Sexual harassment is a form of sex discrimination and means unwelcome
sexual advances, requests for sexual favors, and other verbal or physical
conduct of a sexual nature when:
1.11

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

1.12

Submission to or rejection of such conduct by an individual used as
a component of the basis for employment decisions affecting that
individual; or

1.13

The conduct substantially interferes with an individual’s work
performance or creating an intimidating, hostile, or offensive
working environment.

Examples of sexual harassment include, but are not limited to the
following, when such acts or behavior come within one of the above
definitions:
1.2.1 Unwelcome sexual advances;
1.2.2 Suggestive or lewd remarks;
1.2.3 Unwanted hugs, touches, kisses or similar unwelcome physical
contact;
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1.2.4 Requests for sexual favors;
1.2.5 Displaying or transmitting pornographic pictures, posters, cartoons,
drawings;
1.2.6 Unwelcome sexual jokes and banter;
1.2.7 Retaliating for complaining about sexual harassment;
1.3

Retaliation against a person for reporting sexual harassment or
cooperating in an investigation of sexual harassment is unlawful. It shall
be a violation of this policy for any person who learns of a complaint or
investigation to take, or cause another person to take, any retaliatory
action which affects the employment environment of any person involved
in the complaint or investigation. Persons who believe that they are being
retaliated against should follow the complaint procedures of this policy.
Retaliation includes but is not limited to any form of intimidation, reprisal or
harassment based on reporting sexual harassment or for cooperating in
an investigation of sexual harassment.

2. WHAT SHOULD YOU DO IF YOU BELIEVE YOU HAVE BEEN HARASSED
2.1

Any employee who believes that s/he is the victim of sexual harassment,
or believes s/he has been subjected to retaliation for having brought,
supported, or cooperated in the investigation of a complaint of
harassment, is encouraged to report the incident(s) as soon as possible.
Employees need not be a person target of harassment to file a complaint.
Complaints may be filed with the employee’s supervisor or may be
reported to the Town Manager. If a complaint involves the Town Manager
the incident should be reported to the Chair of the Selectboard who will
fulfill the responsibilities that would have been the Town Manager’s under
this policy.

2.2

Supervisory Town employees who witness or receive a report, written or
oral, of sexual harassment shall promptly report the harassment to the
Town Manager. Failure by a supervisor or supervisory personnel to
appropriately report or address such sexual harassment complaints shall
be considered to be in violation of this policy.

3. WHAT THE TOWN WILL DO UPON A COMPLAINT OF SEXUAL HARASSMENT –
INVESTIGATION

3.1

In the event the Town (a supervisor, Town Manager, or Selectboard Chair)
receives a complaint of sexual harassment, or otherwise has reason to
believe that sexual harassment is occurring, the Town Manager (or the
Selectboard Chair in instances involving the Town Manager) will take the
necessary steps to ensure the matter is promptly investigated and
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addressed. Every supervisor is responsible for promptly responding to, or
reporting, any complaints or suspected acts of sexual harassment.
3.2

Generally, investigations shall be completed within (15) business days
following receipt of a report or complaint. The investigator may interview
individuals involved, and any other persons who may have knowledge of
the circumstances giving rise to the complaint and may use other methods
and documentation. Upon completion of the investigation, the investigator
shall determine if a violation of this policy has occurred and report that
decision to the Town Manager (or the Selectboard Chair in instances
involving the Town Manager).

3.3

Upon the completion of an investigation, the Town Manager (or
Selectboard Chair in instances involving the Town Manager) shall assure
that the complainant and the accused are notified whether the allegation
of sexual harassment was found to be validated, whether a violation of the
policy was found, and, what action, if any, was taken. Such notification
shall occur within fifteen (15) business days of the completion of the
investigation.

3.4

The Town will respect the privacy of the complainant, the individual(s)
against whom the report is directed and the witnesses, to the extent
possible, consistent with the Town’s obligations to investigate, take
appropriate actions, and conform with any disclosure obligations.

3.5

The Town shall take appropriate action in all cases where this policy is
violated. Any official, employee, supervisor, or agent found by the Town to
have violated this policy shall be subject to appropriate consequences
and/or remedial action including, but not limited to: warning, exclusion,
censure, suspension, transfer, dismissal, termination of contractual
agreements, and remedial action such as training, education, and/or
counseling.

3.6

The Town shall take appropriate action against any employee, staff
member or officer who makes a false report of sexual harassment
knowing it to be false.

4. EXTERNAL REPORTS
Although employees are encouraged to file their complaint of sexual harassment
through the Town’s complaint procedure, an employee may file a complaint of
sexual harassment with the following agencies:
Vermont Attorney General’s Office, Civil Rights Unit
109 State Street
Montpelier, VT 05609
(802) 828-3171 (voice/TDD)
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Equal Employment Opportunity Commission
1 Congress Street
Boston, MA 02114
(617) 565-3200 (voice), (617) 565-3204 (TDD)
5. WHERE CAN I GET COPIES OF THIS POLICY?
5.1

A copy of this policy will be provided to every employee, and extra copies
will be available from the Town Manager’s office. A copy of this policy will
be conspicuously posted in all Town offices.

Reasonable accommodations will be provided for persons with disabilities who
need assistance in filing or pursuing a complaint of harassment, upon advance
request.
Readopted by Selectboard 1/11/2012
Amended: [Month Day], 2017

Comment [HD32]: Add date
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APPENDIX II
TOWN OF NORWICH
DRUG-FREE WORKPLACE POLICY

Comment [C33]: Change to “Substance-Free”
to include alcohol and as of July 1, pot.

PURPOSE AND POLICY STATEMENT
The Town is responsible for maintaining safe, efficient working conditions for employees
by providing a substance free workplace. Therefore, Town employees shall not engage in
the unlawful manufacture, distribution, possession or use of controlled substances (drugs)
or alcohol on the job, or on any Town work site.

Deleted: drug-free

An employee who is under the influence of any drug or alcohol on the job may pose
serious safety and health risks not only to the user but to co-workers and the public atlarge.
DEFINITIONS
Alcohol: means any intoxicating substance
Controlled Substance: means a controlled substance in schedules I through V of
section 202 of the Controlled Substances Act (21 U.S.C. 812), and as further defined in
regulation at 21 CFR 1300.11 - 1300.15.

Comment [C34]: Not sure of the verbiage

Conviction: Means a finding of guilt (including a plea of nolo contendre) or imposition
of sentence, or both, by any judicial body charged with the responsibility to determine
violations of the Federal or State criminal drug statutes.
Criminal Drug Statute: Means a federal or non-federal criminal statute involving the
manufacture, distribution, dispensing, use of, or possession of any controlled substance.
Illegal Drug: Any drug not legally obtained, or that is legally obtainable but has not
been legally obtained. The term includes prescribed drugs not legally obtained and not
being used for prescribed purposes.
Legal Drug: Includes prescribed drugs and over-the-counter drugs that have been
legally obtained and are being used for their intended prescribed or manufactured
purpose.

Comment [C35]: Need to include cannabis
and other THC products??????

Under the Influence: means that the employee is noticeably affected by a drug.

Comment [HD36]: Should this be
“adversely”?

Workplace: means Town and non-Town owned property that is used in the conduct of
Town business, including property used temporarily for business related purposes, such
as lodging sites rented for seminars, training, or other Town activities.

Comment [C37]: How about impaired?

APPLICABILITY AND GENERAL POLICY CONDITIONS
The following conditions are applicable to Town employees:
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1.

Employees are required, as a condition of their employment, to abide by the terms
and conditions of this Substance-Free Workplace Policy.

2.

An employee shall notify his/her Department Head and/or the Town Manager of
any criminal drug or alcohol statute conviction for a violation occurring in the
workplace no later than five (5) days after such conviction. Failure to do so will
result in discipline, up to and including dismissal.

3.

If a convicted employee works in a federally funded program, the involved federal
grant agency shall be notified of the conviction within ten (10) days of the Town's
receiving the notice of the conviction. In the case of the Vermont Community
Development Program, notify the Department of Housing and Community Affairs.

4.

An employee convicted under any criminal drug or alcohol statute for a violation
occurring in the workplace, while on or off duty, or on duty away from the
workplace, shall be immediately dismissed for the first offense.

5.

In the absence of compelling mitigating circumstances, an employee convicted
under any criminal drug statute for a violation not occurring in the workplace while
not on duty shall be subject to immediate dismissal for the first offense if convicted
of a felony. If the conviction is not a felony, discipline up to and including dismissal
may be imposed, including for the first offense, provided that there is a nexus
between the offense and the job of the employee.

6.

Appropriate disciplinary and/or corrective action is to be taken within thirty (30)
days after the Town receives notice of a conviction. This, however, is not to be
construed to limit the authority of the employer to take such action thereafter. Any
disciplinary action must comply with the collective bargaining agreement, Section
504 of the Rehabilitation Act of 1978, and the Americans with Disabilities Act, if
applicable.

7.

An employee not convicted under any criminal drug statute, but who engages in
the illegal manufacture, distribution, dispensation, possession or use of controlled
substances in any Town workplace while on or off duty, or on duty away from the
workplace, shall be subject to discipline up to and including dismissal for the first
occurrence. An employee engaging in such actions while off duty and away from
the workplace may be subject to discipline, up to and including dismissal, including
for the first offense, provided there is a nexus to the employee's job and just cause
for the discipline.

8.

Any employee on Town premises who appears to be under the influence of, or who
possesses illegal or non-medically authorized drugs or alcohol, or who has used
such drugs or alcohol on Town premises, may be temporarily relieved from duty
pending further investigation.

9.

If the use of legal drugs endangers safety, management may (but is not required to)
reassign work on a temporary or permanent basis.

Deleted: Drug

Comment [C38]: Do we need to include
something about alcohol convictions?
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10.

Employees must observe other work rules established by their employing
departments regarding the use, possession or presence of drugs or alcohol
involving their employment.

11.

Each employee of the Town will make a good faith effort to maintain a substancefree workplace and uphold and promote this policy.

