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1.1

WELCOME

Whether you have just joined the Town or have been with us for a while, we are confident that you will
find our organization to be a dynamic and rewarding place in which to work. We consider the employees
of the Town to be critical resources and we look forward to a productive and successful association.
This handbook has been especially prepared for you to serve as a guide for the employer / employee
relationship. The topics covered in this handbook apply to all employees of the Town of Middletown. It
is important to keep several things in mind about this handbook.
•

This handbook contains only general information and guidelines. It is not intended to be
comprehensive or to address all of the possible applications of, or exceptions to, the general
policies and procedures described. It is not intended to supersede collective bargaining
agreements or department rules and regulations that may cover many of your terms and
conditions of employment. Employees covered by a collective bargaining agreement will be
directed to the web address where to locate the appropriate agreement at the New Employee Onboarding Orientation You should read and become familiar with both the collective bargaining
agreement and this employee handbook. If you have any questions concerning eligibility for a
particular benefit, or the applicability of a policy or practice to you, you should address your
specific questions to Human Resources.

•

Neither this handbook nor any other Town document, except written individual or collective
Agreements approved by the Town Council, confers any contractual right, either expressed or
implied, to remain in the Town’s employ or guarantee any fixed terms and conditions of your
employment. Your employment is on a voluntary at-will basis and is not for a specific time, and
may be terminated at any time by the Town or by you, subject to the express provisions of any
applicable collective bargaining agreement or the Town of Middletown Charter and Town Code.

•

The procedures, practices, policies, and benefits described here may be modified or discontinued
from time to time. We will make every effort to inform all employees of any changes as they
occur, but cannot guarantee immediate advance notice of changes.

•

Some of the subjects described here are covered in detail in the Town’s official policy and
procedure documents. The terms of written insurance policies and/or plan documents are
controlling for health, dental, life, short term and long-term disability, retirement and deferred or
reduced income benefits. You should refer to these documents for specific information, since this
handbook is only designed as a brief guide and summary of policies and benefits. For more
detailed information please contact Human Resources.

We are pleased to have you as a Town of Middletown employee and sincerely hope that our association
will always be mutually beneficial.

Shawn J. Brown
Town Administrator
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1.1

MISSION STATEMENT
Our mission is to preserve the character and quality of life in the Town of Middletown. We strive
to the
achieve
mission by and
improving
the quality
services As
andwe
supporting
well‐balanced
in
mostour
cost‐effective
responsible
mannerofpossible.
work towards
our goalsgrowth
we
will treat all members of our community, Town Government, volunteers and employees with
respect and dignity.

VISION
We envision being a leader in providing innovative efficient municipal government operations
deserving of public confidence, while demonstrating a strong commitment to preserving our
cultural traditions and pristine resources, and respecting our diverse community. Our
administration is committed to the health, safety, and welfare of the public we serve and to
ensuring the quality of life for future generations. We will ensure that town government is
responsive and accessible, and that all sectors of the population are welcomed and encouraged to
participate in town governance. We see a future committed to continuing to build valuable
partnerships, and collaborating with other communities, state agencies, and private organizations
in order to meet challenges. We endeavor to plan for and take advantage of opportunities that will
improve our community now and in the future.

VALUES
The Town of Middletown values:
•
•
•
•
•
•
•
•
•
•

Honesty, integrity and accountability in our work and treatment of all members within
the community
Commitment to employee development, excellence, and recognition
Innovation, creativity and expanding the use of technology in the delivery of our
services where
it improves efficiency and effectiveness to the benefit of the community
Collaboration, communication, and encouragement of community participation
Conservancy of the environment and quality of life now and for future generations
Demonstrate exemplary standards of professional and ethical conduct
Safeguard and maintain responsible fiscal management practices
Commitment to employee and community health, wellness and fitness
Diversity in our employees and our community

Visit the Town website at www.middletownri.com for the detailed Strategic Plan of the Town, including
the current Goals and Objectives.
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1.2

TOWN AND GOVERNMENT FACTS
The Town of Middletown was established in 1639 and incorporated as a Town in 1743. The
Town is governed by a seven member Town Council and an appointed Town Administrator.
Local elections are held every two years in even years for all Town Council members. The Town
adopted a Home Rule Charter on November 5, 1968, under which all powers of the Town are
vested in the elected Town Council. The Town Council may enact local legislation subject only
to the limitations imposed by the Charter, the State Constitution and the General Laws. Under the
Charter, the Town Council determines policy, enacts law and appoints the Town Administrator.
The Town of Middletown currently has a population of approximately 18,000 residents.
More general and historical information on the Town of Middletown can be found at the
Middletown Historical Society website www.middletownhistory.org and on the Newport County
Chamber of Commerce website www.newportchamber.com under Communities / Middletown.

1.3

TOWN DEPARTMENTS
The Town of Middletown is organized into the following departments serving under the Town
Administrator:
Department

Department Head

Assessment/Collections

George Durgin, Assessor/Collections

Building/Zoning

John Kane, Jr., Building Official

Finance/Human Resources

Marc Tanguay, Finance Director
Cecilia Dursi, Human Resources Manager

Fire

Ron Doire, Fire Chief

Middletown Prevention Coalition

Lori Verderosa, Coordinator

Planning

Ron Wolanski, Planning/Economic Dev Dir

Police

Anthony Pesare, Police Chief

Public Works

Tom O’Loughlin, Public Works Director
Warren Hall, Town Engineer
Will Cronin, Facilities/Operations Manager

Senior Center

Arleen Kaull, Senior Center Director

Information Technology

Matthew Wainwright, IT Director

Town Clerk/Canvassing
/Probate/Municipal Court

Wendy Marshall, Town Clerk

Middletown Town Hall hours of operation are 8:00 am – 4:00 pm M-F year-round. Please visit
the Town of Middletown website at www.middletownri.com for specific information on
departmental operations, the Town Council, School Committee, and all Town Boards and
Commissions. This Handbook and related Policies and Procedures can also be located on the
Town’s website.
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The Middletown School Department is directed by a five member School Committee, elected by
the Town of Middletown, which determines and controls all policies affecting the administration,
maintenance, and operation of the public schools. The School Committee appoints a
superintendent of schools as its chief administrative agent. This Handbook does not apply to
School Department employees.
The Middletown Public Library is supported by the Town in many ways as if it were a
Department of the Town. Pursuant to State law, however, it is managed and operated by an
independent Board of Trustees who appoint an Executive Director to serve as the Chief Executive
Officer of the Library. Employees of the Library are not employees of the Town government, so
this Handbook does not apply to them.

1.4

EQUAL EMPLOYMENT OPPORTUNITY POLICY STATEMENT
The Town of Middletown is committed to equal employment opportunities for all. Equal
Employment Opportunity has been, and continues to be, a fundamental principle of the
government of the Town of Middletown. Employment and promotion are based upon personal
capabilities and qualifications, without regard to race, color, religion, gender, age, national origin,
disability, sexual orientation, gender identity or expression, or any other protected characteristic
as established by law. This policy applies to all terms and conditions of employment including
policies and procedures relating to recruitment and selection, hiring, compensation, working
conditions, benefits, and termination from employment. Appropriate disciplinary action may be
taken against any employee willfully violating this policy. Questions or concerns regarding this
policy should be directed to the Human Resources Department. Any concern will be investigated
promptly. Any employee who has a basis for believing in good faith that a violation has occurred
must report it to the Human Resources Department.

1.5

AMERICANS WITH DISABILITIES POLICY STATEMENT
The Town of Middletown is committed to complying with all applicable provisions of the
Americans With Disabilities Act (“ADA”). It is the Town’s policy not to discriminate against
any qualified employee or applicant with regard to any terms or conditions of employment
because of
such individual’s disability or perceived disability so long as the employee can
perform the essential functions of the job. Consistent with this policy of nondiscrimination, the
Town will provide reasonable accommodations to a qualified individual with a disability, as
defined by the ADA, who has made the Town aware of his or her disability, provided that such
accommodation does not constitute an undue hardship to the Town. Employees with a disability
who believe they need a reasonable accommodation to perform the essential functions of their job
should contact
their department head and the Human Resources Department.

1.6

REASONABLE ACCOMMODATION OF PREGNANCY/CHILDBIRTH
The Town does not discriminate against any employee or applicant due to pregnancy, childbirth
or related medical conditions. The Town will reasonably accommodate an employee’s, or
applicant’s, condition related to pregnancy, childbirth, or a related medical condition. The Town
may provide pregnant employees with longer breaks, light duty, assistance with manual labor, a
temporary transfer to a less strenuous or hazardous position, or a modified work schedule as a
reasonable accommodation. The Town also may grant a leave of absence for a pregnant
employee to recover from childbirth. The Town may refuse to grant a reasonable accommodation
if the accommodation would pose an undue hardship on the Town. Any request for a reasonable
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accommodation must be made to Human Resources (HR). HR will work, on a case-by-case
basis, to make reasonable accommodations to eligible employees, provided that such
accommodation does not pose an undue hardship on the Town. An individual who has a
condition related to pregnancy, childbirth or a related medical condition is required to selfidentify that fact and provide HR with documentation before a reasonable accommodation can be
considered. Should you have any questions regarding this policy, please contact HR.

