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ADMINISTRATIVE
REGULATIONS

I. SCOPE

All employees of Somerset County will be guided in administrative policy by the Administrative
Code as set forth in the County Charter, Section 4.2.1. The Code is intended to provide
Department Heads (both elected and appointed) and their employees with guidance, direction
and clarification in the operation of their respective departments. These administrative
regulations will be issued or amended from time to time by the County Administrator and
submitted to the Commissioners for adoption.

II. SUBJECT MATTER

The Administrative Code will include regulations concerning Programs, Procedures and Policies
that are important to the operation of the County.

III. MAINTENANCE OF REGULATIONS

The Administrative Office and Human Resources Office are responsible for maintaining and
updating the Administrative Regulations to meet the needs of the organization. Employees shall
be informed of new or revised regulations by the HR Office.

IV. PREPARATION OF ADMINISTRATIVE REGULATIONS

When Department Heads or other County officials become aware of situations requiring
clarification as to specific policy, they should contact the Administrative Office to discuss
changes with the County Administrator.

V. ISSUANCE OF ADMINISTRATIVE REGULATIONS

Administrative Regulations may only be issued by the County Administrator, or in cases of
prolonged absence or disability of the County Administrator, they may be issued by the Deputy
County Administrator/Human Resources if warranted by circumstances with final review and
adoption by the County Commissioners.
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This Employee Handbook is provided for the benefit and guidance of all employees. It is a summary of
various policies, procedures and work-related guidelines. This handbook does not create rights on the
part of employees, nor does it create obligations on the part of the County. Employees should refer to
other County policies, including departmental policies and procedures and the County Charter for further
guidance. This handbook, also known as the County Personnel Policy, is intended as a general reference.
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ARTICLE 1 CODE OF ETHICS

1.1 PURPOSE

The proper operation of democratic government requires that the Somerset County Commissioners and
their appointees be fair, impartial and responsive to the needs of the people and each other in the
performance of their respective functions and duties; that decisions and policy be made in proper channels
of the County's governmental structure; that public office not be used for personal gain; and that
Commissioners and their appointees maintain a standard of conduct that will inspire public confidence in
the integrity of the County's government.

While the need for proper conduct is generally accepted, County officials and employees may experience
personal conflict or differing views of values or loyalties. In such cases, the principles contained in the
Code of Ethics provide valuable guidance in reaching decisions, which are governed, ultimately, by the
dictates of the individual conscience of the public official and his or her commitment to the public good.

1.2 STANDARD OF CONDUCT

This code establishes ethical standards of conduct; setting forth those acts or actions deemed to be in
conflict or incompatible, or to create the appearance of conflict or incompatibility, with the best interests
of Somerset County.

1.2.1  Statutory standards.

There are certain provisions of the general statutes of the State of Maine which should, while not
set forth herein, be considered an integral part of this article. Accordingly, the provisions of the
following sections of the general statutes of the State of Maine, as may be amended, are hereby
incorporated by reference and made a part of this Code of Ethics, and shall apply to all County
officials and employees whenever applicable as if more fully set forth therein, to wit:

17 M.R.S.A. § 3104, Conflicts of interest; purchases by the State.
17-A M.R.S.A. § 456, Tampering with public records or information.
17-A M.R.S.A. § 602, Bribery in official and political matters.
17-A M.R.S.A. § 603, Improper influence.

17-A M.R.S.A. § 604, Improper compensation for past action.
17-A M.R.S.A. § 605, Improper gifts to public servants.

17-A M.R.S.A. § 606, Improper compensation for services.

17-A M.R.S.A. § 607, Purchase of public office.

17-A M.R.S.A. § 608, Official oppression.

17-A M.R.S.A. § 609, Misuse of information.

17-A M.R.S.A. § 903, Misuse of entrusted property.
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21-A M.R.S.A. § 504, Persons ineligible to serve [as election officials].
30-A M.R.S.A. § 2605, Conflicts of interest.

30-A M.R.S.A. § 5122, Interest of public officials, trustees or employees

1.3 APPLICATION

The Code of Ethics has been created by and for elected County Officials. However, these principles
apply to the day-to-day conduct of both elected and appointed officials and employees of County
government.

The County of Somerset recognizes that this Code of Ethics should serve as a valuable guide for all those
in whom the public has placed its trust. The Ethical County Employee accepts the responsibility to be a
servant and steward to the public.

The Ethical County Employee should:

Properly administer the affairs of the County.

Promote decisions which only benefit the public interest.

Actively promote public confidence in County Government.

Keep safe all funds and other properties of the County.

Conduct and perform the duties of the office diligently and promptly dispose of the business of
the County.

Maintain a positive image in the face of constant public scrutiny.

Evaluate all decisions so that the best service or product is obtained at a minimal cost without
sacrificing quality and fiscal responsibility.

Inject the prestige of the office into everyday dealings with the public, employees and associates.
Effectively and efficiently work with governmental agencies, political subdivisions and other
organizations in order to further the interest of the County.

Faithfully comply with all laws and regulations applicable to the County and impartially apply
them to everyone.

Demonstrate honesty in all matters related to County business.

Treat County employees, officers, agents, and members of the public with dignity and respect.

The Ethical County Employee Should Not:

Improperly influence or attempt to influence other officials to act in his or her own benefit.
Engage in outside interests that are not compatible with the impartial and objective performance of
his or her duties.

Accept anything of value from any source which is offered to influence his or her action as a public
official.
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ARTICLE 2 WELCOME AND INTRODUCTION

2.1 WELCOME

The County of Somerset welcomes you as a new employee. We hope you have a successful career with
us. Somerset is Maine’s third-largest county by area with over 4,094 square miles including scenic vistas
with beautiful lakes, ponds, rivers and streams. Established on March 1, 1809, the County is named after
Somerset England and has a current population of approximately 52,000. That population is spread over
27 Towns, 6 Plantations and 83 Townships within the Unorganized Territory.

The County is divided into five districts, each overseen by one of five commissioners and are subject to
change during redistricting sessions and by the laws of the State of Maine.

District 1: Fairfield, Norridgewock

District 2: Anson, Highland Plantation, Madison, Mercer, New Portland, Smithfield, Starks, and
the following Unorganized Townships: Appleton, Attean, Bigelow, Bowtown, Bradstreet,
Carrying Place Town, Carrying Place Twp, Concord, Dead River, Flagstaff, Forsyth, Highland
PL., Hobbstown, Holeb, Johnson Mountain (West of 201), King & Bartlett, Lexington, Lower
Enchanted, Parlin Pond (West of 201), Pierce Pond, Upper Enchanted, T3 R4 BKP WKR, T3 R5
BKP WKR, T5 R6 BKP WKR, and T5 R7 BKP WKR.

District 3: Cambridge, Detroit, Harmony, Palmyra, Pittsfield, Ripley, St. Albans
District 4: Cornville, Skowhegan

District 5: Athens, Bingham, Brighton Plantation, Canaan, Caratunk, Concord Township,
Dennistown Plantation, Embden, Hartland, Jackman, Lexington, Moose River, Moscow, Pleasant
Ridge Plantation, Solon, The Forks, West Forks Plantation, and all remaining Somerset County
Unorganized Townships.

DEPARTMENT LOCATIONS
ADMINISTRATION/COMMISSIONERS 41 Court Street, Skowhegan

REGISTRY OF DEEDS 41 Court Street, Skowhegan
REGISTRY OF PROBATE 41 Court Street, Skowhegan
DISTRICT ATTORNEY 41 Court Street, Skowhegan
FINANCE DEPARTMENT/IT 41 Court Street, Skowhegan
UNORGANIZED TERRITORY ADMIN 41 Court Street, Skowhegan
COMMUNICATIONS/EMA 8 County Drive, Skowhegan

SHERIFF’S OFFICE

LAW ENFORCEMENT; CIVIL DIVISION, JAIL 131 East Madison Rd, Madison
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Employees are responsible for reading this handbook and signing a statement indicating that they have
received and understood its contents. Employees are also encouraged to ask questions and submit
suggestions to improve the structure and operation of the County Government. Questions and comments
regarding this handbook can be directed to the County Administrator.

These personnel policies govern the employment of all Somerset County personnel except in those
instances where employees are subject to policies pursuant to a contract. Certain officials have contracts
with the County, while other employees may be covered by Collective Bargaining Agreements (CBA). In
either case, the policies of the contract shall prevail.

2.2 TERMS OF EMPLOYMENT

Unless provided otherwise by statute or written agreement, employment with Somerset County is
terminable with cause, except for employees still within the probationary period (See Article 4.2.8). No
officer, employee or agent has the authority to enter into an agreement contrary to this provision, unless it
is in writing, approved by the County Commissioners and signed by the Chair of the Board of County
Commissioners.

Nothing in the handbook will be interpreted, applied or enforced to interfere with, restrain or coerce
employees in the exercise of their rights under Section 7 of the National Labor Relations Act. To the
extent that you are an employee covered by the act, nothing in this handbook prevents you from
organizing, forming or joining a union to negotiate with the County concerning wages, hours and other
terms and conditions of employment.

2.3 EFFECT OF THESE POLICIES

The terms and conditions of employment set forth in this handbook may change from time to time, when
the Commissioners determine that operational need or the best interests of the County so require. This
Employee Handbook is part of an overall Administrative Code of Policies, reviewed and updated by the
County Commissioners. This handbook may refer to policy, but official policy documents in the
Administrative Code provide further clarity and authority.

2.4 COUNTY COMMISSIONERS

Under Title 30-A Section 102, the County Commissioners shall have the responsibility for establishing
policy, including a Code of Ethics, setting rates of compensation, authorizing the establishment and
abolishment of County positions, rendering final decisions resulting from disputes, and determining other
conditions of employment.

2.4.1 Commissioner Meetings

Within the first 10 business days of January each year, the Commissioners shall hold an
organizational meeting at which they will elect a Chair and Vice Chair to serve one year and to
adopt a meeting schedule for the year in accordance with the County Charter.

All County Commissioner meetings are open to the public with agendas posted at least five (5)
days in advance of the meeting. Meetings will be conducted in accordance with the Somerset
County Commissioners’ Rules of Procedures.

2.5 ADMINISTRATION
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Under Title 30-A Section 82 the County Commissioners may appoint a County Administrator. The
County Administrator is the chief administrative official of the County and is responsible for the
administration of all departments and offices controlled by the Commissioners. Department Heads shall
report to the County Administrator.

2.5.1 Deputy Administrator

The Director of Human Resources serves as the Deputy County Administrator and may perform
the duties and responsibilities of the Administrator in their absence.

2.5.2 Department Heads

On the recommendation of the County Administrator, the Commissioners appoint leaders to the
following Departments: Administration, Communications, Emergency Management, Human
Resources, Technology Services, Maintenance and Finance. In the event no Department Head is
appointed the County Administrator shall assume the role as Department Head until the
Commission decides otherwise. The County Sheriff elected serves as Department Head for Law
Enforcement and Corrections. If the Office of the Sheriff is vacant, the Sheriff’s Chief Deputy
assumes the role of Department Head. (Title 30-A, M.R.S.A, §385)

The Department Heads, acting individually, shall have responsibility for retaining, directing and
promoting employees in their department. Department Heads are expected to effectively
supervise their employees, to report upon the efficiency and performance of subordinates, and to
notify the Board of County Commissioners of changes in duties of their employees in order that
the classification plan will be maintained.

Department Heads, both elected and appointed, will report on activities to the County
Commissioners on a regular basis.

2.6 ELECTED OFFICIALS

Each Elected Official shall receive a copy of the Employee Handbook from the Human Resources
Department upon assuming office. All Elected Officials are considered de-facto employees of the
County and are expected to abide by the terms of these policies unless otherwise stated.

With the exception of County Commissioners, Elected Officials are considered de-facto
Department Heads and are governed by State Statute. For the purposes of this Employee
Handbook, elected officials are considered employees of Somerset County unless specifically
noted otherwise by State or County policy. It is expected that each elected official will perform
to the highest degree possible all tasks and responsibilities as established by State statute.

2.6.1 Somerset Elected Officials:

Register of Deeds: The authority and duties of the Register of Deeds are enumerated in
Title 33-Chapter 11.

Register of Probate: The authority and duties of the Register of Probate are enumerated in
Title 18-Article 1.

Probate Judge: The authority and duties of the Probate Judge are enumerated in Title 4-
Chapter 7.
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Treasurer: The authority and duties of the County Treasurer are enumerated in Title 30-A
Chapter 1, Subchapter 3.

District Attorney: The authority and duties of the District Attorney are enumerated in
Title 30-A §281. Somerset shares an elected District Attorney with Kennebec County.
Statute requires the County to provide office space, staff and training expenses for the
District Attorney and Assistant District Attorneys (ADA). The DA Office Manager,
Clerks, Domestic Violence Investigator and Victim’s Witness Advocate are employees of
Somerset County and fall under the guidance of the Employee Handbook.

Sheriff: The authority of the Office of the Somerset County Sheriff is enumerated in Title
30-A, M.R.S.A, §401. The Sheriff shall oversee all administrative and operational
functions of the Somerset County Sheriff’s Office and Somerset County Jail as
authorized by the County Budget.

2.6.2 Freedom of Access Training (FOAA)

An elected official (subjected to M.R.S.A. Title 1 §412 Public Records) shall complete a
course of training on the requirements relating to public records and proceedings. The
officials shall complete the training not later than the 120th day after the date the elected
official takes the oath of office to assume the person’s duties as an elected official.

Documentation of completed FOAA training shall be kept in the Human Resources
Office.

2.6.3  Appointed to Elected

A County employee who becomes an Elected Official within County Government may
not continue in their current role unless authorized by the County Commissioners. An
employee who becomes an Elected Official will be paid all accrued compensation time
and earned vacation leave. As stated in Article 3.6.2 Elected Officials may enter into a
contract with the County Commissioners for fair and equitable compensation and
benefits.

This policy only applies to elected positions within County Government. County
employees may serve as an Elected Official within their respective municipality (Select
Board, Council, School Board, etc.)

10
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ARTICLE 3 EMPLOYMENT CLASSIFICATION AND
COMPENSATION

3.1 JOB DESCRIPTIONS

Each person employed by the County is identified by a written job description, approved by the
Commissioners. The description includes job title, minimum qualifications, to whom the employee
reports, who the employee supervises and representative examples of duties, an approximate wage range
and responsibilities required by the job.

The definition or description of the job is based on the needs of the County, rather than the skills,
qualifications or performance level of the individual. Current written job descriptions of all County job
classifications will be maintained by the Human Resources Officer and/or County Administrator. Job
descriptions are typically included in job postings and provided to employees at the time of employment.

3.2 REGULAR FULL-TIME EMPLOYEES

For the purposes of the Employee Handbook, regular full-time employees are those employed for a
scheduled period exceeding six (6) months, for thirty (30) or more hours per week, on a regular schedule,
subject to formal approval of the Board of County Commissioners. Such employees are entitled to earned
paid leave, insurance and retirement benefits and have access to dispute and appeal procedures.

3.3 PART-TIME EMPLOYEES

For the purposes of the Employee Handbook, part-time employees are those employed either on a
scheduled or non-scheduled basis, but who average less than thirty (30) hours per week in any three-
month period. Part-time employees who work a regular schedule are considered permanent part-time and
are eligible to earn sick and vacation time on a pro-rated basis: they are not eligible for insurance and
retirement benefits as paid by the County. Part-time employees who are called in for reserve duty are
considered Temporary Employees (Article 3.4)

The Department Head, or their designee, shall from time to time recommend a part-time employee for
regular full-time employment. Upon receiving the recommendations for full-time employment, the
County Commissioners shall have the option of approving such promotion or requiring the hiring policies
listed in Article 4.2 be adhered to.

3.4 TEMPORARY EMPLOYEES

Temporary, or reserve employees, may be hired on a full or part-time basis for a limited period subject to
the approval of the County Commissioners. Such employees are considered per diem and not entitled to
any employee benefits.

3.5 ELECTED OFFICIALS

Those individuals elected to office within Somerset County Government will adhere to the expectations
of the job as described in State Statute and the Somerset County Charter.

3.5.1 County Commissioners

11
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County Commissioners are expected to attend regularly scheduled meetings. Commissioners are
considered “on call” at all times.

3.5.2 Treasurer, Register of Deeds, and Register of Probate

The Treasurer, Register of Deeds, and the Register of Probate are each expected to work in their
offices according to statute, and shall devote to the position the number of hours necessary to
fulfill their statutory obligation.

3.5.3  Sheriff

The Sheriff performs duties daily, except for planned absences, and shall devote to the position
the number of hours necessary. In addition, the Sheriff is considered “on call” at all times.

3.5.4 Judge of Probate

The Judge of Probate must preside at Court sessions as required by Maine Statutes and the rules
of the Administrative Office of the Maine Judicial Supreme Court. Probate Court schedules are
created and approved by the Judge. The Judge of Probate is considered “on call” at all times.

3.5.5 District Attorney

The elected District Attorney is considered an employee of the State of Maine, as are their
appointed Assistant DA’s. The office support staff, including Office Manager, Legal Secretaries
and Victim Advocate(s) are employees of the County. For this handbook, the DA Office
Manager is considered the Department Head for the County employees in the DA Office.

3.6 COMPENSATION
3.6.1 Wage Ranges

New employees will be compensated in accordance with the wage range found in the job
description for which they are hired based on commensurate experience. Union employees are
compensated in accordance with the pay scale in the Collective Bargaining Agreement for those
positions. Non-exempt employees are paid on an hourly basis and are eligible for overtime pay;
exempt employees are paid on a salaried basis and are not eligible for overtime pay.

It will be the responsibility of the Department Head to periodically review the current job
descriptions and make recommendations to the County Administrator if changes in job content or
responsibilities warrant change in the assigned wages. Changes are subject to Commissioner
approval.

When a new position is established, or when a position has changed substantially as to the type
and/or level of work, the Department Head may initiate a request for a change in job pay class
assignment by submitting a written request to the County Administrator. The Administrator will
evaluate the position and, if appropriate, recommend reassignment to the Commissioners. Such
reassignment shall be considered as a change in position, and the rules and pay policies applicable
to a position change will apply. All re-assignments are subject to the approval of the
Commissioners. Job content and hours are also subject to the approval of the Commissioners.

12
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Current County employees transferring from one position to another position of lower
classification shall be paid at the lower classification, retaining years of service. Jobs may be
evaluated upward or downward based on performance evaluations and reviews (Article 4.2.9). In
the event of a downward re-evaluation, an employee has the right to appeal through the
appropriate appeals or dispute process (Article 10.5)

3.6.2 Elected Officials and Appointed Personnel

Elected officials and appointed personnel salaries shall be established by the County
Commissioners. Any elected part-time or full-time official may negotiate salary and benefits
with the County Commissioners requesting fair and equitable compensation at the beginning of
their elected term and may renegotiate on an annual basis if desired.

3.6.3 Longevity Pay

Longevity pay is to reward long-term service. Longevity pay will be incorporated into an eligible
employee’s hourly wage upon reaching their 5th, 10th, 15th, 20th, 25%, 30th, 35th and 40th
anniversary date which is also defined as their original Date of Hire with the County. Each
longevity increase shall be twenty-five cents (.25) and will be added to the eligible employee’s
hourly rate.

3.7 OVERTIME & COMPENSATORY (COMP) TIME

To balance workload and staffing needs, it may be necessary for the County to occasionally require non-
exempt, hourly employees to work over 40 hours in one week. When this occurs, your Department Head
will try to provide as much notice as practical, and to accommodate personal schedules and preferences.
Employees are expected to try to meet the County’s needs by making the necessary arrangements to
work. Earning Overtime and Comp Time requires Department Head authorization.

Overtime shall be considered one and one-half (1.5) times the employee’s regular hourly pay and shall be
paid, as required by law, for work performed for more than forty (40) hours. Unless specifically allowed
in a Collective Bargaining Agreement, Paid Time Off such as holidays, vacation or sick days are not
considered hours worked when calculating overtime.

By mutual agreement between the employee and the Department Head, non-exempt employees may
receive compensatory time for each hour worked over forty (40) in one week. Comp Time is calculated
at one and a half (1.5) hours for every authorized hour worked more than forty (40) hours in one week.
See Articles 5.5 & 6.7 for additional information about earning and using Comp Time. Exempt (salaried)
employees do not receive comp time. Union employees shall be allowed to accrue Comp Time in
compliance with their respective Collective Bargaining Agreement (CBA).

13
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ARTICLE 4 HIRING POLICIES AND EMPLOYMENT
CONDITIONS

The County of Somerset recognizes the essential rights of all individuals; and provides equal employment
and advancement opportunities.

Employment with the County is such that either party may terminate the relationship at any time and for
any lawful reason. In accordance with Maine law, public employees are entitled to notice and due
process.

4.1 HIRING AUTHORITY

With the exception of constitutional or statutory officers, the Somerset County Commissioners shall be
the hiring authority for all County personnel. (See Title 30-A §501). All department requests for
personnel are forwarded to the County Administrator to place on an upcoming agenda for the
Commissioners to review. If the request is approved, the Administrator will notify the Department Head,
who shall then have authority to fill the position.

4.2 HIRING PROCESS
4.2.1 New Hires or Filling Vacant Positions

The Department Head will notify Human Resources of the need to fill a vacant position and/or
hire a new employee. If a new position is being created, the Department Head must meet with the
County Commissioners for approval prior to starting the hiring process.

The Human Resources Officer will assist the Department Head in drafting the notice for external
and/or internal position posting, will advertise the position(s) as necessary and will send out and
receive job applications by the deadline requested by the Department Head.

4.2.2 Interviewing New Hires

Once applications have been received and reviewed, HR will set up an interview committee
which may include Human Resources/Administration, and/or Department Heads. They will
establish the interview schedule, and the Human Resources Officer shall contact the eligible
applicants. After the interview process, which may include more than one session, the candidates
will be ranked and chosen according to the County’s needs. The County Commissioners may
vote to accept or reject any/all applicants.

4.2.3 Notification of New Hires

Once the Commissioners have voted to approve a hire, the Department Head may contact the
applicant and the Human Resources Officer will send a letter to the applicant confirming the date
of hire and wages, and scheduling the new employee to process paperwork needed to complete
the hiring process.

4.2.4  Pre-employment Examinations

The Commissioners may require a pre-employment examination. These exams may include, but
are not limited to:
14
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Written or oral exams
Tests of performance and/or physical ability
Criminal Background Check

In some cases where the position warrants, additional requirements such as medical, hearing,
psychological and/or polygraph exams may be scheduled.

The Administrator, in consultation with the Department Head, shall determine the elements in
each examination and the amount of value attached to each element. Examinations may be
competitive or non-competitive, assembled or unassembled, at the discretion of the
Administration.

Elected Officials are exempt from this pre-employment provision.
4.2.5 Re-hiring Former Employees

An employee re-hired for the same position within six (6) months of leaving employment in good
standing may be hired back at the pay level when the employee resigned. Seniority and benefits
start over as reflected by the new date of hire. HR/Administration may waive screening processes
if re-hire is within (6) months.

4.2.6  Necessary Paperwork

It is the responsibility of the Department Head immediately upon hiring a new employee to direct
them to Human Resources/Payroll Director to complete necessary paperwork and be issued an
Employee Handbook. All paperwork needs to be completed within three (3) business days of
being hired.

4.2.6.1 Immigration Law and Compliance

In compliance with the Immigration Reform and Control Act of 1986, the County of
Somerset is committed to employing only those individuals who are authorized to work
in the United States. The County does not unlawfully discriminate on the basis of
citizenship or national origin. All new employees, as a condition of employment, will be
required to complete the Employment Eligibility Verification Form 1-9 and must present
documentation establishing identity and employment authorization. This form must be
completed within three (3) days of the employee’s date of hire. Failure to comply with
this requirement will result in termination of employment.

4.2.7 Equal Employment Opportunity

The County is committed to the principles of equal opportunity in all aspects of the employment
relationship including, but not limited to, recruiting, hiring, promotion, wage and salary
administration, and termination. The County will not discriminate against any individual because
of such individual’s race, color, religion, sex, sexual orientation, marital status, familial status,
pregnancy, national origin, ancestry, age, physical or mental handicap or disability, genetic
history or information, or prior assertion of a claim under the Maine Whistleblowers’ Act or the
Maine Workers’ Compensation Act.

15
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Any employees with questions or concerns about any type of discrimination in the workplace are
encouraged to bring these issues to the attention of the Administrator and/or Human Resources.
Employees can raise concerns and make reports without fear of reprisal. Investigations will be
conducted in accordance with the process outlined in Article 8.5. Anyone found to be engaged in
any type of unlawful discrimination will be subject to disciplinary action up to and including
termination of employment.

4.2.8 Accommodations

The County of Somerset does not discriminate based on disability, religion, pregnancy, childbirth
or related medical conditions. The County is committed to complying fully with State and Federal
law ensuring equal opportunity in employment. All employment practices and activities are
conducted on a non-discriminatory basis.

Reasonable accommodation is available to employees whose condition may affect the
performance of job functions. Information concerning the provisions of the Americans with
Disabilities Act and the PUMP Act and the rights provided thereunder are available from the
Human Resources Department.

4.2.8.1 Lactation Policy

Somerset County supports employees who are expressing milk or breastfeeding their
child when they return to work. The County encourages all eligible employees who
intend to take breaks under this policy to notify their Department Head of their intent
preferably when there are discussions about returning to work following leave relating to
childbirth.

4.2.9 Probationary Period

New Employees shall serve a six (6) month probationary period, unless otherwise stipulated by
contract. Prior to the expiration of the probationary period, the County’s right to discharge the
probationer shall be incontestable and shall not be a proper subject for a dispute. Probationary
employees are not eligible for promotions unless the County Commissioners approve such a
promotion.

4.2.10 Performance Evaluations

The primary purpose of a performance appraisal is to encourage constructive communication
between employees and their supervisors so that both may be able to accomplish their jobs in a
productive and satisfying manner. Performance reviews or evaluations are not tied to
compensation.

The Department Head or designee will review the performance of each employee based on
standards of performance established for the job for which the employee is paid, using forms
provided for that purpose. Each Department Head shall be responsible for the appraisal process
within their department.

New employees will be evaluated prior to the expiration of their six (6) month probationary
period. Employees promoted to a new position will be evaluated during the 6-month trial period.

16
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Regular evaluations are to be completed annually. Employee evaluation forms will become a part
of the employee’s confidential record, on file in the Human Resources Office.

4.2.10.1Unsatisfactory Evaluation

On occasion, an employee may not meet standards established for the job, and corrective
action may be necessary. The employee may be put on a probationary status for a period
of ninety (90) days and re-evaluated at the end of that period. Employees who
consistently do not meet expected standards may be dismissed for cause. (See Article 10
— Work Rules and Discipline)

4.3 PROMOTIONS

On the recommendation of a Department Head, an employee may be promoted in job classification with
the approval of the County Commissioners. All employees promoted to a new job classification will
serve a six (6)-month probationary period. During this period, should the employee’s job performance
prove unsatisfactory, they may be reclassified to their previous position.

