
[image: image3.jpg]



PERSONNEL MANUAL
Conway Village Fire District
Conway, New Hampshire
Adopted:  June 12, 2014

Revised:   December 04, 2014
               Revised:   June 18, 2015

Revised:   April 13, 2017

Revised:   July13, 2017 – Reimbursement Policy

Revised:   July 13, 2018 – Medical Leave Policy

Revised:   September 6, 2018 – MLK Day, Harassment Policy


Revised: October 21, 2021 – District Share of Insurance


Table of Contents

1Section 1.
WELCOME AND PURPOSE


1Section 2.
EQUAL OPPORTUNITY & THE AMERICANS WITH DISABILITIES ACT


1A.
EQUAL OPPORTUNITY STATEMENT


1B.
AMERICANS WITH DISABILITIES ACT


2Section 3.
HIRING PROCEDURES


2A.
QUALIFCATIONS


2B.
POSTING OF POSITIONS


2C.
RESIDENCY REQUIREMENTS


3D.
NEPOTISIM


3Section 4.
CATEGORIES/CLASSIFICATION


3A.
EMPLOYMENT CATEGORIES


31.
Water/Wastewater Departments:


42.
Fire Department:


4B.
EMPLOYMENT CLASSIFICATIONS


41.
Exempt Employees


42.
Non-Exempt


4Section 5.
PERFORMANCE EVALUATIONS


5Section 6.
EXPECTATIONS, CORRECTIVE ACTION AND TERMINATIONS


5A.
INTRODUCTION


5B.
HOSTILE WORK ENVIRONMENT POLICY


5C.
HARASSMENT POLICY


51.
Sexual Harassment


62.
Personal Harassment


6D.
REPORTING


7E.
ALCOHOL & DRUG FREE WORKPLACE POLICY


7F.
INTERNET/E-MAIL ACCEPTABLE USE POLICY


7G.
CORRECTIVE ACTION


8H.
RECORDING CORRECTIVE ACTIONS


8Section 7.
WORK WEEK AND HOURS


8A.
WORK WEEK AND WORK HOURS


8B.
COFFEE AND MEAL BREAKS


9C.
PAY PERIODS


9D.
TIME RECORDING AND TIME SHEETS


10Section 8.
OVERTIME AND COMPENSATORY TIME


10A.
NON-EXEMPT EMPLOYEES


101.
Overtime


102.
COMPENSATORY TIME OFF


103.
CALL BACK


11B.
EXEMPT EMPLOYEES


11Section 9.
RETIREMENT PLAN


11Section 10.
INSURANCE BENEFITS (See Appendix A)


11A.
BENEFITS PROVIDED


12Section 11.
HOLIDAYS (See Appendix A)


12Section 12.
VACATION (See Appendix A)


12A.
ELIGIBILITY


121.
Full Time Employees


122.
Part Time Employees


133.
Temporary Employees


13B.
VACATION APPROVAL


13C.
VACATION CARRY OVER


13D.
VACATION AND HOLIDAYS


13Section 13.
SICK LEAVE (See Appendix A)


13A.
ELIGIBILITY


13B.
PURPOSE


13C.
USE OF SICK LEAVE


14D.
REQUIREMENT TO REPORT


14Section 14.
MEDICAL LEAVE


14A.
DISABILITY LEAVE


14B.
WORKERS’ COMPENSATION


15Section 15.
PURCHASE OF DISTRICT MERCHANDISE


15Section 16.
USE OF DISTRICT EQUIPMENT


15Section 17.
PAYROLL DEDUCTIONS


15Section 18.
PERSONNEL RECORDS


16Section 19.
SAFETY RULES


16Section 20.
SMOKING POLICY


16Section 21.
OUTSIDE EMPLOYMENT


16Section 22.
EXPENSE REIMBURSEMENT


17Section 23.
CONFLICT OF INTEREST


17Section 24.
CONTINUITY OF OPERATIONS


17Section 25.
REHIRE OF RETIREES COLLECTING NH RETIREMENT


17Section 26.
UNIFORMS


18Section 27.
TUITION AND TRAINING



APPENDECIES………………...………………………….………………………………………..….19

APPENDIX A Employee Benefits……………………………………………………20

APPENDIX B Family and Medical Leave Act Policy…………………………..……23

SAMPLE A Tuition Agreement, Non-Required Course..…………………………….24
SAMPLE B Voluntary Payments for District Recovery of Tuition…………………..26
ATTACHMENTS
REIMBURSEMENT REQUEST

MILEAGE REIMBURSEMENT REQUEST
ACKNOWLEDGEMENT
Section 1. WELCOME AND PURPOSE

Welcome to the Conway Village Fire District (“the District”).  Starting a new job is exciting, but at times can be overwhelming. This Personnel Policies Manual has been developed to help you get acclimated and answer many of your initial questions.  This Manual explains our general personnel policies and benefits.  It IS NOT intended to be comprehensive or to address all the possible applications of, or exceptions to, the general policies and procedures described.  For that reason, if you have any questions concerning eligibility for a particular benefit, or the applicability of a policy or practice to you in your capacity as an employee, you should address your specific question to your supervisor.

We are glad you have joined us and we hope you will find your work to be both challenging and rewarding.

You and all District employees are considered to be employees-at-will. Employment at-will means that both the District and the employee may terminate the employment relationship at any time with or without cause or notice and for no reason or for any reason not prohibited by law. Neither the policies contained in this manual nor any written or verbal communications by a supervisor or official are intended to change this at-will employment relationship or create an employment contract.

It is important to understand that this document is approved by the Board of Commissioners and thus may be changed by the Commissioners. Issues not specifically referred to or those that may from time to time require interpretation shall be resolved at the sole discretion of the Board of Commissioners.

Section 2. EQUAL OPPORTUNITY & THE AMERICANS WITH DISABILITIES 

                        ACT

A.  EQUAL OPPORTUNITY STATEMENT
The Conway Village Fire District is committed to a policy of equal employment opportunity to all persons based on individual merit, competence, and need.  The District will not discriminate against employees or applicants for employment on any legally-recognized basis including, but not limited to: veteran status, marital status, physical or mental disability, age, race, color, religion, sex, sexual orientation, pregnancy, national origin or ancestry.  This policy applies to all terms and conditions of employment including, but not limited to, hiring, placement, promotion, termination, layoff, recall, transfer, leaves of absence, compensation, benefits, and training.
B. AMERICANS WITH DISABILITIES ACT
The Conway Village Fire District is committed to complying with all applicable provisions of the Americans with Disabilities Act (ADA). It is the District’s policy not to discriminate against any qualified employee or applicant with regards to any terms or conditions of employment because of such individual’s disability or perceived disability so long as the employee can perform the essential functions of the job.

