
Board of Selectpersons 
Tuesday, October 17, 2017 

7:00 PM - Town Office Conference Room 
 

CALL TO ORDER / PLEDGE OF ALLEGIANCE 
 
MINUTES 
8/15/17 
9/5/17 
 
RECOGNITION OF VISITORS - ITEMS NOT ON THE AGENDA 
 
REPORTS 
Town Manager’s Report  
Financial Reports  
Department Reports 
 
COMMUNICATIONS 
  
 
OLD BUSINESS 
 
 
NEW BUSINESS 
Emergency Marijuana Ordinance 
LaLiberte Agreement 
Personnel Policy Update 
Camp Connor 
Budget Discussion 
November 7 Election Ballot 
Set Date for Public Hearing for Annual General Assistance changes 
 
ASSESSING BUSINESS  
Maine Valuation Report  
Tree Growth Penalty M9 L8  
 
 
PAYABLES  
 
ANY OTHER BUSINESS 
 
CALENDAR  
 
ADJOURNMENT 
 
 
 
 
SELECTPERSONS ACTIVE LIST 
Hilt Hollow – Ongoing 
Spectrum Franchise Agreement 
 
 
OPEN COMMITTEE/BOARD SEATS 
Board of Appeals – 4 vacancies 
Planning Board – 1 vacancy 
Scholarship Committee – 1 vacancy 
Library Trustees – 1 vacancy 
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POLAND BOARD OF SELECTPERSONS 
MINUTES OF MEETING 

August 15, 2017 
 
CALL TO ORDER/PLEDGE OF ALLEGIANCE – Chairman Tetenman called the meeting to order at 
7:00 PM with Selectperson Janice Kimball, Walter Gallagher, Mary-Beth Taylor and James Walker, Jr. 
present.    
 
MINUTES – None 
 
RECOGNITION OF VISITORS (A list of visitors who attended the meeting are attached)  
 
REPORTS  
Town Manager Report 
 
Financial Reports – Selectperson Taylor moved to approve the financial reports as presented.  
Selectperson Kimball seconded the motion.  Discussion: None 
Vote:  5-yes  0-no    
 
COMMUNICATIONS – HM Payson Statements 
 
OLD BUSINESS – None 
 
NEW BUSINESS – RSU 16 Expansion – John Hawley, Director of Operations for RSU 16 was present 
to discuss the proposed RSU 16 expansion.  The expansion is to create additional classroom space at 
the Bruce M Whittier Middle School allowing the removal of the currently used modulars.  Initially they 
came before the public stating the expansion would be 8 million dollars and it was clear to them that 
the townspeople were a little reserved about spending 8 million dollars.  The building committee then 
scaled down the project to 5.7 million dollars.  The committee made a full recommendation to the School 
Board to put forward the 5.7 million dollar project to a referendum vote at the November 7, 2017 
election. 
 
Spirit of America Award– The Town was invited to the presentation of the Spirit of America Awards on 
September 13th at 6:30 PM.  Town Manager Matt Garside, Selectpersons Taylor, Walker and Tetenman 
will plan on attending 
 
Exception to Policy Discussion– Town Manager was asked to grant an exception for a truck to travel 
on a no through trucking road.  The policy does not give authority to the Town Manager to make that 
decision.  He spoke to DPW and made a decision that the exception could be granted due to a safety 
concern.  Town Manager Matt Garside requested that the Board give authority for exceptions to policy 
when certain circumstances arise that require us to deviate from the policies approved by the 
Townspeople.  The Board asked Town Manager Matt Garside to look into the procedure of how an 
exception to policy could be made and executed. 
 
RFP for Municipal Complex – The consensus of the Board was for Town Manager Matt Garside to put 
an RFP together for engineering services for the Municipal Complex as previous planned in the concept 
drawings to include any recommendations the engineering firms may have for changes. 
 
Sick Leave Policy/Summary Discussion – Direction was given by the Board to draft a clearly written 
and exact amendment to the personnel policy for the sick leave policy payout.  Stating that those hired 
before 12/31/2016 will receive a 33% payout each year for any hours over 480 hours of accumulated 
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of sick time.  Those hired after that date will be capped at 480 hours accumulation and will not be able 
to accumulate any more hours therefore will not receive any payout annually.  The payout of 33% of all 
accumulated sick time for all employees upon leaving in good standing or retiring will continue to be 
paid out. 
 
PAYABLES – Motion by Selectperson Kimball to approve the bills payable in the amount of 
$209,984.92.  Selectperson Taylor seconded the motion.  Discussion: None 
Vote:  5-yes  0-no   
 
ANY OTHER BUSINESS – Consensus of the Board was to hold a meeting with Town Manager Matt 
Garside regarding a review of his performance on Thursday, September 7th at 6:30 PM. 
 
Consensus of the Board was to provide a list of cemeteries, with specific locations, that the Town is 
responsible for maintaining. 
 
Public Works Director Adam Strout is looking at doing some work on Hardscrabble Road and can 
continue with the per ton price that we are contracted for if we combine it with the work we currently 
have going on.  This would require a change order to be made.  Selectperson Gallagher moved to 
approve a change order with Glidden for more asphalt with a price per ton of $63.16 with a cost not to 
exceed our budgeted CIP line item amount.  Selectperson Taylor seconded the motion.  Discussion: 
None 
Vote:  5-yes  0-no 
 
ADJOURN – Selectperson Gallagher moved to adjourn.  Selectperson Walker seconded the motion.  
Discussion: None 
Vote:  5 -yes  0-no   
 
Recorded by:  Nikki M. Pratt 

Board of Selectpersons 
 

 
      ________________________________                 ________________________________ 
      Walter J. Gallagher, Vice -Chairperson  Janice A. Kimball 
 
 
      ________________________________                 ________________________________ 
      Stanley L. Tetenman, Chairperson             James G. Walker, Jr. 
 
 
      ________________________________ 
      Mary-Beth Taylor  
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POLAND BOARD OF SELECTPERSONS 
MINUTES OF MEETING 

September 5, 2017 
 
CALL TO ORDER/PLEDGE OF ALLEGIANCE – Chairman Tetenman called the meeting to order at 
7:00 PM with Selectperson Janice Kimball, Walter Gallagher, Mary-Beth Taylor and James Walker, Jr. 
present.    
 
MINUTES – Selectperson Gallagher moved to approve the minutes of August 1, 2017 as presented.  
Selectperson Taylor seconded the motion.  Discussion: None 
Vote:  5-yes  0-no 
 
Selectperson Gallagher moved to approve the minutes of August 8, 2017 as presented.  Selectperson 
Walker seconded the motion.  Discussion: None 
Vote:  5-yes  0-no 
 
RECOGNITION OF VISITORS (A list of visitors who attended the meeting are attached) Jessica Faye, 
House District 66 Representative was present to update the townspeople on legislative articles that the 
House is working on. 
 
REPORTS  
Town Manager Report 
 
Financial Reports – Selectperson Gallagher moved to approve the financial reports as presented.  
Selectperson Taylor seconded the motion.  Discussion: None 
Vote:  5-yes  0-no    
 
COMMUNICATIONS – None 
 
OLD BUSINESS – None 
 
NEW BUSINESS – RFP for Municipal Complex – Selectperson Gallagher moved to approve the 
Municipal Complex RFP as presented and to authorize distribution.  Selectperson Taylor seconded the 
motion.  Discussion: None 
Vote:  5-yes  0-no 
 
RSU Community Advisory Committee – The RSU 16 is looking for 3 townspeople, one from each town 
to be on a communication committee for the RSU 16.  Please submit volunteer applications, a 
representative will be chosen for Poland at the Board meeting on September 19, 2017. 
 
ASSESSING BUSINESS – Selectperson Kimball moved to approve a supplemental tax bill in the 
amount of $196.88 for map 13 lot 50 RE account 1625.  Selectperson Taylor seconded the motion.  
Discussion: None 
Vote:  5-yes  0-no 
 
PAYABLES – Motion by Selectperson Gallagher to approve the FY18 bills payable in the amount of 
$1,323,367.56.  Selectperson Kimball seconded the motion.  Discussion: None 
Vote:  5-yes  0-no   
 
Motion by Selectperson Kimball to approve the FY17 bills payable in the amount of $7,744.00.  
Selectperson Walker seconded the motion.  Discussion: None 



Board of Selectperson Minutes of 09/05/2017                                                                                                                                                  Page 2 of 2 
 
 

Vote:  5-yes  0-no   
 
 
ANY OTHER BUSINESS – None 
 
ADJOURN – Selectperson Gallagher moved to adjourn.  Selectperson Taylor seconded the motion.  
Discussion: None 
Vote:  5 -yes  0-no   
 
Recorded by:  Nikki M. Pratt 

Board of Selectpersons 
 

 
      ________________________________                 ________________________________ 
      Walter J. Gallagher, Vice -Chairperson  Janice A. Kimball 
 
 
      ________________________________                 ________________________________ 
      Stanley L. Tetenman, Chairperson             James G. Walker, Jr. 
 
 
      ________________________________ 
      Mary-Beth Taylor  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  



Town Manager Report 17 October 

 

• Attended MMA Convention with Select Persons Taylor and Walker, Town Clerk, Finance Director 
and Code Enforcement Officer. 
 

• Attended CEDC meeting. 
 

• Met with one Poland business owner. 
 

• Attended Harvest Festival at Shaker Village.  Relationship building. 
 

• With Finance Director met with Northeast Bank rep.  Reviewed accounts, service. 
 

• Attended Rail Coalition Meeting.  Group is promoting passenger rail service. 
 

• BETE.  Assessor sent clarification on various line items to Maine Revenue.   
 

• Oxford Dam.  Met with Oxford Town Manager.  Poland contributes $5K annually for 
maintenance/repair of the dam.  No major repairs this past year – just regular maintenance.  
Oxford Town Manager addressing concerns of several area residents on lake level. 
 

• Library Sprinkler.  PWC brought water to the Library for the sprinkler system.  Piping etc to be 
installed Nov/Dec. 
 

• PWC removed several trees in back of the Library.  Reason for removal was to eliminate risk 
from falling branches that our insurer identified. 
 

• Town Hall Bathrooms.  Intend to remodel existing bathrooms in the basement and install a 
unisex bathroom on the upper floor. 
 

• Town Office interior painting.  Project to commence once painter is selected and schedule 
determined.  Plan is to have minimal impact on customer service. 
 

• Town Office A/C.  Inoperable.  Requires replacement.   
 

• Conservation Committee.  Attended meeting.   
 

• RSU 16 meeting.  Attended meeting at Elm Street School. 
 

• MDOT RT 26/122.  Met with Region Traffic Engineer.  Identified locations for “No Parking” signs 
on RT 26/122.  Expect these to be installed within the next four weeks.  Will not get a speed 
study done.  Instead, will request a “radar sign” be given to the Town.   
 



 

• Personnel Policy Update.  Marked up copy provided for review, clean copy ready for signature. 
 

• LaLiberte Agreement. 
 

• Budget guidance and schedule. 
 



 
 
TO:  Matt Garside, Town Manager 
FROM: Sharon Chammings, Finance Director 
DATE:   October 13, 2017 
RE:  Financial Statements for FY2018 
 
 
 
 
We are 15 weeks (28.9%) into FY2018; 31.80% of budgeted expenditures have been 
spent and 31.19% of budgeted revenues have been received. 
 
 
Tax payments have begun to come in; as of 10/12/17 we have received a little over 
2.1 million dollars. 
 
RHR Smith and Company Auditors will be in the Town Office the week of October 30th 
to perform the annual review of our financial position and municipal practices for Fiscal 
Year 2017 (which ending on June 30, 2017). 



BI-WEEKLY REVENUE REPORT
Fund: 10
October

Budget Curr Mnth YTD Uncollected Percent
Account Net Net Net Balance Collected

    4010 - TOWN REPORT/NEWSLETTER AD 750.00 0.00 0.00 750.00 0.00
    4015 - FOAA REVENUE 0.00 0.00 0.00 0.00 ----
    4020 - CASH REPORTING SHORT-OVER 0.00 -0.04 -0.28 0.28 ----
    4030 - CD DEBRIS 0.00 0.00 0.00 0.00 ----
    4050 - CEMETERY TRUST FUND ASSES 0.00 0.00 0.00 0.00 ----
    4060 - CABLE TV FRANCHISE DISTRI 47,000.00 0.00 0.00 47,000.00 0.00
    4070 - URBAN RURAL INITIATIVE (LRAP) 70,000.00 0.00 0.00 70,000.00 0.00
    4080 - MMWAC MEMBER DISTRIBUTION 0.00 0.00 0.00 0.00 ----
    4090 - MISC STATE DISTRIBUTIONS 0.00 0.00 0.00 0.00 ----
    4100 - STATE PARK DISTRIBUTIONS 5,000.00 0.00 0.00 5,000.00 0.00
    4110 - STATE REVENUE DISTRIBUTIO 215,940.00 0.00 55,348.14 160,591.86 25.63
    4120 - STATE TREE GROWTH FEE DIS 15,500.00 0.00 0.00 15,500.00 0.00
    4130 - BOAT EXCISE 12,000.00 0.00 2,207.60 9,792.40 18.40
    4140 - MOTOR VEHICLE EXCISE 1,050,000.00 40,692.21 344,248.07 705,751.93 32.79
    4150 - AMBULANCE SERVICE FEES 160,000.00 -1,569.48 52,540.96 107,459.04 32.84
    4151 - AMBULANCE MECHANIC FALLS 40,000.00 0.00 1,547.87 38,452.13 3.87
    4155 - FIRE COPY REVENUE 0.00 0.00 0.00 0.00 ----
    4160 - ANIMAL LICENSE FEES & FIN 3,000.00 0.00 47.00 2,953.00 1.57
    4170 - BUSINESS REGISTRATION FEE 1,000.00 0.00 30.00 970.00 3.00
    4180 - CODE ENFORCEMENT FEES 40,000.00 3,562.75 20,736.55 19,263.45 51.84
    4185 - COURT JUDGMENT INCOME 0.00 0.00 100.00 -100.00 ----
    4190 - CUSTOMER SERVICE FEES 1,000.00 49.38 375.76 624.24 37.58
    4195 - HERITAGE VIDEO REVENUE 0.00 0.00 0.00 0.00 ----
    4200 - ELECTRICAL PERMIT FEES 7,500.00 83.00 1,086.64 6,413.36 14.49
    4210 - INLAND FISHERIES AGENT FE 2,500.00 26.25 468.00 2,032.00 18.72
    4220 - LIEN FEES 11,000.00 253.11 4,460.82 6,539.18 40.55
    4230 - MOTOR VEHICLE FEES 21,000.00 709.00 6,132.00 14,868.00 29.20
    4240 - PLUMBING PERMIT FEES 11,000.00 537.50 4,310.00 6,690.00 39.18
    4245 - FIRE PERMIT FEES 200.00 0.00 0.00 200.00 0.00
    4250 - RETURN CHECK FEES 900.00 0.00 174.60 725.40 19.40
    4260 - SNOWMOBILE REGISTRATION F 1,100.00 0.00 0.00 1,100.00 0.00
    4270 - SOLID WASTE SERVICE FEES 19,000.00 367.50 8,900.00 10,100.00 46.84
    4280 - TOWN BUILDINGS RENTAL FEES 750.00 0.00 140.00 610.00 18.67
    4285 - NON RESIDENT RECREATION FEES 1,000.00 0.00 0.00 1,000.00 0.00
    4290 - VITAL STATISTICS 4,000.00 155.00 1,934.80 2,065.20 48.37
    4295 - NON RESIDENT BEACH PERMITS 900.00 0.00 355.00 545.00 39.44
    4300 - RSU16 Garage Bay Maintenance 5,000.00 0.00 1,268.75 3,731.25 25.38
    4310 - GENERAL ASSIST REIMBURSEM 5,000.00 0.00 0.00 5,000.00 0.00
    4320 - HOMESTEAD REIMBURSEMENT 135,000.00 0.00 180,774.00 -45,774.00 133.91
    4330 - VETERANS EXEMPT REIMBURSE 3,600.00 0.00 0.00 3,600.00 0.00
    4335 - INSURANCE REIMBURSEMENTS 0.00 0.00 4,910.00 -4,910.00 ----
    4340 - SOLID WASTE REVENUES 6,000.00 341.01 6,510.46 -510.46 108.51
    4350 - SALE OF TIMBER 0.00 0.00 0.00 0.00 ----
    4360 - TAX ACQUIRED PROPERTY 0.00 0.00 0.00 0.00 ----
    4370 - TAX COMMITMENT REVENUE 0.00 0.00 10,699,438.59 -10,699,438.59 ----
    4380 - GAIN ON TAX ACQUIRED PROP 0.00 0.00 0.00 0.00 ----
    4390 - TAX PENALTY INTEREST 35,000.00 239.50 6,555.82 28,444.18 18.73
    4400 - PAYMENTS IN LIEU OF TAXES 0.00 0.00 0.00 0.00 ----
    4420 - TIF REVENUES 0.00 0.00 0.00 0.00 ----
    4430 - USE OF CEMETERY FUNDS 0.00 0.00 0.00 0.00 ----
    4440 - USE OF RESERVES 0.00 0.00 0.00 0.00 ----
    4450 - USE OF TIF FUNDS 0.00 0.00 0.00 0.00 ----
    4460 - USE OF UNDESIGNATED FB 0.00 0.00 0.00 0.00 ----
    4470 - USE OF DESIGNATED FB 0.00 0.00 0.00 0.00 ----
    4480 - T&M COMMERCIAL FUNDING 0.00 0.00 0.00 0.00 ----
    4490 - MISCELLANEOUS GRANTS REVENUES 0.00 0.00 0.00 0.00 ----
    4500 - MISCELLANEOUS REVENUES 5,000.00 15.00 310.00 4,690.00 6.20
    4510 - INVESTMENT INTEREST 9,000.00 0.00 18.27 8,981.73 0.20
    4520 - SALE OF ASSETS 0.00 0.00 0.00 0.00 ----
    4530 - RESCUE CONTRACTUAL WRITE 0.00 0.00 0.00 0.00 ----
    4540 - BETE REIMBURSEMENT 320,000.00 0.00 0.00 320,000.00 0.00
    4550 - FIRE BOND REVENUE 0.00 0.00 0.00 0.00 ----
    5000 - CAMP CONNOR OPERATION DONATION 0.00 0.00 1,115.00 -1,115.00 ----
Final Totals 2,265,640.00 45,461.69 11,406,044.42 -9,140,404.42 503.44
    4370 - TAX COMMITMENT REVENUE 0.00 0.00 10,699,438.59 -10,699,438.59 ----
Budgeted Totals 2,265,640.00 45,461.69 706,605.83 1,559,034.17 31.19%