Any employee who becomes an Elected Official and is not authorized to remain in their position by the
Commissioners will be paid all accrued compensation time and earned vacation leave. As stated in
Article 3.6.2 elected officials may enter into a contract with the County Commissioners for fair and
equitable compensation and benefits.

4.4 SENIORITY

Seniority, for the purposes of this policy, shall be interpreted to mean length of continuous service within
the unit by classification only from the date of last hire. Seniority shall be a factor in promotions if
employees are otherwise substantially equally qualified by virtue of work performance, knowledge, skills,
abilities, and experience. Furthermore, seniority shall be a factor in all matters affecting lay-off, recall
from lay-off, and vacation preference.

For employees covered by union contract, seniority shall be in accordance with the Collective Bargaining
Agreement.

4.5 NEPOTISM

Nepotism is the unfair practice of giving jobs, promotions, or special advantages to family members
instead of choosing people based on their skills. If an employee is hired, promoted or transferred to a
position where they are in a direct supervisory role over a relative, the Department Head must consult
with HR to ensure that protocols are in place to avoid the practice or appearance of preferential treatment.

Relatives are defined as: spouse, domestic partner, parents, children, parents-in-law, brother-in-law, sister,
sister-in-law, daughter-in-law, son-in-law, stepparent and stepchild.

Further guidelines on employee relationships are found in Section 8.2.5
4.6 SEPARATION FROM EMPLOYMENT

4.6.1  Written Notice of Resignation
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All employees will provide written notification of their intent to resign to their Department Head
or designee providing notice of ten (10) scheduled working days. All resignations are deemed
accepted immediately upon submission and may not be withdrawn without approval of the
Commissioners.

The last two weeks of employment (or ten (10) scheduled working days) shall not include any
vacation leave, sick leave, compensatory leave, or holiday leave, but shall be actual days worked
prior to the final date of employment. The last actual working day (final date of employment)
shall be defined as the effective resignation date.

Upon written request of the Department Head or employee, the County Commissioners may
allow an employee to leave prior to the ten-day period.

If the employee provides more than 30-days’ advance notice, the Department Head or their
designee may determine whether the employee must work the last ten (10) working days prior to
the effective resignation date.

Commissioners may acknowledge the resignation of a non-probationary employee at the next
scheduled meeting, but they are not required to act on probationary employee resignations in a
public meeting.

Should the Department Head seek to provide terms of separation for an employee outside those
listed in this policy, those terms must be approved by the County Commissioners.

To gauge the effectiveness of County employment practices, employees will be given opportunity
to engage in an exit interview. Upon separation from employment a letter will be sent from the
Human Resources Office with instructions on providing feedback through an exit interview.

4.6.2 Termination

Terminations of employees still within the probationary period do not require just cause and do
not require action by the Commissioners in a public meeting. See Title 30A Section 501.

Termination of employees who have completed the probationary period will require final
approval of the County Commissioners per Title 30A Section 501. A Department Head who
seeks to terminate a non-probationary employee must confer with the County Administrator who
will notify the Commissioners to act at the next scheduled meeting. If deemed necessary by the
Department Head, the employee may be put on Administrative Leave (Article 7.3) until the
Commissioners act on the termination. See Article 10 for further details regarding the
disciplinary process leading up to and including termination.

4.6.3 Payment of Leave upon Separation

An employee who is separating employment with the County may receive all vacation leave
accumulated and all compensatory leave accumulated, in accordance with State Statute and
County policies.

In the event of the death of an employee, all accumulated vacation leave shall be paid to the
deceased employee’s estate or designated beneficiary.
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Wages and vacation will be paid on the following scheduled payday after the Friday of the week
in which employment ceased. Department Heads must submit in writing to the Human
Resources/Payroll Director the wages and vacation amounts for the next full-time payroll to
conclude and “terminate” the individual’s earnings. If the employee has additional earnings
coming at a later date, the Human Resources/Payroll Director must be notified of this before the
next payroll date.

4.6.4 Issued Property

All issued property, i.e., equipment, clothing, and any gear, etc. must be returned to the County
prior to an employee receiving resignation benefits. The cost of any lost or damaged property
will be deducted from any wages at the time of termination.

4.7 JOB ABANDONMENT

The County of Somerset expects employees to report for work on time for every scheduled shift. An
employee who is unable to report to work at the designated time is required to notify their
Supervisor/Department Head in accordance with the sick leave policy (Article 6.5). Employees who fail
to report to work for three (3) consecutive days on which they have been scheduled to work without
notifying their Supervisor/Department Head of the absence and the reason for the absence will be
considered as having voluntarily resigned because of job abandonment.

If the employee is unable to contact their Department Head for any absence, they should ask a
representative (such as a family member or friend) to do so on the employee’s behalf. If the employee or
a representative is unable to contact his or her Supervisor/Department Head due to extreme circumstances
(such as medical emergency or natural disaster that prohibits the employee or their representative to
contact the Supervisor/Department Head within three (3) days), the employee or their representative must
contact the Supervisor/Department Head as soon as practicable to explain the situation. In extreme
circumstances, the County Commissioners may consider the explanation and its timing to determine
whether the voluntary resignation will be upheld.

4.8 OUTSIDE EMPLOYMENT

A County employee may engage in outside employment if it does not interfere with job performance and
does not conflict or appear to conflict with the interests of the County. If the County feels a conflict of
interest exists, a meeting with the County Administrator and all parties concerned will be held to discuss
the matter and decide. County employees shall not solicit other employees for private business during
business hours.

4.9 POLITICAL ACTIVITIES

Political activities must conform to State and Federal rules and regulations. While Public Sector
Employees have First Amendment protections, County employees are not to solicit or promote political
materials during business hours.

Employees can run for a publicly held position, but they are not to conduct campaign activities while on
the clock working for the County.

In the case of a Sheriff’s Office employee seeking the elected position of Sheriff, notice shall be given to
the sitting Sheriff in accordance with Title 30A-Article 2 Section 371-B. The employee within the
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department shall take a leave of absence during the 30-day period immediately preceding the general
election for the office of which the employee is a candidate. Employees may use accrued vacation or
earned time during such leave. The leave of absence requirement does not apply to the incumbent County
elected Sheriff or when the general election is not contested.

4.10 COURT TIME PAY

In the case that a non-union employee is required to testify in court in connection with County business,
that employee shall receive a minimum of four (4) hours compensation for such attendance, only if the
court time attendance be outside the employee’s regular work schedule. No court time shall be allowed
for any employee who has been notified that their presence is not needed prior to the scheduled court
attendance. Compensation for after-hours court attendance will be included in the weekly pay schedule
and the four (4) hours will be considered time worked for the purpose of calculating overtime.

4.11 TRAINING/MILEAGE REIMBURSEMENT

Training will be provided to all employees consistent with State and Federal statutes and regulations, and
according to the needs of the County. Employees are encouraged to offer input as to the type of training
desired and are expected to fully participate. Attendance at mandatory training may be excused with the
prior approval of the Department Head and their designee.

Employees participating in training programs as approved by the Department Head shall be paid at their
regular hourly rate of pay for all hours of training, unless training requires employees to exceed forty (40)
hours per workweek, in which case non-exempt employees shall be compensated at time and one-half for
hours in excess of forty (40).

When employees use their personal vehicles to travel on County business for which travel would be
compensable, mileage will be reimbursed at the Federal (IRS) rate in effect at the time of travel.
Reimbursement is contingent on submission of an accurate record of miles traveled, signed by the
Department Head or their designee.

4.12 EDUCATIONAL/TUITION EXPENSES

Employees may be reimbursed for the cost of tuition for up to two (2) classes per semester at a college,
university or training institution. The course must be work related and approved in advance by the
Department Head and the County Administrator. Reimbursement is dependent on whether the
Department has money in the budget to accommodate said coursework. Therefore, the request should be
made to the Department Head before the next budget takes effect. The funds will be available as the
budget allows.

Work related shall mean a course that is directly related to any actual job classification within County
Government. The Employee must work for the County for at least two (2) years from the date the course
is reimbursed to be eligible for reimbursement of any kind. If the Employee does not work for the County
for the two-year period cited above, then the employee will be responsible for reimbursing the County for
the cost of the tuition.

Probationary employees are not eligible. The rate of reimbursement shall be up to the tuition rate charged
by the educational institution. The decision of the Department Head and the HR/Administrator is not
subject to arbitration. Payment will be made upon request by the HR/Administrator once a transcript

20



SOMERSET COUNTY ADMINISTRATIVE CODE

showing the grade for the course and a receipt or cancelled check for tuition has been produced. Payment
will be made as follows:

GPA 2.5 or Greater 100%
GPA 2.0to0 2.49 60%
4.13 WORKPLACE ATTIRE

Employee appearance contributes to Somerset County's culture and reputation. Employees are expected to
present themselves in a professional manner that results in a favorable impression by the community.
Business casual attire is expected of all employees. Basic elements for appropriate and casual business
attire include clothing that is neat and clean condition.

Department Heads may exercise reasonable discretion to determine appropriateness in employee dress
and appearance. Reasonable accommodation will be made when applicable.

An employee who is unsure of what is appropriate should check with their supervisor before wearing said
clothes to work.

The County will not maintain a clothing allowance for employees, except for those Departments that have
a specific dress code set by their policy. Clothing Allowance for Union Employees will be dictated by the
Collective Bargaining Agreement.

4.14 HEALTH AND SAFETY

The County is responsible for meeting safety standards as required by the Occupational Safety and Health
Act of 1970 as well as other federal and state laws. The County will provide proper safety devices for all
employees engaged in work where such devices are necessary. Such devices, where provided, must be
used as intended.

While every effort is made to ensure that the working environment is as safe as possible, employees’
alertness, cooperation and awareness of accident hazards are of key importance. If an employee becomes
aware of a hazard, it is the employee’s duty to let their supervisor know as soon as possible. Employees
must exercise personal caution and good judgment in all their work. The well-being of the employee,
fellow employees and customers is everyone’s responsibility.

All personal injury accidents to employees while performing their duties shall be reported immediately to
the Supervisor, Department Head or County Administrator. The Department Head will notify the HR
Office as soon as possible.

A work-related accident or injury is one that occurs during the hours that an employee is at work and is
directly caused by activities that the employee performs as part of his/her job. If an employee is injured
while performing work-related duties, or experiences a work-related illness, the employee must report it
immediately, even if the injury is a seemingly minor one. Failure to promptly report an injury could
affect the employee’s ability to obtain Workers Compensation benefits later. See Article 5.16 for details
regarding Workers Compensation.

If medical attention is required, the employee will be sent to the County of Somerset’s Occupational
Health provider and will be asked to provide information regarding the circumstances of the injury or
illness, including its nature and severity. When an employee must lose time from work because of the
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injury, the employee is expected to keep the employer informed, on a regular basis, of the employee’s
recovery status and return to work plans. The Human Resource Office should be the main point of
contact regarding the employee’s return-to-work.

The County will provide the benefit of an Employee Assistance Program through the Maine Municipal
Association Health Trust. See Article 11 for further details on workplace safety.

4.15 SUBSTANCE USE

To meet our responsibilities for our employees and our public, the County of Somerset must maintain a
healthy, productive and safe workplace free from the effects of alcohol or drug abuse. Misusing or
abusing controlled substances on the job is prohibited, as is selling, manufacturing, distributing,
possessing, using or being under the influence of substances on the job to such a degree that job
performance is impaired.

Any employee who displays any signs of impairment or substance abuse, or who is in possession of
alcohol or illegal drugs, except for when it is part of any employee’s official duty, whether on County
premises or while on County business, is subject to disciplinary action including suspension and/or
termination. Where warranted, such employees will be encouraged to obtain proper treatment.

Employees are prohibited from reporting to work or working while using illegal or unauthorized
substances. Employees are prohibited from reporting to work or working when the employee uses any
controlled substance, except when the use is pursuant to a doctor's orders and the doctor advises the
employee that the substance does not adversely affect the employee's ability to safely perform their job
duties.

The legal use of prescription medications is permitted on the job only if such use does not impair an
employee’s ability to perform the essential functions of the job effectively and does not endanger the
employee or others. If employees are taking prescribed medication that may affect their work
performance, they are required to advise their supervisor of that fact.

In addition, employees are prohibited from engaging in the unlawful or unauthorized manufacture,
distribution, sale or possession of illegal or unauthorized substances and alcohol. Employees are
prohibited from reporting for duty or remaining on duty with any alcohol in their systems. Employees are
further prohibited from consuming alcohol during working hours, including meal and break periods.

Consistent with its fair employment policy, Somerset County maintains a policy of non-discrimination
and reasonable accommodation with respect to recovering addicts and alcoholics, and those having a
medical history reflecting treatment for substance abuse conditions. We encourage employees to seek
assistance before their substance or alcohol use renders them unable to perform their essential job
functions or jeopardizes the health and safety of themselves or others.

Somerset County further reserves the right to take any and all appropriate and lawful actions necessary to
enforce this substance abuse policy including, but not limited to, the inspection of County issued lockers,
desks or other suspected areas of concealment, as well as an employee's personal property when there is
reasonable suspicion to believe that the employee has violated this substance abuse policy.

4.16 SMOKE-FREE WORKPLACE
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Somerset County provides a healthy and productive work environment. As required by law (See, 22
M.R.S. §1580-A), it will be our policy to provide a smoke-free workplace. This policy applies to all
employees, clients, contractors, and visitors. The Workplace Smoking Act of 1985 prohibits smoking
within the business facility, which includes vehicles used in the course of work, and outdoor or off-site
areas where employees, clients, and contractors perform services under the County’s control. “Smoking”
includes carrying or having in one’s possession a lighted or heated cigarette, cigar, or pipe or a lighted or
heated tobacco or plant product intended for human consumption through inhalation whether natural or
synthetic in any manner or in any form.

“There is no risk-free level of secondhand smoke exposure; even brief exposure can be harmful to
health.” The Health Consequences of Smoking — 50 Years of Progress: A Report of the Surgeon General,
U.S Department of Health and Human Services, 2014.

This policy is being posted, and copies are being made available to anyone who requests one. The policy
will be supervised by Department Heads in accordance with Maine State law. Smoking or vaping is
prohibited in:

o All enclosed areas where work is performed, as well as in all restrooms, all meeting
rooms, all lunchrooms, and all private offices.

o All outdoor work areas that are under the control of the County.

o All off-site locations that under the control of the County, for which employees

perform services for the County. Note: Employees whose primary work is at the
Somerset County Jail, Sheriff’s Office or Communications Building should refer to
the policies specific to those buildings for designated smoking areas.

o All County-owned vehicles used by employees.

J All employee-owned vehicles that are used in the course of work whenever other
employees or another person is in the vehicle for work-related reasons.

Smoking of all tobacco products is only allowed outdoors at minimum 20 feet away from any Courthouse
entryway, vent, window or doorway, including vehicles used in the course of work, outdoor areas, and
off-site locations under the control of the County.

No Smoking signs will be posted at all building entrances and throughout the building. In addition, this
policy will be included in new employee orientation. Somerset County will promote the use of all
available resources, including www.MaineQuitLink.com and 1-800-QUIT-NOW to assist tobacco users
who wish to stop their use of tobacco products.

Somerset County understands that in the State of Maine responsible use of marijuana and tobacco
products are legal, and further recognizes that, by Maine State law, as an employer it may not require that
employees or prospective employees refrain from marijuana and tobacco use when not at work, and will
not discriminate against employees who use these products outside of employment. Employees with the
Somerset County Sheriff’s Office and Somerset County Jail must adhere to Department Policies
regarding tobacco and marijuana use.

The success of this policy will depend on the courtesy and cooperation of both smokers and nonsmokers.
Each of us is responsible for following and helping enforce the policy. Problems should be brought to the
attention of the appropriate supervisor. Violations of this policy will be handled through the established
disciplinary procedures.
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4.17 FRAGRANCES IN THE WORKPLACE

Proper body hygiene is required. However, the chemical composition of some fragrances today can pose
serious health risks by causing an allergic type of reaction in people who are sensitive to these properties.
The issue is not so much the smell itself as the chemicals that produce the smell. Fragrances and scents
may contain chemicals such as methylene chloride, toluene, and other substances that can cause severe
consequences for people with these sensitivities.

Therefore, all employees (and visitors to the County Buildings) are asked not to wear heavily scented
perfume, cologne, body powder, lotions, hair sprays or other such products. This also includes careful
consideration of cleaning products used by custodians and cleaning services. We appreciate the
cooperation of all employees (and visitors) in this effort to decrease the discomfort of our employees and
the public. This policy is not meant to restrict the use of personal deodorants or laundry products.

4.18 VEHICLES

Vehicles will be provided by the County based on the needs of each department. The vehicles shall be
sufficient for all personnel to carry out their assigned duties. The County will pay for all costs of
maintenance and repairs as well as oil and gas as outlined in each department budget. Department Heads
seeking additional vehicles must receive prior authorization from the County Commissioners.
Departments with authorized vehicle(s) include:

Sheriff’s Office

District Attorney Domestic Violence Investigator
Corrections

Emergency Management Agency

Unorganized Territory

County vehicles are not for personal use. However, there may be circumstances deemed allowable by
Department Policy or Department Head for employee use of County vehicles outside of day-to-day
County duties. (Example, each patrol deputy is assigned a ‘take-home’ vehicle.)

If an employee deems their County vehicle or equipment to be unsafe, they shall notify his/her superior
who, in turn, shall arrange for or conduct an appropriate inspection and shall determine whether the
vehicle or equipment is safe for use.

4.19 WORKPLACE PRIVACY

The County of Somerset reserves the right to examine the contents of all County offices including items
contained in desks, file cabinets, shelves and other storage devices when the County Commissioners,
County Administrator, Department Head or designee determines, in their sole discretion, that there is a
legitimate business reason (such as: to look for missing County property, for safety reasons, for health
concerns,) for doing so. Employees have no expectation of privacy with respect to workplace areas.

Considering this policy, employees are encouraged not to bring to work and /or place in any storage areas
items which are personal in nature, private, or embarrassing if found or discovered by the County during
any examination of areas owned and controlled by the County.

4.20 ANIMALS IN THE WORKPLACE
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To maintain a safe, clean, and productive work environment for all, pets and other animals, other
than a dog meeting the criteria of a ‘Service Animal’ in the Americans with Disabilities Act
(ADA) are not allowed in the County Courthouse.
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ARTICLE 5 PAYROLL & BENEFITS ADMINISTRATION

5.1 PAYROLL ADMINISTRATION

Somerset County offers payroll on a bi-weekly basis (26 pay periods per calendar year). Payroll
administration shall be the responsibility of the Finance Director.

5.2 METHOD OF PAYMENT

Direct Deposit for all employees of Somerset County shall be mandatory and will be made ONLY to
accounts bearing the employee’s name.

Changes to Direct Deposit instructions MUST be submitted to the Finance Office fourteen (14) days in
advance of the effective date of the change and must be made in writing on the County’s Direct Deposit
Authorization Form.

5.3 TIMECARDS

Notwithstanding extenuating circumstances, all permanent part-time and full-time employees, whether
exempt (salaried) or non-exempt (hourly), shall submit a signed bi-weekly timecard to their Department
Head. The Department Head or designee shall submit timecards to the HR Manager or the Finance
Manager’s Office, whichever is appropriate for final processing by the Finance Manager. Authorized
timecards or time sheets will be provided by the Finance Office.

Employees shall submit a signed timecard to their Department Head for authorization which shows the
number of hours worked each day, as well as any vacation time, sick time or compensatory time earned or
taken. All original time sheets shall be kept on file in the Finance Manager’s Office as permanent payroll
records.

Timecards must have the signature of the employee and the Department Head. Timecards without proper
signatures will not be processed by the Finance Manager’s Office until arrangements can be made to
acquire the proper signature(s).

Elected Officials are not required to submit weekly time sheets.
5.4 FEDERAL AND STATE TAX WITHHOLDING

All employees shall have on file with the Finance Manager’s Office a current Federal and State W-4 form
which accurately reflects their tax exemption status and authorizes the withholding amounts from the
employee’s paycheck for Federal and State income tax, Social Security and Medicare.

Employees requesting to change their W-4 form to become tax exempt must show verification according
to IRS Code that they were tax exempt for the last calendar year. The Finance Manager is responsible for
timely filing of all Federal and State taxes on behalf of the employees.

5.5 TIME BENEFIT TRACKING AND RECORDING

It shall be the responsibility of the Human Resources Manager to gather, track, record, and report all
employee benefits herein. Use of these benefits should be initialed by the Department Head on each
submitted time sheet.
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Employee time benefits are identified to be:

a. Vacation Time is gathered from timecards and reported through the County’s payroll
system directly on the employee’s pay stub. The pay stub reports the number of hours used for
vacation in each pay period and reports the remaining balance of vacation time available to the
employee.

b. Sick Time is gathered from timecards and reported through the County’s payroll system
directly on the employee’s pay stub. The pay stub reports the number of hours used for sick time
in each pay period and reports the remaining balance of sick time available to the employee.

c. Compensatory Time is gathered from timecards of hourly employees that have a regular
40-hour work week. Comp time shall be taken at a 1.5 rate and recorded as such on the timecard.
Employees may not accrue more than eighty (80) hours of comp time. All comp time should be
used within a six (6) month period beginning on the first week that such time was earned. See
Articles 3.7 & 6.7 for further details regarding Comp Time.

At no time shall an active employee’s Time Benefit Record be allowed to carry a negative balance.
5.6 EMPLOYEE BENEFIT PLAN(S)
Somerset County offers the following Employee Benefit Plans.

Medical/Health Insurance:

Dental/Vision

Life Insurance/Income Protection:

Social Security Insurance/Workers Compensation Insurance:
Deferred Compensation/Retirement:

The selection and authorization of Employer sponsored benefit plans shall be the sole responsibility of the
County Commissioners. It shall be the responsibility of the Finance Director and/or Human Resources
Director to assist employees with timely application for the employee benefit package, and to arrange the
proper payroll deduction for the employee benefits.

5.6.1 Eligibility

a. Full-Time Employees — Regular full-time employees are eligible for benefits as described
above (5.6)
b. Part-Time Employees — Part-time employees who work less than 30 hours each week are

not eligible for benefits.

c. Elected Officials — Per Section 3.5.2 Elected Officials may negotiate benefit coverage
with the County Commissioners.

5.7 MEDICAL/HEALTH INSURANCE

Somerset County currently offers eligible non-union employees three options of coverage through a
provider approved by the Commissioners. All fulltime employees that cannot prove coverage with
another Health Insurance carrier MUST participate in the approved program.
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5.7.1  Joint Participation Premium - Employees shall contribute through payroll deduction their
portion of the sum due for medical health insurance coverage. Employees with dependent
coverage shall contribute 25% of their dependent coverage and the County shall pay up to 100%
of the benchmark single subscriber monthly premium. The County reserves the right to set a
benchmark single coverage premium based on a high-deductible plan. Employees who choose a
lower deductible plan will pay the difference.

Monthly premiums are paid one month in advance. Therefore, upon termination or resignation a
settlement must be made with the employee to determine the exact amount of premium dollars
due on a refund.

5.7.2  Health Insurance Buy-Out Option

Employees have the option of an Insurance Buy-Out if they can establish with the Human
Resource Office that they are covered by adequate medical or health insurance from another
source other than the coverage provided by the County’s current health insurance provider. The
eligible employee may choose to receive a buyout in lieu of the County contribution toward their
health insurance benefit.

As determined by the County Commissioners, the buyout for non-union employees is equal to six
(6) months of the benchmark single subscriber monthly premium. The effective date of the buy-
out option period begins upon the employee’s date of hire and is paid upon the successful
completion of the employees’ first 12 months of employment.

An employee forfeits the right to buy out if they enroll in the County provided health insurance
coverage or if they separate employment within the buy-out option period.

5.8 DENTAL INSURANCE

All full-time employees are eligible for enrollment in a dental insurance program. This is a joint
participation benefit paid through payroll deduction. The County pays 100% of the single coverage plan.
The employee pays 100% of dependent coverage plan.

Eligible employees who have opted for the buy-out on health insurance but who have elected to enroll in
the County’s dental coverage plan through Delta Dental shall be entitled to the single subscriber dental
plan at no cost to the employee. However, eligible employees who have chosen to enroll in the dependent
coverage plan shall be 100% responsible for the cost of the dependent coverage.

5.9 LIFE INSURANCE

All full-time County employees are eligible for the Basic Life Insurance and Supplemental and
Dependent Life Benefits offered through Maine Municipal Employees Health Trust through payroll
deduction.

Basic Coverage — (including Accidental Death and Dismemberment) Participants may select coverage
equal to one time an active employee’s annual salary (with a maximum of $150,000). For employees
currently enrolled in the county offered plan, the basic coverage is free. For employees not enrolled in the
county offered plan, the basic coverage is .30 cents per thousand dollars of coverage per month.
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Participants may select coverage equal to an additional one times their annual salary, or they may choose
additional coverage for two or three times their annual salary. Verification of good health may be
requested by the insurer.

Supplemental Coverage — (including Accidental Death & Dismemberment) Participants may select
coverage equal to an additional one times their annual salary without having to submit evidence of good
health or they may choose additional coverage for two to three times their annual salary by submitting
evidence of good health. The maximum supplemental life benefit is $375,000. Enrollment level must be
at 25%. Rates are .30 cents per thousand dollars of coverage per month.

Dependent Coverage — Two options are available:

Option A cost is $1.75 per month and covers spouse at %2 employee’s basic coverage up to $5,000, and
children at /2 employee’s basic coverage amounts up to $5,000.

Option B cost is $3.75 per month and covers spouse at /2 employee’s basic coverage up to $75,000, and
children at /> employee’s basic coverage amounts up to $5,000. All benefits and conditions of this plan
are subject to the terms provided by MMEHT.

5.10 FLEXIBLE BENEFIT PLAN

The County offers an IRS 125 Plan for those employees who qualify to pay dental and medical insurance
premiums through payroll deduction from pre-tax dollars. Participating employees must sign a Salary
Reduction Agreement in accordance with Section 125 of the Internal Revenue Code which will be used to
pay the employees’ plan contribution. Salary Reduction Agreements are irrevocable during any plan
year.

5.11 RETIREMENT BENEFITS
5.11.1 Social Security Insurance (FICA)

All employees shall contribute to the Social Security System on a cost-sharing basis with the
County. Contributions of the employee shall be made through payroll deductions. The
percentage of premiums is periodically subject to change by Federal Law and increases in
deductions shall be automatic.

5.11.2 Maine State Retirement (Maine PERS)

Eligible non-union employees shall have the option of enrolling in Maine State Retirement via the
regular plan AC. Those employees electing to join Maine PERS shall contribute their required
portion and the County shall contribute its portion. The County will not contribute to any other
pension plan if the employee elects to enroll in Maine PERS.