Consistent with this policy of nondiscrimination, the District will provide reasonable accommodations to a qualified individual with a disability, as defined by the ADA, who 
has made the District aware of his or her disability provided that such accommodation does not constitute an undue hardship on the District.

Employees with a disability who believe they need a reasonable accommodation to perform the essential functions of their job should approach the District Superintendent or Fire Chief to make appropriate arrangements. The District will maintain all medical information in a confidential manner in accordance with the ADA.

Section 3. HIRING PROCEDURES
C. QUALIFCATIONS

It is the objective of the District to hire the most qualified candidate for a given position.


Applications shall be on forms provided by the Conway Village Fire District.  The 
District Superintendent or Fire Chief shall post an announcement of vacancies for all 
municipal positions in newspapers and other publications and in such other places as 
deemed necessary.  Announcements shall specify position, title, salary range, nature of 
work to be performed, desired qualifications of applicants, closing date for receiving 
applications, and any other information as may be required or pertinent.

Aptitude and ability tests may be utilized when hiring a new employee or considering an employee for transfer or promotion. Past Performance Evaluations shall be used in considering employees for transfer or promotion.  

The District will conduct an investigation of police records, motor vehicle/driving records, and credit record of the applicant and shall do appropriate reference checks and the employee shall provide the necessary releases to the District to accomplish this investigation.  A physical examination, at the expense of the District, may be required.  All such information is to be handled as privileged and/or confidential.
D. POSTING OF POSITIONS
It shall be the policy of this District to post open positions in-house for five (5) days at both the Fire Station and the Administrative Office prior to public posting.  If no qualified candidate is identified from the in-house posting, open positions shall be posted publicly and may be posted in the local paper, on District websites, in trade publications and websites, and/or other locations deemed appropriate and for a period of time determined necessary by the Fire Chief, Superintendant, and/or the Board of Commissioners. 
E. RESIDENCY REQUIREMENTS
It shall be the policy of this District that employees of the District have the right to choose their place of residence, consistent with the requirements of their position and the needs of the District.

When business interests of the District necessitate providing for residency requirements, those requirements will be approved by the Commissioners. Residency requirements, if any, shall be incorporated in the supplemental job description, a copy of which each employee signs and which is filed in his/her personnel file. It is contemplated that residency requirements will be unusual.
F. NEPOTISIM
It shall be the policy of this District that only with the prior approval of the Commissioners, members of the same family may be employed when one relative supervises another or otherwise has influence over the terms and conditions of employment of another.
1. All employees in a supervisory capacity are responsible for ensuring adherence to this policy.

2. Family is defined as wife, husband, child, mother-in-law, father-in-law, parent, step-parent, step-child, step-brother, step-sister, grandparent, grandchild, brother, sister, legal guardian, daughter-in-law and son-in-law.

3. The intent of the policy is to discourage the employment of family members in the same organizational unit because of the inherent conflicts involved in supervising and evaluating the performance of family members.

4. Family members of Fire Department staff may be employed as Call Firefighters regardless of rank or supervisory responsibilities of the employed relative. They may not move to full-time or career status without the approval of the Commissioners.

Section 4. CATEGORIES/CLASSIFICATION

G. EMPLOYMENT CATEGORIES
At the time that you are hired, you are classified as full-time, part-time, or temporary and are informed to whether you are classified either “exempt” or “non-exempt”.  Unless otherwise specified in this Manual or as required by law, the benefits described in this manual apply only to full-time employees.   The following types of appointments may be made:

1. Water/Wastewater Departments:
a. Full time employees work forty (40) hours per work week on a continuing basis. Full time employees are subject to all rules and regulations and receive all benefits and rights as provided by the Personnel Manual.

b. Temporary appointments are made when a special project requires the addition of employees for a specific period of time or to fill a position of an employee on a leave of absence. Temporary employees shall be treated as hourly without benefits. A temporary employee serves at the will of the District Superintendent and appointment to a temporary position may not exceed nine months in a twelve-month period. Such employees shall be subject to all rules and regulations of other District employees. The District Superintendent shall develop a “Memorandum of Understanding” outlining the conditions of employment and duration for the temporary position. The District Superintendent and the employee shall sign the memorandum of understanding before the employee is hired. Temporary employees are exempt from NHRS contributions.
2. Fire Department:

a. Career employees: Those fire and EMS employees that meet the requirements of the State of New Hampshire Division of Fire Standards and Training and Bureau of EMS for career service and are hired and assigned to 30 or more hours per week.
b. On call: Fire and EMS personnel hired under Conway Fire Department SOG 102 as “on call” and “at will” employees. There is no guarantee of hours or shifts for on call employees.
c. Per Diem: Fire and EMS employees that do not qualify as either full time or on call employees who are hired on a shift by shift basis to fill the needs of the department.
H. EMPLOYMENT CLASSIFICATIONS
3. Exempt Employees

Salaried exempt employees are those whose duties, responsibilities, and compensation render them exempt from overtime requirements of the Fair Labor Standards Act (FLSA).

Career Fire personnel are exempt from FLSA overtime requirements up to 53 hours per week.

4. Non-Exempt

Non-exempt employees are those whose duties, responsibilities, and compensation cause them to not be exempt from overtime requirements of the Fair Labor Standards Act.  

Section 5. PERFORMANCE EVALUATIONS

Regular performance evaluations of all full and part time employees will be conducted periodically. The first evaluation shall occur after the first 90 days of an employee’s work at the District. Subsequent evaluations will generally be conducted around the time of the employee’s employment anniversary date but may be conducted at different times at the discretion of the employee’s supervisor.  

PURPOSE
The purpose of the evaluation is to: 
1. Communicate to the employee how well he has performed and, in the cases of weakness, how he can improve his performance. 

2. Identify and recommend to the employee any training or education necessary to improve their work habits and efficiency/proficiency; 

3. Ascertain that the employee fully understands his duties and responsibilities, 

4. Set goals and objectives for future performance and to measure past accomplishments to determine if employee qualifies for a raise in accordance with this manual. 