BI-WEEKLY EXPENSE REPORT
October
Fund: 1011:54 AM

Poland
Page 1

10/13/2017

Budget Curr Mnth YTD Unexpended Percent
Account Net Net Net Balance Spent

110 - ADMINISTRATI 554,268.00 24,480.40 177,917.30 376,350.70 32.10
    01 - ADMIN 406,710.00 17,207.92 134,119.62 272,590.38 32.98
    05 - CONTRACTED 85,270.00 4,669.00 20,516.87 64,753.13 24.06
    06 - BLDGS & GRND 50,126.00 2,353.48 20,349.17 29,776.83 40.60
    07 - CABLE TV 12,162.00 250.00 2,931.64 9,230.36 24.10
120 - COMM SERVCS 281,927.00 6,085.23 58,142.88 223,784.12 20.62
    01 - PLANNING&DEV 99,802.00 3,219.84 24,145.84 75,656.16 24.19
    02 - RECREATION 72,237.00 2,805.39 22,194.34 50,042.66 30.72
    03 - HEALTH OFFCR 2,145.00 0.00 331.26 1,813.74 15.44
    04 - BEACH MAINT 3,675.00 60.00 2,755.49 919.51 74.98
    05 - CONSERVATION 10,000.00 0.00 3,000.00 7,000.00 30.00
    06 - GENL ASSIST 10,000.00 0.00 1,715.95 8,284.05 17.16
    08 - SOC SERVC AG 4,000.00 0.00 4,000.00 0.00 100.00
    09 - RICKER LIB 80,068.00 0.00 0.00 80,068.00 0.00
130 - PUB WORKS 763,136.00 73,659.81 241,679.32 521,456.68 31.67
    01 - PUBLIC WORKS 565,720.00 67,527.82 177,712.31 388,007.69 31.41
    02 - SOLID WASTE 197,416.00 6,131.99 63,967.01 133,448.99 32.40
140 - PUB SAFETY 979,926.00 34,859.62 330,181.53 649,744.47 33.69
    01 - FIRE RESCUE 655,794.00 31,963.48 192,207.27 463,586.73 29.31
    02 - LAW ENFORCEM 240,096.00 35.27 112,044.96 128,051.04 46.67
    03 - DISPATCHING 39,586.00 109.59 11,958.21 27,627.79 30.21
    04 - ANIMAL CTRL 10,000.00 298.00 4,093.00 5,907.00 40.93
    05 - STREET LIGHT 14,000.00 1,234.53 3,753.08 10,246.92 26.81
    06 - FIREHYDRANTS 15,000.00 1,218.75 4,875.00 10,125.00 32.50
    07 - EMER MANGMT 5,450.00 0.00 1,250.01 4,199.99 22.94
150 - FINAN SERVCS 10,007,316.59 13,046.17 2,676,182.85 7,331,133.74 26.74
    01 - CONTINGENCY 0.00 0.00 0.00 0.00 ----
    02 - DEBT 215,630.00 0.00 193,836.98 21,793.02 89.89
    03 - MUN INSURANC 47,000.00 5,092.30 27,212.30 19,787.70 57.90
    04 - EE BENEFITS 526,068.00 7,953.87 141,347.37 384,720.63 26.87
    06 - CIP 806,610.00 0.00 0.00 806,610.00 0.00
    07 - RSU 16 6,941,358.59 0.00 2,313,786.20 4,627,572.39 33.33
    10 - TIF TO PS 1 704,929.00 0.00 0.00 704,929.00 0.00
    11 - TIF TO VILLA 641,324.00 0.00 0.00 641,324.00 0.00
    12 - TIF TO PS 2 124,397.00 0.00 0.00 124,397.00 0.00
155 - MISC. 0.00 0.00 0.00 0.00 ----
160 - COUNTY TAX 785,216.00 0.00 780,897.78 4,318.22 99.45
170 - OVERLAY 40,000.00 0.00 0.00 40,000.00 0.00
Final Totals 13,411,789.59 152,131.23 4,265,001.66 9,146,787.93 31.80
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Budget Curr Mnth YTD Unexpended Percent
Account Net Net Net Balance Spent

110 - ADMINISTRATI 554,268.00 24,480.40 177,917.30 376,350.70 32.10
    01 - ADMIN 406,710.00 17,207.92 134,119.62 272,590.38 32.98
        5100 - FT WAGES 304,838.00 13,884.01 97,790.45 207,047.55 32.08
        5110 - OTHER WAGES 8,004.00 0.00 0.00 8,004.00 0.00
        5120 - OT WAGES 1,000.00 0.00 19.06 980.94 1.91
        5130 - ALLOWANCE 4,795.00 239.44 1,839.05 2,955.95 38.35
        5140 - TRAINING 2,625.00 796.00 1,018.25 1,606.75 38.79
        5200 - ELECTRICITY 8,500.00 0.00 2,310.60 6,189.40 27.18
        5205 - PHONE 3,840.00 325.74 1,299.16 2,540.84 33.83
        5215 - INTERNET 1,600.00 0.00 522.80 1,077.20 32.68
        5220 - HEAT 12,500.00 220.93 517.99 11,982.01 4.14
        5225 - WATER 1,800.00 133.76 598.73 1,201.27 33.26
        5235 - POSTAGE 11,355.00 172.00 8,780.24 2,574.76 77.32
        5320 - REG OF DEEDS 7,500.00 425.00 4,649.00 2,851.00 61.99
        5330 - DUES/SUBSCR 16,030.00 0.00 9,026.01 7,003.99 56.31
        5335 - ADVERTISING 1,350.00 164.40 637.60 712.40 47.23
        5340 - PRINTING 7,205.00 0.00 175.92 7,029.08 2.44
        5345 - BANK FEES 200.00 0.00 425.00 -225.00 212.50
        5350 - PROF SERVICE 0.00 0.00 0.00 0.00 ----
        5360 - SPECIAL EVEN 3,500.00 700.00 700.00 2,800.00 20.00
        5400 - OFFICE SUPP 7,500.00 146.64 3,438.76 4,061.24 45.85
        5415 - ELECTION SUP 2,568.00 0.00 371.00 2,197.00 14.45
        5420 - GRNDS SUPP 0.00 0.00 0.00 0.00 ----
    05 - CONTRACTED 85,270.00 4,669.00 20,516.87 64,753.13 24.06
        5160 - ASSESS AGENT 32,500.00 2,375.00 9,500.00 23,000.00 29.23
        5245 - OFF EQP/FEES 24,270.00 694.00 8,247.00 16,023.00 33.98
        5305 - AUDIT 13,500.00 1,600.00 1,600.00 11,900.00 11.85
        5315 - LEGAL 15,000.00 0.00 1,169.87 13,830.13 7.80
        5325 - PLANNING 0.00 0.00 0.00 0.00 ----
        5350 - PROF SERVICE 0.00 0.00 0.00 0.00 ----
        5355 - PAYROLL SERV 0.00 0.00 0.00 0.00 ----
    06 - BLDGS & GRND 50,126.00 2,353.48 20,349.17 29,776.83 40.60
        5100 - FT WAGES 32,771.00 151.50 10,551.87 22,219.13 32.20
        5120 - OT WAGES 0.00 0.00 871.12 -871.12 ----
        5420 - GRNDS SUPP 17,355.00 2,201.98 8,926.18 8,428.82 51.43
    07 - CABLE TV 12,162.00 250.00 2,931.64 9,230.36 24.10
        5110 - OTHER WAGES 8,227.00 0.00 1,931.64 6,295.36 23.48
        5245 - OFF EQP/FEES 500.00 0.00 0.00 500.00 0.00
        5350 - PROF SERVICE 3,300.00 250.00 1,000.00 2,300.00 30.30
        5400 - OFFICE SUPP 135.00 0.00 0.00 135.00 0.00

120 - COMM SERVCS 281,927.00 6,085.23 58,142.88 223,784.12 20.62
    01 - PLANNING&DEV 99,802.00 3,219.84 24,145.84 75,656.16 24.19
        5100 - FT WAGES 58,710.00 1,923.20 11,252.45 47,457.55 19.17
        5110 - OTHER WAGES 23,792.00 1,023.02 9,120.68 14,671.32 38.34
        5120 - OT WAGES 0.00 0.00 0.00 0.00 ----
        5130 - ALLOWANCE 5,000.00 273.62 941.16 4,058.84 18.82
        5140 - TRAINING 1,000.00 0.00 297.50 702.50 29.75
        5245 - OFF EQP/FEES 2,600.00 0.00 2,000.00 600.00 76.92
        5325 - PLANNING 7,500.00 0.00 399.05 7,100.95 5.32
        5330 - DUES/SUBSCR 1,200.00 0.00 135.00 1,065.00 11.25
    02 - RECREATION 72,237.00 2,805.39 22,194.34 50,042.66 30.72
        5100 - FT WAGES 57,755.00 2,188.80 17,360.47 40,394.53 30.06
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Budget Curr Mnth YTD Unexpended Percent
Account Net Net Net Balance Spent

120 - COMM SERVCS CONT'D
        5110 - OTHER WAGES 14,482.00 616.59 4,833.87 9,648.13 33.38
        5120 - OT WAGES 0.00 0.00 0.00 0.00 ----
    03 - HEALTH OFFCR 2,145.00 0.00 331.26 1,813.74 15.44
        5110 - OTHER WAGES 1,325.00 0.00 331.26 993.74 25.00
        5130 - ALLOWANCE 300.00 0.00 0.00 300.00 0.00
        5410 - EQUIP SUPP 520.00 0.00 0.00 520.00 0.00
    04 - BEACH MAINT 3,675.00 60.00 2,755.49 919.51 74.98
        5110 - OTHER WAGES 2,550.00 0.00 2,420.00 130.00 94.90
        5210 - MAIN-REPAIRS 1,125.00 60.00 335.49 789.51 29.82
    05 - CONSERVATION 10,000.00 0.00 3,000.00 7,000.00 30.00
        5210 - MAIN-REPAIRS 0.00 0.00 0.00 0.00 ----
        5311 - LAKE PROTECT 3,000.00 0.00 3,000.00 0.00 100.00
        5312 - PCC 2,000.00 0.00 0.00 2,000.00 0.00
        5313 - CONS DAM REP 5,000.00 0.00 0.00 5,000.00 0.00
        5325 - PLANNING 0.00 0.00 0.00 0.00 ----
    06 - GENL ASSIST 10,000.00 0.00 1,715.95 8,284.05 17.16
    08 - SOC SERVC AG 4,000.00 0.00 4,000.00 0.00 100.00
        5350 - PROF SERVICE 0.00 0.00 0.00 0.00 ----
        5530 - RED CROSS 1,000.00 0.00 1,000.00 0.00 100.00
        5535 - COM CONCEPTS 3,000.00 0.00 3,000.00 0.00 100.00
    09 - RICKER LIB 80,068.00 0.00 0.00 80,068.00 0.00
130 - PUB WORKS 763,136.00 73,659.81 241,679.32 521,456.68 31.67
    01 - PUBLIC WORKS 565,720.00 67,527.82 177,712.31 388,007.69 31.41
        5100 - FT WAGES 154,778.00 10,485.60 75,143.48 79,634.52 48.55
        5110 - OTHER WAGES 12,666.00 1,236.32 7,787.46 4,878.54 61.48
        5120 - OT WAGES 2,200.00 204.23 519.49 1,680.51 23.61
        5130 - ALLOWANCE 6,000.00 0.00 132.89 5,867.11 2.21
        5140 - TRAINING 750.00 0.00 55.55 694.45 7.41
        5200 - ELECTRICITY 5,000.00 0.00 852.89 4,147.11 17.06
        5205 - PHONE 500.00 35.56 139.09 360.91 27.82
        5210 - MAIN-REPAIRS 10,000.00 377.03 724.47 9,275.53 7.24
        5215 - INTERNET 800.00 0.00 319.80 480.20 39.98
        5220 - HEAT 4,000.00 0.00 0.00 4,000.00 0.00
        5225 - WATER 400.00 15.04 60.16 339.84 15.04
        5230 - VEHICLES 19,500.00 1,389.18 12,080.65 7,419.35 61.95
        5240 - GAS/DIESEL 18,000.00 0.00 0.00 18,000.00 0.00
        5330 - DUES/SUBSCR 0.00 0.00 0.00 0.00 ----
        5350 - PROF SERVICE 750.00 0.00 0.00 750.00 0.00
        5365 - PHYS/DRUG SC 1,500.00 0.00 53.00 1,447.00 3.53
        5375 - RENTAL EQUIP 17,900.00 5,215.75 14,668.13 3,231.87 81.94
        5380 - CATCHBS CLN 3,600.00 0.00 0.00 3,600.00 0.00
        5390 - TREE CUTTING 2,500.00 0.00 2,380.00 120.00 95.20
        5400 - OFFICE SUPP 0.00 0.00 0.00 0.00 ----
        5430 - ROAD SUPP 0.00 0.00 0.00 0.00 ----
        5435 - PROT CLOTHIN 1,200.00 0.00 226.90 973.10 18.91
        5445 - CULVERTS 8,000.00 6,003.38 7,998.05 1.95 99.98
        5450 - EROSION MAT 6,000.00 0.00 2,742.74 3,257.26 45.71
        5452 - ROAD STRIPIN 9,000.00 0.00 0.00 9,000.00 0.00
        5455 - GRAVEL 15,000.00 10,356.95 14,999.97 0.03 100.00
        5460 - SURF PATCH 9,000.00 158.01 3,530.98 5,469.02 39.23
        5475 - SIGNS 3,500.00 0.00 225.75 3,274.25 6.45
        5480 - TOOLS, PARTS 2,800.00 0.00 245.69 2,554.31 8.77
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130 - PUB WORKS CONT'D
        5485 - WELDING SUP 300.00 0.00 151.75 148.25 50.58
        5490 - MEDICAL SUP 0.00 0.00 0.00 0.00 ----
        6100 - FT WAGE SNOW 103,185.00 0.00 0.00 103,185.00 0.00
        6110 - OTHR WGE SNO 6,631.00 0.00 0.00 6,631.00 0.00
        6120 - OT WAGE SNOW 20,000.00 0.00 0.00 20,000.00 0.00
        6230 - VEHICLES SNO 19,500.00 0.00 149.94 19,350.06 0.77
        6240 - GAS/DSL SNOW 24,300.00 0.00 0.00 24,300.00 0.00
        6375 - RENT EQ SNOW 1,800.00 0.00 0.00 1,800.00 0.00
        6450 - EROS MAT SNO 600.00 0.00 0.00 600.00 0.00
        6455 - GRAVEL SNOW 1,800.00 435.23 435.23 1,364.77 24.18
        6460 - SURF PAT SNO 1,000.00 0.00 0.00 1,000.00 0.00
        6465 - SALT SNO&ICE 52,000.00 31,548.74 31,548.74 20,451.26 60.67
        6467 - SAND SNO&ICE 7,500.00 0.00 0.00 7,500.00 0.00
        6470 - CUT EDGE SNO 10,000.00 0.00 472.71 9,527.29 4.73
        6475 - SIGNS SNO&IC 660.00 0.00 0.00 660.00 0.00
        6480 - TLS/PART SNO 700.00 66.80 66.80 633.20 9.54
        6485 - WELD SUP SNO 400.00 0.00 0.00 400.00 0.00
    02 - SOLID WASTE 197,416.00 6,131.99 63,967.01 133,448.99 32.40
        5100 - FT WAGES 64,176.00 1,642.40 19,650.09 44,525.91 30.62
        5110 - OTHER WAGES 16,000.00 795.00 7,704.49 8,295.51 48.15
        5120 - OT WAGES 0.00 0.00 0.00 0.00 ----
        5130 - ALLOWANCE 1,500.00 0.00 225.00 1,275.00 15.00
        5140 - TRAINING 150.00 0.00 55.55 94.45 37.03
        5200 - ELECTRICITY 3,000.00 0.00 526.68 2,473.32 17.56
        5205 - PHONE 340.00 38.59 153.51 186.49 45.15
        5210 - MAIN-REPAIRS 2,000.00 0.00 1,385.40 614.60 69.27
        5220 - HEAT 800.00 0.00 0.00 800.00 0.00
        5230 - VEHICLES 1,000.00 0.00 0.00 1,000.00 0.00
        5240 - GAS/DIESEL 1,000.00 0.00 0.00 1,000.00 0.00
        5270 - MSW TIPPING 60,000.00 2,687.55 17,834.59 42,165.41 29.72
        5275 - RECY & PULL 30,000.00 806.20 8,380.30 21,619.70 27.93
        5280 - TIRE DISPOS 1,000.00 0.00 0.00 1,000.00 0.00
        5285 - BULK & GRIND 10,000.00 0.00 7,207.34 2,792.66 72.07
        5290 - HHW DISP 1,000.00 87.00 410.32 589.68 41.03
        5296 - COMPOSTING 900.00 75.25 301.00 599.00 33.44
        5330 - DUES/SUBSCR 500.00 0.00 0.00 500.00 0.00
        5410 - EQUIP SUPP 1,000.00 0.00 55.35 944.65 5.54
        5420 - GRNDS SUPP 2,800.00 0.00 77.39 2,722.61 2.76
        5480 - TOOLS, PARTS 250.00 0.00 0.00 250.00 0.00