Deleted: drug

USE OF DRUGS
Legal Drugs: For certain positions, the legal use of a drug can pose a significant risk to
the safety of the employee or others. Employees who feel or have been informed that the
use of such a drug may present a safety risk, are to report such drug use to their
immediate supervisor.
Illegal Drugs: The use, sale, purchase, transfer or possession of an illegal drug by an
employee while in a Town facility, while performing Town business, or while on the job is
prohibited. Being under the influence of any illegal drug while conducting Town business,
while on Town property or in a Town facility, or while operating any Town equipment is
prohibited. Misuse of prescription drugs is considered to be the illegal use of drugs. This
includes both the use of such drugs in a manner inconsistent with the prescribed use and
any use of prescription drugs by persons for whom they are not prescribed.
RESPONSIBILITIES:
Town: It is the responsibility of the Department Head and/or the Town Manager to advise
each employee of this policy; to post the policy annually at each worksite; and to include
a copy of this policy in each new employee's orientation.
Employee: It is the responsibility of each employee to be aware of and to abide by this
policy.
Administration: It is the responsibility of the Town Manager to ensure that supervisors
and employees receive training and orientation regarding the implementation of this
policy.
Readopted by Selectboard 1/11/2012
Comment [HD39]: Add date

Amended: [Month Day], 2017
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APPENDIX III
TOWN OF NORWICH
SMOKING & TOBACCO POLICY
The Town of Norwich, to comply with the provisions of 18 VSA 1421, et seq., established
this policy to protect workers by prohibiting smoking and the use of smokeless tobacco
products in the workplace.
Whereas, the United States Surgeon General, in his 1986 report on Involuntary Smoking,
concluded:


Involuntary Smoking is a cause of disease, including lung cancer, in healthy
nonsmokers;



The simple separation of smokers and nonsmokers within the same air space may
reduce, but does not eliminate, the exposure of nonsmokers to environmental
tobacco smoke.

And whereas, in 1993, the Environmental Protection Agency (EPA) classified
environmental tobacco smoke as a Group A carcinogen, that is, a substance known to
cause cancer in humans. The EPA recognizes no safe level of exposure for Group A
carcinogens.
Smokeless tobacco is a significant health risk and is not a safe substitute for smoking
cigarettes. According to the Centers for Disease Control, smokeless tobacco contains
28 cancer-causing agents (carcinogens). It is a known cause of human cancer, as it
increases the risk of developing cancer of the oral cavity, other oral health problems,
and can lead to nicotine addiction and dependence.
In light of these findings, smoking and use of smokeless tobacco products are strictly
prohibited within all Town of Norwich-owned vehicles and within the Town of Norwich
offices, hallways, restrooms, kitchen, meeting rooms and all other work areas. It is also
prohibited within 30 feet of all exterior doors or where an outside air intake is located.
This policy applies to all employees, clients, contractors and visitors. Smoking may only
occur at a reasonable distance (e.g., 30 feet or more) outside any enclosed area where
smoking is prohibited to ensure that environmental tobacco smoke does not enter the
area through entrances, windows, ventilation systems or any other means.
Readopted by Selectboard 1/11/2012
Amended: [Month Day], 2017

Comment [HD40]: Add date
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APPENDIX IV
TOWN OF NORWICH
WORKPLACE VIOLENCE POLICY
It is the policy of the Town of Norwich that Town workplaces and operations are safe
and free of violence or the threat of violence against any employee or other person
during the conduct of Town business. Thus, it is against Town policy for any
employee to be subject to or engage in any intimidation, violence, or threatening of
violence in the workplace either by or against any person.
The Town is committed to providing a workplace that is free from intimidation,
threats of violence and acts of violence.
Intimidation: an intentional act toward another person, causing the
other person to reasonably fear for his/her safety or the safety of others.
Threat of Violence: an intentional act that threatens bodily harm to
another person or damage to the property of another.
Act of Violence: an intentional act that causes bodily harm, however
slight, to another person or damage to the property of another.
Examples of violence in the workplace include, but are not limited to the following,
when such acts or behavior come within one of the above definitions:
 Unwelcome name-calling, obscene language, and other abusive behavior
 Intimidation through direct or veiled verbal threats
 Throwing objects in the workplace regardless of the size or type of object being
thrown, or whether a person is the target of the thrown object
 Physically touching another person in an intimidating, malicious, or harassing
manner, including such acts as hitting, slapping, poking, kicking, pinching,
grabbing, and pushing
 Physically intimidating others including such acts as obscene gestures, shouting,
and fist shaking.
Threats, threatening behavior, acts of violence, or any related conduct which disrupts
another’s work performance or the Town’s ability to execute its mission will not be
tolerated.
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Any person who makes threats, exhibits threatening behavior, or engages in violent acts
on Town owned or leased property may be removed from the premises pending the
outcome of an investigation. Threats, threatening behavior, or other acts of violence
executed off Town owned or leased property but directed at Town employees or
members of the public while conducting official Town business, is a violation of this policy.
Off-site threats include but are not limited to threats made via the telephone, fax,
electronic or conventional mail, or any other communication medium.
Violations of this policy will lead to disciplinary action that may include dismissal, arrest,
and prosecution. In addition, if the source of such inappropriate behavior is a member of
the public, the response may also include barring the person(s) from Town owned or
leased premises, termination of business relationships with that individual, and/or
prosecution of the person(s) involved.
Employees are responsible for notifying their Department Head or the Town Manager of
any threats which they have witnessed, received, or have been told that another person
has witnessed or received, or to the Selectboard Chair in instances involving the Town
Manager. Employees should also report any behavior they have witnessed which they
regard as threatening or violent when that behavior is job related or might be carried out
on Town owned or leased property or in connection with Town employment.
Each employee who receives a protective or restraining order which lists Town owned or
leased premises as a protected area is required to provide their Department Head or the
Town Manager with a copy of such order.
Readopted by Selectboard 1/11/2012
Amended: [Month Day], 2017

Comment [HD41]: Add date
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APPENDIX V
TOWN OF NORWICH
CODE OF ETHICS POLICY
POLICY:
It is the policy of the Town of Norwich to ensure that municipal employees:
A. are aware of what constitutes a conflict of interest or breach of trust
B. are aware of the level of conduct and integrity expected of municipal
employees
1.0 Specific Objectives
1.1 The objectives of this policy are to:
A. provide municipal employees with guidelines for identifying potential
conflicts of interest and breaches of trust
B. help ensure that municipal employees do not place themselves, or
permit themselves to be placed, in a position which would constitute a
conflict of interest or breach of trust
C. promote high standards of professional conduct and values among
municipal employees
2.0 Responsibilities
2.1 The Norwich Selectboard (or its designated committee) will:
A. review the municipality’s Code of Ethics Policy as required and make
any amendments considered appropriate
B. review, consider or take other action concerning any violation of the
municipality’s Code of Ethics Policy which is referred to the Selectboard
by the Town Manager, or raised by a member during the course of
Selectboard discussions
Where there is any conflict between the policies adopted by the municipality and the
policies set forth in the appropriate collective agreement, or policies set forth in a statute
of the state or federal government, collective agreements or the state or federal statute
shall supersede such other policies.
2.2 The Town Manager will:
A. implement, administer and promote the Code of Ethics Policy
B. ensure that Department Heads promote the ethical standards expressed
within the Code of Ethics Policy to their employees
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C. recommend amendments to the Code of Ethics Policy to the
Selectboard
D. investigate and review any reported violation of the Code of Ethics
Policy and approve and/or administer any subsequent corrective action
2.3 Department Heads will:
A. ensure that all employees of their department are familiar with the
municipality’s Code of Ethics Policy
B. advise the Town Manager of any perceived violation of the Code of
Ethics Policy by a member of staff, and institute appropriate preventative
or corrective action
C. recommend to the Town Manager any changes to the Code of Ethics
Policy which are considered appropriate
2.4 Responsibilities of Municipal Employees
A. Municipal employees are agents of the public whose primary objective is
to carry out the duties and responsibilities of their respective job
descriptions. As such, they are entrusted with upholding and adhering
to the bylaws of the municipality as well as all applicable federal and
state laws. As public servants, they must observe a high standard of
morality in the conduct of their duties and faithfully fulfill the
responsibilities of their offices, regardless of their personal or financial
interest.
B. Dedicated Service: All employees of the municipality should faithfully
work towards developing programs to address the needs of its citizens.
In the course of their duties, employees should strive to perform at a
level that is expected of those who work in the public’s interest.
C. Employees should not exceed their authority, breach the law, or ask
others to do so, and should work in full cooperation with other public
officials and employees, unless prohibited from doing so by law or by
formally recognized rules of confidentiality.
D. Use of Public Property: No employee shall request or permit the use of
municipal-owned vehicles, equipment, materials, or property for personal
convenience or profit, except where such privileges are granted to the
general public.
E. Obligations to Citizens: No employee shall grant any special
consideration, treatment, or advantage to any citizen or group of citizens
beyond that which is accorded to all citizens.
F. Conflict of Interest: No employee shall engage in any business
transaction or have a financial or personal interest, direct or indirect,
which is incompatible with the proper discharge of their duties or would
impair their independence of judgment or action in the performance of
their duties. Personal interest, rather than financial, includes any
interest arising from family or marriage relationships or close business or
political associations. The following are situations which constitute
conflicts of interest for municipal employees:
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Incompatible Employment: No employee shall engage in or accept
private employment or render services for private interests when
such employment or services are incompatible with the proper
discharge of their duties or would impair his/her independence of
judgment or action in the performance of his/her duties.



Disclosure of Confidential Information: No employee shall, without
proper legal authorization, disclose confidential information
concerning the property, government, or affairs of the municipality;
nor shall he/she use such information to advance the financial or
personal interest of him/herself or others.



Gifts and Favors: In keeping with established private-public business
practices, no employee shall show favoritism or bias toward any
vendor, contractor, or others doing business with the municipality.
Employees are prohibited from accepting gifts or favors from any
vendor, contractor or others doing business with the municipality that
would tend to influence them in the proper discharge of their duties.



Representing Private Interests before a Municipal Agency: No
employee whose salary is paid by the municipality shall appear on
behalf of private interests before any agency or court of the
municipality without the consent of the Town Manager. The
employee shall not represent private interests in any action or
proceeding against the interests of the municipality or in any litigation
to which the municipality is party. Furthermore, no employee shall
accept compensation or a retainer which is conditional upon the
actions of a municipal agency.



Contracts with Municipalities: No employee of the municipality shall
have any interest, direct or indirect, in any legal municipal contract.



However, an employee of the municipality may enter into a legal
contract with the municipality or any agency thereof for the sale and
purchase of supplies, materials, or equipment or for the construction
of public improvements if:
o They are not authorized by law to act on behalf of the
municipality or any agent thereof in the awarding of the
contract
o The tender is let in a written, public, and openly competitive
manner
o All bids received and all documents pertaining to the awarding
of the contract are made available for public inspection for at
least three (3) months following the date of the awarding of the
contract
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o Disclosure of Interest: Any municipal employee who has a
financial or personal interest in any proposed legislation, and
who participates in discussion with or gives an official opinion
to the Selectboard, shall disclose on the records of the
Selectboard the nature and extent of the interest
H) Political Activity: No employee of the municipality shall perform work,
either volunteer or paid, on behalf of any political party during his/her
hours of employment with the municipality.

Comment [C42]: Add something about social
media?