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



Section 6. EXPECTATIONS, CORRECTIVE ACTION AND TERMINATIONS

I. INTRODUCTION
It shall be the responsibility of each District employee to maintain a high standard of conduct, cooperation, efficiency, economy, and safety in his/her work for the District. Whenever work habits, attitude, production, or personal conduct of an employee falls below an expected standard, the employee is expected to take the necessary steps to bring about improvement.
J. HOSTILE WORK ENVIRONMENT POLICY

This policy specifically prohibits behavior by employees or District officials that promotes an intimidating or hostile work atmosphere for any of its employees.  The inappropriate conduct of one employee should never interfere with another employee’s work performance or create an intimidating, hostile, or offensive work environment.  Further, no employee shall be expected to work in conditions or situations that constitute a hostile environment whether created by employees, District officials, or members of the general public. This includes public meetings or in the general work place.  


Actions that can constitute a hostile work environment include, but are not limited to, verbal abuse (including derogatory remarks based on an individual's race, color, religion, sex, age, handicap, or national origin), verbal threats, threats of physical harm, or attempts to discredit or attack an individual’s character, integrity, reputation, or performance as well as those actions listed under Section B above. 

 
Statement against Discrimination and Retaliation:  The District will not discriminate in hiring, employment, reemployment, or any benefits of employment against any individual because of that individual’s service in the United States uniformed services.  The District also will not tolerate any retaliation against any individuals because of their service in the uniformed services or their engagement in any other activities protected under USERRA.

Questions regarding this policy should be directed to the District Superintendent or Fire Chief.
K. HARASSMENT POLICY 

5. Sexual Harassment


Definition

Sexual Harassment is the attempt to control, influence, or affect the career, salary, or job of an individual in exchange for sexual favors.  Sexual harassment can also be conduct that causes a hostile or offensive work environment or unreasonably interferes with a person's ability to perform his or her job.  Sexual harassment is an extremely serious matter. It is prohibited in the workplace by any person and in any form.

It is the policy of the Conway Village Fire District that all employees shall work in an environment free from all forms of illegal harassment.  Harassment, as defined by this policy, is prohibited.  This policy refers not only to supervisor/ subordinate actions, but also to actions between co-workers or between employees and customers.  Any complaint of harassment will be investigated promptly and discreetly. There will be no intimidation, discrimination, or retaliation against any employee who makes a report of harassment in good faith or any employee who participates in good faith in an investigation of a complaint.

6. Personal Harassment 

Personal harassment results from a pattern of inappropriate behavior that a reasonable person would consider to be humiliating.  Personal harassment can make a person feel uncomfortable, embarrassed, offended, or intimidated.
L. REPORTING
Complaints 

Complaints of harassment or of retaliation for making such complaints shall be accepted, either in writing or verbally, by the Commissioners. Complaints may also be accepted by a supervisor, who shall then refer the complaint to the Commissioners. No employee shall be required to file a complaint with supervisor who is hostile to that employee and /or who engages in conduct or has been alleged to have engaged in conduct which could be considered sexual harassment.
Any employee who has observed harassment or retaliation against a person who has reported harassment would report it to the Commissioners. During the pendency of the investigation the District shall promptly take such action as is reasonably calculated to prevent further harassment from occurring.

Investigations
All complaints shall be investigated with reasonable thoroughness and as expeditiously as possible. Subject to the limits or requirements of the law, investigations shall be conducted with particular care to preserve the confidentiality of all persons involved. Only those who need to know in order to accomplish the purposes of the investigation shall be provided with the identity of the complainant and the allegations. All parties including the complainant and the alleged harasser contacted in the course of an investigation shall be advised of the necessity of confidentiality and that any breach of confidentiality shall be treated as misconduct subject to disciplinary action. The complainant and the alleged harasser shall be advised of the findings reached on the complaint. If a violation of this policy is found to have occurred, the complainant will be advised that appropriate corrective action will be taken. This is in accordance with RSA 91-A, which provides that specific personnel actions must remain confidential. 

All individuals are required to be truthful, forthcoming, and cooperative in connection with the complaint investigation. An investigation shall begin promptly. Upon completion of the investigation the commissioners shall make a determination as to whether or not disciplinary or corrective action is warranted and to what extent.

Retaliation Prohibited

Retaliation of any kind against anyone who is involved in the investigation for or in making an allegation of harassment is prohibited and may result in disciplinary action against the retaliator.
M. ALCOHOL & DRUG FREE WORKPLACE POLICY
The following policy applies equally to alcoholic beverages and controlled substances, specifically including illegal drugs as defined by either state or federal law and to the misuse of prescription drugs.  District policy prohibits the unlawful manufacture, distribution, dispensation, possession, or use of alcohol or controlled substances during District time or on District premises or other work sites where employees may be assigned. Further prohibited is the use, sale, possession, distribution, dispensation, manufacture, or transfer of either alcohol or other controlled substances during non-working time to the extent such use impairs an employee's ability to perform his/her job, or where such use, sale, possession, distribution, manufacture, or transfer affects the reputation of the District to the general public or threatens the District's integrity.  Excluded are prescribed drugs when used in the manner, combination, and quantity intended unless job performance could be affected.

N. INTERNET/E-MAIL ACCEPTABLE USE POLICY

District employees are obligated to use Internet access in a responsible and informed 
way.  Ultimately, as a user of the Internet, you are responsible for being aware of, and 
obeying all applicable rules.  Keep in mind that no set of rules can give you permission to 
commit illegal acts and that you could be held liable for the consequences of such 
actions.  As in other forms of official communication, users should also be careful about 
how they represent themselves given that what they say or do could be interpreted as the 
opinion or policy of the District.

The use of the Internet is a privilege, not a right, and may be revoked at any time for 
inappropriate conduct.  Failure to follow this policy will result in disciplinary action.  
Any material saved on your computer, including E-mail and any records of the Internet 
sites that you have visited are public records and may be open to inspection at any time.

While the Internet and the E-mail system should be used only for conducting District 
business, incidental and occasional personal use is permitted.  

We advise our employees to be careful when downloading or opening attachments in mails and clicking on links. If you are unsure if a file or site is safe, do not open it

If you have any questions about using the Internet or complying with this policy, please contact your supervisor.
O. CORRECTIVE ACTION
As stated in Section I, District employees are employed at will and may be terminated for any reason or no reason at all. However, the District also has the discretion to discipline employees to address corrective behavior up to and including termination. The need to undertake corrective action can occur in a variety of circumstances. When the Superintendent or Fire Chief believes that corrective action is needed, the nature of the problem and the employee's past record shall be considered in selecting the appropriate action which may include:

1. Verbal reprimand and/or counseling 

2. Written reprimand and/or counseling 

3. Suspension with or without pay

4. Termination of employment

In instances where the supervisor believes progressive corrective action should be taken, the sequence of actions listed above may be followed but does not have to be followed.  An employee, upon whose record a written notation of corrective action is made, shall receive a copy of the material being placed in the personnel file.