5.11.3 Deferred Compensation Plans (457)

Eligible full-time employees may participate in the 457 deferred compensation plan on their own
behalf according to the terms and conditions of the plan. The County will only contribute to a
457 Plan if the employee is NOT also enrolled in Maine PERS. The County contributes to one or
the other retirement plan.
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The County contribution will be a percentage of their annual base salary deposited into a
Deferred Compensation Plan (457) through VOYA or VALIC.

Employees must be employed for at least six (6) months before being eligible to participate in the
plan. Employees shall receive notice of their eligibility date and shall be responsible for their
own initial enrollment with VOYA or VALIC. There is no provision for retroactive contributions
to the employees’ deferred compensation account.

5.12 DISABILITY INSURANCE

If an employee desires, they may elect to participate in what is commonly known as an Income Protection
Plan (IPP). Premiums will be paid via a payroll deduction, at 100% of cost to the employee. Currently
the County offers IPP through Symetra.

5.13 PREPAID LEGAL

Employees may participate in Prepaid Legal Services. See the Finance Director or Human Resources
Office for additional details.

5.14 EMPLOYEE WELLNESS PLAN

Somerset County believes that it is more effective to prevent illness and poor health than to treat it, and
that group support is a vital element in maintaining personal positive health. As such, the County offers a
Wellness Program to all employees with additional benefits to employees enrolled with the current health
insurance provider.

Open to all employees, the Wellness Program offers training and informational sessions throughout the
year on topics such as healthy cooking and activities. In addition, the County partners with Somerset
Sports and Fitness and Miller Fitness to provide gym access for a reduced rate via payroll deduction. See
the Human Resource Office for more details about Employee Wellness.

5.15 UNEMPLOYMENT

The County of Somerset directly reimburses the Maine Department of Labor for the County’s
proportionate share of unemployment benefits paid for present or former employees. Elected Officials
are exempt from this provision.

5.16 WORKERS’ COMPENSATION

All employees of Somerset County are covered by Workers’ Compensation Insurance. There is no cost to
the employee. It is the County’s intent to cooperate toward the prompt settlement of employee on-the-job
injury claims, when such claims are due and owing as required by law.

Pursuant to 39-A MRSA § 206, the County has partnered with Workplace Health as the provider
authorized to process the Workers Compensation Care Management Plan under the laws of the State of
Maine. https://www.mainegeneral.org/locations/locations-profile/workplace-health-waterville/

Workers Compensation Claims are initiated at the Human Resources Office. Please contact HR if you
have a question or to report an injury suffered in the workplace.

30


https://www.mainegeneral.org/locations/locations-profile/workplace-health-waterville/

SOMERSET COUNTY ADMINISTRATIVE CODE

ARTICLE 6 HOURS OF WORK, TIME OFF AND HOLIDAYS

6.1 HOURS OF WORK

Somerset County employs approximately 150 full- and part-time employees, providing a variety of
essential services to residents and visitors. Each job has different requirements and schedules. The hours
of operation for each County Department are determined by the County Commissioners based on the
needs of the County.

6.2 PAID HOLIDAYS

Full-time and part-time employees with a set schedule will be paid for holidays when the commemoration
of that holiday falls within their regularly scheduled work week. Part-time employees will receive
holiday pay on a pro-rated basis. When falling on a regularly scheduled workday, the following days
shall be paid holidays:

a. New Year’s Eve (close at noon) 1. Labor Day

b. New Year’s Day J- Indigenous Peoples Day

c. Martin Luther King Day k. Veteran’s Day

d. President’s Day 1. Thanksgiving Day

e. Patriot’s Day m. Friday after Thanksgiving Day

f. Memorial Day n. Christmas Eve Day (December 24th)
Juneteenth (June 19) 0. Christmas Day (December 25th)

h. Independence Day (July 4th)

The County will also recognize any annual holiday created in statute by the State and/or Federal
Government.

In cases where the nature of business for the department in which the employee works requires working
on a holiday, that employee shall be compensated at one and one half (1.5) times their hourly rate.

For employees who normally work Monday through Friday, if a holiday falls on a Saturday, the
observation of the holiday shall be on the previous Friday. If a holiday falls on a Sunday, the observation
of the holiday will be on the following Monday.

6.3 WEATHER RELATED CLOSINGS

It shall be the policy of Somerset County that the County Administrator will make an informed, common-
sense decision when determining when or if the Courthouse offices should close. This determination will
be based on the nature and duration of the weather or emergency and consideration of the safety of
County employees. Once a decision is reached, the Administrator shall notify the Department Heads. It
shall be the Department Heads’ responsibility to notify their employees.
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Employees shall be expected to report to work during inclement weather if they have not been notified
otherwise by their Department Head and/or given notice of cancellation. If the Administrator has not
closed the County Courthouse due to weather, Department Heads shall apply the following rules:

a. Employees who elect not to report to work will not be paid. Employees may receive an
(unpaid) excuse from their Department Head through proper notification. They may also use at
their discretion vacation or compensatory leave. Sick leave may not be used.

b. If an employee, through no fault of their own, arrives late for work and has made a
reasonable effort to arrive in a timely manner during inclement weather the employee may be
paid for the regular workday.

c. If an employee elects to leave work early due to weather conditions they will only be paid
for the hours worked and may request an unpaid excused absence from their Department Head.
They may also elect to use accrued vacation or compensatory leave if the Department Head
grants an unexcused absence. Sick leave may not be used.

When offices are closed due to a storm, non-emergency personnel will be given time off with pay. Non-
essential personnel who choose to stay or report to work will not be given any additional compensation.

Weather related closings are not holidays. Department Heads are expected to utilize the resources
available to work from home and stay in communication through phone and email with employees and
County Administration as needed.

6.4 VACATION TIME

The County offers a vacation benefit designed to provide a period of rest and relaxation, to promote the
physical and mental well-being of its employees. Employees shall earn vacation time per pay period, the
rate being dependent upon years of service on the following schedule: The increase shall accrue on the
employee’s anniversary date.

a. After ninety (90) days of continuous service 40 hours (5 Days)
b. After one (1) year of continuous service 80 hours (10 Days)
c. After two (2) years of continuous service 96 hours (12 Days)
d. After three (3) years of continuous service 104 hours (13 Days)
e. After four (4) years of continuous service 112 hours (14 Days)
f. After five (5) years of continuous service 160 hours (20 Days)
g. After ten (10) years of continuous service 200 hours (24 Days)
h. After fifteen (15) years of continuous service 240 hours (28 Days)

Employees whose years of continuous service exceed the above-mentioned tables shall be capped at 240
hours. As of November 30, 2024, County employees who had earned a benefit of 280 vacation hours
under previous policy shall be grandfathered at the 280-hour level.
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Vacation time may be carried forward from one anniversary to the next, provided that such carryover of
vacation leave may not exceed 120 hours. For those employees who have more than twenty (20) years of
service with the County, carryover of vacation leave may not exceed 160 hours from one anniversary to
the next. No advance payment of vacation time may be awarded.

Employees in a probationary period because of promotion, demotion, or re-organization of job description
shall continue to accumulate vacation time.

In the event of separation from employment, the entire amount of unused and accrued vacation time shall
be paid in full as per the laws of the State of Maine.

6.4.1 Vacation Requests

All vacation requests should be discussed in a timely manner with the Department Head who will
consider seniority and scheduling when granting requests. To ensure adequate staffing, requests
will be considered on a first-come, first-served basis. To the extent possible, vacation requests
will be honored. If, however, scheduling conflicts arise, the employees involved may attempt to
reach a compromise solution, or the Department Head may require an employee to request a
different vacation schedule. Once an employee’s vacation schedule has been approved, changes
in that schedule must be made by mutual agreement with the Department Head.

Approved requests will be forwarded to the Benefit/Payroll Administrator as well as HR by the
Department Head to be documented accordingly.

6.4.2 Seniority

The employee with the greatest seniority in their classification may be given their choice of
vacation periods in the event of a conflict over the same time period within their classification. If
an unresolved conflict exists, the decision of the County Administrator shall prevail.

6.5 SICK TIME

Sick leave is a benefit given to all full-time and regularly scheduled part-time employees at the rate of one
day per month from their date of hire. Accrual of sick leave is proportionate to the hours worked during a
regular workweek. New, probationary employees, shall earn sick time immediately and are eligible to
utilize accumulated sick time after ninety (90) days of continuous service.

Employees in a probationary period because of promotion, demotion or re-organization of job description
shall continue to accrue sick time. There is no cap on sick time.

An absence shall not qualify for sick leave if the employee receives Workers Compensation benefits
pursuant to the Workers” Compensation Board and the laws and rules of the State of Maine.

Sick time may be used in the following cases:

1. When personal illness or physical incapacity renders an employee unable to perform the duties
of his/her job title, or for doctor’s office visits (including dental/vision)

2. Pursuant to Title 26 M.R.S.A. Section 636, an employee is allowed to use paid sick leave for
the care of an immediate family member as defined in the Family Medical Leave Act. See
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Article 7.1 for details on the use of sick time in conjunction with Family Medical Leave and the
State of Maine’s Paid Family Medical Leave program.

An employee is not entitled to use paid leave until that leave has been earned. Employees on sick leave
are not permitted to perform work for the County during their sick leave. Department Heads and
Supervisors must refrain from assigning work while an employee is unavailable due to sickness. If, upon
mutual agreement, the employee can work from home, they will be paid accordingly.

If an employee has been out on sick leave exceeding three (3) consecutive working days, the Department
Head may coordinate with Human Resources to request a certificate from a medical doctor certifying the
nature of the illness or injury which necessitated the absence to certify the employee’s physical condition
is such that they are able to return to work.

6.5.1 Pattern(s) of Abuse

Any employee who makes a false claim for paid sick leave shall be subject to immediate
disciplinary action up to and including discharge. Sick leave must be strictly for those instances
set forth above and for which the policy is designed for and not for use as personal leave.
Department Heads shall consider the following criteria when determining if there is a pattern of
abuse:

a. Consistent use of sick time before and/or after holidays
b. Consistent use of sick time before and/or after or in conjunction with days off
c. Attempts to use more sick leave than earned

6.5.2 Sick Time Donation

All Somerset County employees, notwithstanding any provisions governed by a collective
bargaining agreement, are eligible to donate accumulated sick leave for the benefit of another
employee. Application forms are provided by the Human Resource Office.

Employees may donate a portion of their accrued sick time to other employees in need. For
employees to be eligible for an award of donated time, they must have completed at least ninety
(90) days of employment; have exhausted all accrued paid leave; and not be receiving Workers
Compensation or Social Security Disability insurance.

Hours of accrued sick time are donated on a purely voluntary and confidential basis by
employees. Donating sick time to another employee is considered permanent and cannot be
refunded for any reason. The maximum amount of sick time any one employee can gift to
another is forty (40) hours per fiscal year. Gifting of sick time is not allowed upon separation
from employment with the County. Employees must maintain a balance of ninety-six (96) hours
for their personal use.

Any employee who wishes to make a sick time donation to another employee should contact the
Human Resources Manager to determine eligibility and to fill out the necessary written
authorization.

6.5.3 Earning One (1) Personal Day
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Provided that an employee does not use any sick time for a consecutive six-month period, that
employee is eligible for one (1) Personal Day. Employees must request approval for the use of
that day from the Department Head. Use of this leave must be reported on the employees’
timesheet within that pay period. A Personal Day does not carry over from one year to the next
and is not given monetary if the employee does not utilize it before leaving employment with the
County.

6.6 EARNED PAID LEAVE

In accordance with MRS Title 26, §637, eligible part-time employees are entitled to earn one hour of paid
leave for every 40 hours worked, up to 40 hours in one year of employment. Accrual of leave begins at
the start of employment, but the employer is not required to permit use of the leave before the employee
has been employed by that employer for 120 days during a one-year period. Accrued and unused hours of
earned paid leave from the previous year of employment must be available for use by an employee in the
year of employment immediately following the previous year. Accrued and unused hours of earned paid
leave carried forward from the previous year of employment may not reduce the total amount of hours of
paid leave an employee is entitled to earn in the year of employment immediately following the previous
year, up to 40 hours or the accrual limit specified in the employer's policy governing paid leave,
whichever is higher. The Department of Labor shall enforce this subsection within existing resources
using strategic enforcement.

Earned paid leave may be used in increments of a minimum of one (1) hour and may be used for any
reason, such as illness, personal and family emergencies, personal time, or vacation. Absent an
emergency, illness, or other sudden necessity for taking earned leave, all requests for earned paid leave
shall be submitted in writing to the department head five (5) days in advance. Earned paid leave may be
denied during defined peak work periods where approval of such leave would inhibit the ability of a
department or the County to safely maintain adequate levels of staffing or service.

Upon separation of employment from the County, the employee will not be paid for any accrued but
unused earned paid leave. If an employee returns to work within twelve (12) months of separation, the
balance of accrued unpaid earned paid leave will be available for use after 120 days have passed from the
new date of reemployment. Certain employees may be excluded from this benefit as provided under
Maine’s Earned Paid Leave law.

6.7 COMP TIME

Non-Exempt (Hourly) employees not covered by a Collective Bargaining Agreement may record Comp
Time for hours worked over their regularly scheduled forty (40) hours per week (Article 3.7).

The HR Manager will gather comp-time information from the Department Head and/or the employee to
accurately record the employee’s time for payroll purposes.

Comp time may not be accumulated more than eighty (80) hours. Employees who work more than forty
(40) hours in a regular workweek and who have reached their limit of eighty (80) hours of comp time will
be paid overtime pay for any hours worked more than forty (40) in one week. All comp time should be
used within a six (6) month period beginning on the first week that such time was earned.

Upon separation of employment, employees will be paid for unused compensatory time at their current
rate of pay. Employees are not permitted to work more than forty (40) hours in one workweek unless they

35



SOMERSET COUNTY ADMINISTRATIVE CODE

have first obtained the approval of their Department Head. Employees who work without Department
Head approval may be subject to disciplinary action.

Paid holiday hours off and other paid leave, such as sick leave, emergency or bereavement leave, vacation
and jury duty, are not included in the calculation of compensatory time or overtime.
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ARTICLE 7 LEAVE(S) OF ABSENCE

7.1 FAMILY MEDICAL LEAVE (FMLA)

It is Somerset County Policy that the provisions of the Family Medical Leave Act shall apply to all

eligible employees. Any serious health condition that extends beyond four days falls under regulations of

the FMLA. Human Resources will confidentially handle and manage all records related to FMLA and
provide communication with Department Heads as to the employee’s work status. Human Resources
may require periodic updates from the employee to support continued absences and/or to manage the

return-to-work process (Sections 7.1.2 & 7.8).

FMLA forms are available in the Human Resources Office as well as the Benefits Administration Office.
All necessary forms must be submitted to the Human Resource Director for approval, and a copy must be

forwarded to the Benefits Administrator.

7.1.1 The 12-month FMLA Period

The 12-month period during which an employee is entitled to 12 work weeks of FMLA leave is

measured forward from the date the employee’s first FMLA leave begins. An employee is

entitled to 12 weeks during the 12-month period after the leave begins. Protections and rights to

restore the employee to the exact job or an equivalent one stops once the 12-week FMLA
allotment is exhausted.

The next 12-month period will begin the first time the employee requests FMLA leave after the

completion of the previous 12-month period.

It is Somerset County Policy that employees must use earned paid time off while on unpaid

Family Medical Leave.
7.1.2 Restored to Work

To be restored to work after taking FMLA leave, employees will be required to provide

certification from their health care provider (fitness-for-duty certification) that they are able to
resume work. This request for a fitness-for-duty certification only pertains to the serious health

condition that caused the need for FMLA leave. If such certification is not received timely, return

to work may be delayed until the certification is provided.

A list of the essential functions of the employee’s position will be provided. The fitness-for-duty

certification must address the ability to perform the essential job functions.

If an employee’s return to work is delayed beyond the 12 weeks provided under FMLA, they
must coordinate with Human Resources and their Department Head to schedule the use of any
accrued but unused paid time off (sick, vacation, comp). This allows the Department Head to

properly schedule coverage in that Department.

If your medical condition qualifies as a disability under the Americans with Disabilities Act

(ADA), you may request extended leave if you intend to return to work. See
https://www.ada.gov/topics/intro-to-ada/ for more details.
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Somerset County may allow modified work assignments and/or reasonable accommodation
designed to enable you to transition back to full regular duty. These assignments and/or
accommodation are subject to work availability that does not compromise the safety of the
workplace.

If you can return to work earlier than expected, please notify your Department Head and Human
Resources at least two workdays before the date you intend to report to work. See section 7.8 for
further details regarding Return to Work.

7.1.3  Paid Family Medical Leave

Maine Title 26 §850-B allows eligible employees to apply for up to 12 weeks of paid time off
available to them for family or reasons including, but not limited to, illness, care of a relative, or
birth of a child. This leave is NOT in addition to the 12 weeks afforded by FMLA. As allowed
by law, Somerset County may provide this benefit through a private insurance carrier. Premium
costs for private insurance will be funded 50% by the employer and 50% by the employee.

Employees are not required to but may opt to use accrued Paid Time Off (Sick, Vacation, Comp
Time) while on Paid Family Medical Leave. According to MDOL, the program has a seven (7)-
day waiting period to determine eligibility before the paid benefit begins.

Paid Family Medical Leave is not designed to fully reimburse employees who choose to apply.
Only a certain percentage of regular wages will be provided under the program. Employees are
eligible to use accrued Paid Time Off while on Paid Family Medical Leave to make up the
difference in what they would typically earn in their regularly scheduled work week.

7.1.4 Family Military Leave

The Military Family Leave provisions were added to the FMLA in 2008, affording protection and
benefits specific to the needs of military families. Somerset County abides by State Statute
regarding Military Family Leave found in Title 26 §814. More information can be found at the
Department of Labor site:
https://www.dol.gov/sites/dolgov/filess'WHD/legacy/filessFMLA Military Guide ENGLISH.pdf

The Uniformed Services Employment and Re-employment Rights Act (USERRA) requires
Somerset County to grant an unpaid military leave of absence to any employee who requests such
leave to perform service in the uniformed services upon notification. An employee who is away
from work performing service in the uniformed services is entitled (not required) to use and be
paid for any vacation that the employee had previously accrued.

Leave for reserve training shall be in accordance with MRSA 26 § 811.
7.2 REQUESTING A LEAVE OF ABSENCE (LOA)

A Leave of Absence is a written request for a significant absence from work for reasons other than
vacations, sickness or holidays. Employees seeking a leave of absence should plan with the County
Administrator to make a request before the County Commissioners to consider on a case-by-case basis.

7.3 ADMINISTRATIVE LEAVE
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At the discretion of the Department Head, an employee may be placed on paid or unpaid administrative
leave pending the outcome of the Disciplinary Process (Article 10).

7.4 BEREAVEMENT LEAVE

In the event of death in the immediate family of an employee, the employee shall be granted up to the
equivalent of forty (40) hours leave with full pay to make household adjustments or to attend funeral
services. “Immediate family” is hereby defined to include spouse, domestic partner, parents, children,
brothers, sisters, brothers-in-law, sisters-in-law, parents-in-law, grandparents, grandchildren, stepparents,
stepchildren, and foster parents.

In the event of the death of an employee’s aunt, uncle, niece, nephew, or cousin, an employee shall be
granted one (1) calendar day off with pay.

7.5 LEAVE FOR JURY DUTY

An employee or official summoned to jury duty will be excused from work for the required period
necessary to perform this duty. A copy of the jury duty orders and/or vouchers must be submitted to the
employee’s Supervisor or Department Head. A copy needs to be submitted to the Human
Resources/Administrator. If the jury is excused prematurely from duty during the time of the service, the
employee or official is expected to report for work as usual.

The County agrees to pay the full-time employee or official their regular weekly pay and the employee or
official shall turn the jury duty paycheck over to the County for the period the employee or official was
required to be absent from work. Employees shall continue to accrue vacation time and sick time while
serving on jury duty.

7.6 LEAVE FOR VICTIMS OF VIOLENCE

Somerset County shall grant reasonable and necessary leave from work for victims of violence pursuant
to MRSA 26 § 850. It is the policy of the County of Somerset to support employees who are
experiencing domestic violence in their lives. Somerset County does not tolerate threats of violence in
the workplace (Article 11.3). To apply for special leave pertaining to victims of violence, please see the
Human Resources Office.

7.7 ABSENTEEISM

Unauthorized absences or excessive or inappropriate use of authorized absences (sick leave) or tardiness
will result in disciplinary action, up to and including termination. An absence is unauthorized if the
employee has not followed proper notification procedures or the absence has not been properly approved.

Employees who are absent from work for three (3) consecutive days without giving prior notice to the
County may be considered as having abandoned their position. At that time, the County will formally
note the absence as separation from employment and advise the employee of the action by certified mail
to the employee’s last known address. Department Heads shall notify the Human Resources/Payroll
Administrator of any absence of more than three (3) consecutive days (see Article 4.7).

7.8 RETURN TO WORK

When returning from leave, it is imperative for employees to be in communication with their supervisors,
Department Heads and/or Human Resources. Somerset County is committed to the health and well-being
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of all employees. As such, the County will work with employees and healthcare providers to find work
designed to assist injured or recovering workers transition back into the workplace.

At any time, as permitted by law, the County may require written documentation from a licensed
physician describing, among other things, relevant information regarding the employees’ relevant
limitations, progress, and physical/mental ability to work. In addition, the County may require additional
documentation through a physician’s office of their choosing, such as Workplace Health:
https://www.mainegeneral.org/locations/locations-profile/workplace-health-waterville/

Somerset County will allow approved modified work assignments/reasonable accommodation(s) that are
intended to enable the employee to transition back to full regular duty. This is subject to available work
beneficial to the employer. Preference for modified return to work will be given to those employees who
have experienced a work-related injury.

Work consistent with temporary work restrictions may be assigned to the employee until the employee
can return to full duty, subject to the discretion of the County in terms of timeframe and transition period.
If a modified duty assignment becomes available, the employee is expected to accept the assignment.

Employees returning from Workers Compensation leave are expected to be an active participant in the
return-to-work process by providing M1 Practitioner Reports in a timely manner after each medical
appointment and communicating changes in their restrictions. The employee and employer commit to
following restrictions as outlined in the M1 Reports, as set forth by independent medical examiners, or as
otherwise agreed upon.

This policy recognizes the Family Medical Leave Act, Somerset County’s Collective Bargaining Units,
along with Standard Operating Procedures (SOPs) that departments may have. This policy is intended to
work in conjunction with them.

Nothing in this or any other policy should be construed as creating permanent, indefinite, or long-term
modified duty assignments as a form of reasonable accommodation under the American with Disabilities
Act and/or the Maine Human Rights Commission.

No temporary work assignment described or covered under this guideline is intended or offered as a
permanent assignment.
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ARTICLE 8 POLICY REGARDING DISCRIMINATION,
HARASSMENT, RETALITIATION AND INAPPROPRIATE

BEHAVIOR
8.1 POLICY

It is the policy of the County of Somerset to prohibit all forms of unlawful discrimination, retaliation and
harassment, including sexual harassment. The County recognizes the dignity of the individual employee
and the right of employees to work in an environment that is free of intimidation, retaliation and
harassment. Such intimidation or harassment based on sex, race, ancestry, color, religion, national origin,
age, marital status, familial status, pregnancy, physical or mental disability, sexual orientation,
whistleblower activity or previous assertion of a claim or right under the Maine Workers” Compensation
Act is a violation of State and County policy.

Somerset County has a Zero-Tolerance Policy regarding harassment, discrimination and retaliation. This
means that all instances will be investigated, and perpetrators will be told to stop. Further disciplinary
measures may be taken depending on the severity of the infraction.

Annual training regarding anti-harassment and anti-discrimination will be provided for all County
employees.

8.2 DEFINITIONS
8.2.1 Harassment

Examples of harassment include, but are not limited to the following, which may be a series of
incidents or a single occurrence:

Unwelcome advances, gestures, comments, or contact;

Threats, including threat of violence;

Offensive jokes;

Subjecting employees to ridicule, slurs, or derogatory actions;

Basing employment or promotion on submission to such harassment;
Refusal to cooperate with employees in performing work assignments;
Inequitable disciplinary actions and work assignments;

Any offensive or abusive physical contact or verbal interaction; and

Any retaliation or threat of retaliation against one who has made a complaint of
harassment.

8.2.2 Hostile Work Environment

Unwelcome conduct which unreasonably interferes with an individual’s work performance is a
form of harassment. Such conduct does not need to be sexual in nature to create a hostile or
offensive work environment. Such conduct may include excluding or isolating employees,
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tampering with belongings or equipment, spreading gossip and starting rumors, and physical or
verbal abuse.

8.2.3 Sexual Harassment

Sexual harassment is a form of misconduct, which undermines the integrity of the employment
relationship. The regulations of the Maine Human Rights Act define sexual harassment as:

Unwelcome sexual advances, requests for sexual favors, and other verbal or physical
conduct of a sexual nature.

Examples of sexual harassment from the Maine Human Rights Act:
Unwelcome sexual advances;
Suggestive or lewd remarks;
Unwanted hugs, touches or kisses;
Requests for sexual favors;
Retaliation for complaining about sexual harassment

Sexual harassment does not refer to occasional compliments of a socially acceptable nature. It is
appropriate to compliment a coworker on their appearance. Sexual harassment refers to behavior
which is not welcomed, is personally offensive, damages morale, and therefore interferes with our
work effectiveness. Such conduct, whether committed by supervisors, employees, elected
officials or other clientele, is specifically prohibited (See Section 8.3)

8.2.4  Quid Pro-Quo

Coming from the Latin term which means, ‘something for something’, a Quid-Pro-Quo
arrangement becomes harassment when:

a. Submission to such conduct is made either explicitly or implicitly a term or condition
of an individual’s employment; or

b. Submission to or rejection of such conduct by an individual is used as the basis for
employment decisions affecting such individual; or

c. 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.

In addition, no one should suggest, imply or threaten that an applicant or employee’s
“cooperation” of a sexual nature (or refusal thereof) will have any effect on the individual’s
employment, assignment, compensation, advancement, career development, or any other
condition of employment.

8.2.5 Employee Relationships (Romantic)

Somerset County employees are encouraged to develop and maintain professional relationships in
the workplace, so long as these relationships do not interfere with the effective functioning of the
workplace and goals of the County. This policy does not prevent the development of friendships
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or even romantic relationships between coworkers, but it does establish boundaries as to how
relationships are conducted during working hours and within the working environment.

Before developing romantic relationships, consider the potential for:

Workplace gossip

Conlflicts of interest (including quid pro-quo)
Sexual harassment allegations

Favoritism

Repercussions of a break-up

Work distraction

O O O 0O O O

Employees who engage in consensual romantic relationships must conduct themselves in an
appropriate professional manner while on duty. They should not engage in any inappropriate
behaviors that may cause their coworkers to feel embarrassed, awkward or uncomfortable. This
includes, but is not limited to, intimate contact like:

Kissing

Prolonged hugging

Hand holding

Massaging

Personal texting, emails and calls

O O O O O

Romantic relationships between Supervisors and their employees are not permitted. This situation
is unhealthy for workplace morale and creates a conflict of interest, plus the chance for coercion
and/or preferential treatment. Any supervisor, manager or director within the company who
engages in a romantic relationship with a member of his or her team must report it to the Human
Resources Office immediately. Once reported, HR will consult with Department Head(s) to
determine a resolution in the best interest of the County. In the case where spouses and domestic
partners work in the same department where one is or becomes a supervisor, the Department
Head will work with HR to ensure protocols are in place to avoid the appearance of preferential
treatment.