3.0 Reporting Breaches of the Code
3.1 Employees who have reason to believe that this Code of Ethics Policy has
been breached in any way are encouraged to notify the Town Manager. No
adverse action shall be taken against any employee who, acting in good faith,
brings forward such information.
4.0 Corrective Action
4.1 Violation of this Code of Ethics Policy by a municipal employee may constitute
a cause for disciplinary action. Any reported violation of this policy will be
subject to investigation by the Town Manager and/or Selectboard. If an
investigation finds an employee guilty of a breach of the Code of Ethics Policy,
the corrective action pursued against the employee shall be commensurate
with the nature and severity of the violation.
5.0 General
5.1 When administering this policy, employees must adhere to any state acts
governing municipalities and all relevant legislation pertaining to the subjects
covered in this policy. The administration of this policy is further subject to the
provisions of applicable collective agreements for unionized municipal
employees.

Adopted by the Norwich Selectboard on May 26, 2010
Amended: [Month Day], 2017

Comment [HD43]: Add date
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APPENDIX VI
TOWN OF NORWICH
POLICY ON PERSONNEL RECORDS
General provisions
Four types of records are identified:
Financial Records.

Personnel Records.

Hiring (employment) Records. Convenience Records.
Financial records
The Town Manager’s Office maintains a file for each employee. This file will
contain:
1. Information on payroll deductions; Form W-4; Form I-9; elections for health
insurance, life insurance, disability insurance, voluntary withholding and pension
plan (VMERS); and other related documents.
2. Job title with current rate of pay.
3. A notation of status - full-time or part-time showing the number of hours
authorized.
4. A notation if the employee is "exempt" under FLSA rules (that is salaried).
5. Any special personnel actions, such as authorized leave without pay, educational
time off, family or maternity leave.
6. Any other related financial records.
Personnel records
These files are maintained by the Town Manager’s Office. This file will contain:
1. Hiring documents (may include some or all of the following) letters of interest, job
application, interview data, written references, background checks, credit checks,
driving record, medical examination reports, personality inventories, Supervisor's
recommendation to hire, letters offering employment and acceptance letters.
2. Additional employment records such as special ADA information, accommodations
requested and provided.
3. Performance evaluations
4. Changes in job title or job status
5. Records of disciplinary actions
6. Termination records
7. Job specific certifications (e.g., Police Academy training, officer certification, CDL
certification)
8. Other documents such as letters of commendation, requests to review the
personnel records contents, authorization to release records to others, etc.
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9. Records of random drug tests carried out under the Federal Commercial Drivers
License (CDL) monitoring program. (see note below in Access to Records) are
kept in a separate folder.
Hiring (employment) records
These files are kept by the Department Head when hiring a new employee. As the
hiring process proceeds this file will contain: letters of interest, job application, interview
data, written references, background checks, credit checks, driving record, personality
inventories etc. Supervisor's recommendation to hire. Additional notes.
When the hiring process is complete:
For the successful candidate the following documents must be placed in a new
Personnel file for retention in the Town Manager’s Office: Correspondence with the new
employee, job application, completed background checks of all types, medical
examinations reports, written references, recommendations to the Selectboard, the
written offer of employment and acceptance. Any remaining documentation from the
Department Head’s file will be retained in said personnel file or destroyed, as applicable.
For those candidates not hired the files should be bundled, marked with
"Destroy on {date two years ahead}", given to the Town Manager’s Office, and placed in a
secure place by the Town Manager. Access to these files will be on the written request of
the Selectboard.
Convenience records
Each supervisor may keep a "convenience file". This file could contain copies of
notes made by the Supervisor about employees relating to the day-to-day running of
his/her department and are intended to assist the Supervisor in his/her task. This file may
contain training records, copies of timesheets, etc.
Convenience records are confidential and access is restricted to the Supervisor,
the Department Head, the employee (and/or designated representative) and to the Town
Manager.
On termination, any relevant documents such as training records should be placed
in the central Personnel Record file in the Town Manager’s Office, the remainder of which
must be destroyed.
Access to the records
Personnel documents relating to an employee of the Town of Norwich, including
information in any files maintained to hire, evaluate, promote or discipline any employee
of the Town of Norwich, and any information in any files relating to personal finances,
medical or psychological facts concerning any individual or corporation, are exempt from
public inspection and copying under the Vermont Access to Public Records Law 1 V.S.A.
§317(c)(7). This exemption does not apply to an employee’s compensation and the value

Comment [HD44]: Wouldn’t be opposed to
deleting this section in its entirety. Generally,
opposed to employee related files that are not
housed in the Town Manager’s/HR Office
Comment [C45]: Agree but would also state
that if a supervisor has notes related to
performance of an individual, these
performance issues should be shared with the
TM and be included as part of the permanent
record. There should be no surprises.
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of employment benefits provided to such employee 1 V.S.A. §317(b). Information
regarding employee compensation and benefits may be disclosed in accordance with the
provisions of 1 V.S.A. §316 and 318.
1.
Financial. These are usually maintained and used only by the Town Manager’s
Office or Finance Office. Information contained in the files is confidential.
2.
Personnel. The Town Manager’s Office maintains the files. The contents are
strictly confidential and access is limited to the following:
Employees current, separated or retired may have access to their own file or they
may designate a representative to have access. The request must be submitted in writing
and signed by the employee. A fax request will be honored providing it is verified by a
telephone call. The written signed request must be filed in the personnel file after
examination. Access will be during regular Town office hours. The file must be examined
in the presence of the Town Manager or Town Manager’s Assistant. Employees or their
representatives may request that copies of documents be made at the.
Department Heads may have access for employment related purposes only on a
stated need-to-know basis and with approval of the Town Manager. The file must be
examined in the presence of the Town Manager or Town Manager’s Assistant. A record
of any access to the personnel file shall be kept by the Town Manager’s Office.
Access by others. Since all personnel files are strictly confidential the files and
their contents are not available to anyone besides the above named people, except by
court order.
Requests from others such as the press, or members of the public, to examine a
personnel file must be made in writing to the Town Manager’s Office. Each request must
be approved by the Town Manager and the employee in writing before releasing the
personnel record. This written authorization will then be filed in the personnel record.
If a separated employee, who has had drug tests performed under the CDL
random drug test program (see Personnel Records, paragraph 8 above) is being hired by
a new employer to drive using a CDL, then the new employer has the statutory right to
obtain the drug test results from our personnel files. If such a request is received,
permission to copy and deliver these reports must be approved by the Town Manager.
3.
Employment. These are the private files relating to the hiring process before a
job offer is made. They are kept securely by the Department Head, and then turned over
to the Town Manager’s Office for proper filing/destruction.
Maintaining the Personnel files
As documents that are part of the permanent Personnel File are generated by
Department Supervisors, the Finance Office or the Town Manager, they will be delivered
to the Town Manager’s Office.

Comment [HD46]: Need to check legality of
this statement
Comment [C47]: agree

Comment [C48]: agree
Comment [HD49]: Redundant to a section
above
Comment [HD50]: I would suggest deleting
so as not to imply there is an opportunity for
examining a non-hired individual hiring file.
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Personnel files may only be opened in the presence of the Town Manager or his
assistant. The Town Manager is responsible to ensure that no documents are
permanently removed from the file or destroyed.
Adopted: [Date]
Amended: [Date]

Comment [HD51]: Add dates
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APPENDIX VII
Deleted: ¶

TOWN OF NORWICH
POLICY OF NONDISCRIMINATION

It is the policy of the Town of Norwich that all Town programs and facilities are provided
and available to all persons without discrimination on the basis of age, gender, race,
ethnic background, religion or sexual preference. Also, there will be no discrimination on
the basis of disability, either physical or otherwise.
ADA Coordinator
The Town Manager serves as the coordinator to administer and oversee this policy.
Procedure for the Resolution of Complaints
1. Complaints of discrimination or about difficulty in accessing structures or programs
should be discussed informally with the ADA Coordinator in the first instance.
2. If informal discussion does not resolve the problem, then the complaint must be
submitted in writing to the ADA Coordinator. The Coordinator will respond in
writing within 10 days of receiving the complaint. Records of the complaint and the
actions taken shall be kept on file.
3. If this inquiry and response still fails to satisfy the individual who filed the
complaint, the matter shall be brought to the Selectboard for a hearing. The
Selectboard will render a written response within 14 days of this hearing.
Important note: The Town of Norwich is making a good faith effort to eliminate
discrimination and resolve problems fairly and it expects the public to use this procedure
to attempt a good faith resolution of any perceived problem.
Adopted: [Date]
Amended: [Amended]

Comment [HD52]: Add dates
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APPENDIX VIII
TOWN OF NORWICH
USE OF COMPUTERS/ELECTRONIC MESSAGING POLICY

I.

PURPOSE:
The purpose of this policy is to describe operational procedures for the general use
of computers and other electronic messaging devices (EMD) within Town
Departments.

II.

POLICY:
The availability and use of computers and other forms of technological equipment
and software within the work environment provide opportunity for enhanced
productivity and effectiveness. These technologies also enable the opportunity for
rapid transfer and broad distribution of sensitive information that can have damaging
effects on the Town, its employees, and the public if not managed properly. Thus, it
is the policy of the Town that all employees abide by the guidelines herein when
using computers, including their software, and the services of both internal and
external databases and information exchange networks, and where applicable, voice
mail, mobile digital terminals, and related electronic messaging devices.

III.

DEFINITIONS:
Electronic Messaging Device (EMD): For purposes of this policy, electronic
messaging devices include computers, electronic mail systems, voice mail systems,
paging systems, electronic bulletin boards and internet services, mobile digital
terminals, Town provided cell phones/tablets, and facsimile transmissions.
System Administrator: For purposes of this policy, the person/entity designated
with responsibility for managing all aspects of electronic messaging through
individual Town computers and computer networks.
Computer: Any Town or personally owned computer that provides access to Town
Departments or personnel.
Email (Electronic Mail): Messages, usually in text, sent from one person to
another via computer, cell phone, tablet, and the like. Email can also be sent
automatically to a large number of addresses (mailing list).
Internet: The vast collection of inter-connected networks that provide information
and communication for its users.
Intra-Office Communications: The internal communications electronic mailing
system for the Town of Norwich.
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Login: To gain computer access to the Town of Norwich system.
Password: A defined sequence of letters, numbers, and/or symbols serving as a
code used to gain access to a locked digital system.
WWW (World Wide Web): The whole assortment of resources that can be
accessed using an appropriate browser, providing information, text, graphics and
sounds for the user.
IV.

PROCEDURES:
A. General
1. The following procedures apply to all media that are:
a. Accessed on or from Town premises;
b. Accessed using Town computer equipment or Town paid access methods;
c. Communications that make reference to the Town in a manner; and/or
d. Used in a manner that identifies the Town employee.
2. Transmission of electronic messages and information on communications
media provided for employees of the Town shall be treated with the same
degree of propriety, professionalism, and confidentiality as official written
correspondence, or verbal communication.
3. The Town encourages authorized and trained personnel with access to
EMD’s to utilize these devices whenever necessary. However, use of any of
these devices is a privilege that is subject to revocation if abused (i.e., in
violation of the policy herein).
4. EMDs and their contents – with the exception of personally owned software
authorized for installation on Town computers – are the property of the Town
and intended for use in conducting official business with limited exceptions
noted elsewhere in this policy.