P. RECORDING CORRECTIVE ACTIONS
The Superintendent or Fire Chief shall document all corrective actions and a record of all corrective action will be placed in the employee's personnel file. 

Section 7. WORK WEEK AND HOURS

Q. WORK WEEK AND WORK HOURS
The basic workweek is the number of hours an employee is regularly scheduled to work.

Water, Sewer and Office employees work 40-hour workweeks from Monday through Friday.
The Fire Chief works 45 hours per week.

Career Fire/EMS Employees work 48 hours per week.

Varied/flexible work schedules as may be practical and necessary require the District Superintendent or Fire Chief approval. The District Superintendent or Fire Chief has the discretion to reschedule an employee's workweek and/or day.

Employees who are late to work may be docked at the discretion of the District Superintendent or Fire Chief in increments of 1/4 hour.  Employees shall notify their supervisor, District Superintendent, or Fire Chief's office when they are unable to report to work on time or for the day for any reason.  A phone number shall be given where they can be reached. Supervisors should advise the Bookkeeper of the reason for an employee's absence.
R. COFFEE AND MEAL BREAKS
It shall be the policy of this District that each employee shall receive paid break periods 


during each shift worked.
Water, Sewer and Office employees shall be allotted ½ hour for a lunch break and fifteen-minute break for every 4 hours worked.  Lunch breaks do not count as time worked.  
Employees, during paid break periods, are permitted to remain on the premises or leave the premises but shall return to their workstation at the end of fifteen (15) minutes prepared to resume work.
Supervisors shall assign break times to those supervised.
The number of employees taking their breaks and the times the breaks are taken shall not interfere with the orderly conduct of district responsibilities.
Abuse of breaks shall be grounds for appropriate disciplinary action.
On the rare occasion that an emergency arises, or the work being performed does not allow for a bona fide meal break, employee will be paid over-time or may opt for compensatory time.
      
Fire Department


On duty Fire Department personnel do not receive bona fide meal periods or scheduled 
breaks as they must respond to calls for assistance, answer the phones, and assist walk-in 
customers during their entire shift. They therefore do not punch out for meal breaks and 
must fit their meals and breaks in around the needs of the department and the community.
S. PAY PERIODS
Pay periods are in one-week cycles beginning at 12:00 AM on Monday morning and ending at 11:59 PM on Sunday night. Sunday overnight shifts are considered Sunday shifts even if they end on Monday morning.
Employees are paid on a weekly basis on Friday for all hours worked during the preceding pay period. Please review your paycheck for errors. If you find a mistake, report it to your Supervisor immediately. Paychecks will be distributed only to the employee him/herself. 

On call Fire Employees are paid on a monthly basis with paychecks being distributed in the first pay period after the closing of the month.

T. TIME RECORDING AND TIME SHEETS
Employees are responsible to record only their own time worked and shall not record that of another employee on a time sheet.  When filling a day off on a time sheet, the employee shall denote what type of day off he or she has taken so that it may be accounted for properly.

Timecards must be complete showing time work began and ended including any bona fide meal periods no later than 0800 on Monday mornings. Failure to complete a timecard will result in delaying getting paid.

Section 8. OVERTIME AND COMPENSATORY TIME 

U. NON-EXEMPT EMPLOYEES
7. Overtime

Employees who are subject to the overtime provisions of the Fair Labor Standards Act shall be paid at the rate of time and one-half for all hours worked over the hours in their basic workweek as listed in Section VII A in one workweek.  For purposes of computing "hours worked," hours paid but not worked for paid holidays, paid vacation, and paid sick leave and any other hours paid, but not actually worked, shall be counted as hours worked. 

Scheduled Overtime:  Scheduled overtime is time worked above the employee’s normal workweek that can be anticipated in advance. The District reserves the right to decide when overtime will be performed or who will be assigned. All overtime worked must be approved in advance by the employee's supervisor to receive compensation. Every effort shall be made to keep overtime costs to a minimum.

Emergency Overtime: Emergency overtime is time worked above the employee’s normal workweek that cannot be pre-scheduled.  For example: clearing of snow, water or sewer emergencies, and fire and EMS calls.  Emergency overtime does not require supervisor approval and will be paid as stated as above.

8. COMPENSATORY TIME OFF 

A non-exempt employee who earns overtime may elect to convert this credit into compensatory (“comp”) time off. Comp time will be accrued at 1.5 times actual hours worked and paid out at employee’s regular hourly rate of pay.
An employee may accumulate comp time up to the hours in their basic workweek as listed in VII A, after which, all overtime shall be paid as wages. Comp time must be used by the end of the calendar year. Any comp time not used by the third pay period in December will be paid back to the employee at straight time unless arrangements are made with your supervisor to use comp time by the last day in December. No additional comp time will accrue until after the first of the New Year.
In order to take compensatory time, an employee must make a request at least one day in advance and must receive permission from his or her supervisor.
9. CALL BACK
Employees called back to work outside their normal working hours shall be compensated as follows:
a. Water/Sewer/General Office Employees shall receive a minimum of two and half hours pay.
b. Fire/EMS Employees will receive pay for the actual time worked for voluntary response to emergency calls during off duty hours.

V. EXEMPT EMPLOYEES
Exempt employees are not eligible for overtime compensation or compensatory administrative leave for any work hours in excess of 40 hours per week.  These positions are appointed with the express understanding that it is their responsibility as professional employees to work the number of hours required to manage their department or areas of responsibility.
Section 9. RETIREMENT PLAN

All eligible employees of the District are required to participate in the New Hampshire Retirement System.  This plan requires both the employer and the employee to contribute to this fund.  An employee becomes vested in the plan upon ten years of service.  Further information regarding the terms and conditions of this plan are available from your supervisor.  Employees in Group I retirement are also covered by Social Security benefits. Employees in Group II retirement are exempt from paying into and receiving social security benefits.
Section 10. INSURANCE BENEFITS (See Appendix A)

W. BENEFITS PROVIDED
The Conway Village Fire District offers its employees the following insurance benefits:

1. Group medical insurance*
2. Group & dependant life insurance*

3. Group disability/income protection insurance*

4. Workers' Compensation Insurance.

5. Liability insurance.


*available to full time employees only

Employees are responsible to familiarize themselves with their benefits and to obtain 
additional information as may be required through the Bookkeeper or District 
Superintendent or Fire Chief.  Employees are required to notify the Bookkeeper of any 
changes in coverage needs within thirty days of a change in their situation.