Failure to comply with this policy may result in termination, departmental transfers or voluntary
resignation. Employees may report policy violations anonymously to the Human Resources
Office. Employees will not be penalized for reporting inappropriate behavior.

8.2.6 Retaliation

Retaliation is a form of harassment. Any employee who seeks to punish or treat another
employee negatively because of a complaint is participating in harassment through retaliation.
Under the law, employees may not be punished or penalized in any way for reporting,
complaining about, or filing a claim concerning unlawful harassment, or for cooperating with or
testifying in any proceeding brought by anyone else. Employees who believe they have been
retaliated against for opposing or reporting unlawful harassment should follow the same Internal
Complaint Procedure set forth in section 8.5.

For additional information see Article 9 Whistleblower Protection.
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8.3 APPLICATION
This policy applies to:
o Co-workers, Supervisors/Department Heads and Elected Officers
o Outside parties having dealings with the County (i.e. customers, vendors, contractors)
o Interactions between individuals of the same or opposite sex
o Interactions in the workplace during work hours as well as outside activities related to the

workplace, (i.e. parties, trips, conferences, meetings)

8.4 EMPLOYEE RESPONSIBILITY

Somerset County is committed to preventing harassment through education and accountability.
Employees will complete training to prevent incidents of harassment, discrimination, retaliation and
inappropriate behavior on an annual basis. Harassment may be reported by any employee, regardless of
whether that employee is the recipient of harassment, a witness, or otherwise becomes aware of
harassment prohibited by this policy.

All employees should:

o Communicate specific behaviors that are unwelcome once they feel that they are subject to
harassment.

o Report such activity to any Supervisor

o Speak up if they witness behavior that could be considered harassment

The intent of this policy is to prevent inappropriate conduct in the workplace. As part of their
responsibilities, Supervisors/Department Heads are required to:

Bring conversations to a stop when the interaction crosses the line of harassment

Take immediate action to stop inappropriate conduct as soon as they become aware of it.
Immediately report incidents to the Human Resources Office

Cooperate in HR led investigations

O O O O

Supervisors/Department Heads who fail to fulfill their obligations under this policy will be subject to
disciplinary action, up to and including discharge.

8.5 COMPLAINT PROCEDURE

Any employee may report activity or actions that they deem discriminatory, harassing or retaliatory to any
Supervisor/Department Head.

Any Supervisor/Department Head that receives a report, witnesses or hears about harassment is required
to inform the Human Resources Office. Keep in mind that employees may not necessarily use the terms
harassment or retaliation but may refer to interactions that make them feel uncomfortable, intimidated or
frightened.
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The Human Resources Office will investigate every instance reported to determine the validity and
severity of the incident. HR will document the complaint accordingly and consult with the Department
Head regarding the appropriate disciplinary or corrective action.

Any form of retaliatory action, threat or suggestions of retaliation by employees or supervisors against a
person filing a complaint or assisting in an investigation is a violation of this policy, and a violation of the
Maine Human Rights Act.

In addition to, or in conjunction with the County’s internal Complaint Procedure, employees have the
legal right to file a complaint of harassment with the Maine Human Rights Commission, and are protected
by law from retaliation for exercising this right:

A Maine Human Rights Commission claim can be started by calling 207 624-6290 or by filling out the
online form at https://www.maine.gov/mhrc/file

Claims with the Maine HRC must be filed within 300 days of the incident. For more information email
info@mhrc.maine.gov
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ARTICLE 9 - WHISTLEBLOWER PROTECTION POLICY

9.1 PURPOSE

In accordance with State Statute (Title 26 Chapter 7 Subchapter 5b), this policy allows all employees to
disclose any wrongdoing that may adversely impact on the County, its employees, or the public at large.
This policy sets forth definitions and procedures for reporting violations.

This policy addresses the commitment of the County to integrity and ethical behavior by helping to foster
and maintain an environment where employees can act appropriately, without fear of retaliation. It is
against the law for an employee to fire, threaten, retaliate or discriminate against an employee for:

. Reporting a law violation;
. Reporting a risk to health and safety;
. Refusing to do something that was life threatening, after asking the employer to correct
the problem;
. Being part of a government investigation; or
. Reporting a medical error if you are a healthcare worker.
9.2 DEFINITIONS

For purposes of this policy:

Good Faith: Good faith is evident when the report is made without malice or consideration of
personal benefit and the employee has a reasonable basis to believe that the report is true;
provided, however, a report does not have to be proven to be true to be made in good faith. Good
faith is lacking when the disclosure is known to be malicious or false.

Wrongdoing: Examples of wrongdoing include but are not limited to, fraud, financial fraud and
accounting fraud, violations of laws and regulations, violations of County policies, unethical
behavior or practices, endangerment to public health or safety and negligence of duty.

Adverse Employment Action: Examples of adverse employment action include but are not
limited to, demotion, suspension, termination, transfer to a lesser position, denial of promotions,
denial of benefits, threats, harassment or denial of compensation as a result of the employee’s
report of wrongdoing, or any manner of discrimination against an employee.

9.3 PROCEDURES

The law applies only if the employee tells the employer about the problem and allows time for it to be
fixed or if the employee has good reason to believe the employer will not correct the problem.

Any Employee has the right and duty to report unlawful activity within their department. If they feel they
have witnessed wrongdoing as defined above, they should report it to the direct Supervisor as soon as
possible. If they are for any reason unable to report it to their supervisor, they should report it directly to
the Human Resource Office.
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This policy presumes that employees will act in good faith and will not make false accusations when
reporting wrongdoing. An employee who knowingly or recklessly makes statements or disclosures that
are not in good faith may be subject to discipline, which may include termination. Employees who report
acts of wrongdoing pursuant to this policy can and will continue to be held to the County’s general job
performance standards and adherence to the County’s policy and procedures.

9.4 PROTECTION OF WHISTLEBLOWERS

The identity of any employee who makes reports pursuant to this policy shall not be revealed to people in
the employee’s department, division or work location. The County will make good faith efforts to protect
the confidentiality of employees making reports; provided, however, the County or its employees and
agents shall be permitted to reveal the reporting employee’s identity and confidential information to the
extent necessary to permit a thorough and effective investigation or required by law or court proceedings.
In addition, the County will not tolerate any effort made by any other person or group, to ascertain the
identity of any person who makes a good faith allegation anonymously.

9.5 MAKING COMPLAINTS

In addition to any other avenue to an employee, any employee may report to the County Administrator or
the Human Resources Office, confidentially or anonymously, any allegation. Employees who become
aware of any wrongdoing or suspected wrongdoing are encouraged to make a report as soon as possible
by contacting either party stated above. Acts of wrongdoing may be disclosed in writing, telephonically or
in person.

To report a violation, unsafe condition or practice or an illegal act in your workplace, contact:

Somerset County Human Resource Office
41 Court Street
Skowhegan, Maine 04976

Telephone (207) 858-1812 when reporting an alleged violation by telephone. It is not required to
leave your name.

9.6 CONFIDENTIALITY

Violations or suspected violations may be submitted on a confidential basis by the complainant or may be
submitted anonymously. Reports of violations or suspected violations will be kept confidential to the
extent possible, consistent with the need to conduct an adequate investigation.

It is the policy of Somerset County to handle all investigations in a timely manner and with utmost
professionalism. If you have reported a violation and it has not been addressed within a reasonable
amount of time; or have good reason to believe the County will not correct the problem, contact the
Maine Human Rights Commission at 51 State House Station Augusta, Maine 04333 or call 207-624-
6290.
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ARTICLE 10 - WORK RULES AND DISCIPLINE

10.1 PURPOSE

Somerset County reserves the right to adopt or amend reasonable work rules. Whenever possible, all
rules, or amendments thereto, shall be posted by the Department Heads for fourteen (14) calendar days
before becoming effective.

Employees are required to abide by the terms of these policies and to comply with such rules and
regulations as the County may adopt. Should there be any doubt as to the employees’ obligations, they
shall comply with the rules and then appeal (10.5) if they feel that they have been wronged. All
suspensions and discharges shall be for cause including, but not limited to, violations of the provisions of
these policies. All suspensions and discharges shall be stated, in writing, and will be forwarded to the
affected employees within four (4) working days of the date said actions were taken.

The reasons listed below are illustrative of behavior or conduct that may be grounds for dismissal,
suspension, with or without pay, demotion, or oral or written reprimand. The list is not intended to be
exhaustive:

a. Drinking or using illegal drugs on the job or arriving to work while under the influence of
intoxicating beverages or drugs.

b. Repeated tardiness.

c. Failing to perform the duties of the position.

d. Negligent or willful damage to County property.
e. Threats, including threats of violence.

f. Conviction of a felony.

Use of abusive language to the public.

h. Negligently, intentionally or recklessly endangering the safety of other employees or the
public.
1. Acceptance of money or a gift by any employee when given under circumstances

indicating the hope or expectation of receiving better treatment than that afforded by the
public in general.

J- Dishonesty, untruthfulness, falsifying records, stealing, etc.
10.2 RESPONSIBILITY FOR EMPLOYEE DISCIPLINE

The initiation of disciplinary action is the responsibility of the Department Head or their designee, the
Administrator and the Human Resources Office. Disciplinary action or measures may include the
following:
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Oral Reprimand: This is a stated warning that the employee’s behavior is not acceptable and
should include a reminder as to what is expected in this position. Even an oral or verbal
reprimand should be documented regarding time, date and a summary of the warning given.

Written Reprimand: This is a formal, written reprimand stating the specific disciplinary
violation and corrective action. This written reprimand is to be placed in the employee’s official
personnel file.

Demotion: Demote the employee in grade, step or position.
Suspension: Place the employee on temporary leave without pay.

Discharge: Dismiss the employee. his will require a consultation between the Department Head
and the County Administrator. Per Title 30A §501 all recommended terminations of non-
probationary employees must be authorized by the County Commissioners.

These measures need not be applied in sequence, depending on the seriousness of the infraction. All final
disciplinary action decisions will be signed by the Department Head and the employee and will become
part of the employee’s personnel file.

10.3 DOCUMENTATION

In all instances, disciplinary action and/or dismissal of the employee will be documented in writing
specifically stating the circumstances warranting the disciplinary action, with a copy provided to the
employee and a copy sent to HR and the Administrator’s office. In all disciplinary procedures, the
employee must be advised in writing by the Department Head of their right to appeal. Copies of all
disciplinary proceedings will be included in the employee’s personnel file. Final decisions are subject to
public access.

10.4 APPROVAL OF ACTION

Only the Department Head or designee will administer any disciplinary action resulting in loss of time
and/or money. Only the Department Head or designee may issue any written reprimand that is to become
part of the permanent service record of the employee.

Department Heads must notify the County Administrator of disciplinary action of an employee in writing
within five (5) working days.

In the case of a decision to terminate, the Department Head must allow the employee due process and the
opportunity to have their case heard by the County Commissioners. A recommendation for termination
shall be brought to the County Administrator who will schedule an executive session for an upcoming
Commissioners’ meeting. Employees will receive written notice of this executive session including an
invitation to attend and present their side.

10.5 DISPUTE AND APPEAL PROCEDURES

Any non-probationary County employee has the right to appeal disciplinary actions involving suspension,
demotion, or termination, pursuant to established dispute and appeal procedures. Probationary employees
do not have the right to appeal. The employee must first discuss the dispute with their supervisor and, if
not resolved, the employee may appeal to the Department Head.
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10.5.1 Dispute Procedure — Disciplinary

The Employee will be given ten (10) calendar days to start an appeal process once the
disciplinary action has been discussed with them. Within that period, the employee must present
a written statement to their Department Head stating the reasons for the appeal.

The Department Head will have ten (10) calendar days to respond in writing to the employee. In
cases of discipline when a suspension or dismissal is possible, the employee shall be given an
opportunity to be heard by the County Administrator and to present their own evidence prior to
any final discipline being imposed.

If the matter cannot be resolved at this level, the employee may request a hearing before the
County Commissioners. This request must be in writing and presented within ten (10) calendar
days of receiving a response from the Department Head.

The findings of the Commissioners will be considered final.
10.5.2 Legal Rights

An employee subject to disciplinary action involving suspension, demotion, or termination, shall
have the right to be accompanied by legal counsel, or other representative, at the hearing. Any
employee so charged shall have the right to confer with counsel or other representative at any
time during the hearing and shall have the right to have counsel speak on their behalf.

10.5.3 Investigation

The County Administrator/Human Resources Office may invoke a Board of Inquiry at any time
for any disciplinary purpose. The Board will serve to review facts or information to resolve an
allegation of misconduct.

If there is an investigation of any employee suspected of violation of departmental rules and
regulations or other internal misconduct, it shall be conducted without unreasonable delay and
with maximum confidentiality. The investigator shall inform the employee that an official
investigation is being conducted and indicate the nature of the allegation that is the cause of the
investigation.

The Complainant may be identified if anonymity is not required by circumstances. If the person
being interviewed is a witness only, that fact shall be stated to them. Interviews of any employee
suspected of violation of rules or of misconduct shall be limited to questions directly related to
the allegation. An employee under arrest or the subject of a criminal investigation shall be given
all rights granted under such circumstances to any other person. Within twenty (20) working
days of the completion of the investigation, the employee shall be notified of the outcome of the
investigation in writing.

10.6 UPON TERMINATION OF EMPLOYMENT

Upon termination of employment by the employer, the employee shall immediately turn in all keys,
equipment and technology identification. The Employee will be given a reasonable time to remove
belongings under the supervision and direction of their supervisor. The employee may be escorted from
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the building if the Supervisor deems it necessary. The employee is not to return to their job site without
being escorted by a Supervisory employee.

Upon termination all accrued benefits and wages will be paid to the former employee (when/if applicable)
on the following scheduled payday after the Friday of the week in which employment ceased. The last
paycheck will be released to the terminated employee subject to the return of County-owned property.

10.7 PERSONNEL RECORDS

Custody and maintenance of personnel files shall be the sole responsibility of the County Administrator
or HR Manager. As permitted by law, all personnel records shall be confidential and shall not be released
to any person without prior authorization of the County Administrator or HR Manager, except upon a
legally authorized subpoena or written consent of the employee, in accordance with the Maine Freedom
of Information Act, Title 1 §401, et seq.

10.7.1 Inspection of Records

Upon written request, an employee or a former employee shall have the right to inspect, or have
their authorized representative inspect their official personnel record. Inspection shall be during
regular business hours and shall be conducted under the supervision of the County Administrator
or Deputy County Administrator/HR. An employee shall have the right to make duplicate copies
for their own use. An employee shall have the right to place in their personnel file a written
refutation of any material that they consider detrimental.

10.7.2 Written Reprimand

No written reprimand, which has not previously been the subject of a meeting between the
employee and the Department Head, shall be placed in an employee’s personnel file unless the
employee is first given the opportunity to see a copy of the reprimand. Within (5) days thereafter,
the employee may file a written reply. If the Department Head thereafter places the written
reprimand in the employee’s personnel file, they shall also include the reply.

10.7.3 Removal of Certain Records

At the employee’s request, disciplinary infractions placed in an employee’s personnel file which
are received for an infraction which is less than a suspendable offense, may be removed from the
file and destroyed if there is no disciplinary offense within the subsequent twenty-four (24)
months. All serious offenses (suspension but less than dismissal) shall be removed from the file if
no recurrence of disciplinary action is received by an employee within a forty-eight (48) month
period. The employee must submit a request, in writing, to the Human Resources Manager
requesting that such records be removed.
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ARTICLE 11 SAFETY POLICIES (EMERGENCY ACTION PLAN)

11.1 PURPOSE

It is the policy of Somerset County to provide employees with a safe and healthy workplace. Under no
circumstances will an employee be required or assigned to engage in any activity which is, as their job
classification determines, unsafe. Any employee who is aware of such, is to report the unsafe condition
and/or activity directly to his/her supervisor.

The County will ensure that necessary measures are taken to meet safety and security standards as
determined by each department’s Standard Operating Procedure and State Standards. Each building shall
have procedures to follow in case of emergency. This handbook contains the Emergency Action Plan for
the Somerset Courthouse building. Employees whose primary workspace is the Somerset Sheriff’s
Office, the Somerset County Jail, Reginal Communication Center (RCC), or Emergency Operations
Center (EOC) should refer to emergency protocol specific to those facilities.

Somerset County has a Safety Committee that meets regularly to review policy and incident reports and
ensure proper training is made available to all employees.

11.2 EMERGENCY ACTION PLAN (Somerset Courthouse)
11.2.1 Reporting Emergencies

In most cases, an employee should immediately call 911 upon discovering an emergency. An
emergency can include danger to a person’s life or safety, a fire in the building, damage from a
storm or natural disaster, a medical emergency or any other perceived threat. When deciding to
call 911 use your best judgment but err on the side of your safety and the safety of your co-
workers. In the case of a fire that cannot be easily contained by using a fire extinguisher, pull the
nearest fire alarm and evacuate the building. Once safe, then call 911.

Many of the desks in the Courthouse have panic buttons that can be activated to send a silent
alarm to Minuteman Security and to 911. Take the time to locate the panic button in your
workspace. If you accidentally activate a panic button, please contact the County Administrator
or Human Resources so they can alert Minuteman of a false alarm.

11.2.2 Evacuating the Somerset Courthouse

In the case of an evacuation everyone in the building should proceed to the nearest exit.
Courthouse exits on each floor are marked with EXIT signs in red letters. Framed maps are in
various areas to help identify the nearest exit. Please make sure to familiarize yourself with these
exit plans.

THE ELAVATOR SHALL NOT BE USED FOR EVACUATION PURPOSES.

Department Heads, State and County employees should assist other employees, disabled
individuals and the public to walk to the nearest exit. If Superior Court is in session, it shall be
the responsibility of the Court Security Officers to assist the Judge, jury members and members
of the public to exit the building.
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Employees may be permitted, if time and safety allow, to take outside apparel with them as they
exit the building for evacuation purposes. Employees may not re-enter the building after
evacuation for the purposes of retrieving any items until the all-clear is given by the on-scene
incident commander.

11.2.3. Accounting for Employees

Once outside the building, employees should make their way to the Municipal Parking Lot beside
the Maine Grains/Miller’s Table Building for accountability purposes. This location is preferred
to keep employees safe from a threat that may remain in the building (bomb/active shooter) and
keep employees out of the way of any first responders on the scene.

Employees should gather by department to allow each Department Head to be able to properly
account for each person. In cases where court is in session, the sign-in sheet from the front lobby
should be retrieved during the evacuation to help account for members of the public.

11.2.4 Emergency Response Coordinator

The Human Resources Officer is the designated Emergency Response Coordinator. The H/R
Office should be contacted in the case of all emergencies, accidents and incidents. The H/R
Office is responsible for updating the Emergency Action Plan and coordinating the annual
training for emergency communication, and fire response.

11.2.5 Description of Alarm System

When the Somerset Courthouse alarm system is activated, employees will hear a very loud,
blaring buzz that repeats in short bursts accompanied by flashing emergency lights to indicate that
an evacuation must take place. When the alarm is set off, messages immediately go to 911 to
dispatch the fire department. Once the incident commander from the Fire Department is on site,
they will shut off the alarm. Even if the alarm is triggered unintentionally or due to a system
malfunction, employees should wait until the Fire Department arrives to shut off the alarm.

11.3 THREATS TO SAFETY
11.3.1 Fire

Upon discovery of a fire or smoke problem within the County Courthouse building, the
discovering employee shall activate the building’s fire alarm system by pulling the nearest fire
alarm pull station.

Only property trained employees should use a fire extinguisher for small fires. If at any time the
employee has doubts about being able to control a fire, they should evacuate the building and call
for help. Online Fire Response Training provided by the County includes instruction on proper
use of fire extinguishers.

Upon hearing the fire alarm, all employees shall immediately evacuate by following the routes
posted in each office. See 11.2.2

The last person to leave a room, to slow the spread of fire or smoke, should close but not lock the
door behind them.
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Once outside, the employee discovering the fire or smoke problem shall inform the Emergency
Response Coordinator or the County Administrator of the location of the fire for the purpose of
directing arriving members of the Fire Department.

11.3.2 Bomb

Any employee receiving a bomb threat must immediately notify their supervisor who will notify
the Communications Center and the Sheriff’s Department. This applies to written threats and/or
threats that are called in over the phone or to an employee’s cell phone.

Upon discovery of any unusual device, package or parcel in a room or area, the following action
should be taken, employees should immediately notify their supervisor.

In the case of a valid threat the Supervisor will call 911. If the authorities feel an evacuation is
warranted, Courthouse evacuations will follow the same process as outlined above in Section
11.2.2

11.3.3 Hostile or Threatening Individuals

Somerset County expects that employees will execute reasonable judgment in identifying
potentially dangerous situations. The County does not expect each employee to become an expert
in psychology or to physically subdue a threatening or violent individual. The County discourages
employees from engaging in a physical confrontation with a potentially violent individual.

Threats, threatening language, or any other acts of aggression or violence made toward or by any
employees shall not be tolerated. For purposes of this policy, threat includes any verbal or
physical harassment, attempts to intimidate or instill fear in others, menacing, and gestures,
flashing of concealed weapons, stalking or other hostile or destructive behaviors. Any employee
determined to have committed such acts shall be subject to disciplinary action, up to and
including termination. Non-employees engaged in violent acts on the employer’s premises shall
be reported to the proper authorities and fully prosecuted.

All potentially dangerous situations, including threats, shall be reported to the Supervisor and
Human Resources. Reports of threats may be made anonymously, and all incidents shall be
investigated, and appropriate action shall be taken. Reports or incidents warranting confidentiality
shall be handled appropriately and information shall be disclosed to others only on a need-to-
know basis. Written reports of investigation shall be made and retained by the Department Head
and shall be provided to Human Resources.

In the absence of Court Security, employees should not interact with an individual who appears to
pose a physical threat. The Courthouse lobby is a secure area with limited access. If a threat is
identified in the lobby, do not allow access via the secure doors, call 911 and wait for the proper
authority to arrive.

In the case that an individual poses a threat once beyond the secure doors, remain calm and alert
others to use the silent alarm button, call 911 or both.

11.4 ACCIDENT REPORTING
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In the event of an accident involving County personnel and/or County vehicles, including any reports of
property and/or damage to County-owned property and/or vehicles, employees shall notify their
supervisor immediately.

The supervisor and/or Department Head will contact the Human Resource Officer who will ensure all
information is compiled in a timely manner and that all necessary forms have been completed, including
First Reports of Injury (Employee and Supervisor’s forms) as may be required.

Department Heads are responsible for completing and submitting Accident and/or Property Report(s) to
the Human Resource Director within 48 hours of an accident or incident, after having first notified the
Human Resource Director within 24 hours of the incident either via telephone or e-mail.

The Human Resource Officer shall be responsible for forwarding all appropriate paperwork to the MCCA
Risk Management Pool and other applicable agencies as required.

Accident reports are reviewed at quarterly department head meetings to determine best practices to
mitigate future mishaps to the greatest degree possible.

11.5 BLOOD BORNE PATHOGEN CONTROL PLAN

The County will provide the mandatory training required under this plan as it pertains to the specific
position of employees.

11.6 HAZARD COMMUNICATIONS

Somerset County has an established Hazard Communication Policy to comply with 29 CFR 1910.1200,
OSHA'’S Hazard Communication Standard, and to provide a safe and healthy workplace. All work units
are included under this policy, which is updated and maintained by County Emergency Management.

The Emergency Response Coordinator is responsible for employee information and training pertaining to
Hazard Communications. The Maintenance Director is responsible for upkeep of the Material Safety
Data Sheets (MSDS) in the Somerset Courthouse.
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PROCUREMENT/PURCHASING
POLICY

(Adopted October 2023)

I. PURPOSE

The County of Somerset has adopted this Procurement Policy to ensure that goods and services
purchased by the County are obtained in a cost-effective manner and in compliance with
applicable federal and state laws.

II. POLICY

It is the policy of Somerset County to implement cost controls and purchasing processes to
ensure responsible and transparent use of taxpayer funds.

I1I. APPLICATION

The Purchasing Agent; powers and duties.

As per Title 30-A Section 82; the County Administrator shall act as the Purchasing Agent for all
departments and offices of the County. The Administrator, or their designee, shall draft and/or review
all procurement documents prior to publishing. Once opened by the Commissioners, the Purchasing
Agent shall review all bids received by Somerset County. The Finance Manager shall manage and
monitor federal grant award accounts on Somerset County’s financial system.

Conflicts of Interest

Somerset County employees and Commissioners shall not solicit a gift or accept a significant gift from
any vendor/contractor or prospective vendor/contractor. A significant gift is defined as any item, service,
favor, monies, credits, or discounts not available to others which could influence purchasing and sale
decisions. Acceptance of social invitations to occasional business meals, entertainment, and hospitality
will be subject to prudent judgement as to whether the invitation places or appears to place the Somerset
County employees or Commissioners under any obligations. Questions about the value of a gift or the
appropriateness of an invitation should be referred to the Somerset County Administrator. Somerset
County employees and Commissioners are obligated to disclose any potential conflicts of interest and
must recuse themselves from participating in deciding for the County.

Definitions

Bid Most Advantageous to the County: Not necessarily the low bid; in addition to
price, the quality of the commodity, the bid meeting County specifications, the
commodity’s warranty, speed of delivery, and the demonstrated service record of the
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vendor must be considered in determining the ‘bid most advantageous to the County’.

Competitive Bidding: A documented process of achieving the lowest bid or the most
advantageous bid to the County for services, supplies, materials and equipment.

Formal Bid: A written quotation received in a sealed envelope from a vendor through
advertisement and opened on a specific day, place and time. Also known as Request for
Proposal (RFP) or Request for Quotation (RFQ)

Informal Bid: Written or verbal quotes received from a vendor by means other than a
formal bid.

Item: An item is defined as a single product or good being purchased. If a purchase
consists of multiple quantities of the same item, the competitive bid process should apply
to the cost of the single item.

Sole Source: An item that can only be purchased from one specific vendor is ‘sole
source’.

Adherence to Budget

The County budget is prepared on a modified line basis. Expenditures during the year should
follow as closely as possible the items identified in the budget document. The Commissioners
recognize that unforeseen expenditures develop which result in the need to purchase additional
items not identified in the budget. The Department Head shall confer with the County
Administrator and the Finance Director to ensure funds are available to cover the cost of the
unforeseen expenditures.