1.7

TOWN ADMINISTRATOR OPEN – DOOR POLICY STATEMENT
The Town of Middletown has an Open Door Policy for all employees. This means that every
supervisor’s and manager’s door is open to every employee, subject to specific departmental rules
and regulations, in order to encourage open communication, feedback, and discussion about any
matter of importance to an employee. Although the Town recognizes that most problems can and
should be solved in discussion with your immediate supervisor, it is possible that this approach
may be inappropriate, in which case you are free to bring your issues and concerns in certain
circumstances directly to the Town Administrator.
By listening to you, the Town is better able to improve, address complaints, and to foster
employee understanding of Town practices, processes and decisions. While there may not be an
easy answer or solution to every concern, you will find that supervisors, managers, Human
Resources and the Town Administrator are willing to listen and to help bring about a solution or a
clarification whenever possible.

2.0

ADMINISTRATIVE POLICIES

2.1

COLLECTIVE BARGAINING / CIVIL SERVICE
The Town of Middletown is organized into the following bargaining units, represented for
purposes of collective bargaining by
the following unions:
•
•
•
•

International Brotherhood of Police Officers Middletown Local # 534 – Police Officers
Middletown Fire Fighter’s Association Local # 1933 / IAFF – Firefighters
Teamsters Local Union # 251 – Public Works employees
Middletown Municipal Employees Association / NEARI Local #869 – General Municipal
employees

The Town of Middletown operates under a classified civil service system, and all offices and
positions in the Town are divided into the classified and the unclassified service.
Employees of the Town of Middletown who are included in a bargaining unit are part of the
classified service. Salary, benefits, and other terms and conditions of employment are determined
through collective bargaining between the Town and the representatives of each bargaining unit
and are included in the collective bargaining agreements of each union. At the on-boarding
orientation each employee is directed to the website where to locate a copy of the collective
bargaining agreement that is applicable for that employee’s classification.
Managerial, confidential, seasonal and other employees are part of the unclassified service, and
have their terms and conditions of employment either set by contract or by Town policy, and are
also subject to the Town’s Employee Handbook.
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Employees of the School Department (school administrators, teachers, teacher assistants, clerks
and custodians) have separate bargaining units from those listed above. By law, they are
employed by the School Committee of the Town of Middletown, so this Handbook does not
apply to them.
The Middletown Public Library is supported by the Town in many ways as if it were a
Department of the Town. Pursuant to State law, however, it is managed and operated by an
independent Board of Trustees who appoint an Executive Director to serve as the Chief Executive
Officer of the Library. Employees of the Library are not employees of the Town government, so
this Handbook does not apply to them. Eligible employees of the Library have a separate
bargaining unit, which is listed below:
• Middletown Public Library Employees Association / NEARI – Library employees
Employment in the classified and unclassified service of the Town of Middletown is governed by
rules and conditions outlined in Article IX, Personnel, of the Town Charter and Chapter 37, Civil
Service, of the Town Code, and provided by the Town Council, Town Administrator, Library
Board of Trustees, and the School Committee.

2.2

DRUG FREE WORKPLACE POLICY
The Town of Middletown, as an employer, is responsible for maintaining safe, efficient, working
conditions for its employees by providing a drug-free workplace, in compliance with the federal
Drug Free Workplace Act of 1989. The Town of Middletown is firmly committed to promoting
high standards of health, safety, and efficient service; thus our goal is to maintain a work
environment free from the effects of drug abuse.
Municipal employees shall not engage in the unlawful manufacture, distribution, sale, possession,
dispensing or use of controlled substances (drugs) while on the job or on any municipal work site.
In recognition of substance dependency as a treatable health condition, the Town is equally
committed to providing the opportunity for employees with substance abuse problems to obtain
professional help from the Town’s Employee Assistance Program (EAP).
Definitions
1. Conviction: A finding of guilt (including a plea of nolo contender) or imposition of sentence,
or both, by any judicial body charged with the responsibility to determine violations of the
Federal or State criminal drug statutes.
2. Criminal Drug Statute: A Federal or non-Federal criminal statute involving the manufacture,
distribution, dispensing, use or possession of any controlled substance.
3. Illegal Drug: Any drug which is not legally obtainable, or which is legally obtainable but has
not been legally obtained. The term includes prescription drugs not legally obtained and not
being used for prescribed purposes.
4. Legal Drug: Includes prescribed drugs and over-the-counter drugs that have been legally
obtained and are being used for the purpose for which they were prescribed or manufactured.
5. Under the Influence: For the purpose of this policy, this means that the employee is
noticeably affected by a drug.
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6. Workplace: Includes non-municipally owned property which is used in the conduct of
municipal business, including property used temporarily for business related purposes, such
as lodging sites rented for seminars, training, or other municipal activities.
The following conditions shall be applicable to all employees of the Town of Middletown:
1. Employees shall be required, as a condition of their employment, to abide by the terms and
conditions of this Drug-Free Workplace Policy.
2. An employee shall notify his/her Supervisor of any criminal drug statute conviction for a
violation occurring in the workplace no later than five (5) days after such conviction. Failure
to do so will result in discipline, up to and including dismissal.
3. If a convicted employee works in a federally funded program, the involved federal grant
agency shall be notified of the conviction within ten (10) days of the Town receiving notice
of the conviction.
4. An employee convicted under any criminal drug statute for a violation occurring in the
workplace, while on or off duty, or on duty away from the workplace, shall be immediately
dismissed for the first offense.
5. In the absence of compelling mitigating circumstances, an employee convicted under any
criminal drug statute for a violation not occurring in the workplace and while not on duty
shall be subject to immediate dismissal for the first offense [if convicted of a felony. If the
conviction is not a felony, discipline up to and including dismissal may be imposed, including
for the first offense.]
6. Appropriate disciplinary and/or corrective action is to be taken within thirty- (30) days after
the employer receives notice of a conviction. This, however, is not to be construed to limit
the authority of the employer to take such corrective action thereafter.
7. An employee not convicted under any criminal drug statute, but who engages in the illegal
manufacture, distribution, dispensation, possession or use of controlled substances in any
municipal workplace while on or off duty, or on duty away from the workplace, shall be
subject to dismissal for the first occurrence. An employee engaging in such actions while off
duty and away from the workplace may be subject to discipline, up to and including
dismissal, including for the first offense.
8. Any employee on municipal premises who appears to be under the influence of or who
possesses illegal or non-medically authorized drugs, or who has used such drugs on
municipal premises, may be temporarily relieved from duty pending further investigation.
9. Sometimes the use of legal drugs can endanger the safety of the employee or others.
Employees, who feel or have been informed that the use of such a drug may present a safety
risk, are to report such drug use to their immediate supervisor, who may reassign work on a
temporary or permanent basis.
10. Employees must observe other work rules and regulations established by their departments
regarding the use, possession or presence of drugs involving their employment.
11. Employees who have substance abuse problems are encouraged to participate in the Town’s
Employee Assistance Program (EAP) or a rehabilitation program.
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12. Each employee of the Town of Middletown shall make a good faith effort to maintain a drugfree workplace and uphold and promote this policy.

2.3

TECHNOLOGY AND SOCIAL MEDIA POLICY
The purpose of the Town’s Technology Policy is to communicate Information Technology
security standards concerning the use, protection, and preservation of computer information
systems, networks and data processed or stored on any of the Town of Middletown computing
devices. This policy applies to all full-time, part-time, seasonal, and temporary employees,
volunteers, interns, vendors, and contractors to the Town of Middletown (users).
The Town computing devices, software, Internet, Intranet and E-mail access are intended to
increase the productivity of users in their official duties. All personnel who access or make
decisions affecting the Town of Middletown’s computer based information assets plays a role in
protecting these assets. Users are expected to use these resources in a manner consistent with
Town policies, applicable law, and job responsibilities. Users will be held accountable for
protecting the Town’s computer-based information. Inappropriate or illegal use or failure to
comply with this policy or with the Town’s security standards may result in disciplinary action up
to and including termination.
The Town’s computing devices and information systems are intended for business use in
performing the duties of a user’s job. Users should utilize electronic resources in a manner that
reflects positively on themselves and the Town of Middletown. Users granted User ID’s and
access to the Town’s computing assets are responsible for any and all transactions, inquiries, emails, and activities performed with their User ID’s. Users shall secure their User ID’s to prevent
unauthorized use. No User subject to this policy will use the User ID of another user without
express permission of the user assigned to the User ID. Personal use of the Town’s computers is
permitted on a limited basis, during non-working/break time.
Users are given access to the Town’s computer network to assist them in performing their jobs.
Except for confidentialities created by law (such as attorney-client communications), a user
should not have any expectation of privacy in anything created, stored, sent, or received on the
Town’s computer network. Computer files and electronic communications via the Internet or
electronic mail are subject to the State of Rhode Island Open Records Act and the Town reserves
the express right to monitor, in any way, the activities of a user while engaging in any electronic
communications and to review any material created, stored, sent or received using Town
computing assets. Town employees who have been authorized by the Town to perform work
from home are responsible for ensuring that all work products are saved to the appropriate place
on the Town’s network.
Login ID's
Users shall have an Information Services assigned login ID and an associated login password.
Login ID's should be cancelled immediately by notifying Information Services in writing when
access is no longer required by the User.
Passwords
It is the responsibility of the User to protect and secure the Town network. Giving passwords to
other Users or any other individual for any system or remote access will be subject to the
appropriate disciplinary action.
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E-mail
All messages distributed via the Town of Middletown E-mail System are the property of the
Town of Middletown Government. There should not be an expectation of privacy in messages
that are created, stored, sent, or received by the Town's E-mail System. E-mails may be
monitored without prior notification, as the Town of Middletown Government deems necessary.
Caution:
Special consideration should be given before communicating confidential and/or
sensitive information such as performance reviews, disciplinary and/or correction actions,
attorney-client privileged information, personnel information, and health or medical
information via electronic communications.
Generally Acceptable Uses:
A User who exercises the privilege of using the Internet or e-mail will:
•

Use Internet and e-mail technologies to conduct Town business.