140 - PUB SAFETY 979,926.00 34,859.62 330,181.53 649,744.47 33.69
    01 - FIRE RESCUE 655,794.00 31,963.48 192,207.27 463,586.73 29.31
        5100 - FT WAGES 232,050.00 8,261.12 65,628.46 166,421.54 28.28
        5110 - OTHER WAGES 262,644.00 10,736.37 83,123.49 179,520.51 31.65
        5120 - OT WAGES 16,500.00 520.54 6,191.17 10,308.83 37.52
        5130 - ALLOWANCE 3,350.00 0.00 120.00 3,230.00 3.58
        5140 - TRAINING 9,000.00 910.00 3,410.55 5,589.45 37.90
        5200 - ELECTRICITY 12,000.00 0.00 2,979.37 9,020.63 24.83
        5205 - PHONE 4,500.00 160.28 1,216.48 3,283.52 27.03
        5210 - MAIN-REPAIRS 0.00 0.00 0.00 0.00 ----
        5220 - HEAT 9,000.00 0.00 0.00 9,000.00 0.00
        5225 - WATER 1,500.00 153.59 603.14 896.86 40.21
        5230 - VEHICLES 17,000.00 4,263.54 5,170.23 11,829.77 30.41
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140 - PUB SAFETY CONT'D
        5240 - GAS/DIESEL 10,800.00 0.00 0.00 10,800.00 0.00
        5245 - OFF EQP/FEES 14,850.00 730.00 4,787.90 10,062.10 32.24
        5310 - MINOR DNU 0.00 0.00 0.00 0.00 ----
        5330 - DUES/SUBSCR 3,100.00 190.76 714.74 2,385.26 23.06
        5350 - PROF SERVICE 0.00 0.00 0.00 0.00 ----
        5365 - PHYS/DRUG SC 3,500.00 0.00 24.00 3,476.00 0.69
        5370 - WASTE DISPOS 1,000.00 0.00 0.00 1,000.00 0.00
        5400 - OFFICE SUPP 5,500.00 234.75 1,256.60 4,243.40 22.85
        5410 - EQUIP SUPP 15,000.00 4,310.00 7,428.74 7,571.26 49.52
        5420 - GRNDS SUPP 11,500.00 333.20 3,045.69 8,454.31 26.48
        5435 - PROT CLOTHIN 5,000.00 175.00 1,137.32 3,862.68 22.75
        5490 - MEDICAL SUP 16,000.00 984.33 5,281.12 10,718.88 33.01
        5495 - OSHA EQUIP 2,000.00 0.00 88.27 1,911.73 4.41
    02 - LAW ENFORCEM 240,096.00 35.27 112,044.96 128,051.04 46.67
        5205 - PHONE 400.00 35.27 146.96 253.04 36.74
        5210 - MAIN-REPAIRS 300.00 0.00 0.00 300.00 0.00
        5230 - VEHICLES 600.00 0.00 0.00 600.00 0.00
        5240 - GAS/DIESEL 15,000.00 0.00 0.00 15,000.00 0.00
        5350 - PROF SERVICE 223,796.00 0.00 111,898.00 111,898.00 50.00
    03 - DISPATCHING 39,586.00 109.59 11,958.21 27,627.79 30.21
    04 - ANIMAL CTRL 10,000.00 298.00 4,093.00 5,907.00 40.93
    05 - STREET LIGHT 14,000.00 1,234.53 3,753.08 10,246.92 26.81
    06 - FIREHYDRANTS 15,000.00 1,218.75 4,875.00 10,125.00 32.50
    07 - EMER MANGMT 5,450.00 0.00 1,250.01 4,199.99 22.94
        5110 - OTHER WAGES 5,000.00 0.00 1,250.01 3,749.99 25.00
        5130 - ALLOWANCE 450.00 0.00 0.00 450.00 0.00
        5245 - OFF EQP/FEES 0.00 0.00 0.00 0.00 ----

150 - FINAN SERVCS 10,007,316.59 13,046.17 2,676,182.85 7,331,133.74 26.74
    01 - CONTINGENCY 0.00 0.00 0.00 0.00 ----
    02 - DEBT 215,630.00 0.00 193,836.98 21,793.02 89.89
        5715 - DEBT MMWAC 0.00 0.00 0.00 0.00 ----
        5720 - DEBT PWD GAR 83,932.00 0.00 84,648.52 -716.52 100.85
        5725 - DEBT PLAIN R 0.00 0.00 0.00 0.00 ----
        5730 - FIRE STATION 131,698.00 0.00 109,188.46 22,509.54 82.91
    03 - MUN INSURANC 47,000.00 5,092.30 27,212.30 19,787.70 57.90
    04 - EE BENEFITS 526,068.00 7,953.87 141,347.37 384,720.63 26.87
        5810 - HEALTH INS 269,753.00 184.60 83,765.25 185,987.75 31.05
        5815 - ICMA/MPRS 76,310.00 497.78 9,923.18 66,386.82 13.00
        5820 - SOC SEC/FICA 108,430.00 3,979.29 33,540.29 74,889.71 30.93
        5825 - WORKER'S COM 42,775.00 0.00 6,514.25 36,260.75 15.23
        5830 - UNEMPLOY 22,000.00 3,292.20 6,584.40 15,415.60 29.93
        5835 - SICK PAYOUT 4,000.00 0.00 0.00 4,000.00 0.00
        5840 - VOLUNT  INS 1,500.00 0.00 1,020.00 480.00 68.00
        5845 - SAFETY WELL 1,000.00 0.00 0.00 1,000.00 0.00
        5850 - EDUC INCENT 300.00 0.00 0.00 300.00 0.00
    06 - CIP 806,610.00 0.00 0.00 806,610.00 0.00
    07 - RSU 16 6,941,358.59 0.00 2,313,786.20 4,627,572.39 33.33
    10 - TIF TO PS 1 704,929.00 0.00 0.00 704,929.00 0.00
    11 - TIF TO VILLA 641,324.00 0.00 0.00 641,324.00 0.00
    12 - TIF TO PS 2 124,397.00 0.00 0.00 124,397.00 0.00
155 - MISC. 0.00 0.00 0.00 0.00 ----
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160 - COUNTY TAX CONT'D
160 - COUNTY TAX 785,216.00 0.00 780,897.78 4,318.22 99.45
170 - OVERLAY 40,000.00 0.00 0.00 40,000.00 0.00
Final Totals 13,411,789.59 152,131.23 4,265,001.66 9,146,787.93 31.80
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400 - PSB TIF 1 595,298.00 0.00 319,474.72 275,823.28 53.67
    01 - PSB TIF I 595,298.00 0.00 319,474.72 275,823.28 53.67
        5230 - VEHICLES 0.00 0.00 0.00 0.00 ----
        5250 - DEBT SVC 332,624.00 0.00 311,785.17 20,838.83 93.74
        5260 - FINAN OUTLAY 17,429.00 0.00 0.00 17,429.00 0.00
        5265 - PSB 40% PYBK 186,595.00 0.00 0.00 186,595.00 0.00
        5345 - BANK FEES 0.00 0.00 0.00 0.00 ----
        5350 - PROF SERVICE 2,500.00 0.00 142.50 2,357.50 5.70
        5410 - EQUIP SUPP 28,000.00 0.00 645.30 27,354.70 2.30
        5620 - HYDRANT 28,150.00 0.00 6,901.75 21,248.25 24.52

401 - PSB TIF 2 581,248.00 237,744.32 239,799.37 341,448.63 41.26
    01 - PSB TIF 2 581,248.00 237,744.32 239,799.37 341,448.63 41.26
        5200 - ELECTRICITY 480.00 0.00 0.00 480.00 0.00
        5250 - DEBT SVC 272,538.00 237,572.88 237,572.88 34,965.12 87.17
        5260 - FINAN OUTLAY 9,749.00 0.00 0.00 9,749.00 0.00
        5265 - PSB 40% PYBK 251,741.00 0.00 0.00 251,741.00 0.00
        5345 - BANK FEES 0.00 0.00 0.00 0.00 ----
        5350 - PROF SERVICE 2,500.00 0.00 0.00 2,500.00 0.00
        5620 - HYDRANT 0.00 0.00 0.00 0.00 ----
        5650 - CEDC 44,240.00 171.44 2,226.49 42,013.51 5.03

402 - DTV TIF 84,620.00 9,944.45 48,183.03 36,436.97 56.94
    01 - DTV TIF 84,620.00 9,944.45 48,183.03 36,436.97 56.94
        5250 - DEBT SVC 51,494.00 9,898.87 47,591.12 3,902.88 92.42
        5260 - FINAN OUTLAY 2,361.00 0.00 0.00 2,361.00 0.00
        5345 - BANK FEES 0.00 0.00 0.00 0.00 ----
        5350 - PROF SERVICE 2,000.00 0.00 0.00 2,000.00 0.00
        5410 - EQUIP SUPP 2,500.00 0.00 0.00 2,500.00 0.00
        5620 - HYDRANT 0.00 0.00 0.00 0.00 ----
        5630 - JTK 50% PYBK 14,505.00 0.00 0.00 14,505.00 0.00
        5650 - CEDC 11,760.00 45.58 591.91 11,168.09 5.03

Final Totals 1,261,166.00 247,688.77 607,457.12 653,708.88 48.17



10/13/2017 FY2018 LIBRARY REVENUES & EXPENSES

Current Year
Department Budget Month To Date Balance Percent

RICKER LIBRARY
R E V E N U E S 150,337.00 0.00 17,471.44 132,865.56 11.62%

E X P E N S E S 150,337.00 5,649.60 37,296.16 113,040.84 24.81%
Net Profit / (Loss) 0.00 (5,649.60) (19,824.72) 19,824.72

FY2017 PCC REVENUES & EXPENSES

Beginning of year balance: 8,143.16$          

  Money in:
7/1/17 Town's Appropriation 2,000.00$        
7/1/16 Easement Project 5,515.25$        

  Money out: NEFF Invoice 5,903.00$          

Current Balance 9,755.41$          

8



Total PW wages 10/13/2017

Budget Budget Budget YTD YTD YTD Unexpended Percent
Account Total Total Balance Spent

130 - PUB WORKS
    01 - PUBLIC WORKS
        5100 - FT WAGES 154,778.00 103,185.00 257,963.00 75,143.48 0.00 75,143.48 182,819.52 29.13%
        5110 - OTHER WAGES 12,666.00 6,631.00 19,297.00 7,787.46 0.00 7,787.46 11,509.54 40.36%
        5120 - OT WAGES 2,200.00 20,000.00 22,200.00 519.49 0.00 519.49 21,680.51 2.34%
        6100 - FT WAGE SNOW 103,185.00 0.00
        6110 - OTHR WGE SNO 6,631.00 0.00
        6120 - OT WAGE SNOW 20,000.00 0.00



10/13/2017 RECREATION
Enterprise Fund

September
Beginning

RECREATION PROGRAMS Balance Revenues Expenses Balance

ART CLASS 1,125.00$           385.00 0.00 1,510.00$           
BASEBALL 13,052.89$         43.00 0.00 13,095.89$         
BASKETBALL 2,835.59$           49.00 18.98 2,865.61$           
CHEERING 16,064.90$         219.00 100.00 16,183.90$         
COMMUNITY GARDEN 242.37$             0.00 0.00 242.37$             
DESTINATION IMAGINATION 1,517.27$           0.00 0.00 1,517.27$           
DRAMA 4,643.59$           0.00 0.00 4,643.59$           
FOOTBALL 28,294.96$         8,292.71 8,557.20 28,030.47$         
KARATE 210.00$             0.00 0.00 210.00$             
PICKLE BALL 919.53$             142.00 37.96 1,023.57$           
SCHOLARSHIP 877.50$             0.00 0.00 877.50$             
SOCCER 1,298.36$           1025.00 943.67 1,379.69$           
SOFTBALL (1,131.99)$         0.00 0.00 (1,131.99)$         
SUMMER RECREATION 94,341.32$         759.32 1,275.00 93,825.64$         
SWIM LESSONS 135.00$             0.00 0.00 135.00$             
TEEN ADVENTURE 8,370.55$           25.57 997.39 7,398.73$           
TUMBLING 5,430.50$           670.00 450.00 5,650.50$           
TRAILS 1,729.77$           0.00 0.00 1,729.77$           

VOLLEYBALL 249.00$             0.00 0.00 249.00$             

YOGA 802.75$             60.00 0 862.75$             

ZUMBA 1,238.00$           20.00 0 1,258.00$           

Program Totals 182,246.86$       11,690.60$                   12,380.20$       181,557.26$       

OTHER REVENUE
DISCOUNT TICKET REVENUE 0.00 -$                   
LOST VALLEY SKI 0.00 -$                   
TABLE/CHAIR RENT 42.00 42.00$               
TRI-TOWN SENIOR CLUB 60.00 148.75 (88.75)$              

OPERATING/MISCELLANEOUS -$                   

Total Other Revenues -$                   102.00$                       148.75$        (46.75)$              

OTHER EXPENSES
Program Misc. Expenses 718.50 $718.50

Operating Expenses 2124.33 $2,124.33

Total Other Expenses -$                   -$                            2,842.83$        $2,842.83

Final Totals 182,246.86$  11,792.60$            15,371.78$  178,667.68$  



10/13/2017

Beginning FY18 Total YTD YTD
Balance Appropriation Available Expenses Balance

233,288$        

1,283$            10,000$              11,283$             5,800$              5,483$               
36,658$          -$                        38,109$             36,658$             
8,930$            -$                        8,930$               8,930$               

10,014$          -$                        10,014$             10,014$             
Library Sprinkler System 33,891$          -$                        33,891$             33,891$             
Furnace Replacement 4,000$            -$                        4,000$               4,000$               
Library Office Remodel 6,000$            -$                        6,000$               6,000$               

8,000$            2,000$                10,000$             10,000$             
Town Owned Bldgs/Property Improvements from Timber 124,512$        -$                        124,512$           7,893$              116,619$           

233,288$        12,000$              245,288$           13,693$            231,595$           

Town of Poland Capital Improvement
FYE18

MUNICIPAL FACILITIES RESERVES

Town Hall - Continued Repairs
Town Office - Interior Renovation

FY17 Ending Balance:

TECHNOLOGY

Totals:

Town Buildings - Exterior Painting

Cable Access Equipment



Beginning FY18 Total YTD YTD
Balance Appropriation Available Expenses Balance

(11,874)$             
16,201$              5,000                21,201$           13,894            7,307$               

(29,850)$             425,000$          395,150$         247,689$        147,461$           
(13,649)$             430,000$          416,351$         261,583$        154,768$           

 

Totals:

Town of Poland Capital Improvement
FYE18

ROAD RESERVES

FY17 Ending Balance:

Infrastructure
Crack Sealing



10/13/2017

Beginning FY18 Total YTD YTD
 Balance Appropriation Available Expenses Balance
FY17 Ending Balance: 880,138$       

9,114$           5,000$         14,114$       14,114$          
108,548$       45,000$       153,548$     153,548$        
131,383$       20,000$       151,383$     151,383$        
189,398$       10,000$       199,398$     178,371$      21,027$          

60,868$         15,000$       75,868$       75,868$          
89,400$         20,000$       109,400$     109,400$        
87,061$         20,000$       107,061$     107,061$        
76,609$         20,000$       96,609$       96,609$          
91,700$         20,000$       111,700$     111,700$        
33,460$         5,000$         38,460$       38,460$          

2,597$           -$             2,597$         2,597$            
880,138$       180,000$     1,060,138$  178,371$      881,767$        

Town of Poland Capital Improvement
FYE18

PUBLIC WORKS RESERVES

2014 Pick-up Truck w/plow

2001 Dump Truck International

2003 Dump Truck Freight. (spare vehicle)
2005 Dump Truck Sterling

2008 10W Dump Truck Int'l
2010 10W Dump Truck Int'l

Totals:

2007 Backhoe CAT
2008 Loader CAT

2005 One Ton Truck GMC 1.5
2009 One Ton Truck GMC Chev.
Multi Use Mini Tractor



10/13/2017

Beginning FY18 Total YTD YTD
 Balance Appropriation Available Expenses Balance

208,904$        

20,680$          20,000$          40,680$          40,680$          

6,000$            20,000$          26,000$          26,000$          

89,000$          15,000$          104,000$        104,000$        

22,580$          5,000$            27,580$          27,580$          

(1,734)$           -$                (1,734)$           (1,734)$           

47,586$          -$                47,586$          47,586$          

Chief's Vehicle 10,000$          14,980$          24,980$          24,980$          

(54)$                26,540$          26,486$          26,486$          

2,413$            9,990$            12,403$          12,403$          

4,351$            14,990$          19,341$          19,341$          

8,082$            10,000$          18,082$          18,082$          

-$                3,500$            3,500$            3,500$            
208,904$        140,000$        348,904$        -$              348,904$        