V.

VI.

GENERAL GUIDELINES AND CONSIDERATIONS:
A.

The Town of Norwich computer system is at all times considered the property of
the Town of Norwich and may only be used for official or work related purposes.

B.

Employees have no right to privacy regarding any document or information
created in, sent from or to the Town of Norwich computer system.

TRAINING:
A.

The Town of Norwich shall provide direct assistance and training services to
employees for necessary computer programs and software.
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B.

Training on computer hardware (computer stations, printers, faxes, etc.) consists
of a general overview of the utility, its proper function and the staff usage.

C.

Training on computer software consists of a general overall and when possible,
in depth training on specific training software programs. All who are responsible
for the use of a particular software application shall receive training in the
purpose, function and proper use of the software.

D.

Training will include, wherever possible, user documentation in the form of a
written guide and/or on-line help which assists the user in developing
competency in the use of particular software.

E.

Outside training will be allowed by the Town of Norwich but only on the basis of
need, schedules, and fiscal budgets. Such outside training is provided to improve
competency or to develop basic proficiency in the use of a new or upgraded
hardware or software programs.

VII. TECHNICAL SUPPORT
The System Administrator will coordinate replacements of hardware/software,
computer workstations, printers, modems and other peripheral devices via
recommendations to the Town Manager.
VIII. RESPONSIBILITIES OF TOWN OF NORWICH EMPLOYEES
A. All employees of the Town of Norwich are responsible for care of computers, shall
ensure that computers are properly used and report repair work immediately to the
System Administrator.
B. Any electrical maintenance work to be performed which may affect the electric
power supply to any and all automated information systems must be scheduled
and conducted with the knowledge and approval of the System Administrator and
the Town Manager
C. The System Administrator will not alter computer equipment with regard to the
hardware configuration, its location, wiring, connections or software configurations
without prior notice and consent of the Town Manager.
D. Under no circumstances will computer software be added or removed from any
system without the approval of the System Administrator in consultation with the
relevant Department Head.
E. Each employee is expected to utilize due care and judgment regarding computer
use to ensure that any and all related hardware, software, and instructional
documentation is protected from physical damage or loss from improper or
careless use or foreseeable environmental hazards.
IX.

ACCESS TO COMPUTER SYSTEM
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A. All Town of Norwich employees allowed access to a Town computer are provided
with a user name, as well as a password for systems access. Employees are
required not to share user names or passwords, except as authorized by the
System Administrator.
B. When employees leave their workstations for the day, the computer should be shut
down.
C. Should an employee be unfamiliar with a particular aspect of a piece of hardware
or software in the system, s/he is expected to get help.
X.

ACCESS TO TOWN OF NORWICH INTRA-OFFICE ELECTRONIC MAILING
A. Town of Norwich employees are responsible for meeting the operational guidelines
for the email program when saving, creating, forwarding or sending email
throughout the internal and external systems.
1. Employees are not permitted to perform any type of intentional electronic
tampering with the email program. This includes any unauthorized duplication,
installation, alteration or destruction of data, programming or software. Users
should respect all copyright laws that protect software owners, artists or writers.
Copyright infringement in any form will not be tolerated.
2. Employees are not permitted to install or use any other inter-office email
system than the program authorized by the Town of Norwich, nor will
employees be able to install the email program onto an unauthorized computer
terminal.
B. Any inter-office email created, sent, forwarded, received or saved on a Town of
Norwich email system will be considered the property of the Town of Norwich and
not be considered private conversation between two or more employees. All
emails created on the Town of Norwich inter-office email system is subject to
retrieval and disclosure at any time.
C. As all email is understood to be a “record” for legal, fiscal, administrative and
historical purposes, the email program will create a record of usage which can be
retained indefinitely. The Town of Norwich reserves the right to monitor and review
periodically all data contained within this program to protect the integrity of the
system and to ensure compliance with the policies, rules and regulations of the
Town of Norwich. Email is considered a public record for the purposes of the
Freedom of Information Act. Email is subject to litigation discovery, subpoena,
Freedom of Information Act requests, audits, and investigations.
1. The System Administrator, the Town Manager, and others so authorized by the
Town Manager have access to these records to detect possible abuses within
the system.
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2. All monitoring of an employee’s email will abide by the state and federal laws
pertaining to this issue, including the Electronic Communications Privacy Act
(Title 18 US Code, sections 2510 et seq. And 2701 et seq.)
D. When using email, employees will conduct themselves professionally and will
exercise generally accepted rules of proper computer etiquette.
E. All information contained in the Town of Norwich computer system is for Town of
Norwich purposes and will not be disclosed to unauthorized persons. Unless
specifically authorized by the Town Manager, no employee will transmit, receive,
submit, disclose, or publish any information that has been deemed:
1. Confidential
2. Information that may be protected by the Vermont Statutes Annotated.
3. Attorney-client information
F. Employees will not transmit and shall make every attempt not to receive any
discriminatory, defamatory, inaccurate, abusive, obscene, profane, sexually
orientated, pornographic, threatening, culturally, racially or religiously offensive or
illegal language or images on the Town of Norwich inter-office email.
XI.

ACCESS TO TOWN OF NORWICH INTERNET SERVICES
A. To enhance the communication, educational and information gathering efforts of
the Town of Norwich employees, internet services will be provided to those
employees who have received authorization.
B. All users of the Internet service and the Internet “email” service are expected to act
in a spirit of mutual respect and cooperation, while adhering to the regulations set
forth in this policy. Any violation may result in the loss of Internet accessibility, and
any other disciplinary or legal action deemed appropriate. The Town of Norwich
employees having access to this technology are subject to local, state and federal
laws pertaining to Internet use.
C. Internet accessibility within the Town of Norwich is a privilege, not a right.
Employees with access to this technology may be denied access by the Town
Manager for abusive usage, unprofessional purposes, or a violation of policies.
D. Employees with authorization for Internet and/or Internet email usage will be
responsible for adhering to the following procedures:
a. Access to the Internet and/or Internet email usage is limited to authorized Town
of Norwich employees. Employees with access to the Internet may assist other
employees with obtaining information from the Internet for related purposes.
b. Employees will not allow other duties and responsibilities within the Town of
Norwich to be compromised or suffer due to excessive Internet use, unless
directly related to such duties and responsibilities.
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i.

Employees may use the Internet and/or Internet email service for incidental
personal purposes (i.e. email data collection). But, such use must be
limited, reasonable, and not compromise their duties/responsibilities for the
Town of Norwich.

XII. MAINTENANCE OF COMPUTER EQUIPMENT
A. Each Town of Norwich employee should take care whenever eating or drinking
near his/her workstation.
B. To ensure proper ventilation and prohibit heat damage, Town of Norwich
employees should not place papers or other objects on monitors, printers,
keyboards or any other heat generating equipment.
Adopted: [Date]
Amended: [Date]

Comment [HD53]: Add dates
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APPENDIX IX
TOWN OF NORWICH
NONUNION COMPENSATION SCHEDULE

The following compensation schedule represents salaries/wages through Fiscal Year
2011 (July 1, 2010 to June 30, 2011) for Town of Norwich employees, excluding Norwich
Department of Public Works and Police Department employees who work within the
confines of a collective bargaining agreement.
NOTE 1:

The rate of pay may change each fiscal year as directed/approved by the
legislative body (Selectboard), by using the prior November Consumer Price
Index (CPI-U) Northeast Region and the Town’s financial position as
guides.

Comment [jm54]: Recommend keeping this
accessible to employees but not as part of the
personnel policy.
Comment [C55]: agree
Deleted: ¶

Comment [HD56]: I generally agree that the
actual pay tables and this appendix don’t belong
in the Personnel Policy. Instead, I would
suggest general language be included in the
main body of the Personnel Policy text citing the
source of pay and its derivation.
If you opt to keep this info in the Appendices, it
needs to be updated.
Comment [C57]: agree
Comment [HD58]: If you continue to use the
CPI-U Northeast Region to determine pay
increases, I would suggest using something like
a 5 year rolling average of the latest figures.
This builds in a stabilizer.
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Comment [HD59]: Should be deleted or
updated.

TOWN OF NORWICH
NONUNION COMPENSATION SCHEDULE

%
INCREASE
0.037

FULL TIME
Custodian

%
%
INCREASE INCREASE
0.023
0.04

05-06
$13.60
$1,088.00
$28,288.00

06-07
$14.10
$1,128.26
$29,334.66

07-08
$14.43
$1,154.21
$30,009.35

$16.18
$1,294.40
$33,654.40
$17.45
$1,396.28
$36,303.40
$18.42
$1,473.60
$38,313.60
$18.42
$1,473.81
$38,319.17
$19.82
$1,585.32
$41,218.29
$27.37
$2,189.67
$56,931.33
$31.58
$1,263.27
$32,845.00

$16.78
$17.16
$1,342.29
$1,373.17
$34,899.61 $35,702.30
$18.50
$18.93
$1,514.10
$1,480.06
$38,481.60 $39,366.68
$19.10
$19.54
$1,563.27
$1,528.12
$39,731.20 $40,645.02
$19.16
$19.60
$1,532.77
$1,568.04
$39,851.94 $40,769.00
$20.55
$21.02
$1,681.79
$1,643.98
$42,743.37 $43,726.46
$28.38
$29.04
$2,322.91
$2,270.68
$59,037.79 $60,395.66
$33.17
$33.94
$1,326.92
$1,357.44
$34,500.00 $35,293.50

Buildings & Grounds

Asst. to the Town Manager

Recreation Director (Salary)

Finance Officer (Salary)

Town Clerk (Elected Salary)
Zoning Administrator/
Planning Coordinator (Salary)

Director Public Works (Salary)

Assessor (Half Time Salary)

08-09
$15.00
$1,200.37
$31,209.73
$16.35
$1,307.69
$34,000.00
$17.85
$1,428.09
$37,130.40
$19.68
$1,574.67
$40,941.35
$20.71
$1,656.75
$43,075.59
$20.77
$1,661.82
$43,207.27
$21.86
$1,749.06
$45,475.52
$31.19
$2,495.50
$64,883.00
$35.29
$1,411.74
$36,705.24

%
INCREASE
0.03
09-10
$15.45
$1,236.39
$32,146.02
$17.32
$1,385.60
$36,025.60
$18.39
$1,470.93
$38,244.31
$20.27
$1,621.91
$42,169.59
$21.33
$1,706.46
$44,367.86
$21.40
$1,711.67
$44,503.49
$22.52
$1,801.53
$46,839.79
$32.13
$2,570.37
$66,829.49
$35.29
$1,411.74
$36,705.24