•

Ensure that all communications are professional, truthful, appropriate, and lawful.

•

Use language and subject matter that reflects business purposes and is in compliance with
Town policies and procedures and all state and federal laws.

•

Ensure that the activity does not interfere with the User's productivity.

•

Be responsible for the content of all communications sent over the Internet. All
communications should show the User's name.

•

Be responsible for all computer transactions made with the User's User ID and password.

•

Verify and ensure the accuracy of any information obtained from Internet resources prior
to using such information for a business purpose.

•

Engage in limited personal use only with prior approval from the User's Department
Head or designee. If approved, such personal use shall be incidental, occasional, of short
duration, on the employee’s break time and not result in expense to the Town or violate a
prohibition under the policy standards, this policy or other Town policies.

Generally Prohibited Uses:
Any User who exercises the privilege of using the Internet or e-mail is accountable for his/her
actions and communications related to electronic transactions or messages and will not:
•

Engage in communicating (creating, sending, copying, or forwarding) any obscene,
harassing, threatening, discriminatory, or fraudulent messages, e-mail, chain messages,
chain e-mail, or any other message or e-mail, which violates Town policy.

•

Access, view or download any non-business related information from any web site, chat
room, newsgroup, messaging, e-mail or any other electronic location of an adult nature
(obscene, sexual, or pornographic) unless pursuant to Town business (i.e. law
enforcement).
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•

Transmit any messages anonymously or using an assumed name; attempt to obscure the
origin of a message or misrepresent User's job title or position with the Town.

•

Send or forward emails containing libelous, defamatory, racist, sexist or obscene
remarks. If you receive an email of this nature, you should delete it and notify your
manager/supervisor, if appropriate.

•

Send chain mail.

•

Forge or attempt to forge email messages, or disguise or attempt to disguise your identity
when sending mail.

•

Send Spam messages, viruses, or worms.

Remote Access
Remote access to the town-wide network can only be authorized by the Information Services
Department.
Direct Network Access
Users and on-site contractors should use equipment approved by the Town of Middletown
Information Services Department to attach to the Town of Middletown Government network. The
Town of Middletown Information Services Department should be notified immediately of lost or
stolen client machines or network interface cards (NIC).
Wireless Access
All access points or wireless clients to be installed on the Town of Middletown network must be
approved by the Information Services Department and should be installed by staff of the
Information Services Department. The Information Services Department should be notified
immediately of lost or stolen client machines or network interface cards (NIC). These devices
must be immediately unregistered from all access points.
Network Designs/Firewalls
All site network designs must be reviewed and approved by the Town of Middletown Information
Services Department prior to implementation. All site network designs involving external access,
such as a vendor, should be reviewed and approved by the Town of Middletown Information
Services Department.
Hardware and Software
The physical control and security of hardware and software assets assigned to a department are
the responsibility of the Department Head. Computer equipment and computer software must be
approved by a designated Town of Middletown Information Services representative prior to
purchase. This includes:
•
•
•
•

Desktop computers
Laptops
Personal Digital Assistants (PDAs)
Communications Equipment
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•
•
•
•
•

Personal Computing Software
Non-purchased Software
Operating Systems
Application Systems
Network Devices

Vendor Equipment
All vendor supported machines that are attached to the Town of Middletown data
communications network must have current anti-virus software loaded.
Disposal of Assets Containing Town Data
When computer equipment or storage media containing town data becomes obsolete, all data
should be erased from all electronic media before disposal. This erasure should be accomplished
by such means as physical destruction or low-level media formatting by approved erasure
software. Department Heads should seek the assistance of the Information Technology
department prior to disposing devises that may contain sensitive data.
Social Media
The Town of Middletown provides the following guidelines for the personal usage of social
media to ensure that employees use appropriate discretion in relation to the use of references to
the Town of Middletown and related Town Departments so as to not discredit the Town, its
Departments or its employees.
Employees should strive to ensure their social media posts are respectful, fair and courteous to
fellow co-workers and the public and avoid inappropriate postings that may include
discriminatory remarks, harassment, threats of violence or similar inappropriate and unlawful
conduct. Postings that violate the Town of Middletown’s policies, such as anti-discrimination
and anti-harassment policies, will not be tolerated and may subject you to disciplinary action up
to and including termination.
Barring state law or binding employment contracts to the contrary, the Town of
Middletown employees shall abide by the following guidelines when using social media:

a. Employees are prohibited from accessing social media sites, such as but not limited to
Twitter, Facebook, Flickr, Myspace, Linkedin, and YouTube, during work hours. If an
employee chooses to use social media sites during non-work hours, the employee must abide
by this policy and any other relevant Town of Middletown policies (i.e., anti-harassment,
etc.).

b. Employees may not post anything on the Internet in the name of the Town of Middletown or
any Town Department or in a manner that could reasonably be attributed to Town of
Middletown or any Town Department without prior written authorization from the
employee’s supervisor. Any comments directly or indirectly relating to the Town of
Middletown or Town Department must include the following disclaimer: “The postings on
this site are my own and do not represent the Town of Middletown’s positions, strategies or
opinions.”
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c. As public employees, Town employees are cautioned that speech on - or off - duty, made
pursuant to their official duties - that is, that owes its existence to the employee’s professional
duties and responsibilities - is not protected speech under the First Amendment. Employees
should assume that their speech and related activity on social media sites will be a reflection
on the Town of Middletown as a whole.

d. Maintain the confidentiality of the Town of Middletown’s trade secrets and confidential
information, such as internal reports, policies, processes, know-how, technology and internal
business-related confidential communications.

e. When using social media, Town of Middletown employees should be mindful that their
speech becomes part of the worldwide electronic domain. Therefore, adherence to the Town
of Middletown’s policies and procedures is required in the personal use of social media. In
particular, employees are cautioned not to post the following:
1.

Speech containing obscene or sexually explicit language, images, or acts and
statements or other forms of speech that ridicule, malign, disparage, or otherwise
bias against any race, any religion, or any protected class of individuals.

2.

Speech involving themselves or other Town of Middletown personnel reflecting
behavior that would reasonably be considered reckless or malicious.

f. Engaging in speech noted herein may provide grounds for undermining or impeaching an
employee’s testimony in civil or criminal proceedings. Defense counsel in civil or criminal
cases search for material posted by employee’s on websites with the hope of finding
incriminating statements that can be used in a legal proceeding. When an employee’s
postings indicate bias or other incriminating information, they become of great value to
lawyers seeking to impeach an employee’s testimony and may be detrimental to the outcome
of a case.

g. Employees should be aware that they may be subject to civil litigation for purposefully:
1.

Publishing or posting willfully false information that harms the reputation of
another person, group, or organization (defamation);

2.

Using someone else’s name, likeness, or other personal attributes without that
person’s permission for an exploitative purpose; or

3.

Publishing the creative work of another, trademarks, or certain confidential
business information without the permission of the owner.

h. Employees should be aware that privacy settings and social media sites are constantly in flux,
and they should never assume that personal information posted on such sites is protected.

i. Employees should expect that any information created, transmitted, downloaded, exchanged,
or discussed in a public online forum may be accessed by the Town of Middletown at any
time without prior notice.
Any employee becoming aware of or having knowledge of a posting and/or website that
is in violation of the provisions of this policy shall notify a supervisor immediately for
further review.
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Employees should be aware of the issues that may arise from the misuse of social media. The use
of social media should be managed according to the guidelines presented in this policy.
Employees must be made aware of the fact that, regardless of privacy settings, pictures, videos,
and text they post online could be made available to individuals for whom it was not intended. As
previously stated, social media site content is now frequently used by attorneys to impugn a
person’s reputation or show bias.
Sanctions
Violation of this Policy or the Information Technology Security Standards will lead to discipline,
which may include restriction or revocation of access, as well as other disciplinary action up to
and including termination. Users should also be aware that violation of this Policy or the Security
Standards in some circumstances could lead to the imposition of criminal sanctions.