 

Totals:

FY17 Ending Balance:

Engine #3

Squad #1 

Squad #2 

Utility #1 

Dry Hydrants

Tank 6 

Scott Air Bottles

Engine #2 

Life Pack 12 Monitors

Radios/Thermo Image/Defibs 

Turn Out Gear

FIRE RESCUE RESERVES

Town of Poland Capital Improvement
FYE18

 



10/13/2017

Beginning FY18 Total YTD YTD
 Balance Appropriation Available Expenses Appropriation
FY17 Ending Balance: 105$                    

-$                     5,750 5,750$                  5,750$                 
5,400$                 5,750 11,150$                11,150$               

274$                    1,000 1,274$                  1,274$                 
5,674$                 12,500$             18,174$                -$                 18,174$               Totals:

Town of Poland Capital Improvement
FYE18

LAW ENFORCEMENT RESERVES

Patrol Vehicle 2
Vehicles & Equipment

Patrol Vehicle 1



10/13/2017

Beginning FY18 Total YTD YTD
Balance Appropriation Available Expenses Balance

FY17 Ending Balance: 16,268$         
12,518$         7,500$         20,018$       20,018$          

3,750$           2,000$         5,750$         5,750$            
16,268$         9,500$         25,768$       -$                 25,768$          

Roll-Over Containers
Totals:

Town of Poland Capital Improvement
FYE18

SOLID WASTE

Compactor Replacement



10/13/2017

Beginning FY18 Total YTD YTD
Balance Appropriation Available Expenses Balance

FY17 Ending Balance: (159)$           
(159)$           6,800$           6,641$                1,987$          4,654$           

-$             2,000$           2,000$                1,545$          455$              
(159)$           8,800$           8,641$                3,532$          5,109$           Totals:

Town of Poland Capital Improvement
FYE18

RECREATION RESERVES

Beach Repairs & Maintenance
Ball Fields/Storage



10/13/2017

Beginning FY18 Total YTD YTD
Balance Appropriation Available  Expenses Balance

FY17 Ending Balance: 2,690$                    
2,690$                    310$             3,000$       0$                3,000$               
2,690$                    310$             3,000$       0$                3,000$               Totals:

Town of Poland
FYE18

CONTINGENCY RESERVE

Unforeseen Expenses



10/13/2017

Beginning FY18 Total YTD
 Balance Appropriation Available Expenses YTD Balance
FY17 Ending Balance: 75,000$         

75,000$         -$            75,000$       -$                 75,000$          
75,000$         -$            75,000$       -$                 75,000$          

Real Estate Revaluation
Totals:

Town of Poland Capital Improvement
FYE18

REVALUATION RESERVES



Beginning FY18 Total YTD YTD
Balance Appropriation Available  Expenses Balance

FY17 Ending Balance: 12,500$                  
2,500$                    2,500$          5,000$       -$             5,000$               

-$                            7,500$          7,500$       -$             7,500$               
10,000$                  2,500$          12,500$     -$             12,500$             
12,500$                  12,500$        25,000$     -$             25,000$             Totals:

Town of Poland
FYE18

CODE ENFORCEMENT

Geo Library

Archiving Software
Comprehensive Plan



Beginning FY18 Total YTD YTD
Balance Appropriation Available  Expenses Balance

FY17 Ending Balance 2,974$                    
2,974$                    -$              2,974$       -$             2,974$               

-$                        1,000$          1,000$       -$             1,000$               
2,974$                    1,000$          3,974$       -$             3,974$               Totals:

Town of Poland
FYE18

CONSERVATION RESERVE

Dam Reserves
Purchase of Conservation Land



September 2017 Monthly Report 

 

To: The Board of Selectpersons 
From: Judith A. Akers, Town Clerk 
 
 The month of September was busy with tax payments coming in. Amie attended a webinar for Motor vehicle 
on the 19th of this month. Lynda will attend one in October and I will attend one in November. This is to keep 
us updated on the law changes that have passed in this year’s Legislative Sessions that deal with motor 
vehicles. We held a luncheon for Brian Kimball on the 25th to celebrate his retirement.  He retired after 21 
years of working for the Town of Poland. It was well attended and the refreshments were well received. I 
ordered the RSU #16 ballots for the upcoming November election and continue to prepare for the November 
7th Referendum Election. 
 
Monthly Reports for Inland Fisheries and Wildlife 
 
The following transactions were processed in the month of September. ATV’s  (22), Boats (0), Hunting and 
Fishing Licenses (23), and Dog Licenses (3). 
 
Motor Vehicle Reports for the period of 8/31/2017 thru 09/29/2017 
 
We processed 458 registrations and collected $82,230.42 in excise for this period. There were 35 Registrations 
processed on Rapid Renewal for the  month of September. 
 
Vital Statistics Quarterly report for the period of 7/1/2017 thru 09/30/2017 
 
The following transactions were processed. 
 
Certified copies of Birth Records                    14 
Certified copies of Death Records                  19 
Certified copies of Marriage Records            56 
Issuance of Marriage Licenses                        26 
 
Tax Collector 
 
We collected $1,184,469.29 on real estate taxes, $32,748.86 on tax liens and $66,133.70 on personal property 
taxes. Tax payments are coming in at a steady pace.  



Poland Conservation Commission

Date Income Expenditure Project*
Overall 

Balance

HOP Project 

Balance

Opening Balance FY 2016-17 8,293.16$        

Town Appropriation 7/1/2016 1,300.00$         9,593.16$        

Easement Project 7/1/2016 7,500.00$         HOP 17,093.16$      7,500.00$                  

Davis Land - Retainer 7/16/2016 1,200.00$          HOP 15,893.16$      6,300.00$                  

Davis Land - Services 11/11/2016 100.00$             HOP 15,793.16$      6,200.00$                  

Davis Land 11/11/2016 1,166.00$          HOP 14,627.16$      5,034.00$                  

Davis Land 1/9/2017 600.00$             HOP 14,027.16$      4,434.00$                  

Jensen Baird (Conservation Easement) 1/12/2017 218.75$             HOP 13,808.41$      4,215.25$                  

MEACC 4/27/2017 150.00$             13,658.41$      4,215.25$                  

Opening Balance FY 2017-18 13,658.41$     

Town Appropriation 7/1/2017 2,000.00$         15,658.41$      4,215.25$                  

NEFF 9/28/2017 5,903.00$          HOP 9,755.41$        (1,687.75)$                



Sept. Totals
2017 
Totals

Alarm Activations 7 47
1 4
2 7
2 7
1 2

44 352
9 52
5 118
6 58
2 11
3 9
1 1
1 5
1 1
3 10
1 5

57 183
42 418
369 3462
87 711

Paris (1)
Smoke in the Building, Rescue 1 for RIT with a crew of 2, cancelled before leaving

Raymond (1)
Smoke in the Building, Engine 3 with a crew of 2, cancelled while enroute

   Paris with a crew of 3 for RIT, all units cancelled while enroute.

Mutual Aid Given to:
Auburn (1)

Medical Call, Squad 2 with a crew of 2 for 1 hour
Casco (1)

Fire Alarm Activation, Rescue 1 for RIT with a crew of 2 for 1/2 hour
New Gloucester (1)

Transformer on Fire, Tank 6 with a crew of 2, cancelled while enroute
Otisfield (1)

Structure Fire, Tank 6 with a crew of 2, cancelled while enroute

Mechanic Falls Ladder with a crew of 3, Minot Tank with a crew of 2, Oxford Engine 6 with a crew of 4

Total Patient Evaluations
Total Patient Transports
Total Man Hours
Total Incidents

Mutual Aid Received:
Structure Fire 

Auburn Engine with a crew of 3 and Auburn Rescue with a crew of 2 for 3 hours, Gray Engine 
   with a crew of 3 and Gray Tank with a crew of 2 for our station coverage for 3 hours, Minot Tank
   with a crew of 2 for 3  hours, New Gloucester Engine with a crew of 3 and New Gloucester Tank
   with a crew of 1 for 3 hours, Oxford Engine with a crew of 4 for 3 hours

Smoke in a Building

Unauthorized Burning

Lock In/Lock Out
Medical Calls
Motor Vehicle Accident without Extrication
Mechanic Falls Medical Calls
Mutual Aid Given
Mutual Aid Received
Odor Investigation
Smoke in the Building
Structure Fire
Tree in the Roadway
Tree on Wires

Good Intent

POLAND FIRE RESCUE
Monthly Activity Report

September 2017

Citizen Complaint
Electrical Problem



September
Fiscal Year to 

Date
Amount 

Collected
5 34 1,574.87$     

Mark Bosse, Chief
Poland Fire Rescue

Tank 6 Annual Inspection, oil and filter change, chassis greasing, passed ispection
Squad 1 Annual Inspection, oil and filter change, chassis greasing and tires rotated, passed inspection

Respectfully Submitted,

Mark Bosse

Pump Testing of Engine 2, Engine 3 and Tank 6 complete, all trucks passed their pumps tests

3 members-Driver Training
1 member-Respiratory Clearance
2 members-Flu Shots
1 member-Basic Punp Operations

Some of the Activities in and around the Station included:
Annual Fire & Slice Golf Tournament Fundraiser
Pot Luck Dinner for our first Wednesday of the Month Department and Association Meetings
Kitchen Hood Fire Suppression System inspected, passed inspection
Fall Cleaning of Bunk Rooms Complete
Fire Drill at Old Castle Lawn and Garden with Chief Bosse

4 members-Company Operations, Dressing a Hydrant with the Hydrant Assist Valve

Medical Calls to Mechanic Falls during Contracted Hours of 6am to 6pm

Number of Medical Calls Responded to 

Please note that the these numbers reflect the fiscal year from July 1st to date.

A total of 62.75 hours were spent in training including:
Department Trainings:  12 members-Confined Space Review, 12 members-"Ready, Check, Inject", Epi

Syringe Program



 

 

 
 

(207) 753-2500                                  Fax (207) 784-3199 www.androscoggincountymaine.gov 

  

2  Turner   St. Unit 9   
Auburn , ME 04210   

207 - 753 - 2500   

    Sheriff                                                                                                                                                                                  Chief Deputy   

Sheriff’s Office   
  

   

   Eric G. Samson                                                                                                                                                                   William Gagne   

Androscoggin County 

 
October 10, 2017 
 
Matthew Garside, Town Manager                                                      
1231 Maine Street                                                                                                                        
Poland, Maine 04274 
 
Manager Garside, 
 
This is the Monthly Report for law enforcement services provided by the Androscoggin County Sheriff’s 
Office to the Town of Poland.  
 
During the month of September deputies from the Androscoggin County Sheriff's Office handled the 
following incidents in and for the Town of Poland: 
 

Motor Vehicle Accidents   12  Domestic   4  Property Site Check 10 
Abandoned 911 Call 19  Fraud 1  Public Service Call 3 
Abandoned Motor Vehicle 1  Harassment   2  Public Works Call 3 
Administrative Paperwork 7  Hazardous Conditions 11  Sex Offense (Not Rape) 1 
Alarm  9  Landlord/Tenant Issues 1  Suspicious Condition 5 
Animal Complaints 22  Lost / Found Item 2  Suspicious Person/Vehicle 10 
Assault 3  Missing Person 1  Theft 2 
Assist Other Department 36  MV Laws 17  Threatening 3 
Be On Lookout (BOLO) 8  MV Theft 3  Vehicle Stops 92 
Broken Down Vehicle 4  Narcotic / Drug Violation 2  Violation of Abuse Order 1 
Burglary   1  Neighbor Troubles 3  Warrant 6 
Burglary of Motor Vehicle 1  Noise Disturbance 1  Wellbeing Check 10 
Children Trouble 3  Other Criminal 1    
Criminal Mischief 1  Other Non-Criminal 7    
Criminal Trespass 4  PCF Medical / Mental 35    
Disturbance / Disorderly 2  Police Information 8     

       
 
Sincerely, 
 

William Gagne 
William Gagne, 
Chief Deputy  





Jan 15 Feb 15 Mar 15 Apr 15 May 15 June 15 July15 Aug 15 Sep 17 Oct 14 Nov 14 Dec 14 Total

11 2 2 37 122 41 17 37 61 36 71 14 451

0 0 2 1 7 4 5 4 2 14 8 0 47

11 4 1 22 17 8 13 10 16 20 5 7 134

9 6 8 14 16 11 12 15 27 16 7 11 152

0 0 0 0 2 14 0 0 0 0 0 0 16

0 0 1 3 8 12 4 3 5 3 3 1 43

0 0 0 0 1 0 0 0 0 0 2 0 3

12 1 4 10 8 8 3 6 6 14 11 4 87

3 0 0 6 31 9 6 9 6 8 4 0 82

27 4 13 22 14 23 21 17 24 38 26 15 244

4 5 6 15 2 0 9 5 4 3 7 0 60

3 4 10 13 18 14 15 9 20 31 32 8 177

1 1 1 11 5 4 5 3 4 2 3 1 41

0 0 0 1 2 1 2 1 1 0 1 0 9

7 5 6 6 7 5 6 5 5 5 7 6 70

1 0 1 1 1 1 2 2 2 1 2 0 14

Trash 10 8 12 11 12 11 12 12 9 8 11 10 126

Ewaste 0 1 1 0 1 2 1 1 1 0 1 9

February   Dfuel
Gas:  0 Gallons
Diesel 0 Gallons

On 9/3/17 one employee returnted from medical leave . We removed the leaf pile to make more room . Removed 
trees so roots wouldn’t expose land fill. Installed new eye wash station on 9/15 And came in on 9/21/17 for a E-Waste 
pick up 

TRANSFER STATION MONTHLY REPORT

Sep 17

Mattress

Metal

Month

Tires

Batteries

Carpet

Couch & Chair

Microwaves

P.T.

Eco

Obw

Trailers Hauled Off

Propane Tanks

Helium Tanks

Refrigerators

A.C.

TV

Monitor





Alvan Bolster Ricker Memorial Library 
1211 Maine Street 

Poland, Maine 04274 

207-998-4390 

 

September 15, 2017 

 

 Programs at Ricker Memorial Library 

 

August 21, 2017 

Let’s Talk Book Group: Small Great Things by Jodi Picoult: 6 people Attended. 

 

August 23, 2017 

Needler’s Club: 5 people attended. 

 

August 30, 2017 

Needler’s Club: 5 people attended. 

 

August 31, 2017 

Needle Felting Turtle: 12 people attended 

 

September 6, 2017 

Needler’s Club: 3 people attended 

 

September 8, 1017 

Movie Night: Max 2: 4 people attended 

 

September 11, 2017 

Mystery Book Group: Her Last Breath by Linda Castillo: 12 people attended 

 

September 12, 2017 

Story Time: 7 people attended 

 

September 13, 2017 

Writing Group: 3 people attended 

 

September 13, 2017 

Needler’s Club: 3 people attended 

 

September 18, 2017 

Lego’s Club: 19 people attended 

 

 

 

Library Director, Joanne Messer  







 

  
       
Director Note:  After getting our fall sports and classes lined up, we have been 
focusing on getting recreation facilities assessed, to make sure we are looking at any 
potential safety issues and tasks that need to be completed.   On September 26th we 
Had a group of inmates from the County jail do some clean up at Tripp Lake Beach.  
These guys worked really hard and we appreciate their service. 
Also on the 26th, relatives of Bucky Coutts helped us install a new sign at the Upper 
Field @ PCS.  The old sign that has been hanging on the chain link along route 26 
was faded.  We took the old sign down and presented it to Bucky’s niece.   
 
Football: 
-So far this season all 3 of our tackle teams are in the top of their division.  We are still 
working out the kinks on how to get the full roster into the games enough.  Overall things 
are going well! 
 
Soccer:   
-The season is going smooth.  Deia is doing a super job of juggling all of the Soccer 
responsibilities! 
 
Poland Seniors: 
-See enclosed minutes from September 9 meeting. 
-Next meeting scheduled for October 14, 10am @ Senior Center. 
 
Fall Schedule: 
-Pickle Ball-Thursdays 6:00pm-8:00pm & Sundays 9am-12pm @ PCS 
-Zumba-Sundays 5pm-6pm @ Town Hall until November 1; then moves to Saturday mornings 
8am-9am beginning November 11 
-Yoga-Saturdays 9:00am-10:00am @ Town Hall 
-Adult Open Gym Basketball-Sundays 4pm-6pm @ PCS 
-Adult Volleyball-Sundays 6pm-8pm @ PCS 
-Spook Walk-October 21  Time:  7pm-9pm @ PCS Hallways 
-Halloween Extravaganza-October 28   Time:  5:30pm-7:30pm 
 
Trail Committee: 
-See enclosed minutes from September 19. 
-On September 13, the trail committee received the Spirit of America Award from Androscoggin 
County for the service they provide to the community.  Congrats! 
 