%
INCREASE
0.00
10-11
$15.45
$1,236.39
$32,146.02
$17.32
$1,385.60
$36,025.60
$18.39
$1,470.93
$38,244.31
$20.27
$1,621.91
$42,169.59
$21.33
$1,706.46
$44,367.86
$21.40
$1,711.67
$44,503.49
$22.52
$1,801.53
$46,839.79
$32.13
$2,570.37
$66,829.49
$35.29
$1,411.74
$36,705.24
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Comment [HD60]: Requires deletion or

%
%
%
%
%
update
INCREASE INCREASE INCREASE INCREASE INCREASE

PART-TIME HOURLY RATE
BCA/BOA Elected and Appointed
Solid Waste Attendant
Finance Clerk
Listers (Elected)
Planning Clerk
Asst. Town Clerk
Solid Waste Lead Attendant
Lister Clerk
Crossing Guard
Part-time Police Officers
Firefighter
EMT
Summer Staff *

0.037

0.023

0.04

0.03

0.00

05-06
$5.00
$11.58
$12.94
$12.94
$12.94
$13.61
$13.63
$13.89
$15.95
$17.20
$17.34
$17.34
8.06-15.00

06-07
$5.00
$12.01
$13.42
$17.50
$13.42
$14.11
$14.13
$14.40
$16.54
$17.84
$17.98
$17.98

07-08
$5.00
$12.28
$14.00
$17.90
$13.73
$14.44
$14.46
$14.74
$16.92
$18.25
$18.40
$18.40

08-09
$5.00
$12.78
$14.56
$18.62
$14.28
$15.02
$15.04
$15.32
$17.60
$18.25
$19.13
$19.13

09-10
$5.00
$13.16
$15.00
$18.62
$14.74
$15.47
$15.49
$15.32
$18.13
$18.25
$19.70
$19.70

10-11
$5.00
$13.16
$15.00
$18.62
$14.74
$12.05
$15.49
$15.32
$18.13
$18.25
$19.70
$19.70

$500.00
$1,500.00

$500.00
$1,600.00

$500.00
$1,636.00

$500.00
$1,636.00

$500.00
$1,636.00

$500.00
$1,636.00

$1,927.00

$2,000.00

$2,500.00

$2,500.00

$2,500.00

$2,500.00

STIPENDS
Selectboard (Elected)
Town Treasurer (Elected)
Fire Dept.-Assistant Chief
Fire Dept.-Deputy Chief
Fire Officer Incentive Pay

CONTRACT SALARY

Police Chief

Town Manager

Fire Chief

July 05
July 06
July 07
July 08
July 09
July 10
$26.25
$27.56
$28.94
$30.39
$31.91
$33.50
$2,100.00 $2,205.00 $2,315.27 $2,431.15
$2,552.73
$2,680.35
$54,600.00 $57,330.00 $60,197.00 $63,210.00 $66,371.00 $69,689.00
Nov.08
Nov.09
Nov.10
$36.06
$37.14
$37.14
$2,971.15
$2,971.15
$2,884.62
$75,000.00 $77,250.00 $77,250.00
Aug 08
July 09
July 10
$32.69
$24.52
$24.52
$2,615.38
$1,961.54
$1,961.54
$68,000.00 $51,000.00 $51,000.00

Notes:
Minimum Wage VT January 1, 2010/2011 $8.06/hour
Full Time Wages listed as hourly, biweekly, and 26 pay periods
Contract Salary according to annual contract figure.
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APPENDIX X
TOWN OF NORWICH
SAFETY POLICY MISSION STATEMENT

The Town of Norwich recognizes its employees as one of its most important assets. As such,
management set a goal of providing a safe and healthful workplace for all employees. The
Town's safety program recognizes that the safe work behavior of each employee is a key to
meeting this goal. Our ultimate goal is to achieve an accident-free work environment for our
employees.
To help meet these goals, the Town will provide safety training to all employees based on the
particular potential hazards of their job duties and compliance with, at a minimum, VOSHA
standards. We will also provide the necessary personal protective equipment to help reduce
exposure to potential hazards and will allocate resources as needed to correct hazardous
conditions that are brought to our attention.
It is the responsibility of each employee to follow all safe work rules and procedures. If an
employee is unsure of how to do a particular task safely, they should not proceed until they have
received instruction from their supervisor. Each employee is also obligated to report all unsafe
working conditions to their supervisor or the Department Head. It is the responsibility of each
supervisor to monitor and assist employees in the safe performance of their duties. Safe work
behaviors and attitudes are an expected part of each employee's job performance.
This mission statement will be reviewed and revised on an annual basis to allow the Town of
Norwich to meet the mutually beneficial goal of zero workplace injuries and illnesses.
Signed: (See Original Document)

Matt Herbert (Fire), Chair

Tim Cronin (Fire District)

Judy Powell (Police)

Vacant/Andy Hodgdon (?) (DPW)

Miranda Bergmeier (Tracy Hall)

Date Adopted: 6/28/2006
Readopted: 5/28/2008
8/26/2009
9/7/2010
1/11/2012
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APPENDIX XI

FLSA: EXEMPT EMPLOYEES

Comment [jm61]: suggest removing this
appendix
Comment [C62]: agree..see no value added

Executive Exemption:
 Compensated not less than $455 per week
 Primary duty consists of management of the enterprise, or of a department
 Must customarily and regularly direct the work of two or more other employees
 Must have the authority to hire or fire other employees, or his suggestions and
recommendations as to hiring, advancement or promotion must be given particular
weight
Possible municipal examples: Town Manager, Police Chief, Road
Commissioners/Foremen, Fire Chief.
Administrative Exemption:
 Employee must be paid more than $455 per week
 Primary duty must consist of performance of office or nonmanual work directly
related to management policies or general business operations of employer
 Includes work requiring the exercise of discretion and independent judgment with
respect to matters of significance
Possible municipal examples: Town Managers, Police Chiefs, perhaps others.
Professional Exemption:
 Salary test
 Primary duty consists of work requiring knowledge of an advanced type in a field of
science or learning, customarily acquired by a prolonged course of specialized
intellectual instruction
 Requires the consistent exercise of discretion and judgment
Most common municipal examples: Town Engineer, In-house Accountant, Town Planner,
In-house Town Attorney.

Page 62 of 63

APPENDIX XII

EMPLOYEE ACKNOWLEDGEMENT OF RECEIPT OF THESE PERSONNEL
POLICIES

These Personnel Policies provide employees with general information about some of the
benefits and policies adopted by the Town.
These policies are subject to change at any time at the discretion of the Selectboard.
I understand that these Personnel Policies are not a contract of employment.
I acknowledge receipt of these Personnel Policies and I recognize my responsibility to
read and to abide by the provisions set forth herein.
Following review of the policies, I understand I may discuss any questions I have with my
supervisor, with the Finance Office, or with the Town Manager.

_____________________________________
Employee Signature

_____________________________________
Date Received

lr2
t4*

/ñ-a.VERMONT
State ofVermont

Ag ency of

Natur al

Res our

c es

Department of Forests, Parks & Recreation
roo Mineral Street, Suite

3o4 lcell]
[fax]

Springfield,W o5156-3168

fprygrlqgntlgay

8oz-777-r59r
Boz-BB5-BB9o

[email] jim.esden@vermont.gov

TO

Norwich Select Board

FROM:
DATE:

Jim Esden, Forester ll
June 25,2018

SUBJECT: Reappointment of Town Forest

Fire Warden

The term of office for your Town Forest Fire Warden is due to expire on June 30, 2018. I
recommend that your current warden be reappointed. By law, reappointments are for a period of
five years

The Select Board can either approve or reject this reappointment. Should you approve, please
have the current warden fill out the attached form, obtain appropriate signatures of the Select
Board (the chairperson and at least two members of the board), then return the form to this office
for final approval and signing. The deadline is July 27,2018.
Should you reject the reappointment, please send a letter stating your reasons for rejection. Upon
receipt of the letter, I will contact your chairperson to discuss the procedure for appointment of a
new warden. lf you need additional information before acting on this reappointment, please feel
free to call me at802-777-1591

Attachment
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HERSHENSON, CARTER, SCOTT and MoGEE, P. C.
ATTORNEYS ATLAV/
P. Scott McGee

Nathan H. Stearns*

P. O. Box 909
Norwich, Vermont 05055-0909
802-295-2800

in
Vermont and New Hampshire+

OfCounsel
Peter H. Carter*

General Practice of Law

FAX802-295-3344
wwwhcsmlaw.com
July 2,2018

*liflll,3iiBiif,.r,,
RECEIVFD,-

J

-

>-t'ó

VIA CERTIFIED MAIL AND REGULAR MAIL
Director of Planning andZoning
Norwich Planning and Zoning Department
PO Box 376
Norwich, VT 05055

RE: Appeal by Glenn Gurman, Vermont Environmental Court
Docket No: 66-6-18 Vtec
Dear Director:
Pursuant to 24 V.S.A. ç 4411(c) and Vermont Rules for Environmental Court
proceedings 5 (b)(a))(A), attached please find a copy of a Notice of Appeal and a Motion to Stay
Enforcement Order Pending Appeal filedinAppeal by Glenn Gurman of Norwich Development
Review Board Decision on #3APPI8.

All

interested persons are hereby advised that they must enter an appearance in writing
with the Vermont Superior Court, Environmental Division, 32 Cherry Street, 2nd Floor, Suite
303, Burlington, VT 05401, within 2I days of receiving this Notice of Appeal, or in such other

time as may be provided in subdivision (c) of V.R.E.C.P. 5, if they wish to participate in this
appeal.

LturL
Sincerely yours,

Nathan H. Stearns
nate@hcsmlaw.com
NHS/IKd
Enclosures

þ

'-.-\
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STATE OF VERMONT
SUPERIOR COURT

EIWIRONMENTAL DIWSION

fn Re: Appeal of Glenn Gurman,

Docket No.

136Kendall Station Road, Norwich, VT

NOTICE OF APPEAL
NOW COMES Gle¡¡r Gurman, Appellant, by and ttuough his attomeys, Hershenson,

cattel scott & McGee, P.c., P.o. Box 909, Norwich, Vermont 05055, and pursuant to 24
V.S.A. ç4471,10V.S.A.$8504(b),andRule5oftheVetmontRulesforEnvironmentalCourt
Proceedings (V.R,E.C,P.), hereby appeals to the Environmental Division ofthe Superior Court

from the written decision of the Norwich Development Review Board, dated May 30, 2018,
regarding ApplicationNumber #34PP18, that found cefrainzonrngviolations at Appellant's

property at786 Kendall Station Road, Norwich, Vermont, inciuding Sections 3.07,3.07(E),7.02,
and Table 3.2 of the Norwich Zoning Regulations. Appellant is the olryner of the property

affected by the DRB's decision below and participated in the DRB's proceedings in this matter',
and he is an interested party entitled to appeal the DRB's decision purcuant to 24 V.S.A.

$

4471(a).