2.4

EMERGENCY CLOSINGS – WEATHER CONDITIONS
It is the Town’s policy to continue operations despite inclement weather unless the conditions
threaten to make employee transportation to or from work impossible or especially dangerous.
Supervisors will be responsible for notifying all employees who report directly to them if the
office will be closed. The Town Administrator or his/her designee is the only Town official who
has the authority to close Town offices and facilities due to emergencies. In the event the Town
offices and facilities are closed due to an emergency condition, a general announcement will be
made to local media, if possible, including television and/or radio stations (WADK-1540
AM/wadk.com or WPRO–630 AM/wpro.com) and will also be posted on the Town website and
communicated via CODE RED, the Town-wide emergency notification system.
It is the employee’s responsibility to report to work as scheduled at all times including during
inclement weather conditions. In the event inclement weather conditions prevent an employee
from reporting to work, the employee is required to notify their supervisor. Such absence shall be
unpaid or charged against the employee’s available leave balance. If the Town offices and
facilities are closed before the commencement of the work schedules, employees will be paid
regular pay for that day. If the offices and facilities are opened and then forced to close early
because of weather, all employees who reported to work will be paid regular pay for that day.

2.5

EMPLOYEE CONDUCT
Employees are expected to report to work as scheduled and to carry out their duties and
responsibilities to the best of their abilities. Employees must at all times conduct themselves in a
courteous, civil and professional manner. Conduct that may be characterized as uncivil, abrasive,
hostile or obstructive impedes the Town’s business. Employees shall always conduct themselves
in the best interests of the Town, its employees and its citizens.
In furtherance of these policies,
1. All employees are expected to conduct themselves according to the highest standards of
courtesy and professionalism and owe each other, their supervisors and the citizens of the
Town respect, diligence and protection against unjust and improper criticism or attacks.
2. Any employee whose conduct or performance is found to constitute misconduct,
incompetence or otherwise to be in violation of Town policies, rules or procedures will
be subject to disciplinary action. Disciplinary action may range from a verbal warning to
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termination, based on the nature of the violation and/or the employee’s record with the
Town.
In recognition of the foregoing, if any employee believes in good faith that a person’s conduct or
behavior is contrary to the objectives stated in these standards, he/she shall call attention to the
behavior to the offending party and request that the offending behavior be stopped immediately
and file a report with his/her supervisor.

2.6

SUSPECTED MISCONDUCT/DISHONESTY
Like all organizations, the Town of Middletown is faced with risks from wrongdoing,
misconduct, dishonesty, and fraud. The Town must be prepared to manage these risks and their
potential impact in a professional way.
The impact of misconduct and dishonesty may include the following:
•
•
•
•
•
•
•
•
•

The actual financial loss incurred
Damage to the reputation of our organization and our employees
Negative publicity
The cost of investigation
Loss of employees
Loss of customers
Damaged relationships with our contractors and suppliers
Litigation
Damaged employee morale

Our goal is to establish and maintain an environment of fairness, ethics, and honesty for our
employees, our residents, our vendors, and anyone else with whom we have a relationship. To
maintain such an environment requires the active assistance of every employee and manager
every day.
The Town is committed to the deterrence, detection, and correction of misconduct and
dishonesty. The discovery, reporting, and documentation of such acts provides a sound
foundation for the protection of innocent parties, the taking of disciplinary action against
offenders up to and including dismissal where appropriate, the referral to law enforcement
agencies when warranted by the facts, and the recovery of assets.
For purposes of this policy, misconduct and dishonesty include but are not limited to the
following:
•
•
•
•
•
•
•

Acts that violate the Town of Middletown’s Charter and ordinances
Theft or other misappropriation of assets, including assets of the Town, our residents,
vendors or others with whom we have a business relationship
Misstatements and other irregularities in Town records, including the intentional
misstatement of the results of the operations
Wrongdoing
Forgery or other alteration of documents
Fraud and other unlawful acts
Any similar acts
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The Town of Middletown specifically prohibits these and any other illegal activities in the actions
of its employees, managers, executives, and others responsible for carrying out the Town’s
activities.
Reporting
It is the responsibility of every employee, supervisor, manager, and executive to report in a timely
manner any suspected misconduct or dishonesty to his or her supervisor. Supervisors, when
made aware of such potential acts by subordinates, must immediately report such acts to their
direct supervisor. Any reprisal against any employee or other reporting individual because that
individual, in good faith, reported a violation is strictly forbidden.
Due to the important yet sensitive nature of the suspected violations, effective professional
follow-up is critical. Supervisors, while appropriately concerned about “getting to the bottom” of
such issues, should not under any circumstances perform any investigative or other follow up
steps on their own. Concerned but uninformed supervisors represent one of the greatest threats to
proper incident handling. All relevant matters, including suspected but unproved matters should
be referred immediately to those with follow-up responsibility.
Additional Responsibilities of Supervisors
All employees have a responsibility to report suspected violations. However, employees with
supervisory and review responsibilities at any level have additional deterrence and detection
duties. Specifically, personnel with supervisory or review authority have three additional
responsibilities:
•
•
•

First, supervisors must become aware of what can go wrong in their area of authority.
Second, supervisors must put into place and maintain effective monitoring, review, and
control procedures that will prevent acts of wrongdoing.
Third, supervisors must put into place and maintain effective monitoring, review, and
control procedures that will detect acts of wrongdoing promptly should prevention efforts
fail.

Authority to carry out these three additional responsibilities is often delegated to subordinates.
However, accountability for their effectiveness cannot be delegated and will remain with
supervisors.
Responsibility and Authority for Follow-Up and Investigation
The Town Administrator has the primary responsibility for all investigations involving the Town
of Middletown municipal operations.
Properly designated members of the investigative team will have
•
•

Free and unrestricted access to all Town records and premises, whether owned or rented.
To the extent permitted by law, the authority to examine, copy and/or remove all or any
portion of the contents of the files, desks, cabinets, and other storage facilities (whether in
electronic or other form) without the prior knowledge or consent of any individual who
might use or have custody of any such items or facilities when it is within the scope of
the investigation or related follow-up procedures.
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All investigations of alleged wrongdoing will be conducted in accordance with applicable laws
and Town procedures.
Reported Incident Follow-Up Procedure
Care must be taken in the follow-up of suspected misconduct and dishonesty to avoid acting on
incorrect or unsupported accusations, to avoid alerting suspected individuals that follow-up and
investigation is underway, and to avoid making statements, which could adversely affect the
Town, an employee, or other parties.
Accordingly, the general procedures for follow-up and investigation of reported incidents are as
follows:
1. Employees and others must immediately report all factual details as indicated above.
2. The Town Administrator, or his/her designee, has the responsibility for follow-up and, if
appropriate, investigation of all reported incidents.
3. All records related to the reported incident will be retained wherever they reside.
4. The Town Administrator, or designated investigative officer, may obtain legal advice at
any time throughout the course of an investigation or other follow-up activity on any
matter related to the report, investigation steps, proposed disciplinary action or any
anticipated litigation.
5. Neither the existence nor the results of investigations or other follow-up activity will be
disclosed or discussed with anyone other than those persons who have a legitimate need
to know in order to perform their duties and responsibilities effectively.
6. All inquiries from an attorney or any other contacts from outside of the Town, including
those from law enforcement agencies or from the employee under investigation, should
be referred to the Town Administrator.
7. Investigative or other follow-up activity will be carried out without regard to the
suspected individual’s position, level, or relationship with the organization.
All questions or other clarifications of this policy and its related responsibilities should be
addressed to the Town Administrator, who shall be responsible for the administration, revision,
interpretation, and application of this policy.