B.  
RETIREE HEALTH INSURANCE 

Any employee who, as an active full-time employee, was eligible for insurance may 
continue on the District insurance plans. All premiums will be the responsibility of the 
retiree. Any premiums paid by the New Hampshire Retirement System will be paid 
directly to Health Trust as well as any premiums paid by the retiree. If, upon retirement, 
employee chooses to be covered by other insurance, i.e. a spouses plan, the health 
insurance exchange, or other private insurance, they may not return to the District's plan.
Section 11. HOLIDAYS (See Appendix A)

Full time employees of the Conway Village Fire District are entitled to paid holidays upon employment with the District and are given holidays reflective of the established state and federal legal holidays.  Additional recognized legal or religious holidays that employees may desire to observe may be taken at the employee's personal discretion with the use of an earned vacation day, personal day, or without pay subject to the District Superintendent or Fire Chief’s prior approval.

Water/Sewer and Office employees:  Should a holiday occur during an employee's vacation, the day is counted as a holiday. If a holiday falls on a Saturday it will be observed on Friday; should a holiday fall on a Sunday it will be observed on a Monday.

Career Fire Personnel assigned to shift coverage whose schedule falls on a designated Holiday are expected to work the shift. As compensation they will receive overtime pay for up to 12 hours on top of their regular pay for the day. Those career personnel who are not eligible to work a holiday either due to their particular rotating schedule or scheduled time off shall be paid 12 hours of straight time for the holiday. This policy supersedes any other holiday pay, benefit, or scheduling policy.

Career Personnel may swap Holiday shifts as per the normal shift swap procedure.

Call Personnel or Per Diem personnel who cover holiday shifts will receive compensation at one and a half times their regular pay for the shift.

Section 12. VACATION (See Appendix A)

Employees are encouraged to take vacation time in one week increments so that they serve the intended purpose of rest and relaxation and time away from the work place.  Exempt employees shall use vacation in increments of no less than one day.  
X. ELIGIBILITY
10. Full Time Employees

Employees hired before September 1, 2008 will receive and use vacation time based on the calendar year. Employees hired after September 1, 2008 will receive and use vacation time annually based on their hire date.

Full time employees of the Conway Village Fire District earn vacation benefits beginning with their initial date of employment.  Employees accrue vacation days as per Appendix A.  

11. Part Time Employees 

Part Time employees do not accrue vacation.

12. Temporary Employees 

Temporary Employees do not accrue vacation.

Y. VACATION APPROVAL
Employees shall request vacation days a minimum of two weeks prior to desired vacation date and shall make the request to the District Superintendent or Fire Chief. The District Superintendent or Fire Chief may refuse vacation requests to ensure that staffing levels are adequately covered.

Z. VACATION CARRY OVER
Vacation time does not carry over from year to year. It must be used within a year or it will be lost.  Employees not using vacation time are not entitled to compensation for time lost. Employees hired before Sept 1, 2008 must use vacation time before the end of the calendar year or it will be lost. Employees hired after Sept 1, 2008 must use vacation time before the anniversary of their hire date or it will be lost.

AA. VACATION AND HOLIDAYS
If a regular holiday occurs during the period of an employee’s vacation, it shall not constitute a vacation day. No vacation time will be accrued while an employee is on a paid or unpaid leave of absence.   
Section 13. SICK LEAVE (See Appendix A)

AB. ELIGIBILITY
Only regular full-time employees of the Conway Village Fire District shall be granted sick leave.  An employee's immediate supervisor shall have the right at all times to investigate any sickness claimed by an employee.  An employee shall be required to present a doctor's certificate after the fifth day of illness or at any time upon the District Superintendent or Fire Chief's request.

AC. PURPOSE
Sick leave is provided by the District and may be used for actual sickness or disability of the employee, for dental or physical exams, or other sickness prevention measures. Sick leave may also be used when an employee's attendance at work may reasonably jeopardize the health of others or when an employee must attend to a sick member of his/her immediate family who normally resides within the household of said employee or is covered under employee's District health care plan.

AD. USE OF SICK LEAVE
For non-exempt employees, sick leave shall not be deducted in amounts less than one hour.  For exempt employees, sick leave shall not be deducted in amounts of less than one day.  Abuse of sick leave will result in disciplinary action up to and including termination.
AE. REQUIREMENT TO REPORT
 Employees who do not report to work due to illness must contact their supervisor on a daily basis relative to the need for and status of their absence unless otherwise directed by their supervisor. Reporting of absence to anyone other than their supervisor will not be accepted as compliant with this policy. Employees who fail to report to work or call in to their supervisor for three consecutive days will be considered to have voluntarily resigned from their employment.
Section 14. MEDICAL LEAVE

AF. DISABILITY LEAVE

An employee's position shall be protected in accordance with the Family Medical Leave 
Act (See Appendix B) when the employee is physically disabled from injury or illness, 
cannot work, and cause was not work related 


The District may, at its discretion, require doctor certification that an employee can 
perform the demands of his/her position prior to his/her returns.  Furthermore, the District 
retains the rights it has to have employees retrained through Disability should they not be 
able to perform their duties.  The intent of this section is only to hold a position for an 
employee who will be able to perform the duties of position on his return.


The District retains the right to hire temporary or permanent help to replace those 
employees who are out on disability leave.


Employees wishing to access their Short- or Long-Term Disability Benefit must first 
expend all available sick time. They may then be placed on short or long term disability 
as appropriate and may opt to use other paid time off such as vacation, comp time, or 
personal day to augment the disability pay up to their regular base pay.

AG. WORKERS’ COMPENSATION

If an absence is caused by a work-related incident, conditions of employment are subject 
to the State's Workers' Compensation Law which is available at http://www.gencourt.


state.nh.us/rsa/html/ nhtoc.htm, TITLE XXIII: LABOR, chapter 281-A.


If an absence is caused by a work-related incident, a workers’ compensation claim shall 
be filed with the District Superintendent or Fire Chief within 24 hours of the incident.  
The supervisor must file a workplace injury/incident report immediately. The District 
shall pay the employee base pay charged to sick time until employee receives the first 
check from Workers’ Comp. 

State law requires Workers' Compensation coverage.  An employee, if absence is caused 



by work related injury, receives approximately 60% of wages (formula based).  Benefits 



are not subject to Federal Tax, FICA, Medicare, or New Hampshire Retirement with-


-holding. The District shall supplement up to net base pay from employee’s accrued 



earned time after initial claim process. Time used shall be employee’s choice from sick, 



personal, comp time, or vacation. The employee’s share of District Health Insurance shall 
be deducted from this supplemental pay. Should employee’s workers’ comp check equal 



or exceed base pay or, in the event that no earned time is available, the employee shall be 



responsible for the employee share of health insurance and shall remit a check to the 



District for the amount of the employee’s share. Once a person is out of work under a 



Workers' Compensation claim for 18 months their employment with the District is no 



longer protected.