All

interested persons are hereby advised that they must enter aîappearance in writing

with the Vermont Supelior Court Environmental Division, 32 Chercy Street, 2nd Floor, Suite
303, Burlingto4 VT 0540i, within

time

as may

appeaT.

2l

days

of receiving this Notice of Appeal, or in such other

beprovided in subdivision (c) of V.R.E.C.P. 5, if they wishto participate in this

Dated at Hartforrd, Vounont, thts 27h day of June, 201 g.
Glenn Gurman, Appellant,
by his attorneys,

HERSIIENSON CARTER SCOTT & MoGEE, PC
PO Box 909

Norwiol¡ VT 05055
Phone: (802)295-2500
Fax: (802) 295-3344

By:
Nathan
Esq.
nate@hcsmlaw,com
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STATE OF VERMONT
SUPERIOR

COURT

ENVIRONMENTALDWISION

InRe: Appeal of Glenn Gurman
1 86 Kendall Station Road, Norwich, VT

DocketNo:

MOTION TO STA,Y EMORÇEMENT ORDER PENDIFIG APPEAL
NOIIV COMES Appellant Glenn R, Gurman, and moves this Honorable Court to stay the
order issued by the Norwich Design Review Board directing Appellant to conect violations

with

rcspect to a fence and a ternporary structure that he believes have been constructed in accordance

with the Norwich ZontngRegulations and/ot in accordance with aa unappealed zoning permit
that waS issued by the Norwich Zoning Administrator

n20I5.

Substantial issues exist as to whether Appellant's fence is in violation ofthe permit, and

substantial evidence exists to establish that Appellant constructed the fence in accordance with
the telrns of a pennit duly issued by the Norwich Town Zoning Administlator in 2015.

Appellant had no attomey at the hearing beforc the DRB. He believed the issue was clear
and did not anticipate the adverse

ruling. Events proved him wïong, but the fence has been

standing for nearþ thlee years following issuance ofthe unappealed permit, without any prior

complaint or objection thatitwas constructed in violation ofthe zoning regulations or ofthe

permit. Having to remove it now or pernanently alter it or the ground around it would be a very
significant and irrevercible expense
Leaving the status quo in place and allowìng the fence to lemain pending the appeal
not cause any measurable harm to any paúy and, indeed, will preserve evidence that may be

important to the appeal.

will

WHEREFORE, Appellant respectfullyrequests that this Court grant a stay ofthe DRB
order pending the appeal period.
Dated at Hartford, Vermont thús}7th day of June, 201g.
Glenn Gurman, Appellant,

byhis attomeys,
HERSHENSON CARTER SCOTT & MCGEE, PC
PO Box 909
Norwich, VT 05055
Phone (802)295-2800
Fax (802) 295-3344

By:

H. Stearns, Esquire
nate@hcsmlaw.çom

STATE OF VERMONT
SUPERIOR COURT

ENVIRONMENTAL DIYIS ION
DocketNo.

INRE: Appeal of Glenn Gurman
186 Kendall Station Road, Norwich,

VT

CERTIFICATE OF SERVICE

I hereby certify t\atI,the undersigned, have complied with Rule 5 bymailing a copy of
Notíce of Appeal and Motion to Stay Enþrcement Oíder Pendíng Appealto theðterlc of the
!\e
Norwich Review Board at the address below,
Phil Deche4 Zoning Administrator
Town ofNorwich

TracyHall
300 Main Street
PO Box 376
Norwich, VT 05055
Dated at Hartford, Vermont this2Tth day of June, 201g.

NathanH. Stearns, Esq.
Hershenson,Carte1 Scott & McGee P.C.
PO Box 909

Norwich, Vermont 05055
nate@hcsmlaw.com

f5
Vermont Superior Court
Environmental Division
Environmental Division
32 Cherry StreeÇ 2nd Floor, Suite 303
Burlington, VT 05401

(802) esl-r740
www.vermontj udiciary.o rg

Docket Number: 66-6-18 Vtec

Gurman NOV

Initial Notification
June27,20L8
The above-referenced appeal from a municipal panel, district commission, Agency of Natural
Resources, or Agency of Agriculture was received at the Environmental Division on June 27,201g.
Environmental Division docket number 66-6-18 Vtec has been assigned to this appeal. please use the
Environmental Division docket number and the above case name when filing any documents or asking
any questions concerning this case. Please note, this case name may not be final if we are missing
necessary information from the appellant.

All documents should be filed with the Environmental Division at:
Superior Court
Environmenta I Dívision
32 Cherry Street, 2nd Floor, Suite 303
Burlington, VT 05401

(802)

ssl-r7^o

Also, if you have not provided the Environmental Division with a telephone number where you can be
reached during working hours for the purpose of telephone conferences, please do so as soon as
possible.
The Vermont Rules for Environmental Court Proceedings (V.R.E.C.P.) set out the procedures to follow
for this appeal. You may obtain a full copy of the Rules and Reporter,s Notes at

www.verm o ntjud

icia ry.org.

The person filing the appeal is called "the appellant." The appellant must take certain actions in order
to assure that this appeal is not dismissed. Consult the V.R.E.C.P. to see what those actions are. For
requirements regarding the appellant's responsibility to notify interested parties, see V.R.E.C.p.
5(bX4) for municipal appeals (see also Form 900 available on the Court's web site at
www.vermontjudiciary.org by calling the Environmental Division at the above number and requesting
that one be sent to you).

Letterhead
66-6-18 Vtec
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Gurman NOV

of 2

This case will be ready for an initial pretrial conference when the time for filing the appellant's
statement of questions has expired, or 20 days after the notice to interested parties has been sent,
whichever occurs later. To complete service of appeals, the appellant must do as follows:

¡
o

From an Appropriate Municipal Panel, follow V.R.E.C.P. 5(bX4XA). The clerk of the appropriate
municipal panel must provide the appellant with a list of interested persons within five working
days of the municipality's receipt of a copy of the notice of appeal.
From a District Commission, District Coordinator or the Secretary of the Agency of Natural
Resources, follow V.R.E.C.P. s(b)(aXe): Take special notice that no list of interested parties will be
provided by the tribunal, other than the service list on the decision appealed from.

The Environmental Division may extend timeframes if a request is made by written motion filed with
the Environmental Division before the deadline has expired. lf this case is set for a hearing on the
merits, the hearing will take place in or near the county in which the case originated. please note that
pursuant to V.R.E.C.P. 5(bXaXS), these appeals are de novo, unless the municipality has adopted
procedures to make certain appeals on the record.
Faxing or e-mailing a copy of a document is not sufficient to meet deadlines for filing documents with
the Environmental Division. Faxed or e-mailed copies may be authorized by the Court in certain
circumstances, but the Environmental Division will not accept a faxed or e-mailed document unless
the sender has first telephoned the Court and obtained permission to do so and/or unless the judge
has authorized faxing or e-mailing in a court order.

A person filing any documents (including letters) with the Environmental Division must also send
copy of that document to each of the other parties.

a

The Clerk of the Environmental Division will schedule a conference in person or by telephone as soon
as all necessary documents have been filed with the Court or at the expiration of the deadlines for
those documents. Before the initial conference, the Appellant is requested to provide the
Environmental Division with a copy of the decision being appealed from. The Environmental Division
finds it useful in preparing to discuss the appeal with the parties at the initial conference.

Electronically signed on June 27, z0r9 at 01:59 pM pursuant to v.R.E.F. 7(d)

Diane C. Chamberlin
Assistant Clerk

Letterhead
66-6-18 Vtec
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Town Manager's Report
June 25, 2018

1.

VTrans Bicycle & Pedestrian Program:

a.

b.

Continued to work with TRORC and VTrans to follow through with obtaining/installing
two RRFB crosswalk signal sets funded partially by a 20t7 Small Scale grant. With the
federal "vetting" process finally completed, making the signal sets from the company
sought an eligible expense, the signal sets were ordered. They will be installed on Main
St. in front of Tracy Hall and in front of the Town Green'
preparation (with help from TRORC) and submittal of a 2018 VTrans Bicycle &
pedestrian Program Small Scale Grant application for two (2) additional RRFB crosswalk
signal sets (crosswalk in front of the Norwich lnn and crosswalk on Rte 5 between the
school and the Congregational Church).

2.

Personnel lssues:

a. Alex Northern started work as Norwich Fire Chief.
b. Working to reply to former Fire Chief with several HR questions (related to his

c.

d.
e.

f.

retirement).
Hired Rod Francis, Director of Planning & Zoning - starting July 9.
Accepted Andy Hodgdon's retirement letter; initiated hiring process for replacing the
DPW Director position.
Accepted Bill Sanborn's notice of last day; initiated process to promote Paul Albee to
Head Attendant beginning August L; initiated process to hire a new attendant to replace
the position that Paul Albee will vacate'
Working with Town Counsel (Susan Gilfillan) on Union Contract negotiations, issues
raised bythe Union, and other personnelmatters previously relayed to Board members
in Executive Session.

3.

Attended 2-day spring conference of the VT Town/City Managers Association

4.

FEMA

-

a.

b.

c.
d.

e.

f.
g.

July L,2OL7 Storm Damage:
Work on Contract #1 with Nott's is proceeding and updates are being put on the
Listserve on a regular basis.
Bid #2 was "let". The work included in this bid packet predominately will relate to the
two "slides" on Beaver Meadow Rd along with several other areas requiring road and
streambank repairs. Bids were received and opened on June 19. The apparent low
bidder is Willey Earth. Other bidders included Nott's, L&M, and Griffin & Griffin. (A bid
summary will be provided at the Board's June 27 meeting.)
Bid #3 was "let". The work primarily includes remaining culvert work. Bids will be
received and opened on June 28.
staff worked to solicit and receive bank information on securing a s4,000,000 line of
credit, as authorized by voters during the 2018 Town Meeting. Based on Board approval
on June L3, staff is proceeding with executing bank paperwork with Mascoma Bank.
Efforts continue across all levels to ensure proper administration of activities to obtain
reimbursement from FEMA and VT Emergency Management.
Continuing to help coordinate the relevant parties (e.g., on-site engineer with the
contractor, proper documentation for FEMA, ensuring FEMA/state officials provide
necessary sign-off so that the Town doesn't incur unplanned costs, etc')
On an on-going basis, addressing individual citizen issues as they arise'

L
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h. A stream debris identification project was completed

by two Norwich residents, with
oversight by the Vermont Department of Environmental Conservation and the Town
Manager's Office. lt is hoped that a plan for removal of the worst debris fields can be
prepared and carried out such that any future storm event's damage can be minimized.
(Note: in many cases, the debris left by Tropical Storm lrene contributed to the damage
wreaked by the July 1, 2017 storm event.)

5.

Audit:
a.

b

6.

ln late winter/early spring, the Town (Board and TM, with recommendation from the
Finance Director) opted to solicit bids from professional auditing firms to perform the
Town's audit for fiscal years ending June 30, 20L8 -2020.
An RFP was prepared and "let". Three (3) proposals were received. A summary of the
proposals has been provided to the Board for their action at their June 27 meeting.