Upcoming: 
-Cheering Registration 
-Basketball Registration 
-Karate Classes 
 
Services: 
-Table & Chair rentals available 
-Town Hall rental available 
-Sports Recycling 
 
 
 
 
 

Poland Parks & Recreation Department Monthly Report:  
September 2017 



 
Upcoming Planning: 

 
-Assessment of outdoor facilities by 9/15 (complete) 
-Annual Report: 
-Camp Connor: 
     -Seeking private funds and free labor for renovations if purchase is approved 
     -Discussion of future scholarship opportunities if we expand our camp 
-Spring program planning:  
-Update Recreation Policies-As we begin with our new software, we will be revisiting our 
current policies and also look at adding on by 1/1/2018 
-Review & update Recreation portion of Comprehensive Plan-TBD 
 
 
 
 
 
 



Poland Trail Committee Minutes for   

Tuesday September 19, 2017   

Attendance     

M. Prindahl, Fred Huntress, Scott Segal, Pat McGillivary, Allen Audet, K. Messer, M. Murphy 

Problems  

1.  Trees to be cut. 3 in HOP several In BHCA? Reroute.  
2. Entrance to BHCA needs water bar or chips to prevent erosion.  

Review and approve previous minutes     

Approval of previous minutes complete 

Need agenda for meetings/trail updates   

Work done/completed since last meeting    

1. Maine Masters Naturalists Programs discussed and will try and again.   
2. Spirit of America Certificate from county and state, will locate in town office.  

Work still needed, e.g., trails/blazes/markers, kiosk info/signage, brochure info/design     

1. Brochure for Waterhouse Brook Trail still in progress. 
2. Bridge still being discussed; may need DEP planning committee.  

New item/discussion    

1. Set date for bridge work, but work would need to be supervised.  (White Trail) 10/6, 10/10, 
10/12, 10/13 to be done by prison volunteers. 

2. May have a speaker for a winter meeting on invasive pests.  

Next committee meeting: October 17, 2017 600pm  

    



POLAND SENIORS  September 9, 2017 Meeting Minutes 
 
     The first meeting of the new fiscal year was opened at 10:05 by newly elected president Charlotte Mc 
Cleary. Charlotte welcomed everyone and wished us all a good enjoyable year. She stated that as 
president she will be available to assist us with any ideas and activities the club may be interested in. It is 
important that everyone to work together planning for the new year. 
 
Club welcomed Tom Dobens to the senior club good to have another man on board. 
                             
Treasurers report by Rose Dulberg was read and accepted. We have $1563.47 which includes $500 from 
the recreation account and $255 from our summer yard sale. 27 members have paid dues thus far. 
 
Activities director Marilyn Flynn reported that candlepin bowling has started up again on 2nd and 4th 
Fridays of each month. Bowling begins at 9am-11am cost is $4 each for shoes and 3 strings of bowling. 
lots of fun and exercise. 
 
Bowling dates are: 9/22. 10/13. 10/27 and 11/10.  
 
Tom Brennan reported on summer hours at center was open every Wednesday from 12-4 . Center will 
continue to be open each Wednesday year round 12-4. Thanked Tom for opening center in summer. 
 
NEW BUSINESS 
 
Invitation from Gray seniors to join their group on a fall foliage trip Sunday October 8th leave from Gray at 
9am-430pm Trip to New Hampshire $48 person does not include lunch. Call Charlotte if interested for 
more details 
 
POLAND FOLIAGE TRIP 
 
Wednesday October 11th meet at senior center 9:30am van leaves at 10am sharp.Scenic drive north on 
Rt 26 to 113 in and out of Maine and New Hampshire. Stopping along the way for lunch in Gorham,N.H. 
More info at next meeting. 
Nancy 
nanscon@aol.com                                                                                                        ERICAS SEAFOOD 
SHACK HALLOWELL MAINE 
 
End of summer trip on Sept.27th rain date Sept.28th to Erica’s. Seafood by the sea. Get fresh lobster 
cooked in seawater while you wait plus many other seafood choices. Eat outside so bring a cover-up in 
case i gets cool. 
                                   meeting at the center 10:30 car pooling from there. 
 
SENIOR BREAKFAST 11/8/17   9-11AM 
 
Open to any senior 55 and older at center. More details at October meeting will need volunteers for 
donations of food , cooking, serving etc. 
 
Always open to ideas and suggestions for future trips or speakers, Some ideas thrown out are Bath 
maritime Museum, Boston Pops coming to Merrill Auditorium with a Rodgers and Hammerstein tribute. 
Bring more ideas. 
 
Thanks to Arlene for bringing the doughnuts and to Rose for her delicious coffee. 
 
Next meeting October 14th @10am 
 
                                 Respectfully submitted 
                                 Nancy Green, Secretary 
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SECTION 1      INTRODUCTION AND GENERAL PROVISIONS                                                              
 
101  Welcome 
 
Welcome to public service with the Town of Poland.  You have been selected to work with the Town 
as a result of your knowledge, experience and training in your chosen field.   You are joining other 
dedicated employees who are providing consistently high levels of service to Town residents and 
taxpayers.  It is critical to remember that with our mission of service to the public, we must continually 
strive for the highest levels of effort, performance and conduct.   
 
Town employees form the core of the organization and are its most important resources.  
Accordingly, the Personnel Policy has been prepared and provided to guide you and your fellow 
employees in your daily activities, including your responsibilities, rights and benefits as a Town of 
Poland employee.  Your careful attention to this document will help to provide you with a rewarding 
and satisfying career in Town service.   
 
102   Purpose 
 
The purpose of the Personnel Policy is to establish and set forth a uniform and equitable system of 
personnel administration generally governing employment with the Town of Poland.  This policy 
applies to all positions not covered by collective bargaining agreements.  This policy will supersede 
any previously existing personnel policy and take effect on 1 January 2017. 
 
103  Disclaimer 
 
This personnel policy sets forth some of the general procedures and policies currently in effect at 
the Town of Poland. Personnel policies and benefits by their nature are constantly under review as 
they are affected by changes in applicable law, regulations, economic conditions, and the way the 
Town does business. The Board of SelectmenSelectpersons therefore necessarily reserves the right 
to change provisions of this manual with reasonable notice when it deems the change to be in the 
best interest of the Town and its personnel. Neither this agreement nor any of its provisions are 
intended to be part of a contract between the Town and any employee, and this personnel policy 
does not constitute a written contract of employment with any individual or a promise or assurance 
of continued employment to any individual.  The Town Manager has the authority to make exceptions 
to these policies when necessary for the good of the Town and in the exercise of his authority under 
Section 302 and other provisions of the Poland Town Charter. 
 
104   Application of Rules and Regulations 
 
This policy governs the relationship between the Town and its employees who are not covered by a 
collective bargaining agreement, should one come into being.  Standardized forms, definition of 
terms and procedures, as well as certain legal mandates such as equal employment opportunity, 
Workers’ Compensation, Unemployment Compensation, and safety requirements, are intended to 
apply to all employees, unless those terms are covered by a collective bargaining agreement.  Under 
no circumstances shall any provisions relating to wages or benefits in these policies apply to any 
employee covered by a collective bargaining agreement.  Terms not defined within this policy shall 
be construed to have the meaning found within a standard dictionary. 
 
105  Goal of Personnel Management 
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The goal of personnel management in the Town of Poland is to: 
 

 Provide effectiveness, economy, and productivity in delivering services to the citizens of 
Poland; 

 
 Encourage a commitment to professional excellence in serving the public and continue the 

professional development and upgrading of employee skills; 
 
 Provide reasonable assurances that the duties and responsibilities of employees and the Town 

alike are respected; 
 
 Afford reasonable treatment to all individuals desiring to enter Town service and whenever 

possible to provide opportunity for advancement in Town service on the basis of skill, effort and 
performance, as determined through competitive process; 

 
 Provide that employees are treated reasonably according to these policies in all personnel 

processes; 
 
 Expect that employees shall use their best efforts to fulfill their obligations to the Town and its 

citizens. 
 
106  Non-Discrimination 
 
The Town shall administer and implement these policies in a manner that shall not discriminate 
unlawfully against any person because of race, color, religion, sex, national origin, age, sexual 
orientation or physical or mental disability.  
 
107  Americans with Disabilities Act (ADA) 
 
The Town of Poland is committed to providing accommodations to allow individuals with known 
disabilities who are otherwise qualified to perform the essential functions of the job as defined by 
federal and state law under applicable laws and regulations.  The municipality’s intent is to ensure 
that every request for an accommodation, due to disability, is promptly and properly 
reviewed.  Poland is committed to following the requirements of the ADA and all appropriate federal 
and/or state laws, rules and regulations. 
 
All requests for accommodations are to be directed by the employee or Department Head to the 
Town Manager for consideration and review. The review of the request may include an informal 
meeting, and may include an evaluation and determination of the scope of the disability and, if 
appropriate, requests for medical documentation, examinations and/or opinions.  
 
107.1    The employee or the employee’s Department Head shall contact the Town Manager for 
assistance in requesting an accommodation.  No department or individual may grant any 
accommodation, except on a short term or emergency basis, without first receiving approval of the 
Town Manager.  If an employee’s Department Head makes the request for accommodation on behalf 
of the employee, the employee must then work with the Town Manager directly.  Only that 
information absolutely necessary shall be shared with the employee’s Department Head.  The 
employee’s Department Head should not act as an advocate or surrogate for the employee. The 
Town Manager shall work with the employee in completing the ADA process in a timely and efficient 
manner.  
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107.2    Any information submitted shall be considered confidential and may be shared only with 
those who have a need to know in accordance with federal and/or state law.  The Town Manager 
shall make the determination of the need to know in consultation with the applicable department. 
 
  If the nature and extent of the disability, and need for accommodation is not obvious, the Town 

may require the employee to present documentation from a health professional concerning the 
nature of the disability, its functional limitations relevant to the employee’s job duties, and the 
need for reasonable accommodation. 

 
 The employee shall be responsible for the expenses of providing documentation from his or 

her health professional, which may include the costs of necessary medical examinations 
needed to render a medical decision.  If, upon review, the Town Manager determines that an 
additional medical opinion is necessary, the Town shall be responsible for the additional costs.  

 
 Failure to provide necessary medical documentation, and/or failure to submit to an independent 

medical examination may, result in denial of any request(s) for accommodation(s). 
 
107.3  The Town Manager, after consultation and discussion with the employee, must make the 
following necessary determinations for each ADA accommodation request: 
 
 Establishing the existence of a disability. If this is not apparent, it may require proof of actual 

diagnosis by an appropriate medical care professional, with appropriate documentation 
supporting the diagnosis.  

 
 Whether, and to what extent the disability affects the ability of the employee to perform an 

essential function(s) of the employee’s position. 
 
 The job’s function(s) that the disability impacts.  

 
 The type of accommodation(s) that would be necessary. 

 
 Whether the needed accommodation would be reasonable within the meaning of the law. 
 

107.4  The Town Manager shall implement the decision through appropriate municipal procedures 
if the employee is to be accommodated. 
 
107.5    The Town Manager shall issue a written response within a reasonable time after the request 
for accommodation.  A reasonable time is necessarily flexible, taking into consideration such factors 
as the complexity of the request, cooperation of the employee, any need(s) for additional medical 
examinations and/or opinions, and so forth. 
 
108      Employee Recommendations 
 
Suggestions for ways to improve Town services are encouraged.  Employees may submit written 
recommendations to their Department Head or the Town Manager as appropriate. 
 
109      Equal Employment Opportunity/Affirmative Action 
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The Town of Poland is committed to compliance with the Equal Employment Opportunity Act and 
the Affirmative Action plan as voluntarily adopted by the Town of Poland.   
 
 
 
110 Employee Expectations 
 
110.1    Attendance and Punctuality:  The Town of Poland expects employees to be reliable and 
punctual in reporting for scheduled work.  In the rare instances when employees cannot avoid being 
late to work or are unable to work as scheduled, they should notify their Department Head as soon 
as possible in advance of the anticipated tardiness or absence.  Poor attendance or excessive 
tardiness may lead to disciplinary action, up to and including termination of employment. 
 
110.2    Courtesy and Professionalism:  The employees of the Town are public servants and the 
citizens must be treated with courtesy and consideration.  Every employee should remember that he 
or she might be the only contact a citizen has with his or her local government.  The impression that 
the employee makes will determine for a long time to come what the citizen thinks of our Town 
Government.  Failure of an employee to act with reasonable courtesy may result in disciplinary 
action.  Employees are expected to practice a high level of personal hygiene, dress appropriately 
and conduct themselves with a professional demeanor. 
 
110.3     Response Time Requirement:  The Town Manager may require that new employees 
reside within a thirty (30) minute response time, if the Town Manager determines that requiring 
such response time promotes the public health and safety, or improves the administration of Town 
government.  Such findings must be included in the job posting for the specific position. 
 
110.4   Chain of Command:  When you take a municipal job, you are buying into a formal structure 
of communication and supervision; you cannot change from “citizen hat” to “town employee hat” as 
a defense for such an “end-run” of those communication supervisory chains of command. 
 
110.5   Mandatory Training:  Every municipal employee, regardless of their employment 
classification is required to participate in annual trainings determined by Town administration as 
recommended by the Maine Bureau of Labor Standards (MBLS) and Occupational Safety and Health 
Administration (OSHA).  These annual trainings, conducted by the Poland Safety Committee each 
December, are to educate the employees of the safety policies and procedures adopted by the Town.  
Participation is a required condition of employment and employees who do not complete the 
requirement by January 31st immediately following the December training may be subject to 
termination. 
 
Each municipal department may also have mandatory trainings, certification or licensures specific to 
that department.  Employees who do not maintain current required trainings, certifications or 
licensures may be subject to termination.  
 
111      Recruitment and Promotion 
 
Current employees are encouraged to apply for any position for which they may be qualified however 
the Town shall not be required to promote an existing employee if in the sole judgment of the 
appointing authority an outside candidate is more qualified.   
 
112      Job Descriptions 
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A job description will be prepared for each position.  The job description will outline the duties, 
responsibilities, knowledge, and skill level requirements of the position.  Each employee will receive 
a copy of his or her job description when hired. Each job description should be reviewed periodically 
as part of the performance appraisal process and if necessary revised to reflect changes in the 
employee’s duties and responsibilities.   
 
113      Anniversary Date / Employment Date 
 
For administrative simplicity, the employee’s hire date will be their anniversary date for determining 
sick leave and vacation accruals.   
 
113.1    Years of Employment Service:  Only those years of service where an employee was 
receiving at least partial benefits under this policy (vacation, sick time, holidays, etc.) shall count 
toward an employee’s overall years of service.  
 
113.2    Break in Employment Service:  A break in employment service occurs whenever an 
employee voluntarily leaves the town’s employment for a period of more than 180 days or when 
discharged from employment for any amount of time for disciplinary reasons.  Participation under 
approved Family & Medical Leave Act, Jury Duty, Maternity Leave, and involuntary Military Duty 
would not be classified as a break in employment service. 
 
114      Record Keeping 
 
Accurately recording time worked is the responsibility of every hourly employee.  Federal and State 
laws require the Town of Poland to keep an accurate record of time worked in order to calculate 
employee pay and benefits.  Time worked is the time actually spent on the job performing assigned 
duties. 
 
Each full-time employee is entitled to one, thirty-minute (30) break period and one fifteen-minute (15) 
break period during any shift of eight hours.  It will be up to the discretion of the Department Head 
or Manager to schedule appropriate break times within each department to coincide with the required 
workday.  Employees with shifts longer than eight hours are entitled to break times in accordance 
with State law.   
 
Non-exempt employees should accurately record the time they begin and end their work, as well as 
the beginning and ending time of each break period.  They shall also record the beginning and ending 
time of any split shift or departure from work for personal reasons. Failure to document said breaks 
on an employee’s time card is the responsibility of the employee and in no event, shall failure to take 
breaks or document breaks result in a liability to the employer.  There is a presumption of breaks 
being made available to employees, even if not noted on the time cards.  
 
The appropriate Department Head must always approve overtime for non-exempt employees before 
the work is performed. 
 
Altering, falsifying, tampering with time records, or recording time improperly may result in 
disciplinary action, up to and including termination of employment. 
 
The Department Head will review and approve all time records before submitting it for payroll 
processing. The Town Manager shall also review and approve all payroll time records. 
 
 
115      Personnel Files / Records 
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The Town Manager and/or his/her designee are responsible for creating and maintaining centralized 
personnel files for all employees.  The Town Manager and/or his/her designee will also retain files 
concerning applicants for Town positions and personnel files of former employees.  Personnel files 
should include such records and information to document the employee’s personnel actions during 
his/her employment with the Town.   
 
Employee personnel files are considered confidential documents.  Only those persons with the right 
to know or the need to know may have access to the personnel files.  Any employee has the right to 
inspect his/her personnel file or to receive copies of his/her own file.  Requests to view or inspect 
centralized personnel files should be made in advance to the Town Manager in writing. 
   
116     Termination of Employment 
 
An employee shall provide at least two (2) weeks written notice to the Department Head and/or Town 
Manager, of their effective date of resignation in order to be deemed having “resigned in good 
standing”.  The Town Manager at his/her sole discretion may waive any or all of this notification 
period.  Employees are encouraged to give as much advance notice as possible to assist in a smooth 
replacement procedure. 
 
Prior to termination the employee shall be offered an opportunity to meet with the Town Manager to 
execute an exit interview. 
 
Employees, who anticipate retiring from the Town of Poland, should contact the Town Manager 
within six (6) months of the scheduled retirement date to provide an easy transition. 
 
At the discretion of the Town Manager, when deemed in the best, long-term cost interest of the Town 
may negotiate a severance package for an employee who is asked to resign.  
 
The Town Manager has the authority to terminate the employment of any Town employee when 
necessary for the good of the Town, and nothing in this section or in this personnel policy shall be 
deemed to modify or limit the authority of the Town Manager under the requirements of Maine state 
law (just cause/due process). 
 