The District may, at its discretion, require doctor certification that an employee can 
perform the demands of his/her position prior to his/her returns.  Furthermore, the District 
retains the rights it has to have employees retrained through Worker's Compensation. The 
intent of this section is only to hold a position for an employee who will be able to 
perform the duties of position on his return.
Section 15. PURCHASE OF DISTRICT MERCHANDISE

At the discretion of the district Superintendent and/or the Fire Chief, employees may participate in any sealed bid sale of District surplus materials.  Thus, any purchase that is available to the public will ordinarily be available to the employees. However, the District Superintendent or Fire Chief may disallow an employee from purchases that he believes might adversely impact the Conway Village Fire District.
Section 16. USE OF DISTRICT EQUIPMENT

The use of District equipment for personal use is not acceptable.  
Section 17. PAYROLL DEDUCTIONS

Social Security, State and Federal Income Tax, and Retirement deductions shall be made in accordance with Federal and State requirements based on tax brackets and the percentages as filed with the Finance Office.  The District may also be required to make other deductions from your paycheck pursuant to a federal or state agency or court order such as for child support.

Section 18. PERSONNEL RECORDS

An employee shall be allowed access to his/her personnel file by requesting to view the file in writing to the District Superintendent or Fire Chief.  The file shall be made available in a timely manner and will only be viewed in the presence of the District Superintendent or Fire Chief.  No documents shall be removed from the file, but copies will be provided to the employee directly upon request.  The employee or previous employee must sign for any documents copied and understands that the District shall not be liable for any breach of confidentiality should the employee share the information with others outside the District. In no case shall an unauthorized person obtain access of confidential/privileged information from a personnel file.

Responses to requests for employment information concerning former employees will only disclose dates of employment, position title, and eligibility for re-hire.  The following personnel information is not private and may be disclosed: 

· confirmation of employment

· applications for employment and dates of employment

· summary test scores

· summary performance evaluations

· honors and awards related to employment

· classification, title, job description, grade

· location of employment, and work telephone number


Section 19. SAFETY RULES

Employees are expected to perform their duties in such a way as to prevent damage to property or injury to themselves or others.  All accidents involving personal injury or equipment damage shall be reported as per the procedures outlined in the Safety Manual.  Employees shall follow any and all rules that pertain to their specific position as well as those outlined in the Safety Manual. 


Section 20. SMOKING POLICY

In order to accommodate both the general public, management's, and employee's interests in making District buildings and vehicles smoke free and thereby healthier, the following policy is established under NH RSA 155:64 - No smoking shall be allowed in any publicly owned buildings. Further, smoking shall be prohibited in District vehicles.  

The physical layout and makeup of the District buildings does not accommodate separate properly ventilated break rooms.  The buildings will be properly posted and the policy shall be enforced by the District Superintendent or Fire Chief.  Employees failing to respect this policy shall be subject to disciplinary action that may include termination.  

District employees shall be expected to comply with any changes to the current smoking policy as may be enacted by the Board of Commissioners.

Section 21. OUTSIDE EMPLOYMENT

Employees shall be permitted to be employed outside of the District.  However, the District expects that outside employment shall not affect an employee‘s performance.  Substandard performance regardless of the cause will be subject to disciplinary procedures up to and including termination. 

Section 22. EXPENSE REIMBURSEMENT

It shall be the policy of this District to reimburse employees for authorized travel, meal and lodging expenses whenever an employee is required to travel and is engaged in District business and for District purchases if personal funds are used.
· All travel, meal, and lodging expenses as well as purchases must be preapproved by the Fire Chief or Superintendant

· When an employee experiences an expense as a result of a District function, that employee is entitled to be reimbursed for the exact amount of expense incurred. Receipts along with a Reimbursement Request form (attached) and/or Mileage Reimbursement Request form (attached) must be turned into the Administrative Office, Fire Chief, or Superintendant in order to be reimbursed.

· Preapproved meal expenses will be reimbursed up to $15.00 per meal not to exceed $45.00 per day.

· Parking fees, tolls and mileage will be paid using the then current Federal Guidelines for mileage reimbursement.

· When possible, a District vehicle should be used for travel.

· The District strongly urges employees to not make District purchases using their personal funds, in the event that it is inevitable, receipts, along with a Reimbursement Request form (Appendix C and D) must be turned into the Administrative Office, Fire Chief, or Superintendant for reimbursement. All purchases must be approved by the Fire Chief or Superintendant in order to be reimbursed.


Section 23. CONFLICT OF INTEREST

Employees are expected to take actions necessary to try to avoid being placed in a position of conflict of interest with their position. However, if an employee finds himself in such a position (or is concerned that he may be in such a position), he shall immediately inform his/her immediate supervisor of said conflict. 

Section 24. CONTINUITY OF OPERATIONS 

In this document many items are left to the discretion of the District Superintendent or Fire Chief.  In cases where the District Superintendent or Fire Chief is unavailable due to sickness or vacation, the District Superintendent or Fire Chief shall designate, in writing, a staff member to act on his/her behalf.

Section 25. REHIRE OF RETIREES COLLECTING NH RETIREMENT 
        
Any retiree who is hired to work for the Conway Village Fire District and is collecting NHRS benefits is required to inform the District of such benefits. Pursuant to RSA 100:A-16 VII, the District is required to report all hours of such employees to the New Hampshire Retirement System and all retirees are subject to NHRS rules and regulations. It is advised that prior to accepting a position retiree should contact NHRS to discuss the impact to retiree's benefits.
Section 26. UNIFORMS
Career Firefighters and full-time ambulance employees will be provided uniforms and must wear uniforms when on scheduled duty.

Full-time water and sewer employees will not be provided uniforms but will be allotted a yearly clothing allowance. This allowance is considered a fringe benefit under IRS tax codes and is subject to social security and Medicare taxes which will be taken from the employee’s paycheck upon usage. It is not a requirement of employment to participate and any unused funds will remain with the District.
Section 27. TUITION AND TRAINING

It shall be the policy of the Conway Village Fire District to encourage its employees to further their knowledge as it relates to their position with the District by attending conferences, trainings, and participating in continuing education.

Definitions
1. Tuition: The cost of classes charged by a school, college, or university for higher education.