Drake Appeal:

a.

Working with Town Counsel (Paul Gillies)to see the Town through the court process
related to the Drake appeal. Note: the Town's current Contract Assessor will continue to
serve as "assessor" for this case, despite the end of his assessing contract on June 30.

7. Grange Foundation:
a. Proposal language was prepared for the Grange Master's approval.
b. Schedules were coordinated between the Fire District, a local mason, a local contractor,
a local materials company, neighbors, the Grange Master (and

c.
8.

Safety:

a.

b.

c.

d.
e.

9.

their pancake breakfast

coordinator), the Highway Department, the Fire Department, the Police Department,
and the Town Manager's Office.
lnstallation of a new water line, setting of underground waste blocks, repairing a section
of the Grange foundation, and conducting related excavation/backfilling all was
accomplished in four ( ) days.

Scheduled and conducted site visit forTracy Hall and the Police/Fire Department from
VLCT-PACIF related to conducting a risk management "audit". Those few items raised
currently are being worked on. DPW (Highway & Transfer Station) will be audited later
in the year after the Highway Garage addition is completed.
Continued to hold Safety Committee Meetings.
Updated/updating First Aid kits for Town Departments and vehicles.
Staff participated in relevant safety training (e.g., "competent" person, trench &
excavation safety, flagger training, active shooter event, etc.)
VT Dept. of Labor, based on an employee complaint, found no wrong doing by the Town
related to safety-related issues and follow-up action related to that employee.

Finance, Etc.:

a.
b.

See audit-related work performed above.

Continuing to work with Board members on internal financial controls and their
improvement:
Finance & Audit Committees: prepared comments on the proposed Board
committees.

i.
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ii.
iii.
iv.

v.

Met with assigned Board members to review items identified through the
Board's annualgoal setting process, through those individual members, and
items discussed with the Town Manager.
Working to improve bi-weekly and monthly financial reporting.
Reminded the Treasurer to complete by June 30 and deliver to the Selectboard
the VT Auditor of Accounts checklist required by statute.
lnitiated going through the VLCT recommended lnternal Financial Controls
Checklist. Once completed and discussed with the Board assigned members, the
Town Manager's Office will begin to prepare Board policies, improve protocols,
work with department heads, and carry out other tasks intended to address any
"deficiencies" identified by the VLCT checklist, as warranted. Note: the most
recently completed audit did not identify any deficiencies (material or
substantial) in the Management Letter, despite some misstated figures that
were corrected during the audit process.

10. Listers

a.
b.

Based on a request, reviewed the draft RFP for the Contract Assessor, since the current
contract assessor opted not to complete the 3'd year of his three year contract.
Also, based on a request, reviewed the draft contract for services for the preferred
Contract Assessor in advance of the June 13 Selectboard meeting.

11. Town Plan:
Helped the Selectboard prepare a schedule for adopting a Town Plan by July 13,
including two public hearings, related public notices, and time for preparing revisions,
such that a Town Plan could be adopted by July 11 (i.e., the 1't regular meeting of the
Board in July).
Collaborated with the Chair and other members of the Board individually and as a
group, along with the Planning Commission Chair and the Planning /ToningOffice, to
make the revisions duly acted on by the Board, including preparing and finalizing the
Future Land Use Map.
Attended public hearings.

a.
b.

c.
d. Collaborated with TRORC on issues related to "approval" of the Town Plan and
"confirmation" of the Town's "continuing planning process".

L2. Public Safety Building:

a.
b.

c.

Seen through the completion of the public safety building, housing the Town's Police &

Fire Departments.
Currently, there are some "details" of construction being worked on, such as addressing
some air conditioning leaks, ensuring the septic line is not "bowed", exterior door
thresholds, walk through items identified by the architect, and finishing the paving (now
that the Grange foundation repair is complete).
Concerning screening between the building and the Senior Housing project, a proposal
was prepared and presented to the Senior Housing Board. Given that presentation,
some changes were made (i.e., to plant several "clumps" of various types of vegetation
instead of a single "wall" of evergreens). Currently, that revision is being prepared and
plantings will be carried out in the new fiscal year.
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d.
e.

f.

Due to an underestimation of expenses for planning/permitting (budget = 520,000;
actual = >550,000), the exterior improvement of the Apparatus Building will not be
completed as part of this project.
Final sub-base work to Firehouse Ln will begin this Friday (June 29). Thereafter the initial
course of pavement will be installed on Firehouse Ln, and, then, the overall final course
of pavement will be installed throughout the project.
An official "grand opening" of the public safety building is being scheduled.

13. Highway Garage Addition:
a. Construction of the addition continues. At present, interior finishes are being applied,
and electrical and plumbing work is being worked on. Soon, the new cement floor will
be sealed, and probably after the end of July the vinyl flooring will be installed. Note:
the sealing and the vinyl flooring can only be installed after certain levels of moisture
have vacated the cement floor. The bulk of the exterior is complete. Remaining work
outside includes finishing the siding near the generator, redoing the storm water runoff
excavation, hooking up the septic system, and some minor details.
b. The building is significantly over budget, given the need to remediate mold and fix illegal
wiring found earlier this year and due to various change orders along the way. Also, the
project is over budget due to the method in which FEMA as part of the Alternative
Project process accounts for finances. (l believe the financing issue here relates to the
amount of funds the Town expected to receive from FEMA which actually was the
amount that FEMA would contribute plus the Town's 10% portion, meaning the amount
expected from FEMA was overstated.)
c. Additional illegal wiring was just discovered (6/26). Also, the electrical "load" from the
service to the various panels is too burdensome. (This situation, apparently, existed
prior to the construction project.) The load will have to be divided to ensure the
electrical system meets "code". Also, it's been learned that the solar powered hot water
tank does not work efficiently enough to provide enough hot water to meet "code". As
such, a 30-galwater heater is being added to the project. The solar powered system will
still be used to help with vehicle washing since it will help to provide enough warm
water to assist with that duty.
14. Other:
a.
b.

c.
d,

e.

r

Based on resident concern, conduct spot speed analysis and extended the 25 mph
speed limit outward from the Village on Union Village Rd.
Amid a resident concern, determining whether or not "speed tables" are warranted on
Glen Ridge Rd. (To date, the Police Chief and the Highway crew have individually
examined the area and met to discuss the citizen concern.)
Working to have a Town Manager "cracker barrel" session scheduled.
Researched and answered a citízen's concern about proper disposal of Garlic Mustard
plants (an invasive species). Also, addressed some other citizens' concerns about
Japanese Knotweed (another invasive species), including reminding DPW about the
Town's lnvasive Species Management Policy.
Helped Planning Commission Chair with drafting and possible tax bill "strrffer" asking
citizens what are the Town's most pressing needs.

Work continues to complete the "codification" of ordinances.
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g.

Working to dec¡de if the Board needs to adopt a marijuana ordinance (or amend an
existing one).
h. Church St. "School to Work" sidewalk, based on action of the Selectboard to not
proceed with the sidewalk, the Town Manager's Office is working with Wrans to
ascertain what traffic calming improvements could be implemented, if any, using
allocated funds from the originally planned sidewalk. lt is hoped that traffic calming
measures could be implemented to minimize the amount of funding that has to be paid
to VTrans for not proceeding with the sidewalk.
Filling in as Zoning Administrator in the interim of bringing on-line the new Director of
Planning & Zoning. (Reviewing and approving permits, etc.)
Filling in as DPW Director (with help from Neal Rich) in the interim of bringing on-line a
new DPW Director.
Went out to bid on winter sand & gravel.
Went out to bid on two bridge projects.
iii. Coordinating paving projects.
iv. Dealing with truck purchases (or "cancelling" such purchase), including retrofit
of trucks as necessary and collaborated on with the Highway crew.
Secured VLCT-PACIF grant to help offset the cost to replace the Fire Panel at Tracy Hall.
Also, oversaw contractor installation of the new panel.
Norwich Farms - offered community development and other insight to those citizens
working to protect Norwich Farms as a working farm, including the Norwich Creamery.
The insight included discussion about farmland appraisal contracts enabled in Vermont
statutes.
m. KendallStation Rd. Railroad Crossings:
Northerly Crossing - continued to have limited participation in the proceedings
of the VTTransportation Board related to the northerly rail crossing and its
permanent closure. Efforts included providing Town perspective, especially
related to emergency access.
Southerly Crossing - participated in VT Transportation Board proceedings
regarding this crossing. Ultimately, had DPW install a "No outlet" sign at the
road's intersection with Route 5 and had DPW install painted warnings on the
road on either side of the tracks according to MUTCD guidelines.
n. ERAF - Researched what reimbursement funding could be available to the Town and
what needs to be adopted by the Town to secure such funding in the future. (The Town
needs to adopt some river corridor information into its bylaws to be eligible for an
additional percentage of funding from Vermont emergency sources. The Town is not
eligible for this funding related to the July L, 2017 storm event. Once the Town Plan is
adopted, the Town will be able to amend its bylaws to incorporate the required text.)
o. Transfer Station - working with Casella and a specific glass collection project that takes
glass from the waste stream and diverts it for a local storm water project in an Upper
Valley town. Also, researched whether or not it would make sense to re-contract with
the firm the Town used to contract with regarding the Town's compost. Under existing
contract arrangements with Casella there's no financial incentive to change contracts.

i.

j.

i.
ii.

k.

l.

i.

ii.
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Monthlv Recreation Re þort

Recreation Proqram Update - I observed many of our Norwich Spring Baseball and Lacrosse teams

in

action, and feel incredibly fortunate to have such dedicated, quality Volunteer Coaches heading up our youth

programs. All participants seemed to be enjoying their recreation experiences and there was lots of positive
feedback from parents, also.

The summer brochure was completed, posted on-line and handed out to Marion Cross School students. After
some interviewing, a wonderful summer staff was hired. A few are returning seasoned veterans. Four
programs began the last week in June. We have eleven varied programs being offered to help keep residents
active this summer: 'The Good Life' Day Camp, 2 Sports Camps running weekly throughout the summer,
Friday Climbing Adventure, "Challenger" Soccer Camps, Baseball, Fencing, Storrs Pond Afternoon Adventures,
as well as Adult Yoga and Pa Kua Chang Kung Fu. We added a Babysitter's Training course for the first time
in five years as a response to multiple requests. I'm excited to have it being taught by Sergeant Frank.