117      Secondary Employment 
 
Any full-time employee who engages in secondary employment shall notify his/her Department 
Head. Department Heads will then notify the Town Manager.  The Town Manager will determine 
whether an employee’s secondary employment presents a conflict with his or her duties to the Town. 
 
118       Hiring Of Relatives 
 
The employment of relatives in the same department of an organization may cause serious conflicts 
and problems with favoritism and employee morale.  In addition to claims of partiality in treatment at 
work, personal conflicts from outside the work environment can be carried into day-to-day working 
relationships.  The hiring of relatives of elected and other employees is detailed in Chapter X, Section 
10.4 of the Poland Town Charter.  
 
119      Workplace Threats and Violence 
 
The safety and security of the employees of Poland, as well as the public who conduct business in 
the various municipal buildings, is of paramount importance to the Town.  Therefore, threats, 
threatening behavior, or acts of violence against an employee, visitor, guests, or other individuals by 
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anyone on Town property will not be tolerated. Violations of this policy will lead to disciplinary action, 
which may include dismissal, arrest, and prosecution. 
 
Any person who makes unlawful threats, exhibits threatening behavior, or engages in violent acts 
on Town property shall be removed from the premises as quickly as safety permits, and shall remain 
off Town premises pending the outcome of an investigation.  The Town will initiate an appropriate 
response that may include, but is not limited to, suspension and/or termination of employment, and/or 
criminal complaint against the person or persons involved. 
 
All Town personnel are responsible for notifying his/her Department Head, Town Manager, or the 
Sheriff’s Department of any threats that he/she has witnessed, received, or has been told that 
another person has witnessed or received in connection with the person’s job duties.  Even without 
an actual threat, personnel should also report any behavior witnessed which they regard as 
threatening or violent when the behavior is job related or might be carried out on a Town-owned site 
or is connected to Town employment.  
 
120      Employee Classifications  
 
120.1    Full-time Employees:  Full-time employees are defined as those employees who have 
successfully completed a probationary period and are regularly scheduled to work at least 35 hours 
each week on a year round basis.  Full-time employees are eligible for all benefits offered by the 
Town of Poland. 
 
120.2   Regular Part-time Employees:  Regular part-time employees are defined as those 
employees who have successfully completed a probationary period and who are scheduled to work 
an average of between 20 and 34 hours per week on a year-round, fixed-schedule basis.  Regular 
part-time employees are subject to appointment and removal by the Town Manager. Regular part-
time employees are entitled to a pro-rated amount of the normal vacation, holidays, sick leave and 
bereavement leave, but not personal days or health insurance received by full-time employees.   
 
120.3  Part-time Employees:  Part-time employees are defined as those employees who are 
scheduled to work less than 20 hours per week on a year round basis, fixed or unfixed schedule.  
Part-time employees are not entitled to any employee benefits.   
 
120.4 Contract / Subcontract Employee: Contract/Subcontract employment is employment 
under a written personal services contract between the Town and an individual and is subject to and 
governed by the terms of that agreement.  
 
120.5 Temporary Employee:  Temporary employment is an appointment to work a standard work 
week or less on a regular basis for a defined limited period of time, usually not to exceed six (6) 
months.  Extensions of temporary employment may be granted by the Town Manager for up to three 
(3) months.  Temporary employees are paid for hours worked and receive no other Town benefits, 
except those mandated by law.  
 
120.6 Seasonal Employment: Seasonal employment is appointment to a position that generally 
has a duration coinciding with one or more of the four (4) seasons and the position terminates with 
the end of one or more of the applicable season(s).  Such employees are paid for hours actually 
worked and receive no other benefits except those mandated by law. 
 
120.7 Probationary Employment:  Any person employed on a full-time or regular part-time basis 
by the Town shall be employed on a probationary status for a period of six (6) months, except as 
otherwise provided by State law or contract. The conduct and work performance of employees on 
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probation will be subject to review and evaluation during the six months, and they may be removed 
or demoted at any time during the probationary period.  Such removals or demotions will not be 
subject to review or appeal.  Accrued benefits shall not be paid until the employee has completed 
the probationary period. 
 
120.8 Job-Share:  The Town Manager may from time to time consider allowing employees to 
share a job. The arrangement must be in the best interests of the Town.  
 
120.9      Exempt Employee 
 
An employee whose duty position has been determined to be “exempt” under the guidelines of the 
federal Fair Labor Standards Act (FLSA) shall be paid on a salary basis and is not eligible to receive 
overtime. Exempt employees also do not normally earn compensatory  time; see Section 211 
Compensatory Time for further information. 
 
120.10    Non-Exempt Employee 
 
An employee whose duty position has been determined to be “non-exempt” under the guidelines of 
the Fair Labor Standards Act (FLSA) which is federal labor law; a non-exempt employee shall be 
paid on an hourly rate basis and shall be paid overtime (time and one-half) after 40 hours have been 
worked; see Section 210 Overtime and Section 211 Compensatory Time for further information.   
 
121      Employee Assistance Program   
 
The Town offers its regular employees, at no cost to the employees, an Employee Assistance 
Program (EAP), which provides confidential assistance by certified counselors for help in addressing 
a wide range of problems including depression, anxiety, alcoholism, drug abuse, marriage and family 
problems, and financial problems. The plan provides for free initial sessions for an assessment of 
the problem and a treatment plan, which may include free or low-cost, on-going counseling. For more 
information, contact the Town Manager. 
 
122      Physical Exam / Drug & Alcohol Testing 
 
After a conditional offer of employment is made, the prospective employee may be required to 
complete a pre-employment physical exam and/or a drug or alcohol test to the extent permitted by 
law. Holders of CDL licenses may also be subject to random drug and/or alcohol testing per federal 
and state regulations. A  background check may also be required. 
 
123     Use of Town Property / Business Activity 
 
Employees must not, directly or indirectly, use or allow the use of Town property for other than official 
activities. Town telephones may be used for personal business only with a Department Head’s 
permission. The Department Head may restrict personal cell phone usage during working hours.  No 
employee shall engage in any activity or business other than his or her regular duties during work 
hours; these prohibitions exclude approved break periods. 
 
124 Internet Use Policy 
 
The town has an adopted Internet Use Policy, which the Town Manager or his or her designee shall 
provide to all employees within 14 days of employment.  All employees shall be required to read the 
policy and sign a document indicating their full understanding of the intentions of the policy.  
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125 Smoking Policy 
 
Employees may not smoke or use other tobacco products in any Town-owned vehicles in which a 
member of the public may travel from time to time, nor in Town buildings. Employees may use 
tobacco products in their own cars or in designated smoking areas while on Town business. 
 
126      Receipt of Gifts 
 
A town employee is prohibited from soliciting or accepting any gift, gratuity, favor, entertainment, 
loans, or any other item of monetary value from any person outside or within Town employment 
whose interests may be affected by the employee’s performance or nonperformance of his/her 
official duties. 
 
Acceptance of nominal gifts, such as food and refreshments in the ordinary course of business 
meetings, or unsolicited advertising or promotional materials such as hats, pens, note pads, 
calendars, etc., is permitted. 
 
127      Scheduling  
 
Due to the variations in the services offered by the Town, hours per work week may vary among the 
departments. With the exception of Public Safety Employees, the regular work week for payroll 
purposes begins on Sunday at 12:01 a.m. and ends at midnight on Saturday. Non-Public Safety 
employees are expected to work their assigned work week hours.  The Town Manager reserves the 
right to adjust the hours of work. It is understood, that within reason, salaried employees shall 
accomplish the work assigned to the position regardless of the hours required to do the work.    
 
Full-time Public Safety employees will have a base work week of forty two (42) hours.  The regular 
work week for Public Safety employees will begin at 6:01 A.M. on Sunday and end at 5:59 A.M. the 
following Sunday. 
 
Flex-time scheduling, requested by the Department Head, may be made available to employees with 
the approval of the Town Manager. 
 
127.1    Snow Emergency:  In the event a snow emergency has been declared by the Town 
Manager or his or her designee, Administrative, Recreation, Code Enforcement, Sanitation, Library 
and Clerical staff will be dismissed for the day with pay.  Those who may not leave are: Deputy 
Sheriff’s officers, Public Works’ equipment operators, and Fire Rescue staff. 
 
128      Confidentiality 
 
Many town employees have access to confidential information pertaining to persons or property in 
the town.  Employees must not use this privileged information to their private advantage or to the 
advantage of friends or acquaintances.  Each employee is charged with the responsibility of directing 
all requests for information, as described under the “Right to Know” law, MRSA Title I Sections 401-
410, to the town’s Public Access Officer for processing.   
 
All employees will be required to read and sign a Confidentiality acknowledgement. 
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SECTION 2      WAGE POLICY  
 
201      Wage Scale 
 
The Town Manager with the approval of the Board of SelectmenSelectpersons shall develop and 
maintain a wage scale that addresses the compensation minimum, median and maximum for each 
position within the Town’s employment.   
 
202      Annual Wage Scale Adjustment 
 
Effective July 1st of each year the wage scale shall be adjusted annually to reflect changes in the 
Consumer Price Index (CPI), which shall be determined annually by the Board of 
SelectmenSelectpersons, unless the Board of SelectmenSelectpersons either upon its own initiative 
or upon recommendation of the Town Manager, votes to suspend or modify this adjustment for a 
particular year.  
 
203      Starting Salaries 
 
The starting salaries of new employees shall be set within the limits established by the appropriate 
wage scale. The Town Manager may place new employees above the lower end of the wage scale 
when he or she determines that experience, training, and market forces make it necessary in order 
to attract and retain good employees. 
 
204      Performance Bonus 
 
Annually, permanent full-time employees may be eligible for a Performance Bonus with the first day 
of the first pay period of the new fiscal year.   The Performance Bonus Program will be authorized 
annually by the Board of SelectmanSelectpersons based on available funding.  Funds will be 
authorized for the program by the Board of SelectmenSelectpersons and will be distributed to 
Department Heads by the Town Manager.   
 
The bonuses are a onetime payment and are earned through the annual performance evaluation 
conducted by each employee’s Department Head.    
 

205     Compensation for Increases in Responsibility 
 
In circumstances where an employee’s responsibilities change substantially, the Town Manager 
may, upon recommendation of the appropriate Department Head, grant movements within the wage 
scale in recognition to the increase in responsibility. The change in responsibility must be 
extraordinary such as beginning to supervise employees when supervision was previously not 
required, and cannot be part of the natural evolution every position goes through as demands, 
expectations and technology change.   
 
206     Pay for Acting Department Head and Town Manager’s Pay 
 
206.1  Acting Department Head Pay 
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Employees may, from time to time, be appointed by their Department Head as an Acting Manager 
Department Head (Acting Town Manager, Acting Chief, Acting Town Clerk, Acting Recreation 
Director, Acting Public Works Director, etc.).  An employee is expected to temporarily fill a 
department manager’s position for up to two weeks without additional remuneration.  In the event 
that an employee is appointed to serve in the full capacity of their Department Head for more than 
two weeks, the employee shall be entitled to a level of pay at mid-point between their current level 
of pay and that of the department director for the period that they serve in that increased capacity. 
 
206.2  Acting Town Manager’s Pay 
 
Employees may, from time to time, be appointed by the Selectpersons as Acting Town Manager.  
An employee is expected to temporarily fill the Town Manager’s position for up to two weeks without 
additional remuneration.  In the event that an employee is appointed to serve in the full capacity of 
the Town Manager for more than two weeks, the employee shall be entitled to a level of pay ranging 
from the mid-point between their current level of pay and that of the Town Manager, up to, but not 
to exceed the full pay of the Town Manager for the period that they serve in that increased capacity. 
 
207     Performance Evaluations 
 
Each Department Head shall annually evaluate each regular full-time and regular part-time 
employee within his/her department to determine if the employee is performing his/her job 
satisfactorily.  The performance evaluation shall also be used to establish a work plan for the coming 
year. The employee shall be given a copy of the performance appraisal form in advance of his/her 
meeting with the Department Head. The performance evaluation shall be discussed in detail with the 
employee and the employee shall be given an opportunity to participate fully in the performance 
evaluation, including the development of the work plan. A copy of the completed performance 
appraisal form shall be placed in the employee’s personnel file. Failure of the Department Head to 
complete an annual performance appraisal for each employee may result in disciplinary action. 
Annual performance evaluations shall take place in the month of June. 
 
208      Town Manager’s Responsibility  
 
It will be the responsibility of the Town Manager or his/her designee to design the performance 
evaluation forms and distribute the forms to the Department Heads.  It will also be the Town 
Manager’s or his/her designee’s responsibility to complete annual performance evaluations of 
employees under the Town Manager’s direct supervision.  Employees may be requested to do a 
self-evaluation with annual goals.  
 
209      Performance Appraisals  
 
The purpose of the annual performance evaluation is to bring about good employee performance by 
identifying an employee’s strengths, identifying areas in which the employee’s performance is not 
satisfactory or needs to be improved, and generally providing the employee with feedback on his or 
her performance. In addition, the performance evaluation will be used as a tool to communicate 
performance goals set by management and to make certain that the employee’s work plan 
accomplishes these goals.  
 
The completed performance evaluation also directly forms the basis for Performance bonuses, and 
is also used as a criterion when considering promotions, disciplinary actions, rewards, training 
programs, or any other related personnel action. 
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210      Overtime  
 
In an emergency or extenuating circumstances as defined by the Town Manager, Department Head, or 
appropriate designee, overtime work may be assigned in order to meet operational requirements.  
Employees may choose between paid overtime and compensatory time. Employees choosing paid 
overtime shall be paid at one and one half (1½) times their straight time hourly rate for hours worked 
beyond forty (40) for non-public safety personnel.  Full-time public safety personnel have a base work 
week of forty two (42) hours and will be paid overtime after forty eight (48) hours have been worked.  
Paid on-call public safety personnel have a base work week of forty eight (48) hours and will be paid 
overtime in compliance with section 207(k) of the FLSA which states fire protection personnel are due 
overtime after fifty three (53) hours are worked in a seven day period. 
 
Wages paid to full-time employees will be limited to the employees' normal work week and shall not be 
increased by utilization of other benefit time off, including vacation time, personal time, sick time, 
compensated time, bereavement, jury duty and emergency staff dismissals.  Holiday time is the only 
exception. Holiday leave shall be counted toward Overtime pay.  If a non-public safety employee is 
required to work on a scheduled holiday, time shall be paid a rate of two times (2x) their straight time 
provided they have already reached regularly scheduled hours of forty 40 hours, and are required to 
continue working an uninterrupted normal work week.  Full-time public safety personnel will be paid at 
their straight pay rate based on twelve (12) hour work day regardless of whether they have worked the 
day or not. 
 
Example of Overtime Pay: Non public safety employees are scheduled to work a normal week of 40 
hours:  If they submitted on the payroll sheet for an eight (8) hour day of sick time and thirty five (35) 
hours of worked hours totaling forty three (43) hours, they would be paid thirty five (35) regular hours 
worked and five (5) hours of sick time (totaling forty (40) hours). The remaining three (3) hours of sick 
time submitted on the payroll sheet would not be debited against their accrued sick time.  Public safety 
employees scheduled to work a normal week of forty two (42) hours: if they submitted on the payroll 
sheet for a twelve (12) hour day of sick time and thirty six (36) hours of worked hours (totaling forty eight 
(48) hours) they would be paid for their thirty six (36) worked hours and six (6) hours of sick time (totaling 
forty two (42) hours).  The remaining six (6) hours of sick time that was submitted on the payroll sheet 
would not be debited against their accrued sick time.  Employees will not be paid more than their normal 
hours unless they physically worked more than their normal hours for that week, except in the case of 
paid holidays.  
 
The Town Manager is granted full authority over establishing and changing employees’ schedules, work 
hours and overtime. 
 
211     Compensatory Time 
 
Non-exempt employees choosing paid compensatory time off shall earn such time at the rate of one 
and one half (1½) hours off for each hour worked. Use of said Compensatory time requires advance 
approval by the employee’s Department Head, and may be denied if such time off would be 
significantly detrimental to departmental functioning.  No employee may accumulate more than forty 
(40) hours of compensatory time at any time. Public Safety employees shall accumulate no more 
than forty-eight (48) hours.  Compensatory time may be carried from year to year. 
 
Exempt employees do not normally earn compensatory time.  Exempt employees work based on 
their job, not the number of hours they put in.  They may need to work nights, weekends or whatever 
the job entails over forty (40) hours a week without getting paid extra for this.   
 



Town of Poland Personnel Policy – Adopted 1/2/2013 & Amended 7/14, & 12/16 & 10/17                                             
Page 16 
 

At the discretion of the Town Manager or his/her designee, additional earned time may be granted 
to exempt employees for special circumstances on an individual basis.  This time must be requested 
and authorized in writing prior to use, and documented with the Payroll Clerk. In no event shall 
exempt employees accrue nor carry more than forty (40) hours of compensatory time (as above). 
 
All earned compensatory time shall be paid to the employee upon separation from service. Payment 
shall be made at the employee’s regular rate of pay as of the date of separation.  
 
 
SECTION 3      EMPLOYEE BENEFITS 
 
301     Life Insurance 
 
The Town shall select a carrier to provide life insurance coverage for full-time employees the town 
classifies as eligible employees for this life insurance benefit.  Life insurance shall be in the amount of 
100% of the employee’s annual base salary at no cost to the employee.   
 
The Town may also offer other life insurance policies, which shall be optional and shall be at the 
employees’ expense. 
 