If the County Administrator and/or the Finance Director conclude that funds are not immediately
available, the matter will be put on the next agenda for the County Commissioners. (See
Somerset County Charter Section 5-1; Section 6)

IV. PURCHASES
A. Purchases of Goods and Services; under $2,500.00

Purchases for goods and services of less than Two Thousand Five Hundred Dollars ($2,500.00) may
be made in the open market by the Department Head without competitive bids. (See M.R.S. Title 30-
A Section 124)

B. Purchases of Goods and Services; $2,501.00 - $10,000.00

Purchases of goods and services involving an expenditure of Two Thousand Five Hundred and One
Dollars ($2,501.00) to Ten Thousand Dollars ($10,000.00) shall follow an informal bid process by
the Department Head. Documentation of quotes from vendors that show due diligence should be
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attached to the invoices submitted to the Accounts Payable Warrant. Documentation of quotes will
be retained in the same manner as other warrant documentation. If the purchase is uniquely
complicated as determined by the Purchasing Agent, a formal RFP may be issued. (See M.R.S. Title
30-A Section 124)

The Purchasing Agent reserves the right to informally audit a department of the County to ensure
proper documentation of the informal bid process.

C. Purchases of Goods and Services more than $10,000.00

Purchases of a good or service over Ten Thousand Dollars (10,000.00) shall follow a formal bid process
by publishing a notice describing the supplies, materials, equipment, or services desired to be purchased
and affixing a date and time limit for the reception of bids, said publication to be at least one (1) time on
the County website, said time at least five (5) days prior to the date of closing of bids.

No board member or employee of Somerset County shall open such a bid until the appointed time. At the
time and place stated in the notice, all bids shall be opened and publicly read by the Chair of Somerset
County’s Board of Commissioners or by someone designated by them for that purpose. All such bids may
be inspected by those present.

Note: Federally Funded construction contracts shall follow the Formal Bid process regardless of contract
price.

D. Purchases; Routine

Some routine purchases may render the competitive bidding process ineffective due to their nature
(maintenance, utilities, legal fees, insurance, etc.). The Purchasing Agent reserves the right to
occasionally audit these routine purchases to ensure a competitive price for service.

E. Purchases, Unusual

When the nature of a purchase renders the competitive bidding process ineffective by virtue of a sole
source or other complication, the Purchasing Agent shall work with the Department Head to ensure proper
documentation regarding the nature of the purchase and bring a recommendation to the Commissioners.

F. Purchases; Emergency

In the case of any emergency or unusual circumstances, an employee may require the immediate purchase
of materials, supplies, apparatus, or property in the open market at the lowest price obtainable. The
Department Head shall notify the County Administrator as soon as possible after the emergency has
subsided, as to the steps taken to affect the purchase, the emergency that existed, and the methodology
utilized to assure the best possible price given the attendant circumstances. Emergency circumstances
may include but not be limited to threats to public health, safety and/or property.

G. Awards
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The County Commissioners shall make awards following the Formal Bid process based on the bid most
advantageous to the County. The County shall keep a record of all submitted bids, awards and purchases
made, and such records shall be open for inspection by any interested person. All records pertinent to a
federal award must be retained for a period of three (3) years from the date of submission.

H. Rebidding

The Purchasing Agent, when authorized by the Commissioners, may solicit the rebid for any or all items
that have been noticed for bidding where no bid most advantageous to the County has been received.

I.  Federal Procurement, Award, and Contracting Requirements

Additional steps must be included in bid proposals and contracts for federally funded purchases:

1.

Bid notices and proposal must state the type of federal funding included in the project; Bids
for construction contracts in excess of Two Thousand Dollars ($2,000) must state that Davis
Bacon Labor Standards apply and the bid must contain the labor wage rates applicable to the
type of work being solicited; Note: ARPA funds are exempt from this requirement;

Bids for an award exceeding One Hundred Thousand Dollars ($100,000) shall file the required
certification under the Byrd Anti-Lobbying Amendment;

Contracts shall not be awarded to parties that are listed for exclusion on the System for Award
Management;

Awards following competitive proposals or competitive sealed bids which contain federal
funding must give preference to qualified minority owned or woman owned business
enterprises so long as the bidder can adequately fulfill the contract for the price identified in
the bid; and

All contracts shall include the following:

a. Equal Employment Opportunity clause;

b. Somerset County’s rights to inventions made under a contract or agreement;

c. Administrative, contractual, or legal remedies in instances where contractors violate
or breach contract terms and provide such sanctions and penalties as deemed
appropriate; and

d. Address termination for cause and for convenience by Somerset County, including the
way such termination will be affected and the basis for settlement.
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FREQUENTLY ASKED QUESTIONS

Q: You’re buying a desk that part a of the desk costs $500, part b $1,000, part ¢ is $1,500. Each part,
which will be listed on the invoice separately, is under $2,500; but in total is over.

A: If it’s all on the same invoice, it is considered one item not three and should include some
documentation about shopping for best price

Q: Your buying 5 items at the same time. Each item is $2,500; but totals $12,500. Do we follow the
formal bidding process?

A: Competitive bidding applies to the cost of the single item

Q: Say we are buying a piece of equipment that costs $8,000. With installation cost, it totals $11,000.
However, we didn’t know it was going to be over $10k to until we contacted a vendor. Do we follow
the formal bidding process?

A: If installation is included with the equipment, then it’s all one purchase. If the vendor only supplies
the equipment and we must coordinate installation from another vendor then that is two separate

purchases.

Q: Say we are buying a piece of equipment that costs $8,000. With the cost of a warranty, it totals $10,500.
Do we follow the formal bidding process?

A: Warranty should be considered during the research as part of the cost of the item.
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SURPLUS PROPERTY DISPOSAL
POLICY

(Amended June 2024)
I. PURPOSE

It is Somerset County’s intent to be proactive in the disposal of its surplus property for all
departments. The purpose of the policy is to provide a procedure for the disposal of said
unused or surplus property.

II. POLICY

Somerset County may acquire property through various sources, i.e., grants, State/Federal
Surplus, or other viable sources. The Somerset County Sheriff’s Office may acquire personal
property from various sources including but not limited to grants, state and federal surplus,
gifts, and criminal forfeitures. The Sheriff, acting within his broad discretion, shall adopt
policies and procedures regarding the sale, disposal, retention or destruction of such property,
consistent with state and federal statutes, He shall keep records of such dispositions and
report annually to the county commissioners regarding same. In the exercise of his discretion
the Sheriff shall consider the value of any such property and whether any substantial net
benefit to the county can be realized from sale.

ITII. APPLICATION

All equipment/property that is inventoried for use by the County will be disposed of in the
following manner:

a. All equipment/property that will be replaced or disposed of, that is in good working
condition will be offered first, to the departments within Somerset County
Government.

b. Ifthere is no use for such equipment/property by the County departments, it will be
offered to the Towns within Somerset County.

c. All equipment/property that is of value and is not utilized by the County Departments
or by the Towns within Somerset County will then be offered to Somerset County
employees.

d. All broken and non-functional surplus/property with no value will be disposed of. All
other unwanted property shall be disposed of at the County Administrator’s
discretion.

e. All equipment/property that is disposed of will be documented on a Surplus/Property
Disposal Form
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SOMERSET COUNTY EQUIPMENT/PROPERTY DISPOSAL FORM
|

DEPARTMENT: DATE:

EQUIPMENT/PROPERTY ITEMS FOE DISPOSAL: ESTIMATED AGE AND
VALUE:

AGE: VALUE:

EQUIPMENT CONDITION/LOCATION: DISPOSAL PLAN:

|:| TOWN:

[ | WEBSITE ITEM
[ ] LANDFILL

PERSON RESPONSIELE FOE DISPOSAL:

DISPOSAL AUTHORIZED BY:

DATE OF DISPOSAL: WHEEREE AND TO WHOM IS THE
EQUIPMENT/PROPERTY BEING DISPOSED OF:

NAME:

LOCATION:
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PERFORMANCE REVIEW POLICY

(Revised January 2025)

I. PURPOSE

The primary purpose of the performance review is to encourage constructive communication
between employees and supervisors so that both may be able to accomplish their duties in a
productive and satisfying manner. An effective evaluation should enhance performance
through positive reinforcement of work well done, and call attention to any areas needing
additional training, education or special assistance. The performance review is also an
opportunity for supervisors to listen to employee recommendations regarding methods to
improve efficiency and productivity of the assigned duties.

II. POLICY

Within the first six (6) months of employment with the County and at least bi-annually
thereafter on the employee’s anniversary date, the employee’s job performance shall be
evaluated in writing by the immediate Supervisor. Evaluations at non-scheduled intervals may
occur as needed at the Supervisor’s and/or Department Head’s discretion. These evaluations
must be reviewed by the Department Head. Evaluation forms must be approved or provided
by the Human Resource Officer. Performance reviews are not necessarily tied to
compensation.

ITII. APPLICATION

Performance reviews are to be done in person using the standard evaluation forms provided.
Supervisors should use the written job description provided for the employee’s position as a
guide. Edits and updates to job descriptions should be taken into consideration. Employees
have the right to review, question and offer further details regarding their review. Upon
successful completion, signed copies of the review become part of the employee’s confidential
file.

On occasion, an employee may not meet the standards established for the job, and corrective
action may be necessary. That employee may be placed on probation for a period of 90 days
and be re-evaluated at the end of that period. Employees who consistently fail to meet
expected standards may be dismissed for cause. (See Employee Handbook Article 10)

Should the employee dispute part or all their evaluation, they may follow the appeal process

outlined in the Employee Handbook Article 10.5. Employees represented by a union shall
refer to the grievance process in their collective bargaining agreement (CBA).

63



SOMERSET COUNTY ADMINISTRATIVE CODE

INTERNET, EMAIL & COMPUTER
USE POLICY

(Revised June 2025)

I. PURPOSE

To provide guidance on appropriate use of the Internet, Electronic Mail and Computing Systems
and peripherals made available to Somerset County employees to communicate with each other,
other governmental entities, companies and individuals for the benefit of Somerset County.

II. POLICY

The use of Somerset County electronic systems, including computers, fax machines, and all
forms of Internet/intranet access, is for Somerset County business and for authorized purposes
only.

Electronic communication should not be used to solicit or sell products or services that are
unrelated to the Somerset County's business; distract, intimidate, or harass coworkers or third
parties; or disrupt the workplace.

Use of Somerset County computers, networks, and Internet access is a privilege granted by
management and may be revoked at any time for inappropriate conduct carried out on such
systems, including, but not limited to:

o Sending chain letters or participating in any way in the creation or transmission of
unsolicited commercial e-mail ("spam") that is unrelated to legitimate Somerset County
purposes;

» Engaging in private or personal business activities, including excessive use of instant
messaging and chat rooms (see below);

e Accessing networks, servers, drives, folders, or files to which the employee has not been
granted access or authorization from someone with the right to make such a grant;

e Making unauthorized copies of Somerset County files or other Somerset County data;

o Destroying, deleting, erasing, or concealing Somerset County files or other Somerset
County data, or otherwise making such files or data unavailable or inaccessible to the
Somerset County or to other authorized users of Somerset County systems;

e Misrepresenting oneself or Somerset County;

e Violating the laws and regulations of the United States or any other nation or any state,
city, province, or other local jurisdiction in any way;

o Engaging in unlawful or malicious activities;

e Deliberately propagating any virus, worm, Trojan horse, trap-door program code, or other
code or file designed to disrupt, disable, impair, or otherwise harm either Somerset
County's networks or systems or those of any other individual or entity;
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o Using abusive, profane, threatening, racist, sexist, or otherwise objectionable language in
either public or private messages;

e Sending, receiving, or accessing pornographic materials;

e Becoming involved in partisan politics;

o Causing congestion, disruption, disablement, alteration, or impairment of Somerset
County networks or systems;

e Maintaining, organizing, or participating in non-work-related Web logs ("blogs"), Web
journals, "chat rooms", or private/personal/instant messaging;

o Failing to log off any secure, controlled-access computer or other form of electronic data
system to which you are assigned, if you leave such computer or system unattended,

o Using recreational games;

o Defeating or attempting to defeat security restrictions on Somerset County systems and
applications.

Exception: Consistent with federal law, you may use Somerset County's electronic systems in
order to discuss with other employees the terms and conditions of your and your coworkers'
employment. However, any such discussions should take place during non-duty times and should
not interfere with your or your coworkers' assigned duties. You must comply with a coworker's
stated request to be left out of such discussions.

Exception: The Detectives Division of the Somerset County Sherriff’s Office by nature of their
work will need access to social media sites as well as sites normally blocked by Somerset
County. These requests for access must be made to Information Technology by the Detectives
and signed off by the Department Head.

Using Somerset County electronic systems to access, create, view, transmit, or receive racist,
sexist, threatening, or otherwise objectionable or illegal material, defined as any visual, textual,
or auditory entity, file, or data is strictly prohibited. Such material violates Somerset County anti-
harassment policies and subjects the responsible employee to disciplinary action. The Somerset
County's electronic mail system, Internet access, and computer systems must not be used to harm
others or to violate the laws and regulations of the United States or any other nation or any state,
city, province, or other local jurisdiction in any way. Use of Somerset County resources for
illegal activity can lead to disciplinary action, up to and including dismissal and criminal
prosecution. Somerset County will comply with reasonable requests from law enforcement and
regulatory agencies for logs, diaries, archives, or files on individual Internet activities, e-mail
use, and/or computer use.

Unless specifically granted in this policy, any non-business use of Somerset County's electronic
systems is expressly forbidden.

If you violate these policies, you could be subject to disciplinary action, up to and including
dismissal.
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Ownership and Access of the Internet, Electronic Mail and
Computer Files

NO EXPECTATION OF PRIVACY

Somerset County owns the rights to all data and files in any computer, network, or other
information system used in Somerset County and to all data and files sent or received using any
Somerset County system or using Somerset County's access to any computer network, to the
extent that such rights are not superseded by applicable laws relating to intellectual property.
Somerset County also reserves the right to monitor electronic mail messages (including
personal/private/instant messaging systems) and their content, as well as any and all use by
employees of the Internet and of computer equipment used to create, view, or access e-mail and
Internet content. Employees must be aware that the electronic mail messages sent and received
using Somerset County equipment or Somerset County-provided Internet access, including web-
based messaging systems used with such systems or access, are not private and are subject to
viewing, downloading, inspection, release, and archiving by Somerset County officials at all
times. Somerset County has the right to inspect any and all files stored in private areas of the
network or on individual computers or storage media in order to assure compliance with
Somerset County policies and state and federal laws. No employee may access another
employee's computer, computer files, or electronic mail messages without prior authorization
from either the employee or an appropriate Somerset County official.

Somerset County uses software in its electronic information systems that allows monitoring by
authorized personnel and that creates and stores copies of any messages, files, or other
information that is entered into, received by, sent, or viewed on such systems. There is no
expectation of privacy in any information or activity conducted, sent, performed, or viewed on or
with Somerset County equipment or Internet access. Accordingly, employees should assume that
whatever they do, type, enter, send, receive, and view on Somerset County electronic
information systems is electronically stored and subject to inspection, monitoring, evaluation,
and Somerset County use at any time. Further, employees who use Somerset County systems and
Internet access to send or receive files or other data that would otherwise be subject to any kind
of confidentiality or disclosure privilege thereby waive whatever right they may have to assert
such confidentiality or privilege from disclosure. Employees who wish to maintain their right to
confidentiality or a disclosure privilege must send or receive such information using some means
other than Somerset County systems or the Somerset County-provided Internet access.

Somerset County has licensed the use of certain commercial software application programs for
business purposes. Third parties retain the ownership and distribution rights to such software. No
employee may create, use, or distribute copies of such software that are not in compliance with
the license agreements for the software. Violation of this policy can lead to disciplinary action,
up to and including dismissal.
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Access Control and Role-Based Access

Somerset County uses Role-Based Access Control (RBAC) to ensure users are granted access
only to the systems, applications, and data necessary for their job duties. Access to Criminal
Justice Information (CJI) and other sensitive systems is limited to authorized personnel based on
assigned roles.

The Information Technology Department, in coordination with department leadership, is
responsible for provisioning and managing user accounts. Department Heads must promptly
notify the Information Technology Department of any employee terminations, transfers, or role
changes to ensure timely modification or revocation of access.

User access rights must be reviewed annually by the Information Technology Department to
confirm that assigned privileges align with current job responsibilities.

Confidentiality of Electronic Mail

As noted above, electronic mail is subject at all times to monitoring, and the release of specific
information is subject to applicable state and federal laws and Somerset County rules, policies,
and procedures on confidentiality. Existing rules, policies, and procedures governing the sharing
of confidential information also apply to the sharing of information via commercial software.
Since there is the possibility that any message could be shared with or without your permission
or knowledge, the best rule to follow in the use of electronic mail for non-work-related
information is “to decide if you would post the information on the office bulletin board with your
signature.”

It is a violation of Somerset County policy for any employee, including system administrators
and supervisors, to access electronic mail and computer systems files to satisfy curiosity about
the affairs of others, unless such access is directly related to that employee's job duties.
Employees found to have engaged in such activities will be subject to disciplinary action.

Electronic Mail Tampering

Electronic mail messages received should not be altered without the sender's permission; nor
should electronic mail be altered and forwarded to another user and/or unauthorized attachments
be placed on another's electronic mail message.

Policy Statement for Internet/Intranet Browser(s)

The Internet is to be used to further Somerset County's mission, to provide effective service of
the highest quality to Somerset County's customers and staff, and to support other direct job-
related purposes. Supervisors should work with employees to determine the appropriateness of
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using the Internet for professional activities and career development. The various modes of
Internet/Intranet access are Somerset County resources and are provided as business tools to
employees who may use them for research, professional development, and work-related
communications. Limited personal use of Internet resources is a special exception to the general
prohibition against the personal use of computer equipment and software.

Employees are individually liable for all damages incurred because of violating Somerset County
security policy, copyright, and licensing agreements.

All Somerset County policies and procedures apply to employees' conduct on the Internet,
especially, but not exclusively, relating to: intellectual property, confidentiality, Somerset
County information dissemination, standards of conduct, misuse of Somerset County resources,
anti-harassment, information and data security.

Personal Electronic Equipment

Somerset County prohibits the use in the workplace of any type of camera phone, cell phone
camera, digital camera, video camera, or other form of recording device to record the image or
other personal information of another person, if such use would constitute a violation of a civil or
criminal statute that protects the person's right to be free from harassment or from invasion of the
person's right to privacy. Employees may take pictures and make recordings during non-working
time in a way that does not violate such civil or criminal statutes. Somerset County reserves the
right to report any illegal use of such devices to appropriate law enforcement authorities.

Due to the significant risk of harm to Somerset County's electronic resources, or loss of data,
from any unauthorized access that causes data loss or disruption, employees should not bring
personal computers or data storage devices (CDs/DVDs, external hard drives, USB / flash drives,
"smart" phones, iPods/iPads/iTouch or similar devices, laptops or other mobile computing
devices, or other data storage media) to the workplace and connect them to Somerset County
electronic systems unless expressly permitted to do so by Somerset County IT Department. To
minimize the risk of unauthorized copying of confidential Somerset County business records and
proprietary information that is not available to the general public, any employee connecting a
personal computing device, data storage device, or image-recording device to Somerset County
networks or information systems thereby gives permission to Somerset County to inspect the
personal computer, data storage device, or image-recording device at any time with personnel
and/or electronic resources of Somerset County's choosing and to analyze any files, other data, or
data storage devices or media that may be within or connectable to the data-storage device in
question in order to ensure that confidential Somerset County business records and proprietary
information have not been taken without authorization. Employees who do not wish such
inspections to be done on their personal computers, data storage devices, or imaging devices
should not connect them to Somerset County computers or networks.

Violation of this policy, or failure to permit an inspection of any device under the circumstances
covered by this policy, shall result in disciplinary action, up to and possibly including immediate
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termination of employment, depending upon the severity and repeat nature of the offense. In
addition, the employee may face both civil and criminal liability from Somerset County, from
law enforcement officials, or from individuals whose rights are harmed by the violation.

Passwords

Passwords should be periodically changed to ensure security of the system as outlined in the
“Somerset County Information Technology Password Policy” (Appendix A). Users should
not share their passwords with anyone. While you may have a confidential password, users
should be aware that this does not mean that the system is for personal confidential
communication, nor does it suggest that programs, folders, files or e-mail are the property rights
of the employee.

Multi-Factor Authentication

Somerset County requires the use of Multi-Factor Authentication (MFA) for all access to County
systems, applications, and Criminal Justice Information (CJI), regardless of user role or location.
This applies to both privileged accounts (e.g., system administrators, IT personnel) and non-
privileged users (general staff). MFA must consist of at least two of the following factors:
something you know (e.g., password), something you have (e.g., token or smart card), or
something you are (e.g., biometric).

Only CJIS-compliant MFA solutions approved by the Somerset County Information Technology
Department may be used. All MFA activity must be logged and auditable in accordance with
CJIS standards.

Encryption Requirements

Somerset County requires all sensitive information, including Criminal Justice Information (CJI)
to be protected by encryption.

This means:

o Do not send CJI or other sensitive files by email unless you are using a secure,
County-approved system.

o Do not store sensitive files on USB drives, phones, or laptops unless you have
approval and encryption is in place.

o Do not use personal cloud accounts like Google Drive, Dropbox, or iCloud to
store or share any work files.

o Only use County-approved systems for storing and sharing sensitive information.
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o Ifyou're unsure whether something is sensitive or encrypted, ask the Information

Technology Department before sending or saving it.

Violating this policy could put sensitive data at risk and may result in disciplinary action.

Email and Phishing Security

Somerset County employees must remain vigilant against phishing attempts and social
engineering threats. Users must not click on suspicious links, open unexpected attachments, or

share login credentials via email. Any suspected phishing or malicious message must be reported

immediately to the Information Technology Department. Automatically forwarding County
email to personal accounts is strictly prohibited.

Non-compliance with these practices may result in disciplinary action.

Session Timeout and Auto-Logoff

In accordance with CJIS Security Policy all Somerset County computer systems must be
configured to automatically lock or log out users after a maximum of 30 minutes of inactivity.

Users must manually lock their workstations when leaving them unattended, regardless of
whether the system is configured for automatic timeout.

These measures are required to prevent unauthorized access to Criminal Justice Information
(CJI) and County data. Non-compliance may result in disciplinary action.

Training
Annual Cyber Security Awareness Training is mandatory for Somerset County employees and
new hires. Training is provided by the IT Department. This training will review the Somerset

County Internet, E-Mail and Computer Use Policy, Cyber Security threats and other evolving
security topics as they pertain to the security of Somerset County.

General Prohibitions

The County’s e-mail and Internet systems may be used only for lawful purposes. The
transmission, distribution, or storage of any information, data, or material in violation of any

applicable law or regulation or this policy is prohibited. Without limitation of the foregoing, it is

prohibited to create, transmit, distribute or store any information, data, or material which:

o s libelous, defamatory, hateful, or constitutes an illegal threat or abuse, or contains
ethnic slurs, racial epithets, or anything that may be construed as harassment or
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disparagement of others based on race, national origin, sex, age, disability, or religious
beliefs.

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

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

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

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

Violations

Any violation of this policy shall be reported to the department head and/or supervisor. If
an employee is found to be in violation of this policy, based on the circumstances of the
violation, he/she will be subject to disciplinary action which may include termination of
employment.

Guidelines

Employees are expected to abide by the generally accepted rules of computing and network
etiquette. These include (but are not limited to) the following.

A. General Guidelines

e Be polite.
o Use appropriate language. Do not swear, use vulgarities or any other inappropriate
language.

e Do not reveal address or phone numbers of others. Providing both internal and your own
personal address or phone number is personal choice but be aware that Internet
transmissions can be monitored by others.

e Note that electronic mail (e-mail) is not private. Both internal and Internet transmissions
can be easily intercepted by others and can be altered en route.

e Do not use computers or networks in such a way that you would disrupt their use by
others. This includes being aware that you can create significant network traffic and
consume scarce computing resources by your use of the Internet. Do not send large files
needlessly.

e Use only services you have authorization to access.

e Always represent yourself as yourself — never someone else.

e Do not send un-encrypted association confidential or proprietary information over the
Internet. If you are uncertain whether material is confidential or proprietary, consult your
supervisor. If you need to utilize encryption, please contact the Information Technology
Department for directions.
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e Material that would be considered inappropriate, offensive or disrespectful to others
should not be accessed or stored.

e Respect copyrights and licenses.

e Store your data on Network Drives and not the local or C: on a workstation. Every
employee of Somerset County is provided with a Documents folder for the sole purpose
of storing work files. Documents folder is backed up daily and allows IT to restore files
that get deleted or corrupted.

e Do not keep your computer online while not in use.

e Do not open email attachments from strangers. This may and probably is a phishing
attempt. Don’t get hooked!

B. Security Responsibilities

o Ifyou identify a security problem, notify Information Technology immediately.

e Do not show or identify a security problem to others.

e Do not reveal your account password or allow another person to use your account.

e Do not use another individual’s account.

e Any user identified as a security risk or having a history of problems with other computer
systems may be denied access.

C. Vandalism/Harassment

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

e Vandalism and/or harassment will result in the cancellation of the offending user’s
account and/or further disciplinary action.

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

Generally, messages are intended to be temporary communications that are non-vital and may be
discarded routinely. However, depending on the content of the message, it may be considered a
more formal record and should be retained pursuant to a department’s record retention schedule.
As such, these messages are similar to printed communication and should be written with the
same care. Each department’s retention schedule for other forms of communication should apply
to electronic communications as well.

Employees should be aware that when they have deleted a message from their workstation
mailbox, it might not have been deleted from the centralized systems. The message may be
residing in the recipient’s mailbox or be forwarded to other recipients. Furthermore, the message
may be stored on the systems backups for an indefinite period. Employees should delete personal
messages as soon as possible after reading. An accumulation of files will degrade system
performance and response times. This policy applies to all employees, contractors, part-time
employees, volunteers, and other individuals who are provided access to the County’s system.
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Third parties should only be provided access to the system as necessary for their business
purpose with the County and only if they abide by all applicable rules.

Employees who leave employment with the County have no right to the contents of their e-mail
messages and are not allowed access to the e-mail system. Department Heads and/or Supervisors
may access an employee’s e-mail if employees are on leave of absence, vacation, or are
transferred from one department to another department and it is necessary for the County’s
business purposes.

Any violation of the COMPUTER USE AND E-MAIL/INTERNET ACCESS Policy and its
appendices may be considered sufficient cause for discipline up to and including discharge. In
addition, in the event of suspected, alleged or actual illegal activity, the County may notify or
cooperate with applicable law enforcement authorities for potential civil or criminal investigation
or prosecution.
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APPENDIX A

Somerset County Information System Password Policy

Passwords must be “Complex” (see definition)
Passwords must be changed every 90 days
To protect your password:
* Don't write your password down.
* Use a unique password every time you change it.
What is a Complex Password?
By definition, a complex password meets the following requirements:

1. Not contain the user's account name or parts of the user's full name that exceed two
consecutive characters.

2. Must be at least 10 characters.

3. Different from your last 10 passwords.

4. Must contain characters from 3 of the following categories.
a. Uppercase English letters, (A to Z)
b. Lowercase English letters, (a to z)
c. Number 0 to 9

d. Non-alphanumeric characters, (!, @, #, $, etc.)