2. Training: The cost of classes, conferences, seminars/webinars, etc. for professional development that an employee needs in order to perform the duties of their assigned position including but not limited to classes needed for certifications and professional licensing.
The District may participate in the cost of tuition for sending employees to conferences, and trainings related to their position. The training et al, must benefit the Conway Village Fire District and its operations. The decision as to whether or not the District participates in the cost and to what extent shall be with the Fire Chief, based on SOG 400, and the Superintendent.

If the District participates in the cost for tuition for non-required education, the employee shall first sign a letter of understanding that the employee shall give two (2) years of employment to the District from completion date of the course and that failure to do so will require reimbursement of the District’s cost sharing.

Prior to approval of District participation in the cost of tuition for non-required education, employee shall also sign an agreement allowing the District to garnish his/her wages should the employee not complete or not pass the course as well as allowing the District to deduct any amount outstanding from final wages at the termination of employment as per RSA 275:48 (5) – See Sample A.
Time attending classes outside of normal working hours will be considered hours worked upon prior approval of the Fire Chief or Superintendant.
The district will only participate in the cost of tuition or classes one time per course/test per employee. If employee does not complete the course or does not pass the course/test, the cost for retaking the course/test shall be borne by the employee. 

APPENDICES

APPENDIX A – updated 10/21/2021
EMPLOYEE BENEFITS
HEALTH/MEDICAL INSURANCE:  All subject to change

A. Plan – As Per Conway Village Benefits Plan 
B. Employer/Employee Contribution: The Board agrees to pay 90% of employee’s health insurance premiums for all plans.
C. Dental Insurance: The Board agrees to pay 90% of employee’s dental insurance for all plans. 
D. Benefits are available to all full-time employees on the first day of the month following day of hire  the first full month of employment
.
LIFE INSURANCE:

Policy value: As per Conway Village Benefits Plan (Attached)
A. The District will provide life insurance in the amount of $12,000 for the employee only.

B. The District offers dependant life insurance solely at the expense of the employee; see the District office for coverage details.
DISABILITY/INCOME PROTECTION

A. Disability Insurance is provided as per the Conway Village Benefits Plan. The  

      District will provide short- and long-term disability.   

B. Employees wishing to access their Short- or Long-Term Disability Benefit must first expend all available sick time. They may then be place on Short of Long Term Disability as appropriate and may opt to use other paid time off such as vacation, comp time, or personal days to augment the disability pay up to their regular base pay.

.
LIABILITY INSURANCE

By action of District Meeting the Conway Village Fire District carries a liability policy on all District employees.  The policy does not protect an employee from malice (intentional harm) issues.

Note:  Employees with questions or who wish to review contents of the above insurance plans/policies are encouraged to see the Bookkeeper.  You should have, or will have, a detailed Health/Medical Insurance packet from HealthTrust with your subscriber card.
HOLIDAYS
Full-time employees shall be entitled to all designated calendar holidays prescribed by law or the Commissioners, provided the employees are on pay status on the regularly scheduled workday preceding and subsequent to the calendar holiday.  Paid holidays are considered time worked.

Recognized holidays are:


New Year's Day

Martin Luther King Day
Labor Day


Presidents Day

Columbus Day


Memorial Day


Thanksgiving Day

Fourth of July


Day after Thanksgiving

Veteran’s Day


Christmas Day
VACATIONS

A. Employees vacation time is given on the following schedule:



<1 year employment: 


  1 week



Completed one year of employment: 
  2 weeks



Completed five years of employment: 3 weeks



Completed 12 years of employment:   4 weeks

B. Vacation time does not carry over from year to year.  It must be used within a year or it will be lost.  Employees not using vacation time are not entitled to compensation for time lost.  Employees hired before Sept 1, 2008 must use vacation time before the end of the calendar year or it will be lost.  Employees hired after Sept 1, 2008 must use vacation time before the anniversary of their hire date or it will be lost.

SICK TIME
A. Employees receive sick time on the following schedule:


40 hour per week employees receive 10 Hours per month

45 hour per week employees receive 11.25 Hours per month

48 hour per week employees receive 12 Hours per month
B. Maximum Accrual: Employees may accrue a maximum number of sick time hours based on the following schedule.


40 hour per week employees accrue up to 360 hours



45 hour per week employees accrue up to 405 hours



48 hour per week employees accrue up to 432 hours

PERSONAL DAY

 In addition to other paid time off, full time employees will have one (1) personal day per year. Unused personal days do not carry over into the next calendar year. Personal days may be used for any purpose at any time with prior notice to the employee’s supervisor. This is a calendar year benefit regardless of hire date.
UNUSED PAID TIME OFF UPON SEPERATION
Upon separation of employment with the District, an employee is entitled to all hours actually worked and any unused comp time which will be paid in the next pay cycle after separation. No employee shall be paid for an unused Personal Day.

Vacation and sick time will be paid in the following manner at the discretion of the Board of Commissioners:

1. Quitting with no notice, resigning in accordance with Section XIII part D, or termination due to disciplinary/other action:  Employee is not entitled to any unused sick or vacation time.

2. Separation with 30 days notice:  Employee is entitled to unused vacation time but no unused sick time. Taking vacation time during notice period is subject to all provisions of Section XII of this manual and only upon approval of your supervisor.

3. Separation with 30 days notice after twelve (12) years of service:  Employee is entitled to unused vacation time and half (1/2) of unused sick time. Taking vacation time during notice period is subject to all provisions of Section XII of this manual and only upon approval of your supervisor.

APPENDIX B

FAMILY AND MEDICAL LEAVE ACT POLICY
In accordance with the U.S. Department of Labor's Family and Medical Leave Act effective August 5, 1993, the Conway Village Fire District hereby adopts the following policy: 

Qualified employees are entitled to up to 12 weeks of leave per year for the birth or adoption of a child, to care for a spouse or an immediate family member with a serious health condition, or when unable to work because of a serious health condition. This leave can be a combination of paid time off, disability, and unpaid leave.
This policy shall be in accordance with the attached (Form A) YOUR RIGHTS UNDER THE FAMILY AND MEDICAL LEAVE ACT OF 1993, except as otherwise noted.

Under this policy, a spouse refers to a husband or wife as recognized under New Hampshire State law.  A parent refers to a biological parent or an individual who stands or stood in loco parentis to an employee when the employee was a child.  It does not include "parents-in-law."  A son or daughter refers to biological, adopted, foster child, stepchild, legal ward or a child of a person standing in loco parentis, who is either under age 18 or age 18 or older and incapable of self-care because of a mental or physical disability.