302      Health Insurance  
 
The Town shall provide health insurance to all employees classified by the town as eligible for this health 
insurance benefit. The Town shall possess the authority and discretion to select and change insurance 
carriers from time to time to provide health insurance benefits and the authority to add to, modify, or 
withdraw the following benefits. 
 
Presently, the Town provides health insurance through a qualified health insurance provider. The Town 
currently pays 85% of the monthly premium and the employee must pay 15% of the monthly premium by 
means of payroll deduction for family, dependent, domestic partner or single coverage depending on the 
circumstances of the individual employee.  
 
Should an employee be eligible and opt not to participate in the health benefit the Town will provide a 
payment to the employee in lieu of health insurance. Effective July 1, 2008 the rate will be $2,400 per 
year, which will be reviewed on an annual basis.  It will be paid weekly as part of normal payroll to satisfy 
IRS requirements.  Employees must show proof of comparable insurance to qualify. 
 
303     Income Protection, Vision Care Plan, and Dental Insurance 
 
The Town offers to all full-time employees the opportunity to participate in an Income Protection 
Plan, Vision Care Plan, and/or Dental Insurance Plan through qualified insurance carriers at their 
own expense. 
 
304     Retirement Program 
 
The Town offers to all full-time employees the opportunity to participate in the ICMA RC/Nationwide 
(457) Deferred Compensation Retirement Programs or Maine Public Employees Retirement System 
(MPERS), as described below.  The Town of Poland will only contribute to one retirement plan, and 
each plan requires that the employee contribute from their own pay. 
 
ICMA RC (457)/Nationwide (457):  All full-time employees, not subject to a collective bargaining 
agreement (should one arise), may request that the Town contribute four percent (4.0%) of 
annualized income to the ICMA Retirement Corporation or Nationwide 457 Fund Deferred 
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Compensation Program on their behalf.  A minimum employee contribution of four percent (4.0%) is 
required to receive the maximum employer match of four percent (4.0%). The maximum employee 
contribution to ICMA-RC/Nationwide is in accordance with the IRS maximum.   Employee overtime 
is exempt from employer matching funds.  
 
MPERS (Maine Public Employees Retirement System):  All full-time employees, not subject to a 
collective bargaining agreement (should one arise), may request that the Town contribute the 
required employer match for Plan 1N (public safety personnel) or Plan AN for any other personnel. 
The Town has in place a 218 Agreement which allows retiring employees to also receive Social 
Security benefits under Plan AN.  Employee overtime is not exempt from employer matching funds. 
Details of the Town’s alternative retirement benefits are available through the Finance Office. 
 
305     Social Security 
  
All employees with the exception of full-time Firefighters and Rescue personnel are mandated to 
participate in the Social Security System. 
 
 
 
306     Academic Reimbursement 
 
In order to encourage the professional development of full-time employees the Town agrees to 
reimburse the cost of college courses and other optional training and education subject to the 
following restrictions: 
 
 Employees who have completed their initial probationary period are entitled to request in writing, 

reimbursement for tuition for educational courses either for on-site college or university credit 
or non-credit courses from an accredited institution.     

 
 The appropriate Department Head and Town Manager must approve all requests in writing in 

advance of commencement of the course. Approval may be subject to budget restrictions, the 
need for courses, and balance of funds used among all employees. 

 
 All training and educational courses must be consistent with the employee’s job description, 

duties and responsibilities and when possible should be taken during non working hours. 
 
 The Town may reimburse the cost of tuition, which shall not exceed the tuition rate charged by 

the University of Southern Maine for an undergraduate course. If the employee does not achieve 
a grade of B or better or does not complete the course he/she may not be reimbursed by the 
Town in full for all tuition, fees and book costs. In non-graded training, the employee must 
receive proof of satisfactory completion and still be in the employment of the Town.   
 

 Under special or unique circumstances, the Town Manager may authorize some or all of 
advance payment for approved courses, when such advanced payment will facilitate the training 
and is in the best interest of the town. 

 
307     Travel Expenses and Clothing Allowance  
 
307.1   Expenses:  Reimbursement for expenses incurred in the conduct of official Town business 
is subject to approval by the Town Manager.  Payment will be processed upon submission of receipts 
verifying allowable expenses.   
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307.2    Travel - Personal Vehicles:  When utilizing personal vehicles for approved business 
related travel, an eligible employee shall be reimbursed at the official Internal Revenue Service rate. 
at a rate set by the General Services Administration, State of Maine. Employees requesting payment 
under this sub-section must submit the required information on the prescribed form.  Travel other 
than routine travel in the ordinary course of the employee’s job, must be approved in advance by the 
Town Manager.  Normal home to work travel is not compensable.  When traveling on approved 
business matters, conferences and meetings, employees may, upon prior approval of the Town 
Manager, receive actual reimbursement for reasonable costs incurred. 
 
307.3 Uniform Requirements – Employees may be required to wear a department-specific uniform 
as part of their work expectations, and in that event, the Town shall provide said uniforms at no 
expense to the employee.  
 
308    Holidays & Personal Days – NOTE:  This section ONLY applies to the employees of   the 

Town of Poland in direct relation to town services. 
 
 
Eligible employees shall receive the following eleven (11) paid holidays, plus two (2) Personal 
Days: 
 
New Year’s Day   
Martin Luther King Day 
Presidents’ Day      
Memorial Day 
Independence Day 
Labor Day 
Veterans’ Day 
Thanksgiving Day  
Day After Thanksgiving (substitute Patriot’s Day)  
Christmas Eve  (substitute Columbus Day) 
Christmas Day 
Two (2) Personal Days (accrued on the employee’s Anniversary Date) 
 
Employees shall be entitled to paid holidays as they occur, immediately after appointment. Holiday 
pay shall not be given to any employee if he or she is on a leave of absence without pay, suspension, 
or any other non-pay status on the date the holiday falls.  
 
When a holiday falls on a weekend, the Town shall observe the holiday on the same date as State 
of Maine employees.    
 
Regular part-time employees are entitled to Holiday Pay in a pro-rated amount depending upon their 
regularly scheduled hours.  Should the Holiday fall on a day on which they are not scheduled to 
work, they will receive no Holiday Pay.  Regular part-time employees are not entitled to the 
accumulation or use of Personal Days. 
 
308.1   Use of Personal Days:  All full-time employees that are regularly scheduled for eight (8) 
hour work days (this excludes seasonal schedules) are entitled to 16 hours of Personal Leave. 
Employees who have a regularly scheduled 12 hour work day are entitled to 24 hours of Personal 
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Leave annually.   Personal Days must be used within the same Anniversary Year as accrued.  
Section 309.8 of this policy applies to personal days.  No Personal Days are paid upon separation.  
 
309     Vacation Leave  
  
309.1   Accrual for Full-Time Employees:  Employees assigned to a (35-40) hour work week shall 
accrue vacation leave (weekly) in accordance with the following schedule except that the Town 
Manager may grant additional vacation time to new employees in order to attract and retain qualified 
and experienced staff:  
 
 Start until completion of one (1) year  40 hours annually  
 Upon completion of one (1) year 80 hours annually  
 Upon completion of five (5) years 100 hours annually  
 Upon completion of ten (10) years                              120 hours annually 
 Upon completion of fifteen (15) years                         140 hours annually 
 Upon completion of twenty (20) years                         160 hours annually  

 
* For eligible Fire-Rescue personnel, accumulations are based on their normal work week of 42 
hours and shall be 42, 84, 105, 126, 147 and 168 hours based on their corresponding years of 
service.   
 
309.2 * An employee may be hired with a greater than customary amount of annual leave benefits, 

but in such an event, they will only advance to the next level of additional annual leave upon 
completion of the stated years of service (per the chart above).  Rights to vacation leave 
shall not be earned by an employee during the following: 

 
 Leave of absence without pay (including absences covered by Workers’ Compensation and 

Family Medical Leave Act) 
 Suspension without Pay 
 Active Military Duty 
 Extended Jury Duty 

 
309.3   Employment:  No employee shall be eligible to take vacation leave with pay until he or she 
has completed at least six (6) months of continuous service with the Town. The Town Manager may 
make an exception should there be extenuating circumstances. 
 
309.4  Options for Use of Accumulated Vacation:  Employees may not carry over more than one 
times their maximum annual vacation time accrual (80 hours for an employee with two years of 
service, 160 hours for an employee with twenty-six years of service, etc.) from one year to the next 
at their anniversary date. Only in circumstances, where in the Town Manager’s opinion, the 
employee could not have reasonably taken vacation time in excess of their maximum accrual 
amount, or was in fact denied use of vacation time in excess of their maximum accrual amount, may 
be compensated at the employee’s normal rate of pay. 
 
309.5   Accrual for Regular Part-Time Employees:  Regular part-time employees, as defined in 
Section II, shall accrue vacation on a prorated basis of the 40-hour work week. The total amount of 
accrued vacation leave that may be carried from one year to the next at their anniversary date shall 
not exceed forty (40) hours. 
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309.6  Conditions of Accrual and Use:  Vacations are generally given at the convenience of the 
employee, however, the needs of the employer must be considered as paramount.  Department 
Heads shall grant vacations with consideration for the seniority of the employee.  All requests for 
vacation shall be made in writing on a form approved by the Town Manager and submitted to the 
appropriate Department Head. 
 
309.7  Outstanding Vacation Leave:  All earned outstanding vacation leave shall be paid to the 
employee upon separation from service. Payment shall be made at the employee’s regular rate of 
pay as of the date of separation. 
 
309.8  Use of Time Off Request:  Requests for use of accrued time (vacation, prescheduled sick, 
personal or compensatory) must be submitted to the employee’s immediate supervisor at least seven 
(7) business days before the scheduled requested time off.  All approved requests must be attached 
to the employee’s time card or time card summary when submitting to the Payroll Clerk. 
 
 
 
 
310   Sick Leave 
 
310.1  Accrual:  Employees shall be eligible to accrue ninety-six (96) hours sick leave during each 
twelve (12) months of employment for non-service incurred illness or disability at the rate of eight 
hours per month.  At the time of retirement or at the end of employment in good standing with the 
Town, employees will be paid for thirty- three percent (33%) of the value for all of their  accumulated  
sick leave balance. 
 
Employees hired on or before December 31, 2016, who have accumulated a sick leave balance of 
four-hundred and eighty (480) hours of sick leave will be paid for thirty-three percent (33%) of the 
value of their unused year’s sick leave balance in excess of 480 hours as of their anniversary date. 
All employees may accrue a maximum of 480 hours of sick leave.  Annually, on June 1st, those 
employees hired before December 31, 2016 will be paid for thirty-three percent (33%) of the 
value of sick leave balance in excess of 480 hours.  Employees hired after December 31, 2016 
will stop accruing sick leave at 480 hours with no excess payout. 
 
310.2    In Event of Death:  In the event of the death of an employee, unused accrued sick leave 
shall be paid to his/her designated beneficiary or estate upon his/her death at the same rate as 
indicated in 310.1. 
 
310.3    Use of Sick Time:  Sick time may be used when the employee is unable to work due to 
illness or disability of the employee or when necessary to care for a member of an employee’s family.  
An employee will be allowed to use sick leave for medical examinations or tests when said 
appointments are available during normal working hours. Once an employee has exhausted all 
available sick time, pay will terminate, or if available, they may use accrued time in the Sick Leave 
Donation Program. 
 
310.4  Medical Verification:  At anytime the Town Manager or Department Head has the authority 
to ask the employee to provide verification of illness from a physician.  Return to Work:  An employee 
who has been absent from work due to injury may be required to provide return-to-work clearance 
in writing from a qualified medical professional.  The Town also reserves the right to have the 
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employee undergo a fit-for-duty examination by an occupational health provider at the Town’s 
expense.  
 
310.5  Employee Sick Leave Donation Program:  The purpose of this program is to permit an 
employee to donate accrued sick leave to another employee in the event that an employee has 
exhausted all paid leave due to a serious medical hardship or catastrophic illness or injury that poses 
a threat to life and or requires inpatient, hospice or residential health care.  It shall also be permitted 
if the employee’s needs are the result of a serious medical hardship or catastrophic illness of an 
immediate family member that requires the employee to care for that family member.  
 
This program is not intended to cover the experience of a normal pregnancy, a common illness, an 
illness or injury covered by an employer paid, long term disability policy or worker’s compensation, 
or has incurred injury during the course of committing a felony.  This policy is not intended to provide 
paid leave to any employee who has previously abused paid leave.  Employees are ineligible to use 
this program during disciplinary suspensions. 
 
Employees allowed to participate in this program must be eligible to accrue sick time, must have 
exhausted all forms of paid leave and must have passed their initial probationary period.  Medical 
certification of the illness or injury must be provided to the Department Head and Town Manager.  
The Town Manager shall have final approval of all use of the Sick Leave Donation Program. 
 
 
 
311      Workers’ Compensation  
 
The Town shall select a carrier to provide Workers’ Compensation coverage to all employees while 
in the service of the Town.  
 
312     Bereavement Leave 
  
In the event of the death of a full-time or regular part-time employee’s spouse, domestic partner, 
children, parents, siblings, brother/sister-in-law, parent-in-law, daughter-in-law, son-in-law, 
grandparents, grandchildren, stepparent, stepchild, or other persons residing in the same household 
the employee may be granted a leave of absence with pay (pro-rated in the case of regular part-time 
employees), for the work days falling within the period between the time of death and the day after 
the funeral, not to exceed three (3) working days.  Additional leave may be granted to an employee 
but shall not exceed seven (7) working days.   Employees may elect to use accrued vacation, 
personal or compensatory time and / or time without pay.   
 
313      Military Leave 
 
Military leaves of absence, without pay, shall be granted to any employee called to active duty with 
the State or Federal forces for a temporary tour of duty, other than the routine annual training period.  
Military leave for routine annual training periods, not to exceed 15 days in any calendar year shall 
be granted. For any such period of routine annual training, the Town will pay the employee the 
difference between service pay and the employee’s regular compensation. Earned vacation shall 
not be charged for such training period.  Employees must submit their orders to be eligible for this 
benefit.   
 
314 Jury Duty 
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Upon verification of service, employees selected for jury duty by any court shall be paid straight time 
earnings less jury pay.  Earned vacation shall not be charged for such service.  If an employee is 
dismissed from jury duty, he or she must report to their Department Head within sixty (60) minutes 
of dismissal (if during his or her regular work day). 
 
315     Domestic Violence Leave 
 
The Town will grant reasonable and necessary leave from work, with or without pay, for an employee 
to: 
 
 Prepare for and attend court proceedings; 

 
 Receive medical treatment or attend to medical treatment for a victim who is the employee’s 

daughter, son, parent or spouse, domestic partner; or 
 
 Obtain necessary services to remedy a crisis caused by domestic violence, sexual assault or 

stalking. 
 
The leave must be needed because the employee or the employee’s daughter, son, parent, or 
spouse or domestic partner is a victim of violence, assault, sexual assaults under Title 17-A, sections 
251 to 258, stalking, or any act that would support an order for protection under Title 19-A, sections 
4001 to 4014.  The Town will not punish or retaliate against an employee or deprive an employee of 
pay or benefits for requesting domestic violence leave. 
 
The Town may require an employee to provide reasonable documentation of the family relationship, 
which may include a statement from the employee, a birth certificate, a court document or similar 
documents. 
 
Leave may not be granted if: 
 
 The Town would sustain undue hardship from the employee’s absence; 

 
 The request for leave is not communicated to the Town within a reasonable time under the 

circumstances; or 
 
 The requested leave is impractical, unreasonable or unnecessary based on the facts then 

made known to the Town. 
 
316      Personal Leave of Absence  
 
Employees may, with the written approval of the Town Manager, be granted a personal leave of 
absence without compensation for a period of time not to exceed sixty (60) days when the Town 
Manager determines that the best interests of the Town are served by granting the leave. A leave of 
absence will not be granted for employment elsewhere, except when in the best interests of the 
Town. During such a leave, the employee shall not accrue any benefits; will be required to defray 
the entire cost of insurance premiums and will relinquish any claim to time in service that would have 
been earned during the length of the absence. 
 
SECTION 4      DISCIPLINE AND GRIEVANCE     
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401      Discipline 
 
Discipline may be initiated for any infraction based on the good of the Town as determined by the 
Town Manager or his or her designee, including Department Heads.  Infractions which may be 
subject to disciplinary actions include, but are not limited to, the following: 
 
 The employee has been convicted of a felony or of a misdemeanor involving moral turpitude 

or which is related to the Town or the employee’s job. 
 
 The employee has violated a Town and/or departmental policy and/or procedure, or failed to 

obey any proper direction made and given by a Department Head. 
 
 The employee is offensive in conduct or language in public or towards fellow employees. 

 
 The employee fails to satisfactorily perform the duties and responsibilities required and 

recognized in the job description. 
 
 The employee is careless or negligent with the moneys or other properties of the Town. 

 
 The employee exhibits recurring absenteeism and/or tardiness. 

 
402     Customary Procedure 
 
Discipline will normally be initiated in the following manner: verbal warning; written warning; 
suspension; and termination.  However, depending on the nature of the offense, the Town Manager 
has the right to impose the discipline he/she considers warranted based upon the nature and gravity 
of the offense and is not under a duty to follow all the progressive steps of discipline in every case.  
The Town Manager shall be made aware of any action initiated as outlined in the disciplinary process 
sections of this policy. 
 
403      Informal Procedure 
 
Every effort shall be made to resolve a pending grievance through the informal process, with the 
Department Head prior to filing the formal written grievance. 
 