Examples
COMP13Xp@$SwOrds — complex passwords g00ds3cur!tE — good security
C@t&MOu$e — cat and mouse G3TOff@5 — I get off at 5
@t1Br@ves — Atlanta Braves AUTI1G3RS — Auburn Tigers

Msi8Y0Id — My son is 8 years old
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APPENDIX B

Somerset County Information Technology Software Policy

1. Only authorized software can be loaded on County Computers, Laptops, Tablet’s and cell
phones.

2. No freeware, shareware, trial programs, game’s, anti-virus, anti-spy ware/anti-mal-ware
software shall be loaded on any County equipment without prior Written Authorization from
Somerset County Information Technology Department and the Department Head from where it
will be used.

3. No software that is licensed for “educational use” will be loaded on County Equipment
without prior Written Authorization from Somerset County Information Technology Department
and the Department Head from where it will be used.

4. No software programs in-whole or in-part belonging to Somerset County or any of its agencies
shall be loaded on employee’s home PC’s, laptops, Tablet’s or cell phones without prior Written
Authorization from Somerset County Information Technology Department and the Department
Head requesting the software.
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APPENDIX C

Somerset County Information Technology Hardware and Equipment Policy

1.

2.

All equipment, be it PC’s laptops, Tablet’s cell phones, printers, that is portable or
otherwise, that has been authorized for off-site use must be assigned to a user with
written authorization and cataloged on the Somerset County Information Technology
Department Equipment Asset list which will include serial number, User assigned and
date of assignment. For equipment that is designated “Loaner” there will be a sign out list
which will have Equipment Name, User name, Date out, and Date returned.

No equipment shall ever be plugged into the Somerset County Network that does not
belong to Somerset County without prior approval from Somerset County Information
Technology Department.

A log book will be kept of all consultants, contractors, and vendors that access the
Somerset County Networks equipment and systems. The log will contain date and time,
user name company name, reason for the access and accurate account of what was done
with results.

All technology equipment purchases shall be approved by Somerset County Information
Technology Department and the Department Head from where the equipment is intended.
This is to ensure the equipment is compatible with the network and systems of Somerset
County.
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APPENDIX D

Somerset County Internet and World Wide Web Access

1. Purpose

The purpose is to define standards for systems that monitor and limit web use from any host
within Somerset County's network. These standards are designed to ensure employees use the
Internet in a safe and responsible manner, and ensure that employee web use can be monitored or
researched during an incident.

2. Scope

This applies to all Somerset County employees, contractors, vendors and agents with a Somerset
County-owned or personally owned computer or workstation connected to the Somerset County
network. This policy applies to all end user-initiated communications between Somerset
County’s network and the Internet, including web browsing, instant messaging, file transfer, file
sharing, and other standard and proprietary protocols.

3. Web Site Monitoring

The Information Technology Department shall monitor Internet use from all computers and
devices connected to the County network. For all traffic the monitoring system must record the
source [P Address, the date, the time, the protocol, and the destination site or server. Where
possible, the system should record the User ID of the person or account initiating the traffic.
Internet Use records must be preserved for 90 days.

3.1 Access to Web Site Monitoring Reports

General trending and activity reports will be made available to department heads as needed upon
request to the Human Resource Department. Information Technology Department team
members may access all reports and data if necessary to respond to a security incident. Internet
Use reports that identify specific users, sites, teams, or devices will only be made available upon
written or email request to Information Technology Department from a Human Resources
Representative.

3.3 Internet Use Filtering System

The Information Technology Department shall block access to Internet websites and protocols
that are deemed inappropriate for Somerset County’s County environment. The following
protocols and categories of websites should be blocked:

* Adult/Sexually Explicit Material
* Advertisements & Pop-Ups
* Gambling
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* Hacking

* [llegal Drugs

* Intimate Apparel and Swimwear

* Peer to Peer File Sharing

* Personals and Dating

* SPAM, Phishing and Fraud

* Spyware

* Multi-user games and interactive virtual simulators.
* Tasteless and Offensive Content

* Violence, Intolerance and Hate

Access to the following sites will not be blocked, but will be monitored to ensure proper use by
Somerset County Employees.

* Web Based Email

* Social Network Services

* Chat and Instant Messaging

3.3 Internet Use Filtering Rule Changes

The Information Technology Department shall periodically review and recommend changes to
web and protocol filtering rules. Human Resources shall review these recommendations and
decide if any changes are to be made. Changes to web and protocol filtering rules will be
recorded in the Internet Use Monitoring and Filtering Policy.

3.4 Internet Use Filtering Exceptions

If a site is mis-categorized, employees may request the site be un-blocked by submitting a ticket
to the Information Technology Department help desk. An IT employee will review the request
and un-block the site if it is mis-categorized.

Employees may access blocked sites with permission if appropriate and necessary for business
purposes.

If an employee needs access to a site that is blocked and appropriately categorized, they must
submit a request to their Human Resources representative. HR will present all approved
exception requests to Information Technology Department in writing or by email. Information
Technology Department will unblock that site or category for that associate only. Information
Technology Department will track approved exceptions and report on them upon request.

4. Enforcement

The Information Technology Department staff will periodically review Internet use monitoring
and filtering systems and processes to ensure they are in compliance with this policy. Any
employee found to have violated this policy may be subject to disciplinary action, up to and
including termination of employment.

5. Definitions

78



SOMERSET COUNTY ADMINISTRATIVE CODE

Internet Filtering — Technology that monitors each instance of communication between
devices on the County network and the Internet, and blocks traffic that matches specific
filtering rules.

User ID — A user name or other identifier used when an employee logs into the County
network.

IP Address — A unique network address assigned to each device, enabling it to
communicate with other devices on the network or Internet.

SMTP — Simple Mail Transfer Protocol. The Internet Protocol that facilitates the
exchange of email messages between Internet mail servers.

Peer to Peer File Sharing — Services or protocols such as BitTorrent, that allow Internet
connected devices to share or download files directly from other hosts.

Web Based Email — Internet email services such as Gmail, Yahoo Mail and Outlook that
provide access to email through web browsers or client applications.

Social Networking Services — Internet sites such as Twitter, Facebook, TikTok,
Instagram and Snapchat that allow users to post content, chat, and interact in online

communities.

SPAM — Unsolicited Internet email. SPAM sites are websites linked to from unsolicited
email messages.

Phishing — An attempt-to fraudulently acquire sensitive information by impersonating as
a trusted entity in an electronic communication.

Hacking — Websites or services that provide content related to bypassing or subverting
computer security controls.
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APPENDIX E

Use of Artificial Intelligence (Al)

Somerset County recognizes the growing use of Artificial Intelligence (AI) technologies in
government and law enforcement. While Al may enhance productivity, its use must not
compromise the confidentiality, integrity, or security of County data.

e Al tools or platforms must not be used to access, process, analyze, or store Criminal
Justice Information (CJI) unless they are hosted within a CJIS-compliant environment
and explicitly approved by the Information Technology Department.

e County employees may only use Al systems (e.g., chatbots, transcription tools, or
decision support systems) that are approved, configured, and monitored by the
Information Technology Department.

e Any data input into an Al tool must be non-sensitive unless the tool is verified as secure,
auditable, and authorized for such data.

e No personally identifiable information (PII), or law enforcement-sensitive information
shall be submitted to public Al platforms (e.g., ChatGPT, Google Gemini, Copilot, or
similar) under any circumstances.

e While generative Al can be used to develop content, all content should be thoroughly
reviewed before publication or use.

o Employees are responsible for the work they produce, regardless of the use of Al and will
be held responsible for the use of Al in their decision-making.

o Somerset County shall continuously monitor the advancements of Al technology and
propose amendments to this policy to address any new risks and capabilities that may
arise. A policy review shall be performed at least every two years.

Policy questions or disputes shall be interpreted by the Director of Information & Technology

and the County Administrator. The County Commissioners have final authority regarding this
policy. Non-compliance may result in disciplinary action.
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COUNTY ISSUED CELL PHONE POLICY

(Revised April 2026)

I. PURPOSE

To provide guidance on appropriate use of Mobile Devices made available to Somerset County
employees to communicate with each other, other governmental entities, companies and
individuals for the benefit of Somerset County.

Mobile Device = Cell phones, Smartphones (Apple iPhone, Android)
II. POLICY

It is the policy of Somerset County to enhance communication and reduce response times in
emergency situations by issuing mobile devices while ensuring compliance with CJIS Policy
requirements.

I11. APPLICATION

This policy applies only to Mobile Devices issued to an employee by Somerset County. It also
governs any access to Somerset County systems, including email, applications, or Criminal
Justice Information (CJI), from any mobile device, regardless of ownership.

Somerset County Mobile Devices are for Somerset County business and for authorized purposes
only. Mobile Devices may be provided to employees, at the discretion of the Department Head,
to improve the service and enhancement of the department, and to provide safety and/or security.
Mobile Devices are not a personal benefit. A department head may require an employee to be
issued a County Mobile Device due to their job requirement and need.

Should there be a need for an employee to have a County Mobile Device, the first step is to fill
out the Mobile Device Request Form. The department head must approve this request by
following the instructions on the request form.

Employees must then complete the Mobile Device Service Agreement indicating acceptance of
the terms of the issuance of a Mobile Device.

Upon receipt of the Service Desk ticket requesting a Mobile Device, Information Technology
will contact the employee to identify, procure, configure, test and issue the Mobile Device.

Mobile Device communication should not be used to solicit or sell products or services that are
unrelated to the Somerset County's business; distract, intimidate, or harass coworkers or third
parties; or disrupt the workplace.

Employees shall refrain from using Mobile Devices while operating vehicles.
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County Mobile Device bills shall be reviewed regularly Department Heads to ensure that
employees are using the Mobile Device in the most efficient and cost-effective manner and are
not using the Mobile Device for personal use, except in emergency circumstances. Disciplinary
action may be taken for excessive personal use.

The employee is responsible for the loss of any Mobile Device and must pay for replacement
unless sufficient proof can be supplied that the Mobile Device was stolen or lost outside the
control of the employee. Exceptions, on a case-by-case basis, may be made by the Department
Head. Such exceptions are not binding and do not constitute a waiver of the County’s right to
insist upon full reimbursement in any given case.

All lost or stolen devices must be reported to the Information Technology Department
immediately. The County reserves the right to remotely lock or wipe any device that is lost,
stolen, or compromised.

Use of a Somerset County Mobile Device is a privilege granted by management and may be
revoked at any time for inappropriate conduct including, but not limited to:

o Engaging in private or personal business activities
o Misrepresenting oneself or Somerset County

e Violating the laws and regulations of the United States or any other nation or any state,
city, province, or other local jurisdiction in any way

o Engaging in unlawful or malicious activities

o Using abusive, profane, threatening, racist, sexist, or otherwise objectionable language in
either public or private messages

« Sending, receiving, or accessing pornographic materials
e Becoming involved in partisan politics

o Defeating or attempting to defeat security restrictions on Somerset County Mobile
Devices and its applications.

e Attempting to bypass Mobile Device Management (MDM), security controls, or
monitoring systems

o Installing unauthorized applications or software
e Storing or transmitting Criminal Justice Information (CJI) in violation of County policy

All mobile device usage must comply with the FBI Criminal Justice Information Services (CJIS)
Security Policy.

e Criminal Justice Information (CJI) must be protected at all times
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o CJI shall not be stored, transmitted, or accessed on mobile devices unless:
o The device is County-issued
o The device is managed and secured
o Encryption is enforced

e Mobile devices must not be used to bypass County security controls or monitoring
systems

Failure to comply may result in disciplinary action and CJIS violations.

Exception: Consistent with federal law, you may use Somerset County's Mobile Devices in order
to discuss with other employees the terms and conditions of your and your coworkers'
employment. However, any such discussion should take place during non-duty times and should
not interfere with your or your coworkers assigned duties. You must comply with a coworker's
stated request to be left out of such discussions.

Using Somerset County Mobile Devices to access, create, view, transmit, or receive racist,

sexist, threatening, or otherwise objectionable or illegal material, defined as any visual, textual,
or auditory entity, file, or data is strictly prohibited. Such material violates Somerset County anti-
harassment policies and subjects the employee responsible to disciplinary action. The Somerset
County's Mobile Devices must not be used to harm others or to violate the laws and regulations
of the United States or any other nation or any state, city, province, or other local jurisdiction in
any way. Use of Somerset County resources for illegal activity can lead to disciplinary action, up
to and including dismissal and criminal prosecution. Somerset County will comply with
reasonable requests from law enforcement and regulatory agencies for call logs, text/picture
messaging logs, diaries, archives, or files on any individual’s Mobile Device.

IV. GUIDELINES

Employees are expected to abide by the generally accepted rules of Mobile Device etiquette.
These include (but are not limited to) the following.

A. General Guidelines
e Be polite.

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

e Do not reveal address or phone numbers of others.
e Use only services you have authorization to access.

o Always represent yourself as yourself — never someone else.
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Material that would be considered inappropriate, offensive or disrespectful to others
should not be accessed or stored.

Respect copyrights and licenses.
Do not keep your Smart Phones online while not in use.

Do not open email attachments from strangers. This may and probably is a phishing
attempt. Don’t get hooked!

B. Security Responsibilities

Users are required to have a 6-digit passcode lock on the home screen which will be
updated every 90 days.

Devices must:

1. Enforce passcode or biometric authentication

2. Be encrypted

3. Automatically lock after no more than 30 minutes of inactivity
Do not reveal your Mobile Device passcode lock to others.

If you identify a security problem, notify Information Technology immediately 207-858-
9590.

Do not show or identify a security problem to others.

iPhone users are required to update i10S software, unless told otherwise by the
Information Technology Department. Not performing the prompted iOS update creates a
security risk on your Mobile Device.

C. Lost or Stolen Device Procedure

Immediately report device to IT

IT will:
o Initiate remote wipe if necessary
o Disable access to County systems

Failure to report promptly may result in disciplinary action

V.TECHNICAL SUPPORT

Manage Engine Mobile Device Management (MDM)
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Manage Engine MDM is a mobile device management system to manage, track and monitor
Somerset County issued mobile devices. To accomplish these functions:

e Manage Engine MDM application must be installed on the mobile device (performed by
IT when device is issued)

e Location Services must be enabled when required by the County-approved MDM
e Security policies must be enforced remotely by IT
e Device must support remote lock and remote wipe
e Full device encryption must be enabled in accordance with CJIS requirements
e Device must meet CJIS security configuration requirements
Authentication and MFA

All access to Somerset County systems, including email, must require Multi-Factor
Authentication (MFA).

Approved MFA methods include:

¢ Duo authentication

e Other County-approved authentication solutions
Personally Owned Devices (BYOD)

Personally owned mobile devices are prohibited from accessing Somerset County email,
systems, or data unless explicitly approved by the Information Technology Department.

Any approved exception must:
e Comply with CJIS security requirements
e Be subject to County security controls
Backups

Employees should perform periodic backups of Mobile Device based on usage. It is
recommended that the Mobile Device be backed up monthly, at a minimum. The Information
Technology Department will provide instructions on how to back up your device.

Apple iPhones

All Apple iPhones require an Apple ID for management purposes. The Somerset County
Information Technology Department creates and issues the ID and Password to the Employee.
These ID’s and Passwords are managed by Information Technology and are not to be changed or
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tampered with. Employees are not permitted to use their personal Apple ID and/or Password on a
County Issued iPhone.

Access of the Internet and Electronic on Mobile Device

Employees who have been issued mobile devices have access to internet and email. The same
rules and guidelines in the Somerset County Internet, E-mail and Computer Use Policy, also
apply to Mobile Device use.

Access to County email and systems is permitted only on devices that are:
e Enrolled in County MDM
e Ensure compliance with security policies

e Authenticated using MFA
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WORKPLACE HEALTH POLICY

(Revised February 2025)

I. PURPOSE

To provide clear guidelines to safeguard the health of employees and their families during times
of highly contagious respiratory infections (cold and flu). In the event a public health emergency
is declared this policy may defer to recommendations and guidelines established by the State of
Maine and the U.S. Centers for Disease Control (CDC).

II. POLICY

It is the policy of Somerset County to provide a safe and healthy environment for all employees
by reducing the potential spread of disease among the staff, taking proactive measures to
minimize risk, and to clarify return to work status.

ITI. APPLICABILITY

This policy is applicable to all Somerset County employees, including full and part-time,
temporary and seasonal employees, board members and volunteers.

Any staff member who presents symptoms of contagious illness while at work shall report the
symptoms to their department head who will arrange for that employee to be sent home utilizing
accrued leave. If possible, arrangements may be made for an employee to work from home upon
recovery from symptoms.

To return to work, staff must:

Be fever free for 24 hours without the use of antipyretic medications (i.e. acetaminophen, aspirin,
ibuprofen, etc.).

Be GI Symptom free (i.e. diarrhea, nausea/vomiting free for 24 hours without the use of
antidiarrheal/vomiting medications (Imodium, Zofran, Pepto-Bismol, etc.).

Wear a mask if you have any respiratory symptoms (i.e. coughing, sneezing, runny nose, etc.),
regardless of the possible cause of those symptoms as long as the symptoms remain.
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PUBLIC MEETING POLICY

(Revised January 2025)

I. PURPOSE

Due to the rural nature of the county and the costs associated with travel for public participation,
the Somerset Commissioners have established this policy by which meeting participation may
happen remotely, and the public may have access to information pertaining to each meeting.

II. POLICY

To allow members of the public to participate in all public meetings as defined by Title 1 § 403
M.R.S., the County authorizes participation by remote means including telephonic and video
conferencing capabilities.

ITII. APPLICABILITY

Remote participation for public meetings called by the County Commissioners applies to County
elected and appointed officials, County employees, Budget Committee members and guests who
have made prior arrangements to speak on an item posted on a meeting agenda.

In accordance with Title 1 § 403-B M.R.S, voting members participating remotely shall be
considered present for a quorum, and have full voting authority.

IV. CONDITIONS

Members of the public body (elected officials) are expected to be physically present for public
proceedings except when being physically present is not practicable. Circumstances in which
physical presence for one or more members is not practicable shall include:

1. The existence of an emergency or urgent issue that requires the public body to meet by
remote methods;

2. [lllness, other physical condition or temporary absence from the jurisdiction of the body
that causes a member of the body to face significant difficulties traveling to and attending
in person at the location in the notice provided by Title 1 § 406 M.R.S. and

3. The area of the public body’s jurisdiction includes geographic or weather-related
characteristics that impede or slow travel.

V. POSTING

Regular Meetings: Agendas of the County Commissioners Meetings are posted electronically
and, on the County’s Public Notice Board(s) no later than five calendar days before the regular
meeting, which is held every first and third Wednesday of the month. Copies of meeting
Agendas are available to the public upon request.
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Minutes of each meeting are scheduled to be reviewed and accepted at the following
Commissioner’s meeting. Once accepted, meeting Minutes are posted to the County website at
www.somersetcounty-me.org Copies of meeting Minutes are available to the public upon
request.

Special Meetings: Special meetings of the Commissioners may be posted in the same manner as
Regular meetings. Special meetings are scheduled outside the first and third Wednesdays of the
month.

Executive Sessions: The Commissioners will schedule executive sessions pursuant to the rules
outlined in 1 M.R.S. Section 405. The state statute and the reason for the executive session shall
be stated on the agenda and in the subsequent motion to enter executive session. No matters
other than those specified in the motion may be deliberated in executive session. No final
decisions or action may be made in executive session.

Workshop Sessions: Workshop sessions of the County Commissioners shall be included in the
agenda and posted in the same manner as Regular Meetings. Workshop sessions are informal
proceedings and are not intended to be used to conduct official County business. Commissioners
may, however, motion to add a resolution to the agenda to act on items discussed within a
Workshop Session.

VI. PUBLIC COMMENT

Members of the public who wish to make comments before the County Commissioners may do
so in person at a regularly scheduled meeting. If a public County meeting becomes a fully
remote meeting by a declared State of Emergency, arrangements for public comment will be
made in accordance with Title 1 § 403-B M.R.S.

VII. VIDEO BROADCAST/RECORDING

In accordance with Title 1 § 404 M.R.S, the use of audio or video recording equipment shall be
allowed during all County Commissioner and various other committee meetings to provide
concise and accurate record of those meetings. When possible, a live recording of the meeting
will be presented via the internet to the public at the time of the meeting.

Recording equipment in the Commissioners’ Chambers at the County Courthouse will be set up
and turned on prior to regularly scheduled and posted meetings. No audio or video recording
will be permitted while the County Commission is in Executive Session proceedings. Electronic
devices not being used for recording shall be turned off or set to silent mode during meetings as
incoming calls, texts and emails may disrupt the workflow of the meeting. Individuals in
attendance at the meeting should step outside the Chambers to respond to a call or message.

Links to recorded Commissioner meetings are available on the County website
WWWw.somersetcounty-me.org
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CONTRACTOR AGREEMENT
POLICY

(Revised February 2025)

I. PURPOSE:

The purpose of this policy is to provide a template for written contracts entered into with
independent contractors for services provided to Somerset County.

II. POLICY:
It shall be the policy of Somerset County that Contractors abide by the following terms:

1. Independent Contractor: Throughout the performance of this contract, the Contractor acts
as an independent contractor and not as an officer, employee or agent of the County of Somerset.
Additional personnel needed by the Contractor to fulfill duties under this project shall be
employed or retained by the Contractor, and the Contractor is solely responsible for complying
with all applicable state and federal laws including but not limited to workers compensation law,
employment security law and minimum wage law. The Contractor is responsible for maintaining
equipment in a safe and legal condition.

2. Insurance: The Contractor agrees to maintain, throughout the term of the project, a
minimum of $1,000,000 for liability coverage until the work is completed and accepted by the
County Commissioners. This shall include coverage for personal injury, death and property
damages resulting from your acts or omissions in the performance of this contract. You further
agree to furnish the County Commissioners with certificate of insurance within ten (10) working
days after receipt of notice of acceptance. The Contractor agrees to name the County as an
additional insured on all applicable insurance policies.

3. Bonding: The Contractor may be required to furnish a bond, satisfactory to the County in
the sum of one hundred percent (100%) of the contract price within thirty (30) days of the
signing of the contract.

4. Warranties: The Contractor guarantees that the work to be done under this project and the
materials to be furnished by the supplier for use in the construction of the same will be free from
defects or flaws for a period of one year from date of completion.

5. Indemnification: The Contractor agree to hold the County harmless from any claim for
death, injury, property damage or other loss which may result from the Contractor’s acts or
omissions in the performance of the contract. In the event that such claim is made against the
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County, the Contractor will pay any legal fees incurred to defend the County, and the Contractor
will pay any amount (indemnify) for which we are held liable.

6. Bills and Claims: The Contractor is responsible for all bills and claims for labor, material,
equipment, fuel and other items which are incurred in the performance of this contract. The
County of Somerset will not pay such bills or claims.

7. Assignment: The Contractor may not sell, transfer or otherwise assign duties under this
project to any other person or entity without the written consent of the County Commissioners.

8. Supervision and Control: The Contractor has the right and duty to supervise their
employees, agents and equipment. The County Commissioners and/or their designee have the
right to inspect contracted activities under this project and to notify the contractor or their
designee of problems, inadequacies or non-performance.

0. Payment: The County of Somerset reserves the right to structure payments in such a way
to ensure satisfactory completion of the work. Typically, one payment will be made at the
beginning of the project, a second payment at the midway point and a final payment to be
following the conclusion of the project. The County may conduct a Client Satisfaction Check
and Closeout Meeting prior to final payment.

10.  Breach of Contract: Should the Contractor fail to perform according to the terms of this
contract in the time and matter specified, that failure is a breach of contract. In the event of a
breach, the County Commissioners shall provide written notice stating the nature of the breach
and the amount of time remaining to complete the work. In the event the Contractor is unable or
unwilling to complete the project within the time provided, the County Commissioners may
terminate the contract and/or seek any and all legal remedies available.

11. Termination by Mutual Agreement: Either party may agree in writing to terminate this
contract by written, mutual consent.

III. APPLICATION: This policy applies to all contracted services doing business with the
County. Contracts may be modified to include specifics of projects and services. Examples of
contracted services include, but are not limited to:

Rubbish Removal
Snow Plowing and Sanding
Landscaping Services

Carpentry, Plumbing and Electrical Projects in excess of $5,000.
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INVESTMENT POLICY

(Revised August 2025)
I. PURPOSE:

The County’s investment portfolio shall be designed with the objective of meeting all legal
requirements set forth by Federal, State and applicable governing authorities.

The investment objectives are to invest the maximum amount possible using appropriately secure
accounts. In investments, the County places security/safety of funds as its first concern,
maintenance of liquidity as a secondary concern and with rate of return as a tertiary concern.

II. POLICY:

All funds entrusted to Somerset County as directed by the Accounting Structure shall be invested
in accordance with Title 30A sections 5706, 5711-5719. Specifically, the funds to be invested
routinely may include but are not limited to:

. General fund (operating revenues received in advance of operational needs)

. Capital Reserve funds (funds allocated for future capital purchases, including
proceeds of bonds or temporary notes issued in advance of the time for which payments
for capital projects are required)

. Special Revenue funds
J Fiduciary and/or Permanent funds

The portfolio shall be diversified to ensure that potential losses on the individual securities do
not exceed the income generated from the remainder of the portfolio. The Treasurer will ensure
the safety of invested funds by limiting interest rate, credit rate, deposit and custodial credit risks.

I1I. OBJECTIVES:

Security/Safety - Safety of principal and preservation of capital is the foremost objective.
Capital losses (realized or unrealized) for all investment transactions made are unacceptable.
Each of the following risk categories shall be mitigated:

1. Interest Rate Risk - The risk that the market value of the portfolio securities will fall due to a
change in general interest rates. Interest rate risk will be mitigated by:

e Structuring the County’s portfolio so that securities mature to meet the County's cash
demands for ongoing operations, thereby precluding the need to sell securities on the
open market prior to their maturity. (At all times the original principal investment must
not fall below the County's original cost basis for all invested funds. This includes
realized and unrealized gains and losses).
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e Investing primarily in shorter-term securities.

2. Credit Rate Risk - The risk of loss due to the failure of the security of the backer. Credit rate
risk will be mitigated by:

e Limiting investments to the types of securities authorized only by this policy
e Diversifying the investment portfolio to meet the County’s current and future cash flow
needs.