Facilities - lfollowed up on contractual rental agreements ending this fiscalyear, June 30th, '18 and finalized
all summer rentals and reservations going fonruard as well. I went over our end of spring facility needs with
Adam / B & G and gave them the field use schedule for Huntley Meadow, so as to be able to coordinate the
timing of mowing and lining needs throughout the summer calendar.
The demand for the pavilion at Huntley Meadow as well as the breadlpizza oven area at Barrett Meadow was
overwhelming this month. lt was reserved for a wide variety of June end of school events and celebrations. lt is
wonderful to have it used and enjoyed by so many residents.
Both Huntley and Barrett Meadow look absolutely beautiful thanks to Neal, Adam and the rest of the Buildings
& Grounds team. Many thanks to them for their dedication, attention to detail, and hard work.
The Connecticut River Conservancy is working on the relicensing for the Bellows Falls and Vernon
hydroelectric dams, and Great River Hydro has a requirement to the public to create new recreational
opportunities and/or help maintain existing sites. This could be a once-in-a-lifetime opportunity with funding
available for anything from land for sale along the river or its tributaries to be put in conservation for public use,
help with maintenance at current public accessible sites, tackling erosion issues, or coordinating river clean up.
Samantha Loch, an intern representing the "Connecticut River Conservancy" whom I've talked to and met with,
continues to work on finding potential funding regarding Connecticut River accessisites for Noruvich. I plan to
continue supporting her on behalf of Nonruich however she sees fit, to help increase our chances of receiving
some funding.

Meetinqs - Orientation meetings took place to prepare my summer staff for the season ahead with our largest
Sports Program meeting taking place on June 21st. I met individually with multiple Summer Program
Coordinators and lnstructors to adequately prepare them for the season ahead.

Miscellaneous - I met with Dick Dodds, the Storrs Pond Director and as well

as the Director of the Hanover

lmprovement Society and attempted to renegotiate discounted Storrs Pond tickets for Non¡vich residents again
this summer but unfortunately they couldn't offer these to us anymore.
- lt was sad to hear that Andy was retiring.
Respectfully submitted by, Jill Kearney Niles

FYI

Town of Norwich

Sale and Distribution of Marijuana Prohibition Ordinance

Pursuant to the provisions of Title 18 ç 447 4l, Title 24 $ $ 1 971 et seq., Title 24 ç 2291 and Title
24 App. ç 7-23 of the Vermont Statutes Annotated, the Select Board of the Town of Norwich,
Vermont, for the purpose of promoting the public health, safety, welfare and convenience, does

hereby ordain as follows:

Section 1. General Provisions and Definitions

A.

The pufpose of this ordinance is to regulate the Sale, Dispensing and Consumption of
Marijuana within the Town of Norwich, Vermont.

B. "Marijuana"

shall have the same meaning as provided in 18 V.S.A. $ 4201(15).

C. "Dispensary"

shall have the same meaning as provided in 18 V.S.A. ç 4472(5).

Section 2. Prohibition on Sale or Distribution of Marijuana

A.

The sale or distribution of Marijuana, Marijuana-infused products like tinctures, oils,
solvents and edible or potable goods, in the Town of Norwich, Vermont, is
prohibited.

B.

The opening, operation or location of a Dispensary in the Town of Norwich,
Vermont, is prohibited.

Section 3. Prohibition on Consumption /Use of Marijuana in Public Places

A. The consumption

of or use of Marijuana in or on any land or public buildings owned
or under the control of the town ofNorwich shall be prohibited.

Section 4. Enforcement

Any violation of this ordinance shall be a civil matter which may be enforced in the Vermont
Judicial Bureau, except where otherwise indicated.
Violations enforced shall be in accordance with the provisions of 24 V.S.A. $$ 1974a and 1977
et seq. For purposes of enforcement in the Judicial Bureau, aLaw Enforcement officer shall be
the designated enforcement offi cer(s).

Section 4. Penalties and Costs

1.

2.
3.

First offense
Second offense
Third & subsequence offenses

$500.00 full penalty/$150.00 waiver penalty.
$500.00 full penalty/$250.00 waiver penalty.
$500.00 tull penalty.

Section 5. Severabilit)¡

If any section of this ordinance is held by a court of

competent jurisdiction to be invalid, such

finding shall not invalidate any other part of this ordinance.

Section 6. Effective Date
This ordinance shall become effective 60 days after its adoption by the Select Board. If a
petition is filed under 24 V.S.A. $ 1973, that statute shall govern the taking effect of this
ordinance.
Adopted at Norwich, Vermont this

_

day

of

2018

Norwich Select Board

Received and recorded this

_

Bonnie Mundy, Town Clerk

day

of

2018
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Emergency
Communications
(Contractual Services Overview)
ïown of Non¡rich Police Department

ffi

Responsibility
ïhe

Hartford Emergency

Communications Center (ECC) is
one of six regional Public Safety
Answering Points (PSAP), with
personnel responsible for answering
emergency (911) & non-emergency
calls for public safety service in East
Central Vermont under contract.

The Hartford ECC will receive
$80,267.50 from the State of
Vermont for providing this service in
the coming year.

L
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ffi

Organization & Support
The Emergency Communications Manager serves as the public

Safety Answering Point (PSAP) Administrator, and is responsible to
the Police Chief for the day-to-day operations of the ECC.

Chief of Polico
ÀDÍ¡tstMwE

sÊrucEs

Áffi,ffi&i6r'

cmmms

ffi

c€tER

Staffing
The ECC - "Dispatch" provides around the clock radio,
telephone and computer assisted dispatch services to
police, fire & EMS units in Hartford, and under contract
for ten neighboring communities. The ECC is comprised
of 8 full{ime employees:

.
.
.
*

1 Manager/PSAP Administrator

7 FullTime Communications Specialists

2 Part Time Dispatchers Supplement Coverage

Budget includes 10% of salary for Potice Chief and Administrative Assistant

2
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ïhe

FY 18-1 9 Budset
Emergency Communications Center Operating Budget

authorized by the Town of Hartford Selectboard is $860,122.1 g

PersonnelMages -88% of total budget:
$757,197
Projects
Description

Amount

Profesaional Development Tralning

$3575

Vermont 911 Console Upgrade - Match

$22,575

Ergonomic Keþoard/Mouse Conlorslon

$1005

Vermont 911 Console Upgrade - State initiative to replace aging
911 Console lnterface System with digital, lP based
technologies, to include monitors, Radio Gateways and audio
components. State match $162,752 for equipment, local match
$22,57 5, for i nstailation.

ffi

Workload

During 2016, Hartford ECC personnel answered b92 emergency
calls for service, (911) originating from the Town of Nonryich
resulting in the recording, dispatch and monitoring of 1416 calls for
police service in addition to 896 recorded traffic stops on behalf of
the Norwich Police Department.

1500
1000
500

1,31O

896
109

0
¡lraffic Stop(s)

lNon-Cr¡m¡nal

¡ Crim¡nal

source: splllman technologìes, Inc,; lown of Hartford pol¡ce Department, by Emergency commun¡cations
Nianager Smith, Scott.
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Contractual Service
Each contract community is responsible for a minimum
administrative fee equal Tol.25o/o, or 510,752 of the Hartford
Emergency Communications Center's total Operating Budget.

Dispatch Activity

(2 0 1

6)

23

.

Hartford

The ECC will collect a total of

$

¡ Other

Contract(s) . Norwich

107,520 in administrative fee(s) this coming year

Fee for Service

ffi

Where the percentage of cost for a contract community's overall
workload is greater than the Administrative Fee, the contract
community is responsible for that percentage of the cost, less
those funds received by the Emergency Communications Center

for non-dispatch services. For FY

Approved Operating Budget
State of VT 911 Reimbursement
Administrate Fee(s)
Tower Rental Fee
þnamic Budget

11.203o/o
CâllVolums
P6rcantage
(2312 total)

x

$650,803

= ,f 72191I...

20 I 8- 1 9:

s860,122.19
$80,267.50
- $107,520.00

-

s21

$650,802.69

FY 2ot8-t9 Feefor senice

Budgêt
Lêss Funds
Received
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Payment Options
The Town of Hartford has proposed a four (4) year phase-in
i
the new

fee:

.
.

FY20l8-19

Fee for Service
Current Fee for Service

s72,9ll
- s50.434

Difference

.
.

of

s22,477

FY2018-19 Fee for Service
Current Fee for Service

s22,477

+

Annual Increase

4

years

$ 5,619.25

$50,434 + $5,619.25 = 856r053.25... ry zott-ts Feefor Semice
FY 2017-18
Fee for
Seruice

Three (3) year phase-in

lncrease
oveÍ 4
years

-

($7,492.33), 857,926.33

Ituo (2) year phase-in (811,238.50), 861,672.50

¿

ll L1&'#

t7rl1t,'1

v 4,1v1

ffi
Questions ?

5

,f{t'"VERMOIVI
Vermont Department of Environmental Conservation

Açt encll

<tJ'

N ut"Lrral 1{eso¿¿¡'ce.s

Watershed Management Division
St. Johnsbury Regional Office
rzzg Portland Street, Suite zor
St. Johnsbury, VI o58r9
www.watershedmanagement.vt.gov

lfaxl

8oz-248-6682

lcelll

8oz-279-tt43

AUTHORIZATION TO CONDUCT NEXT FLOOD MEASURES
F of the Vermont Stream Alteration General Permit

Pursuant to Section
Project Number:

NFM-09-1020-2018

Applicant Name:

Town of Norwich, Herb

Mailing Address:

300 Main St., PO Box 376, Norwich, VT 05055

Phone: (8021 649-1f19

River: Browns Brook

Lat/Lon : 43.7 36t66, -7 ?.3397 0,7
Email :

H

Durfee@ norwich.vt.us

Brown Schoolhouse Bridse over Browns Brook

Project Locations

The Secretary of the Vermont Agency of Natural Resources (VT ANR) has determined that:
This project authorizes Removal of collapsed brldee from sJream.

r.
2. The proposed activity is eligible for coverage under the W ANR Stream Alteration General Permit - Next Flood
Measures,

3.

The proposed activity will meet the terms and conditions of Section

r
r

F

of the General Permit provided:

The project will be completed as to be determined in the field.
The project is proportional to the threat and conditioned to cease when the threat to life or to improved property
has ended.

o
r
¡
.

The project will not result in a threat to life, public health or safety.
The project will meet the standards detailed in subsection E.2.1" and E.2.2 of the General Permit.
The project will meet Stream Alteration Standards to the greatest extent possible.
A pre-construction meeting is held between the contractor, owner/applicant, and the ANR River Management
Engineer (802) 490-6962, scott.iense¡@vermont.sgv

.
r
.

.

The River Management Engineer is notified by phone or email when the project is started and completed.
A final construction inspection is required for any culvert and bridge related work.

Additionalconditions:

lf there are any changes in the project plan or significant deviation in construction from the discussed plan, the Permittee
must notify the River Management Engineer immediately.
lf the project is constructed as you have described, as shown on the above referenced approved plans and according to the
above conditions, there is no reason to expect any violation of Vermont Water Quality Standards.
Emily Boedecker, Commissioner
Department of Environmental Conservation

Dated: Julv 3, 2018
ScottJensen,

P

, River Management Engineer