Any employee having a problem regarding his or her employment shall first discuss the problem with 
his/her Department Head.  If the problem is not settled to the employee’s satisfaction, the employee 
has the right to present the pending grievance in accordance with the procedure outlined below. 
 
404      Grievance Procedure 
 
Each employee of the Town will be provided opportunity to understand and resolve matters affecting 
his/her employment that the employee believes have been carried out in violation of these policies.  
Employees may present their grievances without fear of reprisal. 
 
1. The employee shall, within ten (10) working days of the date of the event which gave rise to the 
grievance, or within ten (10) working days of the date he/she could reasonably be expected to have 
knowledge of the event, present the grievance in writing to his/her Department Head.  The 
Department Head shall, within ten (10) working days, meet and discuss the grievance with the 
employee and reply in writing within ten (10) working days. 
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2.   In the event that the decision of the Department Head is not satisfactory to the employee, the 
employee may, within ten (10) working days of the Department Head’s decision, request that the 
entire written record be advanced to the Town Manager for review with the Department Head. After 
meeting with the Town Manager, the Department Head will once again meet with the employee to 
render the final decision within ten (10) working days.   
 
3.  Department Heads shall file any and all grievances with the Town Manager in writing. Within ten 
days of receipt of such a grievance, the Town manager shall meet with the aggrieved Department 
to discuss their concerns. The decision of the Town Manager with regard to the grievance shall be 
rendered within ten (10) working days and shall be final. 
 
SECTION 5 SEXUAL HARASSMENT, DRUG FREE WORKPLACE, FAMILY MEDICAL LEAVE 

AND HOSTILE WORK ENVIRONMENT POLICIES 
 
501      Sexual Harassment Is Illegal Under State and Federal Law 
 
It is illegal for any Town employee to sexually harass another employee and for any Department 
Head employee to permit any act of sexual harassment in the workplace by anyone, whether or not 
an employee. 
 
501.1   Definition Under Maine Law:  Unwelcome sexual advances, requests for sexual favors, 
and other verbal or physical conduct of a sexual nature constitute sexual harassment when: 
 
Submission to such conduct is made, either explicitly or implicitly, as a term or condition of an 
individual’s employment;  
 
Submission to or rejection of such conduct by an individual is used as the basis for employment 
decisions affecting such individual; or  
 
Such conduct has the purpose or effect of substantially interfering with an individual’s work 
performance or creating an intimidating, hostile, or offensive working environment.   
 
501.2    Description:  The following type of conduct is considered to be sexual harassment and is 
not permitted.  Physical assaults of a sexual nature such as: 
 
 Rape, sexual battery, molestation or attempts to commit these assaults; and 
 
 Intentional physical contact which is sexual in nature, such as touching, pinching, patting, 

grabbing, brushing against another employee’s body, or poking another employee’s body. 
 
 Unwanted sexual advances, propositions or other sexual comments, such as;  

 
 Sexually-oriented gestures, noises, remarks, jokes or comments about a person’s sexuality or 

sexual experiences directed at or made in the presence of any employee who indicates or has 
indicated in any way that such conduct in his or her presence is unwelcome; 

 
 Preferential treatment or promise of preferential treatment to an employee for submitting to 

sexual conduct, including soliciting or attempting to solicit any employee to engage in sexual 
activity for compensation or reward; 
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 Subjecting, or threats of subjecting, an employee to unwelcome sexual attention or conduct or 
intentionally making performance of that employee’s job more difficult because of that 
employee’s sex; 

 
 Sexual or discriminatory displays or publications anywhere in the Town by employees, such 

as; 
 
 Displaying pictures, posters, calendars, graffiti, objects, promotional materials or other 

materials that are sexually suggestive, sexually demeaning, or pornographic, or bringing into 
the work environment or possessing any such material to read, display or view at work; 

 
 A picture will be presumed to be sexually suggestive if it depicts a person of either sex who in 

not fully clothed or in clothes that are not suited to or ordinarily accepted for the accomplishment 
of routine work in and around the Town and who is posed for the obvious purpose of displaying 
or drawing attention to private portions of his or her body; 

 
 Reading or otherwise publicizing in the work environment materials that are in any way sexually 

revealing, sexually suggestive, sexually demeaning or pornographic; and  
 
 Displaying signs or other materials purporting to segregate an employee by sex in any area of 

the workplace (other than restrooms and similar semi-private lockers/changing rooms). 
 
501.3   Internal Complaint Procedure:  Any Town employee who believes he or she has been the 
subject of sexual harassment should report the incident or act immediately to his or her Department 
Head or to the Town Manager.  All complaints will be promptly investigated.  All information will be 
held in confidence and will be discussed only with those who have a need to know in order to either 
investigate or resolve the complaint.  Any employee who is/has been determined to have engaged 
in sexual harassment will be promptly counseled or disciplined.  Disciplinary measures may consist 
of a reprimand, suspension or termination depending upon the severity of the offense.  Employees 
who make false complaints in bad faith may be subject to disciplinary action, up to and including 
discharge.           
 
501.4    Legal Recourse through the Maine Human Rights Commission:  The Commission can 
be contacted at State House Station 51, Augusta, Maine 04333, telephone 624-6050.  Any employee 
who believes he or she has been subjected to sexual harassment may call or write the Maine Human 
Rights Commission to register a complaint.  Any complaint must be filed with the Commission within 
180 days of the act of harassment.  Once a signed charge form has been received by the 
Commission an investigation will be conducted and a determination will be made by the Commission 
of whether or not there are reasonable grounds to believe sexual harassment occurred.  If the 
Commission determines that sexual harassment did occur, it will attempt to resolve the situation 
between you and your employer through informal means.  If informal means of resolution are 
unsuccessful, the Commission counsel may file a civil action on your behalf in the Superior Court, 
seeking appropriate relief.  
 
501.5    Maine Human Rights Act Protection Against Retaliation For Complaining About 
Sexual Harassment:  Under the law, you may not be punished or penalized in any way for truthfully 
reporting, complaining about or filing a claim concerning sexual harassment in good faith, or for 
testifying in any proceeding brought by anyone else.  
 



Town of Poland Personnel Policy – Adopted 1/2/2013 & Amended 7/14, & 12/16 & 10/17                                             
Page 26 
 

502      Drug Free Workplace: 
 
To help ensure a safe, healthy and productive work environment for our employees and others, to 
protect Town property, and to ensure efficient operations, the Town has adopted a policy of 
maintaining a workplace free of drugs and alcohol. This policy applies to all employees and other 
individuals who perform work for the Town. The unlawful or unauthorized use, abuse, solicitation, 
theft, possession, transfer, purchase, sale or distribution of controlled substances, drug 
paraphernalia or alcohol by an individual anywhere on Town premises, while on Town business 
(whether or not on Town premises) or while representing the Town, is strictly prohibited. Employees 
and other individuals who work for the Town also are prohibited from reporting to work or working 
while they are using or under the influence of alcohol or any controlled substances, except when the 
use is pursuant to a licensed medical practitioner’s instructions and the licensed medical practitioner 
authorized the employee or individual to report to work. Violation of this policy will result in disciplinary 
action, up to and including discharge. The Town maintains a policy of non-discrimination and does 
not discriminate against individuals with a past history of illegal drug use, and those who have a 
medical history, which reflects treatment for substance abuse conditions. We encourage employees 
to seek assistance before their substance abuse or alcohol misuse renders them unable to perform 
the essential functions of their jobs, results in a violation of town policies, or jeopardizes the health 
and safety of any Town employee, including themselves.  
 
 
 
 
 
503      Family Medical Leave 
 
503.1  General: As provided by the 1993 Family and Medical Leave Act (FMLA), all eligible 
employees shall be entitled to take up to 12 weeks of unpaid, job-protected leave during any 12 
month period for specified family and medical reasons.   
 
503.2  Covered Family and Medical Reasons:  An eligible employee shall be entitled to 12 
weeks of unpaid leave during a 12-month period for one or more of the following reasons: 
 

*    For the birth or care of the newborn child of the employee; 
 For the placement with the employee of a son or daughter for adoption or foster care; 
 To care for an immediate family member (spouse, domestic partner, child, or parent) with a 

serious health condition;  
 To take medical leave when the employee is unable to work because  of a serious health 

condition; 
 A serious health condition, which shall be defined as an illness of a serious and long-term 

nature resulting in recurring or lengthy absences.  Treatment of such an illness would occur in 
an inpatient situation at a hospital, hospice, or residential medical care facility, or would consist 
of continuing care provided by a licensed health care provider.  

 
503.3   Employee Eligibility:  An employee shall be entitled to family leave when he/she meets the 
following criteria: 
 
 The employee has worked for at least 12 months for the Town.  The twelve months need not 

have been consecutive.  
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 The employee has to have worked for the employer for at least 1,250 hours over the 12 months 
before the leave would begin. 

 
 An employee who has worked less than 1,250 hours may be eligible for Family Medical Leave 

under Maine law, in which case the leave is limited to ten (10) weeks over a period of two years, 
and does not include employer-paid health insurance. 

 
503.4    Calculation of Leave:  Eligible employees can use up to 12 weeks of leave during any 12-
month period.  The Town will use a rolling 12-month period measured backward from the date an 
employee uses any FMLA leave.  Each time an employee uses leave, the Town computes the 
amount of leave the employee has taken under this policy, subtracts it from the 12 weeks, and the 
balance remaining is the amount the employee is entitled to take at that time.  For example, if an 
employee has taken 5 weeks of leave in the past 12 months, he or she could take an additional 7 
weeks under this policy. 
 
503.5   Maintenance of Benefits:   An employee eligible under FMLA shall be entitled to maintain 
group health insurance coverage on the same basis as if he/she had continued to work for the Town.  
To maintain uninterrupted coverage, the employee will have to continue to pay his/her share of 
insurance premium payments.  This payment shall be made either in person or by mail at the Town 
Office by the 21st day of each month.  If the employee's payment is more than 30 days overdue, the 
Town will drop the coverage. 
 
If the employee informs the Town that he/she does not intend to return to work at the end of the 
leave period, the Town's obligation to provide health benefits ends.  If the employee chooses not to 
return to work for reasons other than a continued serious health condition, the Town will require the 
employee to reimburse the Town the amount the Town contributed towards the employee's health 
insurance during the leave period.  
 
If the employee contributes to a life insurance or disability plan, the Town will continue making payroll 
deductions while the employee is on paid leave.  While the employee is on unpaid leave, the Town 
will request that the employee continue to make those payments, along with the health care 
payments.  If the employee does not continue these payments, the Town will recover the payments 
at the end of the leave period, in a manner consistent with the law. 
 
Vacation, sick leave and holidays will not accrue during the leave period consistent with the Town’s 
benefits policy.  However, the use of family or medical leave will not be considered a break in service 
when vesting or eligibility to participate in benefit programs is being determined. 
 
503.6    Job Restoration:  An employee who utilizes family or medical leave under this policy will be 
restored to the same job or a job with equivalent status, pay, benefits and other employment terms 
in accordance with the act. 
 
503.7    Use of Paid and Unpaid Leave:  If an employee has any accrued paid leave (e.g., sick 
leave, vacation) the employee shall use all available paid leave time, which shall be considered 
Family Medical Leave, first before taking additional unpaid Family Medical Leave. If the employee 
still meets the eligibility requirements under the FMLA, Vacation and sick time will not continue to 
accrue, however, insurance, and retirement benefits will continue during that time. 
 
503.8   Procedure for Requesting Leave:   All employees requesting leave under this policy must 
complete the Family / Medical leave form available from the Town Manager or his or her designee. 
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When an employee plans to take leave under this policy, the employee must give the town 30 days 
notice.  If it is not possible to give 30 days’ notice, the employee must give as much notice as is 
possible.  An employee undergoing planned medical treatment is required to make a reasonable 
effort to schedule the treatment to minimize disruptions to the town's operations. 
 
While on leave, employees will be requested to report, no less than bi-monthly to their Department 
Head regarding the status of the medical condition, and their intent to return to work. 
 
503.9   Procedure for Notice and Certification of Serious Health Condition:  On occasion, the 
Town may require the employee to provide notice of the need to utilize leave (where it is possible to 
know beforehand) and/or may require the employee to provide certification of an employee's or 
immediate family member's serious health condition by a qualified healthcare provider.  The 
employee should try to respond to such a request within 10 days of the request, or provide a 
reasonable explanation for the delay. 
 
Qualified health care providers include: doctors of medicine or osteopathy, podiatrists, dentists, 
clinical psychologists, optometrists, and chiropractors, nurse practitioners and nurse-midwives 
authorized to practice under State law and performing within the scope of their practice under State 
law. 
 
When seeking certification of a serious medical condition, an employee should ensure that the 
certification form (Form WH-381) contains the following: 
 
 Date when the condition began; expected duration; diagnosis; and a brief statement of 

treatment. 
 

 If an employee is seeking medical leave for his/her own medical condition, certification should 
also include a statement that the employee is unable to perform the essential functions of the 
employee's position. 

 

 For a seriously ill family member, the certification should include a statement that the patient 
requires assistance and that the employee's presence would be beneficial or desirable. 

 

 If taking intermittent leave or working a reduced schedule, certification should include dates 
and duration of treatment and a statement of medical necessity for taking intermittent leave or 
working a reduced schedule. 

 
 If deemed necessary, the Town may ask for a second opinion.  The Town will pay for the 

employee to get a certification from a second doctor, which the Town will select.  If there is a 
conflict between the original certification and the second opinion, the Town may require the 
opinion of a third doctor.  The Town and the employee will jointly select the third doctor, and 
the Town will pay for the opinion.  The third opinion will be considered final. 

 
Section 504     Hostile Work Environment 
 
In general, municipal employees are not required to remain in a hostile work environment.  
Employees who feel they are in a threatening situation, or a situation in which sexually explicit or 
foul language is being directed at them, or similar circumstances, should declare themselves to feel 
that it is becoming a hostile environment and request the offender to cease the offending behavior 
immediately.  If the offender does not stop the hostile behavior, the employee is within their rights to 
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remove themselves from the area, and immediately notify their Department Head of the 
circumstances and the decision to declare a hostile work environment.  
 
Under no circumstances is an employee permitted to return the hostile behaviors to the offending 
party (push them, threaten, swear at them, etc.).  Employees should tell the party that they are being 
overly hostile, and that the employee will be leaving if they do not stop. The employee should instruct 
the person as to whom there Department Head is, and ask them to take up the matter with the 
Department Head, and then politely leave the scene.  
 
Amended this 20th day of December, 2016.17th day of October, 2017 
 

Board of SelectmenSelectpersons 
 
 _______________________________                                                                                                     ____  ______________________________ 
Walter J. Gallagher, Vice Chairperson                                                                                                                               Stanley L. Tetenman, Vice Chairperson 
       
 
 _______________________________                      __________________________________                 
 Janice A. Kimball                                                                                                                                                                                                                                                                             Stephen E. Robinson       Mary-Beth Taylor                                                 
                                         
l 
 
_______________________________                         
James G. Walker, Jr. 
 







 Schedule for FY18/19 Budget Process 
 
 
 
Week of September 17     
 
Budget Worksheets to Department Heads (09/21) 
First review of revenue projections (09/21) 
 
Week of Oct 22 and 29 
 
Department Heads meet with Town Manager/Finance Director 
 
Week of November 5 
 
Town Manager/Finance Director Finalize Draft Budget 
 
Tues., Dec 5th 
 
Draft Budget to Selectmen & Budget Committee 
 
Budget Hearings: Hearings will be held at the Fire/Rescue Training Room at 6:30 PM. 
 
Budget Committee Workshops with Board of Selectmen 
 
Thursday, January 11th 
 
Budget Committee Initial Organizational Meeting 
Revenue 
110-01 Administration and Municipal CIP 
110-05 Contracted Services 
110-06 Buildings & Grounds 
110-07 CATV 
150-02 Debt Service 
150-03 Municipal Insurance 
150-04 Employee Benefits 
150-06 CIP – Contingency, Revaluation 
150-07 RSU 16 
160-01 County Tax 
170-01 Overlay 
 
 
 
 
 
 
 
 



Thursday, January 18th 
 
120-01 Code Enforcement and CIP 
120-02 Recreation – Operational Budget and CIP 
120-03 Health Officer 
120-04 Beach Maintenance 
120-05 Conservation and CIP 
120-06 General Assistance 
120-08 Social Service Agencies 
120-09 Ricker Library 
 
Thursday, January 25th 
 
130-02 Solid Waste – Operational Budget and CIP 
140-02 Law Enforcement (ASO) and CIP 
140-03 Dispatching 
140-04 Animal Control 
140-05 Street Lights 
140-06 Fire Hydrants 
140-07 Emergency Management 
401/402-01 CEDC Budget 
 
Thursday, February 1st 
 
140-01 Fire Rescue – Operational Budget and CIP 
130-01 Public Works – Operational Budget and CIPs 
150-10 Poland Spring TIF Districts 
150-11 Downtown Village TIF District 
Any remaining accounts or changes if needed. 
 
Tuesday February 6th 
 
Selectmen approve final budget/warrant and send forward to Town Meeting  
 
 
 
 
 
 
 
 
 
 









1 

 
Town of Poland 

Memo 
To: Board of Selectpersons 

From: Nikki Pratt, General Assistance Administrator 

CC: Matt Garside, Town Manager 

Date: 10/13/2017 

Re: General Assistance Appendix Adoption 

Each year in October new appendices come out for General Assistance Maximums that the Town has 
to adopt.  I am requesting that the Board schedule the public hearing for the adoption of these Appendices 
on Tuesday, November 7th at 7:00 PM. 
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