3. Deposit Risk - The risk that, in the event of the failure of a depository financial institution, the
County will not be able to recover deposits or will not be able to recover collateral securities that
are in the possession of an outside party. Deposit risk will be mitigated by:

e Complete collateralization/insurance of all deposited funds
e Primarily through depositing only with FDIC member institutions
e Validated custodial agreements with the depository institution

4. Custodial Credit Risk - The risk that, in the event of the failure of the financial institution, the
County will not be able to recover the value of its investments and/or collateral securities that are
in the possession of an outside party. Custodial credit risk will be mitigated by:

e Complete collateralization/insurance of all deposited funds

e Primarily through depositing only with FDIC member institutions

¢ Doing business with authorized institutions, depositories and broker/dealers

e Requirement to register all investments and/or collateral securities in the name of the
County only, not the financial institution

Maintenance of Liquidity-An adequate percentage of the portfolio shall be maintained in liquid
short-term securities, which can be converted to cash to meet operating requirements. This
portfolio should be structured so that securities mature in a ladder form.

Rate of Return-The objective of the portfolio should be designed to attain a market-average rate
of return throughout budgetary and economic cycles, considering the investment risk constraints
and liquidity needs. The County's portfolio management approach is one which prohibits
speculation based on anticipated interest rate movements. The County’s approach is to buy
investments with the intention of holding them until maturity. All maturities in excess of one
year shall be first approved by the County Commissioners after the formal recommendation of
the County

IV. AUTHORITY

The ultimate responsibility for the investment program rests with the County Commissioners.
The Treasurer and the Finance Manager will be responsible for all transactions processed and
establishment of a system of internal controls to regulate the activities of subordinated officers.
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It is the responsibility of the Finance Manager to develop and review biannually, the investment
policies of the County, assuring that all assets of the County have been properly protected and
invested in compliance with Federal and State laws and regulations. A formal recommendation
shall be accompanied with a detailed review of those investments longer than one year. The
County shall not sell the securities prior to maturity unless:

a. It will minimize real or unrealized loss of principal

b. A security swap would improve the yield in the portfolio which outweighs the
possible fees associated with the act

c. Maintenance of Liquidity as unforeseen before the investment

The Treasurer and the Finance Manager will submit an investment report(s) to the County
Administrator for all funds invested on a mutually agreed-upon schedule (not to exceed a six-
month period). However, all investments will be recorded into the Trial Balance and reconciled
monthly by the Finance Manager in the same manner as all other County cash accounts. The
investment report(s) will include the following as necessary/applicable:

e Report period covered

e Type of investment(s)

¢ Investment(s) by institution

e Current market value (even though it is recognized that generally accepted accounting
principles do not allow for the recording of market value as an account balance when
taking into consideration collateralization and similar requirements of the County)

e Purchases or cost of securities

e Date of maturity

e Rate of interest

e Realized and unrealized gains or losses (in consideration of current market value)

The County’s investment portfolio will be designed with the objective of exceeding the average
Federal Funds rate. The Treasurer's objective is to propose methods to the County Administrator
to maximize the County's cash always invested.

The Treasurer and Finance Manager will incorporate any State of Maine Legislative Actions that
impact allowable investment type, maturity and percentage of allocations. Updates of the same to
applicable sections of this policy, as necessary and/or required, will be presented to the Finance
Manager for recommendation to the County Commissioners.

The Treasurer and/or Finance Manager may be expected to attend at least one applicable training
session annually, to be paid for by the County, or will continually educate themselves in a
manner acceptable after a required review and approval of the County Administrator. The
training or education is required to include any State of Maine Legislative Action as applicable
to this policy.

94



SOMERSET COUNTY ADMINISTRATIVE CODE

V. AUTHORIZED FINANCIAL DEALERS AND INSTITUTIONS

The Treasurer and the Finance Manager, under the oversight of the County Administrator, will
conduct investment transactions with financial and investment securities approved by the County
Administrator or the County Commissioners. In selecting financial institutions with which to
conduct business, the Treasurer and the Finance Manager will present an overview of the
financial institution's credentials, audited financial statements, proof of National Association of
Securities Dealers (NASD) certification (if necessary), membership in the Federal Deposit
Insurance Company (FDIC) (if necessary), proof of State registration, and other details as
deemed pertinent or required by industry standards and current regulations. Any Financial
Institution with which the County conducts business must certify, in writing, that it has read,
understood and agreed to comply with the County’s Fiscal Policy (as applicable), specifically the
Investment section of that document.

Collateralization is required on all investments including repurchase agreements. The collateral
must be in an amount equal to the excess deposit and interest earned and it may consist only of
securities in which municipalities may invest. The County or an independent third party with
whom the County has a current custodial agreement will always hold collateral.

The following may be considered as suitable and authorized investments

e United States government bonds and instrumentalities (bonds and other direct obligations
of the United States)

e State bonds - "bonds and other direct obligations issued or guaranteed by any state or
agency of the state, provided that the securities are rated within the 3 highest grades by
any rating service approved by the Superintendent of Banking" (30A, MRSA, Section
5712, 2)

e Maine State bonds “bonds and other direct obligations issued or guaranteed by any state
or agency of the state, or any political subdivision of the State that is not in default..."
(30A, MRSA, Section 5712, 3)

¢ Dominion of Canada — "bonds and other direct obligations issued or guaranteed by the
dominion of Canada, any province, or political subdivision provided that the securities
are rated within the 3 highest grades by any rating service approved by the
Superintendent of Banking and payable to the United States" (30A, MRSA, Section 5712,
4)

e Short-term obligations, prime bankers' acceptances and prime commercial paper .

e (Corporate bonds "bonds and other direct obligations of any United States or Canadian
corporation, provided that the securities are rated within the 3 highest grades. Nor more
than 2% of the total assets of the permanent reserve fund, permanent trust fund, or other
permanent fund being invested of any one corporation" (30A, MRSA, Section 5713, 1)

e Maine corporate bonds “bonds and other obligations of any Maine corporation, actually
conducting business in this State, for a period of 3 successful fiscal years, has earned or
received and average net income of not less than 2% times the interest in the obligations.
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Not more than 20% of the total assets of the permanent reserve fund, permanent trust
fund may be invested in these securities and not more than 2% in any one corporation”
(30A, MRSA, Section 5713, 2)

Maine corporate stocks “the stock of any Maine corporation, other than stock of a
financial institution, conducting business in this State for at least 3 years and have
received an average net income after taxes equivalent to at least 6% upon the entire
outstanding issue of the stock. Not more than 10% of the deposits of the total assets of the
permanent reserve fund, permanent trust fund, or other permanent fund being invested
may be invested under this section in stocks of Maine corporations and not more than 1%
in any one corporation. The fund shall be invested in no more than 20% of the stock of
any one corporation" (30A, MRSA, Section 5713, 3) "The County shall not acquire or
hold stock and obligations described below in excess of 30% of the total assets of the
reserve fund, permanent trust fund, or other permanent fund. The County shall not
acquire or hold stock of any one bank in excess of 5%, nor shall any such fund be
invested in stock in excess of 10% of the capital stock of any one bank" (30A, MRSA,
Section 5714, 2)

"Debentures of any financial institution authorized to do business in the State of Maine
incorporated under the laws of this State or the US and of any financial institution
holding company, provided that the holding company is registered under the United
States Bank Holding Company Act of 1956 or the National Housing Act, Section 408"
(30A, MRSA, Section 5714, 1A)

Stock - "capital stock, preferred stock, debentures and acceptances of any insured bank
not having an office in this State which has total capital reserves of at least $50,000,000
and whose subsidiary banks have total capital reserves of a least 50,000,000 provided that
it is registered under the United States Bank Holding Company Act of 1956. Not more
than 1% of the total assets of the permanent reserve fund, permanent trust fund, or other
permanent fund may be invested" (30A, MRSA, Section 5714, 1B)

Capital Notes or Debentures — "issued by a municipality charted under the laws of any
state, or of the United States, or of the Commonwealth of Puerto Rico, notwithstanding
the fact that these notes or debentures may be subordinated to the claims of depositors or
other creditors of the issuing institution. Not more than 1% of the total assets of the
permanent reserve fund, permanent trust fund, or other permanent fund being invested
maybe be so invested" (30A, MRSA, Section 5714, 1C)

Obligations — “issued, assumed, or guaranteed by the International Bank for
Reconstruction and Development or the Inter-American Development Bank or the
African Development Bank" (30A, MRSA, Section 5714, 1ID)

(Passbook) Savings Account — These accounts pay a low rate of interest, compounded
daily on their balances. This account allows the transfer of money between the County's
accounts and earn short-term on odd amounts of money that are not available for longer
investments.
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e Repurchase Agreements — These investments are an agreement of one party to sell
securities at a specified price to a second party and a simultaneous agreement of the first
party to repurchase the securities at a specified price or at a specified later date.

e Mutual Funds — An investment company that pools money and can invest in a variety of
securities, including fixed-income securities and money market instruments.

e Other stock investments — preferred stock of public utilities, bonds of nonprofit
organizations, small business investment companies and Maine Capital Corporation

The County will diversify its investment portfolio to avoid incurring unreasonable and avoidable
risks or loss resulting from overconcentration of assets in a specific maturity, specific issuer, or a
specific class of securities, with the exception of US Treasury Securities and other authorized
pools. No more than 75% of the County's investment portfolio will be invested in a single
security type or with a single investment institution.

If the market value of the County’s investment portfolio for any fund drops below 5%, the
investment company will immediately notify the Treasurer or the Finance Manager by phone, if
it cannot be done in writing, within 30 days of the date of occurrence. If the market value of the
County's investment portfolio falls below 10%, the investment company will immediately notify
the Treasurer or the Finance Manager in writing, within 30 days of the date of occurrence.

VI: INTERNAL CONTROL

The County's independent auditing auditors will annually review the County’s investment
internal controls and procedures. The auditors will concentrate on control of collusion, separation
of duties, separating transaction authority from accounting and record keeping, custodial
safekeeping, clear delegation of authority, specific limitations regarding securities losses and
remedial action, written confirmation of all transactions, code of ethics and documentation of
transactions.

VII: ETHICS AND CONFLICTS OF INTEREST

The County Administrator will avoid proposing or approving any transaction that might impair
public confidence in the County's ability to govern effectively. The Treasurer and the Finance
Manager (or their assigned designee) will refrain from business activity that could conflict with
proper execution of the current investment program as approved by the County Commissioners,
or which could impair their ability to make impartial investment proposals. The Treasurer and
Finance Manager will disclose to the County Commissioners, any material financial interest in
financial institutions that conduct business within the County and will further disclose any large
personal financial/investment positions that could be considered related to the performance of the
County's portfolio. Any violation of this procedure will be reviewed by the County
Commissioners. After such review, the County Commissioners, by majority vote, may take
appropriate disciplinary action according to the Personnel Policy, up to and including
termination of employment.
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FEDERAL GRANT ALLOWABLE
COSTS

(Adopted February 2022)

Somerset County Allowable Costs and Costs Principles Policy for
Federal Grants

I. PURPOSE

Title 2 U.S. Code of Federal Regulations Part 200, Uniform Administrative Requirements, Cost
Principles, and Audit Requirements for Federal Awards, commonly called Uniform Guidance
(UG), specifically Subpart E, defines those items of cost that are allowable, and which are
unallowable. The tests of allowability under these principles are: (a) the costs must be
reasonable; (b) they must be allocable to eligible projects under specific grant provisions; (c)
they must be given consistent treatment through application of those generally accepted
accounting principles appropriate to the circumstances; and (d) they must conform to any
limitations or exclusions set forth in these principles or in the specific grant award as to types or
amounts of cost items. Unallowable items fall into two categories: expenses which are by their
nature unallowable (e.g., alcohol), and unallowable activities (e.g., fund raising).

II. POLICY

Somerset County shall adhere to all applicable cost principles governing the use of Federal
grants. This policy addresses the proper classification of both direct and indirect charges to
funded projects and enacts procedures to ensure that proposed and actual expenditures are
consistent with the Federal grant award terms and all applicable Federal regulations in the UG.

III. APPLICABILITY

Responsibility for following these guidelines lies with the finance director who is charged with
the administration and financial oversight of Federal funds. Further, all local government
employees and officials who are involved in obligating, administering, expending, or monitoring
grant funded projects should be well versed with the categories of costs that are generally
allowable and unallowable. Questions on the allowability of costs should be directed to the
finance director, grant manager, or other County staffer that has expertise of the Federal grant.
As questions on allowability of certain costs may require interpretation and judgment, local
government personnel are encouraged to ask for assistance in making those determinations.

IV. GENERAL COST ALLOWABILITY CRITERIA

All costs expended using Federal grant funds must meet the following general criteria:
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1. Be necessary and reasonable for the proper and efficient performance and
administration of the grant program. A cost must be necessary to achieve a project
object. When determining whether a cost is necessary, consideration may be given to:

o Whether the cost is needed for the proper and efficient performance of the grant
project.

o Whether the cost is identified in the approved project budget or application.

o Whether the cost aligns with identified needs based on results and findings from a
needs assessment.

o Whether the cost addresses project goals and objectives and is based on program
data.

A cost is reasonable if, in its nature and amount, it does not exceed that which would be
incurred by a prudent person under the circumstances prevailing at the time the decision
to incur the cost was made. For example, reasonable means that sound business practices
were followed, and purchases were comparable to market prices. When determining
reasonableness of a cost, consideration must be given to:
o  Whether the cost is a type generally recognized as ordinary and necessary for the
operation of Somerset County or the proper and efficient performance of the
Federal award.

o The restraints or requirements imposed by factors, such as: sound business
practices; arm’s-length bargaining; Federal, state, and other laws and regulations;
and terms and conditions of the Federal grant award.

o Market prices for comparable goods or services for the geographic area.

o  Whether individuals concerned acted with prudence in the circumstances
considering their responsibilities to Somerset County and its employees, the public
at large, and the Federal government.

o Whether Somerset County significantly deviates from its established practices and
policies regarding the incurrence of costs, which may unjustifiably increase the
Federal grant award’s cost.

2. Be allocable to the Federal award. A cost is allocable to the Federal grant award if the
goods or services involved are chargeable or assignable to the Federal grant award in
accordance with the relative benefit received. This means that the Federal grant program
derived a benefit in proportion to the funds charged to the program.

If a cost benefits two or more projects or activities in proportions that can be determined
without undue effort or cost, the cost must be allocated to the projects based on the
proportional benefit. If a cost benefits two or more projects or activities in proportions
that cannot be determined because of the interrelationship of the work involved, then the
costs may be allocated or transferred to benefited projects on any reasonable documented
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basis. Where the purchase of equipment or other capital asset is specifically authorized by
the Federal grant, the costs are assignable to the Federal award regardless of the use that
may be made of the equipment or other capital asset involved when no longer needed for
the purpose for which it was originally required.

3. Be authorized and not prohibited under state or local laws or regulations.

4. Conform to any limitations or exclusions set forth in the principles, Federal laws,
grant award terms, and other governing regulations as to types or amounts of cost
items.

5. Be consistent with policies, regulations, and procedures that apply uniformly to both
the Federal award and other activities of Somerset County.

6. Be accorded consistent treatment. A cost MAY NOT be assigned to a Federal award as
a direct cost and also be charged to a Federal award as an indirect cost. A cost must be
treated consistently for both Federal award and non-Federal award expenditures.

7. Be determined in accordance with generally accepted accounting principles (GAAP),
unless provided otherwise in the UGG.

8. Be net of all applicable credits. The term “applicable credits” refers to those receipts or
reduction of expenditures that operate to offset or reduce expense items allocable to the
Federal award. Typical examples of such transactions are purchase discounts; rebates or
allowances; recoveries or indemnities on losses; and adjustments of overpayments or
erroneous charges. To the extent that such credits accruing to and received by the local
government related to the Federal award, they shall be credited to the grant award, either
as a cost reduction or a cash refund, as appropriate and consistent with the award terms. If
the credit is in the form of a cash refund, grant expenditures should be charged against the
cash refund balance before charging the grant project account.

9. Be adequately documented. All grant materials should have digital and paper files.

V.SELECTED ITEMS OF COST

The UGG examines the allowability of fifty-five (55) specific cost items (commonly referred to
as Selected Items of Cost) at 2 CFR § 200.420-.475.

The Finance Director is responsible for determining cost allowability and must be familiar with
the Selected Items of Cost. Somerset County must follow the applicable regulations when
charging these specific expenditures to the grant. The Finance Director or Finance personnel will
check costs against the selected items of cost requirements to ensure the cost is allowable and
that all process and documentation requirements are followed. In addition, State laws, County
regulations, and program-specific rules may deem a cost as unallowable, and finance personnel
must follow those non-Federal rules as well.
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VI. DIRECT AND INDIRECT COSTS

Allowable and allocable costs must be appropriately classified as direct or indirect charges. It is
essential that each item of cost be treated consistently in like circumstances either as a direct or
an indirect cost.

Direct costs are expenses that are specifically associated with a particular grant-eligible project
and that can be directly assigned to such activities relatively easily with a high degree of
accuracy. Common examples of direct costs include salary and fringe benefits of personnel
directly involved in undertaking an eligible project, equipment and supplies for the project,
subcontracted service provider, or other materials consumed or expended in the performance of a
grant-eligible project.

Indirect costs are (1) costs incurred for a common or joint purpose benefitting more than one
grant-eligible project, and (2) not readily assignable to the project specifically benefited, without
effort disproportionate to the results achieved. They are expenses that benefit more than one
project, more than one Federal grant, or a combination of a grant eligible-project and non-grant
funded project. Common examples of indirect costs include utilities, local telephone charges,
shared office supplies, administrative or secretarial salaries.

For indirect costs, Somerset County may charge a 10 percent de minimis rate of modified total
direct costs (MTDC). According to UGG Section 200.68 MTDC means all direct salaries and
wages, applicable fringe benefits, materials and supplies, services, travel, and up to the first
$25,000 of each subaward (regardless of the period of performance the subawards under the
award). MTDC EXCLUDES equipment, capital expenditures, charges for patient care, rental
costs, tuition remission, scholarships and fellowships, participant support costs and the portion of
each subaward in excess of $25,000.

VII. SPECIAL PROVISIONS FOR STATE AND LOCAL GOVERNMENTS

There are some special provisions of the UG that apply only to states, local governments, and
Indian Tribes.

§ 200.444 General costs of government.

(a) The general costs of government are unallowable (except as provided in § 200.475).
Unallowable costs include unless provided for as a direct cost under a program statute or
regulation:

(1) Salaries and expenses of the chief executive of a local government

(2) Salaries and other expenses of a local governmental body, such as, Town council/
select board, school board, etc., whether incurred for purposes of legislation or executive
direction;

(3) Costs of other general types of government services normally provided to the general
public, such as fire and police.
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Note: ARPA SLFRF funds allow for these costs under the program regulations.

§ 200.417 INTERAGENCY SERVICE.

The cost of services provided by one agency to another within the governmental unit may
include allowable direct costs of the service plus a pro-rated share of indirect costs. A
standard indirect cost allowance equal to ten percent of the direct salary and wage cost of
providing the service (excluding overtime, shift premiums, and fringe benefits) may be
used in lieu of determining the actual indirect costs of the service. These services do not
include centralized services included in central service cost allocation plans as described
in Appendix V to Part 200.

VIII. COST ALLOWABILITY REVIEW PROCESS

1.

PREAPPROVAL COST ALLOWABILITY REVIEW

Before a Federal grant funded project is authorized, the Finance Manager must review the
proposed cost items within an estimated project budget to determine whether they are
allowable and allocable and whether cost items will be charged as direct or indirect expenses.
This review will occur concurrently with the review of project eligibility and before
obligating or expending any grant funds.

County personnel must submit proposed grant funded projects to Department Head for
review. In addition to other required information, all proposed project submissions must
delineate estimated costs by cost item.

Along with a general review of project eligibility and conformance with other governing
board management directives, Treasurer/Finance Department must review estimated costs
for specific allowable cost requirements, budget parameters, indirect rates, fringe benefit
rates, and those activities/costs that require pre-approval by the US Treasury.

If a proposed project includes a request for an unallowable cost, the Treasurer/ Finance
Department will return the proposal to the requesting party for review and, if practicable,
resubmission with corrected cost items.

Once a proposed project budget is pre-approved by Treasurer/ Finance Department, the
local government personnel responsible for implementing the project must conform actual
obligations and expenditures to the pre-approved project budget.

The Finance Department will periodically monitor expenses throughout the program year.
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IX. COST TRANSFERS

Any costs charged to a Federal Award that do not meet the allowable cost criteria must be removed
from the award account and charged to an account that does not require adherence to Federal UGG
or other applicable guidelines.

If the cost is from a subrecipient of the County, the County can simply deny the cost reimbursement
request or terminate the contract if it is determined that the grant will no longer be able to cover
the activities of the subrecipient. The County does not need to transfer the subrecipient project to
another account. Failure to adequately follow this policy and related procedures could result in
questioned costs, audit findings, potential repayment of disallowed costs and discontinuance of
funding.
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PUBLIC RECORDS POLICY

(Revised August 2025)
I. PURPOSE

This policy will assure that public records within the custody and control of the County are open
and available to the public; that requests to inspect and copy records are evaluated promptly and
handled consistent with the Maine Freedom of Access Law, Title 1; Chapter 13 §401et seq., and
those persons requesting to inspect and copy public records in the custody and control of the
County know the procedures and guidelines that apply to those requests.

II. POLICY

Somerset County will provide access to public documents in accordance with State and Federal
requirements: Maine Freedom of Access Act (FOAA) and the Freedom of Information Act
(FOIA).

1. APPLICABILITY

The application of this policy will be facilitated by Department Heads and their designees.
FOAA and FOIA requests regarding law enforcement, including Somerset County Jail
operations, will be directed to the Somerset Sheriff’s Office. Requests regarding transcripts of
dispatch calls will be directed to the Somerset Communications Center. All other requests will
come to the attention of the County Administrator.

In every case, requests will be reviewed for compliance with the law, and the applicant will be
given a timeframe in which they may expect to receive and/or review requested documents. If it
is determined that the request is for information not considered public, the County response will
include reference to State or Federal statute.

Under the Maine FOAA, a public record includes data compilations in every form (written or
electronic) that have been received or prepared for use in or contain information relating to the
transaction of public County business.

Maine FOAA legislation contains a significant list of records deemed to be non-public.
https://www.mainelegislature.org/legis/statutes/1/title 1 sec402.html

By way of illustration, non-public records may include, but are not limited to adoption records,
medical records, certain personnel information, certain trade secret information, certain E-9-1-1
records and certain criminal history record information.

State statute does not require the County to compile or create a record if one does not already
exist.
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Most FOAA/FOIA requests come to the County by email, and most allowable requests are
fulfilled electronically. In the event, however, that a request is made to physically inspect
records on County property, that request must adhere to the guidelines found in Title 1; Chapter

13 §408-A. In either case, costs incurred by the County may be charged in accordance with
State and Federal law.
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FUND BALANCE POLICY

(Revised March 2025)

I. PURPOSE

The purpose of this policy is to specify the size and composition of the County’s financial
reserves and to identify certain requirements for replenishing any fund balance reserves utilized.

II. POLICY

Somerset County believes that sound financial management principles require that sufficient
funds be retained by the County to provide a stable financial base at all times. To retain this
stable base, the County needs to maintain a General Fund Balance sufficient to fund all cash
flows, to provide financial reserves for unanticipated expenditures and/or revenue shortfalls of an
emergency nature and provide funds for all existing encumbrances.

ITI. APPLICABILITY

1. Somerset County Fund Balance: The following items shall constitute the County’s
General Fund Balance:

Nonspendable - This includes amounts that cannot be spent either because
they are not in spendable form or because they are legally or contractually
required to be maintained intact.

Restricted - This includes amounts that can be spent only for specific
purposes because of constitutional provisions or enabling legislation or
because of constraints that are externally imposed by creditors, grantors,
contributors or the laws or regulations of other governments.

Committed - This includes amounts that can be used only for specific
purposes determined by a formal action of the inhabitants of the County.
Please refer to the budgeting process for the authority for committing items
within the budget.

Assigned - This includes amounts that do not meet the criteria to be classified
as restricted or committed but that are intended to be used for specific
purposes. The authority for assigning fund balance is given through the
County’s Charter and is expressed by the County Commissioners.

Unassigned - This includes all other spendable amounts. The general fund is
the only fund that reports a positive unassigned fund balance amount. Other
governmental funds besides the general fund can only report a negative
unassigned fund balance amount.
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When an expenditure is incurred for purposes for which both restricted and
unrestricted fund balances are available, the County considers restricted funds
to have been spent first. When an expenditure is incurred for which
committed, assigned or unassigned fund balances are available, the County
considers amounts to have been spent first out of committed funds, then
assigned funds and finally unassigned funds, as needed, unless the County
meeting vote has provided otherwise in its commitment or assignment actions.

2.Surplus Funds: The County Commissioners shall use any unassigned surplus funds at the
end of a fiscal year in the following fiscal year as provided in this section: As used in this section,
the term "unassigned surplus funds" means the actual revenue in excess of estimates, as filed with
the Office of the State Auditor for that fiscal year; all unexpended account balances at the end of
that fiscal year, not including capital reserve accounts; all overlay; and any unexpended balances
carried forward from prior fiscal years, including amounts retained as working capital.

o Restore contingent fund. The county commissioners shall first use any
unassigned surplus funds to restore the contingent account to $100,000.

e Reduce tax levy. After restoring the contingent account, the county
commissioners shall use any remaining unassigned surplus funds in excess of
20% of the amount to be raised by taxation in the following fiscal year to
reduce the tax levy in that year and future years. The county commissioners
may not commit taxes to be raised in any fiscal year until the county
commissioners have complied with this subsection.

e Other uses; working capital. The county commissioners may use any
remaining unassigned surplus funds to fund a county charter commission or to
establish/fund a capital reserve account.
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CREDIT CARD MANAGEMENT POLICY

(Revised August 2025)
I. PURPOSE

The purpose of the credit card management policy is to establish internal controls that recognize
responsibility and accountability for creating short-term debt and setting a debt limit for
Somerset County without unduly hampering day-to-day departmental operations.

II. POLICY

This policy recognized the differences between bank-sponsored credit cards and fleet gas cards.
No other types of credit cards are permitted (like box store credit cards). Because of the
immediate nature of the need and the use of fleet gas cards by the Sheriff’s Department, the
Sheriff or his designee shall have sole responsibility for the management of that system. The
management of the bank-sponsored credit cards will be the County Administrators responsibility.