2.7

PROGRESSIVE DISCIPLINE POLICY
The Progressive Discipline Policy of the Town establishes standards of employee conduct and
outlines potential consequences for non-compliance with these standards, in order to ensure an
equitable approach to resolving problems that may arise in the workplace. The policy encourages
positive employee/employer relations by providing for the fair treatment of all employees while
ensuring that all employees are aware of their obligations and the consequences of disregarding
those obligations. The Town is committed to ensuring that employee misconduct is handled in an
appropriate manner.
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The purposes of disciplinary action are, in most cases, to give an employee the opportunity to
correct poor behavior or job performance, or else to remove from the workforce an employee who
has either failed to respond to prior corrective action or else committed an offense justifying
immediate termination of employment.
The Town of Middletown generally recognizes two categories of discipline that may be imposed
to address violations of employee standards of conduct or performance: (1) progressive corrective
action and (2) immediate termination. Other disciplinary action, including but not limited to
demotion or mandatory referral to counseling, may be taken in appropriate cases.
Progressive Corrective Action
Progressive Corrective Action is the responsibility of the Department Head, or designee.
Depending on the nature, seriousness, severity and other circumstances, any of the following
steps may be taken in response to a first offense, and steps may be skipped. In routine cases,
however, the following steps may be expected to be implemented:
Step 1 Oral Counseling – Counseling is used in situations where the department head feels that
discussion, instruction/training will resolve the employee’s performance or behavior problem. It
ensures that the employee knows what performance is expected and how it is to be accomplished.
Oral Counseling Sessions should be documented by the department head or designee.
Step 2 Verbal Warning – Verbal warning is generally used when a problem persists after the
supervisor has brought it to the employee’s attention through oral counseling. The department
head or designee outlines the circumstances leading to the discipline and verbally warns the
employee that should another offense occur, the employee will be given more serious discipline
which might include termination of employment. The verbal warning should be documented by
the department head or designee, copied to the employee for signature, and forwarded to the
Human Resource Department for inclusion in the personnel file. A copy will be provided to the
appropriate bargaining agent, if any.
Step 3 First Written Warning – Should an incident arise that is considered serious enough to
warrant immediate delivery of a written warning letter, or should previous discipline justify, the
department head or designee shall meet with the employee and present a letter outlining the
circumstances of the problem behavior. The employee will be advised that should another
offence occur the employee will be subject to further disciplinary action up to and including
dismissal. A copy of the letter will be copied to the employee for signature, and forwarded to the
Human Resources Department for inclusion in the employee’s personnel file. A copy will be
provided to the appropriate bargaining agent, if any.
Step 4 Final Written Warning / Suspension Without Pay – In cases of severe, continuing or
recurring misbehavior or poor performance, the department head or designee presents a final
written warning outlining the circumstances. The employee will be advised that should any
further misconduct or poor performance occur, the employee will be subject to immediate
dismissal. A copy of the Final Written Warning will be copied to the employee for signature, and
forwarded to the Human Resources Department for inclusion in the employees personnel file. A
copy will be provided to the appropriate bargaining agent, if any.
A suspension may be imposed at this stage in the progressive discipline process. There are three
kinds of suspension:
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1. Investigative Suspension – a period during which an employee is relieved of job duties
because of alleged serious misconduct, and it is necessary to conduct a full investigation
to determine the facts of the case. The employee will be paid for the period of
investigative suspension, unless he/she requests extension of the suspension, in which
case extension will be granted only by agreement without pay. This form of suspension
may occur whenever the Town deems it appropriate in investigating any suspected or
known infraction, whether at the final warning phase or not.
2. Disciplinary Suspension – a period given as discipline along with a final written warning.
Disciplinary suspension is imposed without pay, after written notice to the employee and
an opportunity for the employee to be heard.
3. Crisis Suspension – Given at the discretion of the department head when action must be
taken immediately. May lead to a disciplinary suspension and/or termination. Crisis
suspension is with pay.
Termination of Employment
On recommendation made by the department head, in writing, to the Town Administrator for
dismissal of the employee or on the Town Administrator’s determination that a hearing should be
held on the subject, the Town Administrator will provide the employee with written notice of the
charges and the date, time and place when the employee may be heard on the charges, also
advising that the department head has recommended termination of employment. The Town
Administrator will conduct the hearing, and will make the final decision regarding the
termination.
Suspension without pay and/or termination may be the first and only step taken in the discipline
process, if the offense is severe enough to warrant it.
Conduct Typically Resulting in Discipline and/or Termination
Depending on the nature, seriousness and severity of the violation, the following are, without
limitation, examples of the kind of conduct that could result in Progressive Corrective Action:
•
•
•
•
•
•

Excessive absenteeism or tardiness
Poor attitude or cooperation
Loafing, loitering or other abuses of work time
Incompetence or poor work performance
Failure to comply with dress and/or grooming standards
Solicitation and/or distribution of non-work related materials

The following are, without limitation, examples of conduct that could result in Immediate
Termination of employment:
•
•
•
•
•
•
•

Theft
Fighting at work
Insubordination
Dishonesty or fraud
Disorderly conduct
Neglect of duty
Violation of safety rules and/or policies
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•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•

Falsification of employment records or documents
Threatening, obscene or abusive language and/or conduct
Damaging or destroying Town of Middletown property or the property of others
Failure to return to work following an approved absence from work
Possession of weapons on Town property, except for authorized police personnel
Possession, consumption, distributing, and/or selling alcohol or illegal drugs on Town
property, except unopened containers of alcohol may be in personal vehicles.
Reporting to work under the influence of alcohol or drugs
Endangering the safety and/or health of oneself or others through unsafe acts or omissions
Unauthorized removal of any property, documents or records of the Town or others
Unlawful harassment or discrimination against another employee
Refusal to cooperate fully in a workplace investigation
Retaliating against another employee for making a complaint or for providing information
during a workplace investigation
Multiple and/or excessive rules violations or other misconduct
Commission of a felony
Divulging confidential information without authorization
Absence from work for over two days without notice to the employer

At any time during the progressive discipline process, the Town may refer the employee to the
Town’s Employee Assistance Program for confidential counseling. At each step of the
progressive discipline process, the Town’s authorized representative meets with the employee and
a representative (if requested) privately, unless circumstances call for immediate action. The
opportunity for representation of the employee during investigative meetings and/or follow-up
meetings is provided. The Town’s goal is to clearly identify the problem so that the employee
understands it, and allow the employee the opportunity to explain. The Town will conduct an
investigation into the facts and circumstances and may recess the meeting if additional
investigation is required after hearing the employee. The Town’s representative will explain the
expected behavior and the consequences to the employee if the problem is not resolved. All
progressive disciplinary steps are to be thoroughly documented.
An employee may follow the Grievance Procedure and Appeal Process with the Personnel
Review Board, as outlined in Chapter 37.060 – 37.062 of the Middletown Town Code, if the
employee feels aggrieved as a result of a Progressive Disciplinary action.

2.8

EMPLOYEE CIVILITY
Employees of the Town are required to conduct themselves in a courteous, civil and professional
manner when interacting with, or in the presence of, any member of the public. Employees
should cooperate with each other and the Town in the performance of their work. Demeaning,
intimidating or threatening behaviors that affect the ability of the Town employees and staff to
conduct Town business depart from the standard for civility and respect and have no place in the
community. Staff and employees are encouraged to call attention to any such behavior to their
supervisors.

2.9

CUSTOMER SERVICE
The Town of Middletown is committed to excellence in Customer Service. Through our
continued efforts to improve the delivery of superior quality services to the community, the Town
strives to be responsive, proactive and in touch with the changing needs and expectations of the
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Middletown community. By setting a high standard of professional and ethical conduct, the
Town promotes an environment of open and honest government that takes pride in responding to
the needs of our customers.

2.10

ETHICS AND CONFLICT OF INTEREST
The Town of Middletown operates under the State of Rhode Island Code of Ethics, which sets
forth standards of conduct for all public officials and employees. If you are unclear as to whether
an action may constitute unethical behavior or cause a conflict of interest, it is recommended that
you first speak with your supervisor and then contact the Rhode Island Ethics Commission at
401-222-3790 or www.ethics.ri.gov. The Ethics Commission educates and advises public
officials and employees about the standards of conduct set out in the Code of Ethics. Another
resource available to public officials and employees who may need information regarding ethics
guidelines is the Ethics and Conflicts of Interest Guide For Municipal Officials, available at the
RI League of Cities and Towns website, www.rileague.org.
It is the policy of the Town of Middletown that each employee conducts his/her business affairs
with such standards of integrity that no conflict of interest exists or can be reasonably implied or
construed. All employees should comply with the ethical standards of the Town as set forth in
this Handbook. If a situation feels awkward, then the employee should ask:
•
•
•
•
•
•

Is my action legal and ethical?
Does my action comply with Town policy?
Is my action appropriate in the situation?
Would my action not be an embarrassment to the Town, if known?
Does my action agree with my personal and/or professional ethics or behavior?
Would I be able to successfully defend my actions in the media?

An employee should be able to answer “yes” to all of these questions before taking action or
compromising themselves in the situation.
Unethical business conduct, actions or even the appearance of unethical behavior is unacceptable
under any condition. The reputation of the Town depends on each employee applying common
sense in situations where specific rules of conduct are insufficient to provide clear direction. A
strong sense of personal ethics, which should extend beyond compliance with applicable laws, is
necessary to guide the behavior of all employees.
A conflict of interest can arise in dealings with anyone with whom the Town transacts business:
taxpayers, contractors, vendors, banks, insurance companies, and anyone we contact and make
agreements with. Employees should not be transacting business with any of the groups
mentioned above for personal gain. Employees should not borrow money or accept advances or
other personal payments or gifts or entertainment from any entity that has transactions with the
Town. Employees should not enter into any transaction, acquire any interest, or take any action,
which, in his/her own judgment is contrary to the interest of the Town or is incompatible with
loyalty and obligation inherent to his/her employment. Employees should not directly or
indirectly solicit any gift or accept or receive any gift, whether it be money, services, loan, travel,
entertainment, hospitality, promise, or any other form, under the following circumstances: 1) it
could be reasonably inferred or expected that the gift was intended to influence them in the
performance of their official duties; or 2) the gift was intended to serve as a reward for any
official action on their part. Specific information regarding ethics and conflict of interest in
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public contracting in the Town of Middletown, along with information on criminal penalties and
sanctions that may be imposed for violating the ethical standards set forth, can be found in
Chapter 33A of the Town Code.
Failure of an employee to conduct himself/herself ethically and/or without conflict of interest will
result in disciplinary action up to and including termination of employment.