A serious health condition shall refer to an illness, injury, impairment, or physical or mental condition involving any period of incapacity or treatment in connection with in patient care in a hospital, hospice, or residential medical care facility; any period of incapacity requiring absence from work, school or other daily activities for more than three calendar days that also provides continuing treatment by a health care provider; continuing treatment by a health care provider for a chronic or long-term health condition that is incurable or so serious that, if not treated would likely result in a period of incapacity or more than three calendar days; and prenatal care.

An employee may be requested to take accumulated sick or vacation time as paid leave, based on review of the circumstances for the leave request.

The 12-month period shall begin on the first day of the initial taking of leave and go forward for one year.

SAMPLE A

Conway Village Fire District

Tuition Agreement – Non-Required Course

This AGREEMENT is entered into this ____ day of ____________ 20___, by and between _____________________ (employee) and Conway Village Fire District (the District).

WHEREAS, the applicant has applied for tuition to be paid for ________________________________________________(name of course) and is in good standing with the District.

WHEREAS,
 The Fire Chief or Superintendant (Supervisor) has accepted the employee’s request  for the District’s participation of the tuition and will invest time and public money in the training of the employee for this non-required course.

WHEREAS, the employee acknowledges that he/she will receive valuable training at the expense of the District which could be used by him/her in future endeavors not necessarily limited to employment with the District.

NOW THEREFORE, the employee and the District covenant and agree to the following

1. The employee agrees to take the approved class commencing on _____________ (start date of course) and ending on ____________________ (date of last class).
2. The employee agrees to devote the required time to complete the course, and to pass the course.

3. The employee agrees to reimburse the District $______________(cost of course) in the event that he/she does not complete or pass the course.

4. In the event the employee does not complete or pass the course and cannot reimburse the District in full, employee agrees to allow the District to collect reimbursement through withholding of wages commencing not less than two (2) weeks of date of withdrawal from course or upon receiving confirmation of unsuccessful completion. (see Sample B).

5. Upon successful competition of the course, the employee agrees to remain employed with the District for 2 years
6. The District agrees to allow time for the course as per the Tuition and Training Assistance Policy and provide any training or practice required by the course.

7. In the event the employee is called to active military duty during the period covered by this AGREEMENT, the period of this AGREEMENT may be extended accordingly.

8. This AGREEMENT shall become effective at start date of approved course and remain in effect for twenty-four (24) months following end date of approved course, unless extended as provided in paragraph seven (7) above.
9. This document embodies the whole agreement between the parties hereto and there are no inducements, promises, terms, conditions, or obligations made or entered into  by the District other than contained herein.
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The foregoing provisions are understood and agreed to by the undersigned, in witness thereof the parties have executed this AGREEMENT at Conway, New Hampshire

_________________________________________ 

Employee – PRINT NAME

__________________________________________


__________________

Employee – SIGN NAME






Date

__________________________________________

Supervisor – PRINT NAME

_________________________________________



_________________

Supervisor – SIGN NAME






Date
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SAMPLE B
Conway Village Fire District
Voluntary Payments for District Recovery of Tuition

[Per RSA 275:48 (5)]

This AGREEMENT is entered into this ____ day of ____________ 20___, by and between _____________________ (employee) and Conway Village Fire District (the District).
WHEREAS, the applicant has applied and was approved for tuition to be paid for ________________________________________________(name of course) and was in good standing with the District.

WHEREAS,
 The Fire Chief or Superintendant (Supervisor) accepted the employee’s request for the District’s participation of tuition and was willing to invest time and public money in the training of the employee for this non-required course.
WHEREAS, the employee acknowledged that he/she was to receive valuable training at the expense of the District which could be used by him/her in future endeavors not necessarily limited to employment with the District, agreed to, and signed the Tuition Agreement – Non-Required Course.

WHEREAS, the employee signed said agreement, employee agreed to reimburse the District should he/she not complete the course or not pass the course in the amount of $_____________.

WHEREAS, employee is unable to reimburse the District in full.

NOW THEREFORE, the employee agrees to the following
1. Employee agrees to allow the District to withhold wages in the amount of $___________ per pay period starting on ______________, 20___ and ending on _____________, 20__.

2. Employee agrees to allow the District to deduct any outstanding amount from final wages should employment terminate prior to full reimbursement.
____________________________________

Employee Name – PRINT

____________________________________




____________

Employee – SIGNATURE







date
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Conway Village Fire District
A Village District in the Town of Conway, NH

128 West Main Street.

Conway, NH 03818

Phone: 447-5470 Fax: 447-3271

www.cvillagefd.com

This Institution is an Equal Opportunity Provider

Reimbursement Request

· Date of expense: ______________________________________
· Reason for expense: ____________________________________
· Location of expense:____________________________________
· Person requesting Reimbursement: ________________________
· Department to be charged (circle all that apply and percentage if not equal) 
                                   Water      Sewer      Fire       General

Percent if not 100%
    _____%   _____%   ____%     ____%

____________________________________________________________________________________________________________________________________

OFFICE USE ONLY

Supervisor’s signature for approval of expense ___________________________

Amount to be reimbursed: $_________________

Account name and/or number to be charged____________________________
Conway Village Fire District
A Village District in the Town of Conway, NH

128 West Main Street.

Conway, NH 03818

Phone: 447-5470 Fax: 447-3271

www.cvillagefd.com

This Institution is an Equal Opportunity Provider

Mileage Reimbursement Request

for year ____________

· Date of expense: ______________________________________
· Reason for expense: ____________________________________



            (ex: training, conference, meeting, etc.)

· Number of  miles ____________@ $0.____/mile = $_________
· Person requesting Reimbursement: ________________________
· Department to be charged (circle all that apply and percentage if not equal)
                                   Water      Sewer      Fire       General

Percent if not 100%
    _____%   _____%   ____%     ____%

____________________________________________________________________________________________________________________________________

OFFICE USE ONLY

Supervisor’s signature for approval of expense ___________________________

Amount to be reimbursed: $_________________

Account name and/or number to be charged___________________________

ACKNOWLEDGEMENT
I have received a copy of the Conway Village Fire District’s Personnel Manual, last revised September 6, 2018 with Appendices A and B, as current and adopted by the Board of Commissioners. I understand that it is my obligation to read and understand the Personnel Manual. If I have any questions after reading these policies, I will contact the Supervisor for clarification. I have also met with the Bookkeeper to have my benefits and employee costs explained to me and acknowledge my understanding thereof.

I understand that my signature below indicates that I have read and understand the above statements. 

___________________________________


_________________


Signature of Employee



Date

___________________________________




          Print Employee Name



 


[To be placed in personnel file]
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