ITI. APPLICABILITY

1. Bank-Sponsored Credit Cards: As the Credit Card Administrator (CCA) for Bank-
Sponsored Credit Cards for Somerset County, the Finance Manager shall be responsible for the
following:

a. Creating New Accounts: The County Administrator shall be responsible for
authorization of all bank-sponsored credit card accounts.

b. No Cash Advance Ability: The CCA shall not authorize credit cards with cash
advance capabilities.

c. Issuing to Cardholders: The CCA shall be responsible for the issuance of cards to
specific positions within the County.

d. Credit Limits: The CCA shall be responsible for setting, increasing or decreasing
credit limits based on knowledge or acceptable debt limits for each department and for
Somerset County as a whole.

e. Cancellation and Re-Issue: The card holder will be responsible for notifying the CCA
of any lost or stolen cards. The CCA shall be responsible for reporting lost or stolen cards
to the card service entity and canceling cards to an individual upon their termination of
employment. The CCA shall re-issue credit cards as needed and requested.

f. Reporting to Governing Authority: Annually, the CCA will provide the County
Commissioners a list of all bank-sponsored credit cards, credit limits and names of the
card holders.
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g. Monthly Statement Process: Bank-Sponsored Credit Cards will be broken down into
four separate statements by department. The statements will be as follows:
EMA/Communications, Corrections, Sheriff’s Office, and the County Courthouse. Each
of these departments, the County Courthouse will be handled by the County Treasurer,
will be responsible to create a processing procedure within their respective department(s)
to ensure that all statements are paid in full on a monthly basis. Such processing
procedure shall scan all transaction receipts into the accounting software with all the
pages of the monthly credit card statement. Make certain that all card holders make
purchase only for legitimate business expenses.

2. Fleet Gas Cards: As the Credit Card Administrator (CCA) for Fleet Gas Cards for Somerset
County, the Sheriff or the Sheriff’s designee shall be responsible for the following:

a. Creating New Accounts: The Sheriff shall be responsible for authorization of all fleet
gas card accounts.

b. No Cash Advance Ability: The CCA shall not authorize credit cards with cash
advance capabilities.

c. Issuing to Cardholders: The CCA shall be responsible for the issuance of cards to
specific positions within the County.

d. Credit Limits: The CCA shall be responsible for setting, increasing or decreasing
credit limits based on knowledge or acceptable debt limits for each department and for
Somerset County as a whole.

e. Cancellation and Re-Issue: The card holder will be responsible for notifying the CCA
of any lost or stolen cards. The CCA shall be responsible for reporting lost or stolen cards
to the card service entity and canceling cards to an individual upon their termination of
employment. The CCA shall re-issue credit cards as needed and requested.

f. Reporting to Governing Authority: Annually, the CCA will provide the County
Commissioners with a list of all fleet gas cards, credit limits and names of the card
holders.

g. Monthly Statement Process: The CCA will be responsible for creating a processing
procedure to ensure that all statements are paid in full monthly. Such processing
procedures shall scan all transaction receipts into the accounting software with all the
pages of the monthly credit card statement. Make certain that all card holders make
purchases only for legitimate business expenses.

3. Cardholder Responsibility: Responsible use and safe keeping of the issued card is expected.
Card holders should not give their card or card number to others to use on their behalf.
Additional expectations include:

a. Using a Sales Tax-Exempt Certificate for purchases (Somerset County is Tax Exempt)
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b. No purchase of alcohol or tobacco products

c. No personal purchases or using the County’s tax-exempt status for personal purchases
d. No tipping for meals more than 20%

e. No exceeding the credit card limit, and no splitting charges to avoid transaction limits

f. Any card benefits (points, miles, etc) are the property of the County, not the individual
user

Violation(s) of this policy will be brought to the attention of the Department Head and the
County Administrator.

4. Audit & Review: The Treasurer and/or the Finance Department shall perform audit sampling
of the monthly statements for policy compliance. Transactions found to be without receipts will
require verification by the Department Head. If verification is not forthcoming the individual
responsible for the purchase shall be held accountable for reimbursement to the County. The
CCA will report on the presence of prohibited transactions to the Department Head and steps
will be taken for full reimbursement to the County.

Employees issued a County Credit Card will sign a form acknowledging that they have read and
understood this policy. The signed form will be kept in their personnel file.
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TAX INCREMENT FINANCING
(TIF) POLICY

(Revised August 2024)
I. PURPOSE

The purpose of this policy is to articulate to existing or potential business development Somerset
County's desire to encourage and support economic growth in the Unorganized Territory. Such
growth is determined by the Board of Commissioners to be compatible with existing plans and
ordinances and which provides a community benefit.

Notwithstanding compliance with any or all of the guidelines below, the creation of a TIF District
is a policy choice to be evaluated on a case-by-case basis by the County Commissioners. A TIF is
not a right under Maine law and meeting the state TIF requirements or the criteria established in
the policy does not create a right or entitlement for any applicant.

In the absence of extraordinary circumstances, the burden of establishing the community benefit
of a TIF shall be placed upon the applicant and the application must substantially meet the criteria
contained herein. The Commissioners, however, reserves the right to bring to pursue creation of a
TIF District within the Unorganized Territory provided that the Commissioners believe that
acceptance of the TIF is in the best interest of Somerset County.

I1. POLICY

The Somerset County TIF mechanism shall be utilized as an economic development incentive for
existing businesses in the Unorganized Territory as well as for attracting desirable new commercial
establishments to the UT.

III. OVERVIEW

Tax increment financing (TIF) is a state-sanctioned economic development incentive tool which
allows municipalities to use all, or a portion of, the new property taxes that result from a
commercial investment project within a designated district to assist in that project's financing. To
accomplish this, the municipality has the option of issuing bonds which are retired using the tax
increment, or paying the tax increment directly to the investing business to cover project costs
through a credit enhancement agreement (CEA). When CEAs are utilized, municipalities incur no
financial liability for the costs of the TIF project. In accordance with state law, TIF districts may
be designated for a period of up to 30 years. Bonds may be issued under this program for up to 20
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years. The municipal legislative body and the State of Maine, Office of Economic and Community
Development, must approve TIFs. In the case of Somerset County, the ‘municipality’ is the
Unorganized Territory (UT)

Since increased value within the TIF District is not included in the state valuation, the TIF
designation allows the UT to avoid decreases in Revenue Sharing and increases in the State Aid
to Education assessment, which would occur if the value of the improvements was not sheltered
by the TIF. The state law allows the County Commissioners to pass along to the investing business
the benefits of that sheltered value at no net financial loss, as well as any additional portion of the
taxes assessed on the increased value that the County Commissioners deems appropriate. The
balance of the taxes on the increased value, which the County retains, may be designated as a
Development Fund Account.

IV. AUTHORITY

The authority for creation of Tax Increment Financing Districts is established in 30-A M.R.S.A.
§§ 5222 through 5224.

This policy may be modified at any time by a majority of the Somerset County Commissioners
after entertaining comments and concerns at a properly advertised public hearing to be held prior
to, or simultaneously with, the Commissioners meeting at which the proposed amendment will be
considered.

V. APPLICABILITY:

The Commissioners shall accept and review TIF applications for projects creating $100,000 or
more of new taxable value. When determining whether the project should be presented to the
public for review and input, the Commissioners shall consider the value of the proposed
improvements and increased/retained employment or other public benefits in relationship to the
size, profitability and business environment of the applicant. The Commissioners may determine
that a modest financial investment and creation of one or two new quality jobs constitutes
significant growth (and community benefit) for a particular small business; however, the Board
may require a proportionally larger economic development effort from larger businesses.

An applicant utilizing a credit enhancement agreement must provide any and all documentation
requested by the County that will protect the County’s economic and financial position, and/or that
confirm both the letter and the spirit of the underlying credit enhancement agreement between the
applicant and the County.
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The applicant may propose that any amount up to 100% of the additional tax value generated by
the proposed activities be sheltered from Unorganized Territory's tax valuation for any period up
to 20 years. Absent any extenuating circumstances, the term of the TIF shall not exceed the
expected longevity of the improvements proposed. The Commissioners may approve incentives to
businesses on a straight line (i.e., 100% of incremental value retained by applicant in years one
through five; 75% retained in years six through 10; 50% retained in years 11 through 15) and may
recommend separate schedules for real property and personal property within the same TIF
District.

Up to 85% of the financial benefit associated with the "captured value" as defined in the state TIF
guidelines may be utilized for the benefit of the commercial applicant. The Commissioners shall
determine the appropriate percentage based on the community benefit of the project. The number
of quality jobs created/retained and the value of public infrastructure improvements (which will
serve businesses other that the applicant) will be among the County's top priorities when
determining the appropriate percentage. The remaining "captured value" retained by the County
shall be placed in a development fund to benefit further economic development through revolving
loan funds, matching grants to encourage economic growth and/or improve areas of slum and
blight or upgrade of public infrastructure which will enhance future economic development. Use
of the retained captured value will be determined on a case-by-case basis.

The credit enhancement agreement (CEA) shall provide for a recapture of the benefits if the
project should move to another municipality prior to the end of the TIF term. CEA assignments
will be allowed only for conventional, commercial financing purposes and where the proposed
assignee agrees to be bound by the same terms and conditions as the original applicant. The initial
application shall contain a written statement confirming that:

The applicant agrees, if the TIF District is approved, to notify the County in writing prior
to any transfer of ownership of real or personal property within the district; and,

The applicant will obtain from the new owner a written agreement to accept the provisions
of the TIF and credit enhancement agreement as presented to and approved by the County
Commissioners.

In accordance with the state assessing standards and 30-A M.R.S.A. § 5224, Subsection 4A,
nothing in this policy allows or sanctions unequal apportionment or assessment of the taxes to be
paid on real property within the Unorganized Territory. Furthermore, all real and personal property
within the tax increment-financing district shall be assessed real and personal property taxes
equitably with real and personal property taxes assessed elsewhere in the Unorganized Territory.
Maine Revenue Service (MRS) is the authorized assessor of the State’s Unorganized Territories.
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As such, MRS shall make a determination regarding the existing value of the proposed district
(based solely upon accepted assessing standards) prior to making final determinations regarding
the TIF application. The applicant must provide verified documentation as to the value of the fixed
assets, being real and personal property, as of the date of the acceptance of the application.

Economic necessity to fund the proposed project is a factor that should be considered when
evaluating a TIF proposal. Justification for economic necessity should be demonstrated by one of
the following scenarios:

A need to offset infrastructure costs unique to the site; or

A need to offset economic advantages available to the commercial applicant if it should
build or expand outside the UT; or

The unavailability of sufficient private or other public funding sources to meet the full
capital investment needs of the corporate entity seeking assistance; or

The need for assistance in meeting the costs of implementing improved technology for the
business to become or remain competitive in the global market.

The County Commissioners reserve the right to consider other scenarios offered by the company
making the proposal if, in its best judgment, they feel doing so is in the best interest of the County.

Financial capability to complete the project must be fully documented as follows:

A letter from a financial institution, governmental agency, or other funding agency
indicating a commitment to provide a specified amount of funds and the uses for which
those funds may be utilized.

In cases where funding is required but there can be no commitment of money until
approvals are received, a letter of intent from the appropriate funding institution indicating
the amount of funds and their specified uses will be accepted.

The most recent corporate annual report indicating availability of sufficient funds to funds
to finance the development together with explanatory material interpreting the report.

Evidence indicating availability of funds if the developer will personally finance the
development.

Applicant must comply with all statutory and regulatory guidelines of the County and state.

All costs of the project that are included in the TIF proposal must be documented through invoices
and other appropriate records from nonaffiliated companies. Payments of project costs to affiliated
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companies will be disallowed unless the applicant makes full disclosure of the relationship
between the parties to the County in writing prior to public approval of the district.

The applicant must declare in the TIF application all state and local economic development
programs for which the applicant intends to apply over the term of the district. This disclosure
must include information regarding applicant's intent to participate in programs including, but not
limited to, employment tax increment financing (ETIF), STIF and business equipment property
tax reimbursement/exemption program (BETR/BETE). After TIF approval, if the applicant is
awarded any state or local economic development incentives (such as those listed above or any
newly created programs) which were not disclosed in the application, the County reserves the right
to reconsider the terms of the TIF District and, if appropriate, renegotiate the terms of the CEA.
Applicants are advised to coordinate with the County before applying for state or local economic
development incentives that were not fully disclosed in the original application.

All applicants will be required to sign a professional fee consent form agreeing to reimburse the
County for all reasonable outside professional costs, such as legal and accounting, incurred as a
result of the tax increment financing proposal, whether or not the TIF District is approved. In
addition, any reasonable out-of-pocket expenses incurred by the County in connection with the tax
increment financing proposal will be reimbursed by the applicant, whether or not the TIF District
is approved including, but not limited to, expenses related to notice of public hearing, advertising,
printing and postage.

If the tax increment financing proposal is approved, an annual administrative fee equal to 1% of
the incremental taxes reallocated back to the project will be charged by the County and credited to
the general fund to offset annual administrative costs and overhead associated with overseeing the
TIF District.

VI. APPLICATION PROCESS

Creation of a TIF District is a two-step process. Commissioner approval is followed by review
from the Maine Department of Economic and Community Development (DECD). Applicants are
advised that the process of reviewing, evaluating and scheduling a TIF application for public
hearing and final decision by the Commissioners may take up to 90 days. Final approval by Maine
DECD may take several months. Applications will be accepted at any time; however, to capture
assessed values for a particular tax hear, DECD requires that applications be completed by the end
of February.

The County Administrator or their designee shall be responsible for verifying completeness of the
application and verifying the assessment, tax shift and other calculations submitted by applicant.
The applicant and/or its consultant will be given the opportunity to make an oral presentation to
the Commissioners at a regularly scheduled meeting, and the County Administrator shall advise
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the Commissioners regarding the major elements of the proposal and the costs and benefits to the
community. The following criteria shall be used to determine the public benefit of the application:

Does the project create or retain long-term permanent employment with wages equal to or
higher than the local average?

Does the proposal improve the general economy of the community?

Will the improvements have a net positive impact on the County business community after
considering all factors, including effects on established businesses?

Does the project minimize traffic impacts and is it designed in a manner that does not
contribute to commercial sprawl?

Are the structures to be built, if any, which are visible from a public road, compatible with
the surroundings with regard to style and setting and in compliance with any and all state
and local ordinances?

Does the project create public infrastructure facilities that have applications beyond the
particular development such as traffic upgrades, public parking facilities, etc.?

Does the project improve and/or broaden the tax base?

Does the proposal improve blighted buildings or areas in need of redevelopment?

Does the proposal support community projects or create public benefits (i.e. granting
access to open spaces, creating student internships, providing job training, supporting
local contractors and suppliers)?

Will this project encourage other businesses to invest in buildings, purchase equipment or
create jobs?

The County will hold a public hearing to solicit public comments and questions regarding the TIF

District in accordance with State law. Notice of the public hearing shall be advertised in a

newspaper of general circulation in the area at least 10 days prior to the public hearing.

Once the Commissions issue a final approval of the TIF proposal, the County Administrator shall

submit the application, to the State of Maine Office of Economic and Community Development

for final approval.

Applicants are encouraged to develop applications in consultation with Somerset County
Administrator or their designee. All TIF applications must:

Provide enough detail to clearly describe the scope of the project, beneficiaries and costs;
Include a detailed description of any public improvements to be financed using captured
funds, and information regarding how the funds will be spent;

Compare the impact of the proposed activities on State Aid to Education and on State
Revenue Sharing that is based on tax valuation, both with and without a TIF District;
Clearly describe the benefits of the TIF to the applicant;
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e Provide a statement explaining the impact of proposed project upon the general
community;

e Present all data required by the state, 30-A M.R.S.A. §§ 5222 through 5224; and

e Provide any additional information the County Commissioners deem necessary to review
and evaluate the application.

VII. PERFORMANCE STANDARDS

In addition to the above criteria, these standards will be used to evaluate the appropriate percentage
of financial benefit associated with the captured value to be utilized for the benefit of the applicant.
If the infrastructure improvements proposed under the TIF are likely to directly encourage
additional businesses to relocate or expand within the County: or, if the TIF proposal will create
new public service or training endeavors (i.e., higher education facilities such as a University of
Maine satellite site), the Commissioners may consider awarding additional credit enhancement
percentage points to the proposed agreement. General speculation regarding possible future
development due to the proposed upgrade will not hold as much weight as professional opinions
from sources such as Somerset Economic Development Corporation (SEDC), Kennebec Valley
Council of Governments (KVCOG) or other knowledgeable sources.

For proposed TIF applications retaining or creating quality jobs, which are paid equal to or higher
than the local average, the Board may consider providing the applicant with a specified value per
job retained or created. This amount may be made in addition to any amounts or percentages
awarded.

To obtain an incentive for retained jobs the applicant must provide clear and convincing
documentation that the TIF approval will provide the financial incentive which will make the
difference between relocating or going out of business. A pro forma or business plan will be
required to show that the applicant is seriously considering a viable alternative location.

Both the retained jobs and newly created jobs shall be monitored by the County on a schedule
determined to be appropriate by the Commissioners. In the event that any approved TIF District
does not meet its job creation/retention obligations under these standards, the County
Commissioners reserve the right to renegotiate the CEA to reduce the tax benefit to the applicant
accordingly.
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HAZARD COMMUNICATIONS

(Revised June 2026)
I. PURPOSE:

The following written Hazard Communication Program has been established for Somerset
County and departments of the company are included within the program. The written program
will be stored in the Somerset County Courthouse in the Commissioner’s Office, the Somerset
County Sheriff’s Office, Somerset County Jail in the Maintenance Office Somerset County
Regional Communications Center Utility Room, Somerset County Emergency Management
EOC Utility Room and readily available for review by any interested employee.

Building HazCom Coordinators for each location will be:

Somerset County Courthouse: Facilities Manager

Somerset County Sheriff’s Department: Quartermaster

Somerset County Jail: Facilities Manager

Somerset County Regional Communications Center: Communications Director
Somerset County Emergency Management EOC: EMA Director

Plan Revision Date: | Revision Made: Person Making Revision:

10/1/2012 Update to Haz Com Plan Mike Smith, EMA Director

07/28/2026 Update of Haz Com Plan Sara Bickford, EMA Director
II. POLICY:

The County of Somerset will meet the requirements of this regulation to comply with 29 CFR
1910.1200, OSHA’S Hazard Communication Standard, and to provide a safe and healthy
workplace.

I11. OBJECTIVES:

Container Labeling: The Building Hazcom Coordinator will verify that all containers received
for use will be provided with:

Product identifier

Signal word

Hazard statement(s)

Pictogram(s)

Precautionary statement(s); and

Name, address, and telephone number of the chemical manufacturer, importer, or other
responsible party
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Solid Material Labeling: The Building Hazcom Coordinator will verify that all solid materials
not exempted due to their downstream use; were delivered with a label or received the label prior
to the initial shipment and need not be included in subsequent shipments unless information on
the label changes.

The Building Hazcom Coordinator at each work site will ensure that all secondary containers are
labeled with either an extra copy of the original manufacturer’s label, or with our company’s
own labels which have the requirements of the original label or, product identifier, words,
pictures, symbols or combination thereof, which provide at least general information regarding
the hazards of the chemicals. For help with labeling contact the safety/health officer (EMA
Director)

Additional Guidance for Secondary Labeling: https://www.osha.gov/dsg/hazcom/hazcom-
fag.html

The current standard provides employers with flexibility regarding the type of system to be used
in their workplaces, and OSHA has retained that flexibility in the revised Hazard
Communication Standard (HCS). Employers may choose to label workplace containers either
with the same label that would be on shipped containers for the chemical under the revised rule,
or with label alternatives that meet the requirements for the standard. Alternative labeling
systems such as the National Fire Protection Association (NFPA) 704 Hazard Rating and the
Hazardous Material Identification System (HMIS) are permitted for workplace containers.
However, the information supplied on these labels must be consistent with the revised HCS, e.g.,
no conflicting hazard warnings or pictograms.

Safety Data Sheets (SDS): Copies of the SDSs for all hazardous chemicals to which employees
of this Company may be exposed will be in Somerset County Courthouse in the Commissioner’s
Office, Somerset County Sheriff’s Department in the Quartermaster’s Office, Somerset County
Regional Communications Center in the Utility Room, and the Somerset County Emergency
Management EOC in the Utility Room.

SDSs will be available to all employees in their work area for review during each work shift. If
SDSs are not immediately available or new chemicals in use do not have an SDS, please
immediately contact the Building Hazcom Coordinator.

Employee Training and Information: As part of the onboarding process, new County
employees will complete the online course that covers OSHA's Hazard Communication Standard
(HAZCOM), 29 CRF 1910.1200, and conduct a Job Hazard Analysis (JHA). The electronic
record for these courses will serve as documentation of employee training.

Introduction of Chemicals: Prior to a new hazardous chemical being introduced into any
facility within the county, each employee of that department will be given information as
outlined above. The Building Hazcom Coordinator is responsible for ensuring that SDSs on the
new chemical(s) are available.

119


https://www.osha.gov/dsg/hazcom/hazcom-faq.html
https://www.osha.gov/dsg/hazcom/hazcom-faq.html

SOMERSET COUNTY ADMINISTRATIVE CODE

Hazardous Non-routine Tasks: Occasionally, employees are required to perform hazardous
non-routine tasks. Prior to starting work on such given projects, each affected employee will be
given information by their supervisor about hazardous chemicals to which they may be exposed
during such activity. This information will include:

1. Specific chemical hazards
2. Protective/safety measures the employee can take
3. Measures the company has taken to lessen the hazards including ventilation,

respirators, presence of another employee, and emergency procedures.
Examples of non-routine tasks performed by employees of this company may include:

Maintenance & Repairs: Fixing an unexpected mechanical jam, replacing a broken gasket,
or performing unscheduled equipment shutdowns and startups.

Facility Modifications: Upgrading an electrical circuit, moving heavy furniture/equipment,
or installing and operating new experimental machinery.

Emergencies & Cleanups: Handling a chemical spill, responding to a natural disaster, or
performing high-risk confined space entries for maintenance

Chemicals in Unlabeled Pipes: Work activities are often performed by employees in areas
where chemicals are transferred through unlabeled pipes. Prior to starting work in these
areas, the employee must contact Building Hazcom Coordinator for information regarding:

1. The chemicals in the pipes
2. Potential hazards
3. Safety precautions which should be taken

Informing Contractors: It is the responsibility of Building Hazcom Coordinator to provide
contractors (with employees) the following information:

1. Safety Data Sheets for hazardous chemicals to which they may be exposed while on
the work site.

2. Precautions the employees may take to lessen the possibility of exposure by usage of
appropriate protective measures.

3. The labeling system used in the work place.
Safety Data Sheets (SDS) - Updates and Requirements:

SDS must follow the 16-section format (See Appendix A). The County will obtain updated SDSs
reflecting OSHA 2024 changes (Sections 2,3,9,11). No chemical may be used until its current
SDS is accessible in physical or digital form.
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Digital SDS Access:

A digital SDS repository will be maintained. Building HazCom Coordinators must verify SDS
currency quarterly.

Small Container Labeling (GHS Rev-7):

For containers <100 mL where full labels are infeasible, use an abbreviated label including
product identifier, pictogram(s), signal word, manufacturer name/phone, and indicate full label
information is on the outer package. For containers <3 mL, if labeling interferes with normal use,
the product identifier may appear on the container with full label on outer packaging. Bulk
shipment flexibility applies.

Hazard Reclassification and Employee Retraining: When suppliers reclassify chemicals
under GHS Rev-7, the County will update labels/SDSs and retrain affected employees before
continued use.

Contractor Chemical Disclosure Requirements: Contractors must disclose chemicals they
bring onto County property and provide SDSs/labels. Coordinators must record this exchange
and ensure training is provided to affected staff.

Program Review & Audits: The EMA Director will review this program annually and conduct
audits to verify labeling compliance, SDS currency, training, non-routine task briefings, and
contractor communication records.

Compliance Timeline:

Nov 20, 2026 — Employers must update workplace labels, written program, and training for
substances.

May 19, 2028 — Employers complete updates for mixtures.

During transition, employers may comply with old or new standards (or both).
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APPENDIX A
Format of SDS’s as part of Global Harmonization System

Section 1, Identification includes product identifier; manufacturer or distributor name, address,
phone number; emergency phone number; recommended use; restrictions on use.

Section 2, Hazard(s) identification includes all hazards regarding the chemical; required label
elements.

Section 3, Composition/information on ingredients includes information on chemical
ingredients; trade secret claims.

Section 4, First-aid measures includes important symptoms/ effects, acute, delayed; required
treatment.

Section 5, Fire-fighting measures lists suitable extinguishing techniques, equipment; chemical
hazards from fire.

Section 6, Accidental release measures lists emergency procedures; protective equipment;
proper methods of containment and cleanup.

Section 7, Handling and storage lists precautions for safe handling and storage, including
incompatibilities.

Section 8, Exposure controls/personal protection lists OSHA's Permissible Exposure Limits
(PELs); Threshold Limit Values (TLVs); appropriate engineering controls; personal protective
equipment (PPE).

Section 9, Physical and chemical properties lists the chemical's characteristics.

Section 10, Stability and reactivity lists chemical stability and possibility of hazardous
reactions.

Section 11, Toxicological information includes routes of exposure; related symptoms, acute
and chronic effects; numerical measures of toxicity.

Section 12, Ecological information*

Section 13, Disposal considerations™

Section 14, Transport information*®

Section 15, Regulatory information*

Section 16, Other information, includes the date of preparation or last revision.

*Note: Since other Agencies regulate this information, OSHA will not be enforcing Sections 12

through 15(29 CFR 1910.1200(g)(2)).
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APPENDIX B

LIST OF HAZARDOUS CHEMICALS INDEX OF SAFETY DATA SHEETS

EXAMPLE ONLY

Hazardous Chemical Operation/Area Used SDS on File
Great Value Bleach Restroom Cleaning Yes
Windex Window Cleaning Yes
Pledge All Surface Cleaner Hard Surface Cleaning Yes
Chlorox All Purpose Disinfectant Restroom Cleaning Yes
Mrs. Meyers All Purpose Surface Cleaner | Hard Surface Cleaning Yes
Lysol Toilet Bowl Cleaner Restroom Cleaning Yes
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HCS Pictograms and Hazards

Health Hazard

¢ Carcinogen

¢ Mutagenicity

¢ Reproductive Toxicity
* Respiratory Sensitizer
¢ Target Organ Toxicity
e Aspiration Toxicity

Flame

¢ Flammables

¢ Pyrophorics

¢ Self-Heating

¢ Emits Flammable Gas
¢ Self-Reactives

¢ Organic Peroxides

Exclamation Mark

¢ [rritant (skin and eye)

¢ Skin Sensitizer

e Acute Toxicity (harmful)

¢ Narcotic Effects

¢ Respiratory Tract
Irritant

¢ Hazardous to Ozone
Layer (Non-Mandatory)

Gas Cylinder

¢ Gases Under Pressure

Corrosion

¢ Skin Corrosion/
Burns

¢ Eye Damage

¢ Corrosive to Metals

Exploding Bomb

¢ Explosives
¢ Self-Reactives
¢ Organic Peroxides

Flame Over Circle

&

e Oxidizers

Environment
(Non-Mandatory)

¥

* Aquatic Toxicity

Skull
and Crosshones

e

e Acute Toxicity
(fatal or toxic)
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APPENDIX D
TRANSPORTATION HAZARDS

Explosives Flammable Gases Non-Flammable Toxic Gases
Non-Toxic Gases

’
e
A

N

Flammable Solids Spontaneous Water Reactive Oxidizing Substances Organic Peroxides
Combustion

Corrosive Substances
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