2.11

OUTSIDE EMPLOYMENT
Employees are prohibited from participating in outside work activity if such activity
negatively affects the time or quality of their work, causes a conflict of interest between
such outside work and their employment with the Town or otherwise casts discredit upon
Town government. In general, outside work activities are not allowed when they:
•
•
•
•

Prevent the employee from fully performing work for which he or she is employed at the
Town, including overtime assignments;
Involve organizations that are doing or seek to do business with the Town, including actual or
potential vendors or customers; or
Violate provisions of law or the Town’s policies or rules.
Implicate moral, ethical or conflicts issues that otherwise could cast discredit on the Town
government.

If an employee is engaged or is expected to become engaged in outside work activities which may
or may not be in conflict with this policy, the employee should request written permission from
his/her department head to engage in such outside activity. The granting of permission to engage
in outside work activities may be withdrawn if such activity begins to conflict with this policy.
The employee may also request an advisory opinion from the Ethics Commission.

2.12

PERSONAL PROPERTY / WORKPLACE PRIVACY
Employees should have no expectation that their workplace and/or materials contained
within their workplace are private and not subject to disclosure. From time to time,
supervisors and other authorized persons may have a legitimate business need to enter an
employee’s workplace including, but not limited to, offices, Town vehicles, computers,
cabinets, and desks (including personal property brought to the workplace, which is used
in the course of day-to-day business) to search for documents, files and other work
related items. In addition, in cases of suspected employee misconduct or criminal
activity, the Town may search the workplace for evidence of such misconduct and will
cooperate with law enforcement officials in any criminal investigation.

2.13

HARASSMENT / SEXUAL HARASSMENT POLICY
The Town of Middletown is committed to maintaining a work environment that is free of
inappropriate or disrespectful conduct, where bigotry and intolerance, including unlawful
discrimination on the basis of gender, sexual orientation, gender identity and expression, race,
color, ethnicity, religious beliefs, disability, or age, have no place, and where any form of
employee-to-employee coercion or harassment that insults the dignity of others and interferes
with their freedom to work is unacceptable. Harassment of any kind may subvert the mission of
the Town and threaten the careers, experience, and well-being of employees, and therefore it is
prohibited.

Town Council Adoption Date: January 22, 2008
Revision Date/Number: June 20, 2016 / Rev 6

Page 25 of 54

Town of Middletown Employee Handbook
Definitions
(A)

Harassment:

The Town of Middletown defines harassment as unwelcome verbal or physical conduct which on
the basis of gender, sexual orientation, gender identity or expression, race, religion, national
origin, age or physical ability has the purpose or effect, from the point of view of a reasonable
person, either of:
1. Unreasonably interfering with an individual’s work performance, or employment
opportunity, or
2. Creating an intimidating, hostile, or offensive work environment.
Harassment can take many forms and can include slurs, comments, jokes, innuendoes, pictures,
cartoons, pranks or other verbal or physical conduct, which is based upon a person’s protected
status. (i.e. race, religion, creed, color, national origin, gender, sexual orientation, gender identity
or expression, age, or disability).
(B)

Sexual Harassment:

Sexual harassment is a type of harassment and occurs when the verbal and physical conduct
described above is sexual in nature or is gender-based, that is, directed at a person because of
their gender. Sexual harassment does not refer to casual conversation or compliments of a
socially acceptable nature.
Sexual harassment is a form of unlawful gender discrimination and means unwelcome sexual
advances, requests for sexual favors, and other verbal or physical conduct of a sexual nature
when:
1. Submission to the conduct is either explicitly or implicitly a term or condition of
employment.
2. Submission to or rejection of the conduct is used as a basis for an employment decision
affecting such individual.
3. The conduct unreasonably interferes with the individual’s job performance or creates a
work environment that is intimidating, hostile, or offensive.
Examples of sexual harassment include, but are not limited to the following, when such acts or
behavior come within one of the above definitions:
1. Unwelcome verbal behavior such as comments, suggestions, jokes, or derogatory
remarks based on gender
2. Physical behavior such as pats, squeezes, repeatedly brushing against someone’s body, or
impeding or blocking normal work or movement
3. Posting of sexually suggestive or derogatory pictures, cartoons, or drawings, even at
one’s work station;
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4. Unwanted sexual advances, pressure for sexual favors and/or basing employment
decisions (such as an employee’s performance evaluation, work assignments,
advancement) upon the employee’s acquiescence to sexually harassing behavior in the
workplace.
(C)

Workplace Misconduct:

Workplace misconduct, which does not meet the definition of harassment as described above, is
inappropriate or offensive conduct and is unwelcome, unsolicited and disrespectful of the
individual. Workplace misconduct is prohibited by the Town of Middletown. Examples of
workplace misconduct would be joking, teasing, spreading rumors, yelling, cursing, threatening,
or conduct which has not become pervasive or egregious enough to meet the legal definition of
harassment or sexual harassment.
Harassment, particularly sexual harassment, can be difficult to define. Misconceptions abound.
For this reason, the Town of Middletown strongly urges employees to use the harassment
reporting policy to report all incidents of suspected harassment, sexual harassment or other
inappropriate behavior as soon as possible. This policy is intended to assist the Town in
addressing not only illegal harassment, but also any conduct that is otherwise offensive and
inappropriate and to support the Town of Middletown’s commitment to maintain a respectful and
productive workplace for all employees.
Complaint Reporting
The Town of Middletown is committed to diligently enforcing its harassment/sexual harassment
policy by promptly and impartially investigating all complaints. When any form of harassment is
discovered, the Town shall take appropriate disciplinary action, up to and including termination.
The complaint procedure is designed to handle complaints in a fair, discreet and timely manner
to:
1. Decide if the behavior alleged in the complaint took place and constitutes harassment,
which violates federal and/or state law and Town policy or constitutes harassment in the
form of inappropriate or offensive behavior, which violates Town policy.
2. Stop the offending behavior.
3. Restore the complainant’s working environment.
4. Take steps to prevent retaliation and repetition of the harassment.
5. Educate, sanction, or discipline the harasser consistent with the seriousness of the
offense.
Investigation Procedures
The following procedures are to be used for reporting and investigating harassment complaints:
1. Any employee who feels victimized by harassment or who witnesses harassment should
report verbally or in writing to the employee’s supervisor immediately. If the employee’s
immediate supervisor is the source of the alleged harassment, or is so closely associated
with the source of the harassment that the employee does not feel comfortable reporting
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to that person, the employee may report the complaint to the department head, or
department head designee, to the Chief of Police, or to the Human Resources Director.
Chief Of Police –

Middletown Police Department
123 Valley Road
Middletown, RI 02842
401-846-1144

Human Resources -

Human Resources Department – Town Hall
350 East Main Road
Middletown, RI 02842
401-846-5781

2. Any supervisor or department head that learns of or receives a complaint of harassment is
obligated to report it to the Town Administrator.
3. If the complaint alleges harassment, the Town will conduct a prompt investigation.
4. Normally, the Department Head will be assigned to conduct the investigation. The
investigation may be assigned to legal counsel, a qualified independent investigator,
another member of management or a combination of these.
5. The investigation may include, but is not limited to, obtaining all factual evidence,
conducting interviews and obtaining witness statements, determining whether a
reasonable basis exists for the allegations of harassment/sexual harassment, determining
if there has been a violation of federal or state law and/or Town policy, and affording the
accused the opportunity to respond verbally or in writing to the allegations.
6. Every effort shall be made to conduct the investigation promptly so as to respect the
rights of all individuals involved and the investigation will be done in as confidential a
manner as is practicable.
7. Upon completion of the investigation and based upon the findings of the investigation
and the conclusions of the written report, if any, the Department Head and/or Town
Administrator will promptly relay the results of the investigation to the accused and the
complainant.
8. If the Town finds that harassment has occurred, the Town will take appropriate corrective
disciplinary action, which may include but is not limited to, verbal and/or written
warnings, probation, suspension, demotion and/or termination.
9. If the Town does not find that harassment/sexual harassment occurred or that the alleged
incident(s) did not constitute harassment/sexual harassment, the matter shall be referred
back to the Department Head for further appropriate action, if any. For example, if
workplace misconduct may have occurred but not harassment/sexual harassment, the
Department Head may act upon the findings.
10. An employee found to have reported harassment/sexual harassment in bad faith or
intentionally or willfully falsely reported harassment/sexual harassment will be subject to
disciplinary action up to and including termination.
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11. All employees must cooperate in an investigation of harassment/sexual harassment. Any
employee who fails to do so will be subject to disciplinary action up to and including
termination.
Retaliation is Prohibited
It is unlawful to retaliate against an employee for filing a complaint of sexual harassment or
harassment for other unlawful causes. It is unlawful to retaliate against an employee for
cooperating in an investigation of a complaint of sexual harassment or harassment for other
unlawful causes. Any form of retaliation against employees for making bona fide complaints of
harassment or cooperating in an investigation is strictly prohibited, and will result in disciplinary
action up to and including termination.
External Agencies
The Town is committed to taking prompt action whenever a complaint of harassment arises.
Where harassment is found to have occurred, prompt remedial action is provided under this
policy. Therefore, employees are expected to process any claims pursuant to this Policy, and a
purpose of this Policy is to make recourse to outside agencies unnecessary. However, should you
feel it necessary to contact an outside agency, contact information for State and federal
employment discrimination enforcement agencies are:
Rhode Island Commission for Human Rights
180 Westminster Street, 3rd Floor
Providence, RI 02903
Equal Employment Opportunity Commission
Boston Area Office
John F. Kennedy Federal Bldg., Room 475
Boston, MA 02203

2.14

SMOKE FREE WORKPLACE POLICY
The Town of Middletown is a Smoke Free Workplace in accordance with the Rhode Island
“Workplace Smoking Pollution Control Act” and is committed to providing a clean, healthy,
productive, and safe environment for all employees, citizens and visitors.
Smoking is prohibited inside all Town municipal buildings, including entrances, exits, lobbies,
stairways, elevators and restrooms. Smoking is also prohibited inside all Town municipal
parking and maintenance garages, and all municipal vehicles owned and leased by the Town of
Middletown.
Smoking will only be permitted in outdoor areas on Town property outside of Town municipal
buildings as follows:
•

Outdoor areas must be physically separated from the enclosed workplace to prevent the
migration of smoke into the workplace.

•

Outdoor areas must be at least fifty (50) feet from any exit and entrance doorways to Town
municipal buildings.
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“No Smoking” signs must be clearly posted at all entrances to Town municipal buildings and on
bulletin boards, bathrooms, stairwells and other prominent places. No ashtrays are permitted in
any indoor area.
“No Smoking” stickers are to be affixed to the inside center of the front windshield above the
rear-view mirror, or in plain view to the driver and passengers if this location is not appropriate,
on all Town owned and leased vehicles. Compliance with these guidelines is strictly enforced.
Department Heads are responsible for ensuring that all department members are adhering to this
Policy. The Town Fire Marshal will inspect for compliance during routine inspections of the
Town. Compliance with the Town of Middletown Municipal Smoke-Free Workplace Policy is
mandatory and will be enforced for all Town municipal employees and visitors, with no
exceptions. Employees who violate this policy will be subject to disciplinary action.
Any employee disputes involving smoking should be handled through the Town’s procedure for
resolving work-related problems, and the Town will take the appropriate steps to resolve the
issue. If the problem persists, any person who wants to register a complaint citing a violation of
this Policy and the “Public Health and Workplace Safety Act” can also submit a written and
signed letter of complaint to:
Rhode Island Department of Health
Office of Environmental Health Risk Assessment
3 Capitol Hill – Room 201
Providence, RI 02908-5097
Phone (401) 222-3424
The RI Department of Health enforcement staff will take appropriate action to resolve the
problem.
The Town of Middletown shall not discharge, refuse to hire or in any manner retaliate against an
employee, applicant for employment, resident or visitor because they exercise any rights afforded
by this Policy, or report or attempt to prosecute a violation of this Policy. Any questions
regarding the Town of Middletown Municipal Smoke Free Workplace Policy should be directed
to your supervisor or the Human Resources Department.
An employee who violates the Act or Regulations shall reimburse the Town of Middletown, who
would be liable for civil penalty as follows:
1. A penalty of two hundred fifty dollars ($250) for the first violation;
2. A penalty of five hundred dollars ($500) for the second violation;
3. A penalty of one thousand dollars ($1,000) for the third and subsequent violations; which
shall be assessed and recovered in a civil action brought by the town solicitor, having
jurisdiction over the licensed holder, in the Town Municipal Court or any Court of
competent jurisdiction.
In any civil action alleging a violation of Section 23-20.10-14 of the Act or Section 5.0 of the
Regulations, the Court may:
1. Award up to three (3) times the actual damages to a prevailing employee or prospective
employee;
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2. Award court costs to a prevailing employee or prospective employee;
3. Afford injunctive relief against any employer who commits or proposes to commit a
violation of the Act or these Regulations.
Any fines owed under the Act or these Regulations shall be paid within thirty (30) days of
judgment entered. Failure to pay within thirty (30) days will result in the doubling of the penalty.

2.15

TELEPHONE USE
Town telephones are important to our everyday operation and are provided to facilitate official
Town business. The use of Town telephones to receive or make personal calls is not permitted
except for reasonable local incidental calls. Employees are required to reimburse the Town for
the cost of any personal toll calls.
Individual departments may establish rules further limiting or monitoring the use of Town
telephones.

2.16

VEHICLE USE POLICY
Town of Middletown employees authorized to operate Town-owned or Town-leased
vehicles/equipment will be provided with a copy of the Town’s Vehicle and Equipment Use
Policy and will be required to sign a Vehicle Use Agreement.

2.17

TOWN PROPERTY
The Town of Middletown provides Town property to certain employees for use in performing
assigned duties, such as computers, laptops, cell phones, beepers, etc. Each employee is
responsible for all Town property issued to him/her and is expected to exercise care to maintain
Town property in its best possible working condition, to follow all safety guidelines when using
Town property, and to ensure its proper utilization. Each employee must notify his/her supervisor
immediately if assigned Town property appears to be damaged, defective or in need of repair to
prevent deterioration of Town property and prevent possible injury to employees or others.
Employees may be responsible to reimburse the Town for the cost to replace damaged property,
depending on the circumstances.
Misuse of Town property may result in disciplinary action, including termination of employment.
The Town reserves the right, at its discretion, to inspect any employee’s Town property
(including but not limited to computers, laptops and phones) to the extent necessary to ensure that
it is being used as assigned and in compliance with Town policies and local, state and federal law.
Upon termination of employment, each employee must return all assigned Town property in good
working condition to Human Resources within no more than five business days. If Town
property is not returned within five business days after termination of employment, the Town will
take appropriate action, including but not limited to requiring reimbursement for the cost of
replacement of the property or reporting the unreturned Town property as stolen to local law
enforcement.

2.18

TRAVEL REIMBURSEMENT POLICY
The Town of Middletown will reimburse Town employees for reasonable and necessary expenses
incurred in connection with approved travel in the conduct of business for the Town, if advance
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payment of these expenses has not been made through the Town’s purchasing/accounts payable
process. Eligible expenses, including meals, lodging and mileage, shall be reimbursed on an
actual expense basis. Reimbursement for necessary and reasonable expenses will be made in
compliance with this policy. All employees are to use good judgment and discretion, limiting
travel related expenses with the best interests of the Town of Middletown foremost in mind.
Excessive or unnecessary expenses will not be approved or reimbursed. It is expressly prohibited
to use Town of Middletown travel funds for personal purposes.
Cash advances may be authorized by an employee’s Department Head for specific situations that
may cause undue financial hardship for employees traveling on behalf of the Town of
Middletown. A maximum of 80% of the total estimated cost may be advanced in these situations.
A cash advance for approved anticipated travel expenses will not be paid when the total estimated
expenditures are less than $50.00.
Any travel time in excess of one day each way, which is brought about by the employee’s choice
of transportation or schedule, will be charged to the employee as vacation time. When travel is
required of employees covered by FLSA standards, travel time may be considered as time
worked, depending on the time and day of travel. Paid time for travel shall be clearly resolved in
accordance with FLSA guidelines in advance of authorizing travel. Classified employees should
check with Human Resources for more information.
Authorization to Travel
Planned travel by Town employees shall be specifically provided for in an adopted budget and
must be authorized by the employee’s department head. Travelers should verify that planned
travel is eligible for reimbursement before making any travel arrangements.
The employee’s department head may authorize unanticipated or emergency travel, initiated
during non-business hours, if necessary. If required, the Town’s credit card may be obtained by
contacting the Finance Director, Deputy Finance Director, or Town Administrator to expedite
approved emergency travel needs. Requests for Advance Travel Funds are to be submitted by the
department head to the Finance Office on a Town Purchase Requisition Form.
Eligible Travel Expenditures
Generally, eligible expenditures include travel and living costs incurred while away from the
Town of Middletown, as well as expenses incurred within the Town necessitated by Town
business. Necessary approved expenses will be prepaid through the Town’s purchasing/accounts
payable process or reimbursed only for employees representing the Town in his/her official
capacity and in the discharge of his/her duties. All appropriate documentation must be submitted
through the department head to the Finance Office in order to authenticate all charges put through
on travel reimbursement requests.
a. Registration - Actual cost of registration, tuition and fees at a meeting, conference,
training, or convention for which the employee has received approval. Registration
should be prepaid, and whenever possible, paid through the regular purchasing/accounts
payable process of the Finance Department. If it is not possible to prepay registration
fees, receipts must be submitted for reimbursement through the employee’s department
head.
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b. Transportation – Actual costs for bus travel, train travel, air travel, taxi, tolls, car rentals,
and parking fees. Travelers are expected to obtain the lowest available airfare in coach or
economy class that reasonably meets travel needs and are encouraged to book flights at
least 30 days in advance to avoid premium air pricing. First class tickets are not
reimbursable. Employees using a personally owned vehicle to travel out of the Town of
Middletown on Town business will be reimbursed at the prevailing rate per tax guidelines
for per-mile deductions. A valid driver’s license and personal automobile insurance are
required in order for mileage expenses to be reimbursed. Documentation including dates
and miles traveled must be provided by the employee when submitting a request for
mileage reimbursement to the Finance Office. All requests for reimbursement are
required to be submitted to the Finance Office by the 10th of the month after expenses
have been incurred. Failure to provide adequate and timely documentation/explanation
for expenses claimed for reimbursement will result in the employee being denied
reimbursement for those expenses unless approved by the Town Administrator prior to
incurring the expense.
c. Lodging – Actual costs for overnight lodging may only be prepaid or reimbursed for
travel that exceeds 60 miles (one way) from the employee’s work location. Exceptions
may be authorized by the employee’s department head for a workshop or meeting lasting
more than one day. Lodging arrangements requiring a deposit or credit card number to
secure reservations will need to be coordinated through the Finance Office. If a family
member or guest accompanies the employee, the employee shall submit and be
reimbursed for the amount of a single accommodation only.
d. Meals – Actual reasonable costs will be reimbursed for meals purchased while on
business travel. Original itemized receipts are required for meal reimbursement.
e. Telephone and Fax – Charges for telephone and fax are eligible for reimbursement if
Town of Middletown business requires such communication. All long distance calls
submitted for reimbursement shall be itemized on the reimbursement request.
Ineligible Travel Expenditures
a. Travel paid for by any other organization.
b. Alcoholic beverages (including liquor, beer and wine).
c. Valet services.
d. Lodging accommodations, meals or other expenses for family or guests.
e. Fees for sightseeing tours, activities ancillary to the purpose for the travel, conference or
seminar, and expenditures for entertainment.
f.

Personal telephone calls.

g. Mileage when traveling as a passenger in a privately owned car.
h. Trip insurance or any other expenditure for personal purposes.
i.

Airline upgrades, airline club memberships.

j.

Childcare, babysitting, housesitting, pet-sitting/kennel charges.

k. Costs incurred by traveler’s failure to cancel travel or hotel reservations in a timely
manner.
l.

Other expenses not directly related to the business travel.

Town Council Adoption Date: January 22, 2008
Revision Date/Number: June 20, 2016 / Rev 6

Page 33 of 54

Town of Middletown Employee Handbook
Documentation of Travel Expenditures
All eligible actual expenses incurred in the conduct of business on behalf of the Town of
Middletown that were not prepaid by the Finance Office, shall be submitted for reimbursement
through the department head to the Finance Office, within ten working days of return from travel.
All receipts and/or travel vouchers are to be attached to the Town’s Purchase Requisition Form as
documentation of advance travel funds used and/or as support for the reimbursement request.
Failure to provide adequate documentation/explanation for expenses claimed for reimbursement
could result in the employee being denied reimbursement for those expenses.
Authenticated, approved travel expenses will be reimbursed by a Town of Middletown check,
normally within two weeks after receipt of the Purchase Requisition Form by the Finance Office.

2.19

WORKPLACE SAFETY
It is the policy of the Town of Middletown to ensure that all employees work under the safest
possible conditions in each department. To this end, every reasonable effort will be made to
provide and maintain a safe and healthy work environment, safe equipment, proper materials and
to establish and require safe work practices at all times. The Town expects every employee to
make job safety a part of their daily concern. As an employee of the Town of Middletown, it is
your duty and responsibility to observe rules of conduct and safety, to properly use any and all
safety equipment provided, and to stop and immediately report any unsafe activity to your
immediate supervisor. The Town of Middletown Safety Committee meets regularly to review
safety concerns of employees and to recommend health and safety initiatives and training for the
Town.

2.20

WORKPLACE VIOLENCE POLICY STATEMENT
The Town of Middletown does not tolerate any type of workplace violence committed by
or against employees including physical and/or verbal threats. Employees are prohibited
from making threats or engaging in violent activities. Possession of firearms or weapons
of any sort on Town property or grounds by anyone other than sworn police officers
authorized to possess firearms is absolutely prohibited. The Town maintains a no
tolerance work place violence policy and violations of this policy constitute misconduct and may
lead to disciplinary action including suspension or termination.

2.21

REPORTING INJURIES, ILLNESSES AND ACCIDENTS
Town employees must report all accidents, injuries or illnesses that occur while at work
immediately to their supervisor or department head, no matter how slight they may appear. The
proper forms for reporting job related injuries, illnesses and accidents are available on the Town’s
Human Resources website. It is the responsibility of the supervisor/department head to ensure
that an incident report and /or First Report of Injury Report is completed and submitted to Human
Resources within 24 hours of a work-related accident, injury or illness.
In the event of a vehicular accident involving a Town owned or leased vehicle or while on Town
business, employees should report all information immediately to their supervisor or department
head. The department head is then responsible for completing the Trust Automobile Liability
Claim Form and submitting it to the Finance Office along with the police report, within 24 hours
of an automobile accident.
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2.22

PHOTO IDENTIFICATION BADGE POLICY
All employees of the Town of Middletown whose occupation deem it necessary to go into
people’s houses will be issued an Official Photo Identification Badge. All employees are
required to wear their badges, or carry them if they wear a uniform that identifies them as a Town
employee, while performing Town business.
All retired members of the Middletown Police Department and Middletown Fire Department will
be issued an Official Photo Identification Badge, upon request. The Badge will clearly show the
word “RETIRED,” printed next to the employee’s rank at retirement.
Except for Middletown Police Officers and Middletown Fire Fighters, the front of the
Identification Badge shall include a photo of the employee, the employee’s full name, job
classification, employee number, department worked in, and badge expiration date, and shall have
the signature of the Town Administrator on the back.
For Middletown Police Officers and Middletown Fire Fighters, the front of the Identification
Badge shall have a photo of the employee, the employee’s full name, rank, employee number,
height, weight, hair color, chief of the department’s signature, and the badge expiration date. The
back of the badge will have a fingerprint of the left index finger (Police only), employee date of
birth, and employee signature. In addition, the police department and fire department may issue a
second ID card to be used for accountability purposes during emergency operations. There are
specific police and fire department policies covering the use of such ID cards.
The purpose of the Employee Photo Identification Badge Policy is to enhance the
personal security of Town employees and members of the public. The Employee Photo
Identification Badge Policy is also intended to promote customer service by providing easy
identification of Town employees by the public and other staff. This policy applies to all town
employees regardless of their employment classification.
Specific employees of the Town of Middletown may be exempt from visibly displaying their
Photo Identification Badge when a safety hazard may be created while performing aspects of their
job, when Town identification may be unnecessary (e.g. out of Town meetings), or when it may
not be appropriate or safe to be identified. Police officers and fire fighters in full uniform are
exempt from continuously displaying their Photo Identification Badge, but must have their Photo
Identification Badge readily available for identification purposes.
Any other exception to this policy requires the approval of the Town Administrator. Human
Resources is responsible for administering the Town’s Employee Photo Identification Badge
program, and maintaining complete and accurate records of all Photo Identification Badges issued
to personnel.
Procedure
Every town employee issued a Photo Identification Badge is required to display their badge at all
times when involved in Town business, except those employees listed in Section 3.1 of this
policy. The badge shall be worn in plain sight, on the outmost clothing garment, above the
waistline, with picture and name clearly observable. Each employee will have the option of
attaching their badge to a 36” breakaway lanyard, or to a pocket / lapel clip.
Employees in departments where “Call-Back” may be necessary, are required to carry their Photo
Identification Badge with them at all times.
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Under no circumstances is an employee to permit others to use his or her Photo Identification
Badge, nor may any employee use the Photo Identification Badge of another person. Employees
are not to use their Photo Identification Badge for any purpose other than to identify themselves
as an employee of the Town of Middletown.
No attachments such as pins, stick-on emblems, or awards will be allowed on the Photo
Identification Badge, as they may obstruct clear identification.
Noncompliance with this policy may result in disciplinary action.
Upon termination of employment, leave of absence, or change from active employee status, the
Photo Identification Badge must be surrendered to the employee’s supervisor. The supervisor
shall immediately return the badge to Human Resources.
All Photo Identification Badges are considered to be the property of the Town of Middletown and
shall be surrendered at the request of the employee’s supervisor, department management, or
Human Resources.
All new employees will have their photo taken during their New Hire On-boarding Orientation,
and will receive their Photo Identification Badge within 5 days of their first day of employment.
If a current employee has a change of appearance, name, department, classification, or their badge
has expired, and issuance of a new badge is necessary, submission of an approved Photo
Identification Badge Request Form to Human Resources is required. The employee’s old badge
must be returned to Human Resources before a new badge will be issued.
The first Photo Identification Badge will be issued at the Town’s expense. Replacement of lost or
damaged badges will be at the employee’s expense. There will be no replacement charge due to
expiration, normal wear and tear, damage in the line of duty, change in job title, department,
name, or appearance, which renders the badge inadequate for identification purposes.

3.0

EMPLOYMENT

3.1

RECRUITMENT AND HIRING
The Town of Middletown is an equal opportunity employer that strives to ensure fair, consistent,
effective and efficient recruitment and selection practices when hiring the most suitable
candidates. In accordance with Town Code Chapter 37, recruitment and selection of those
positions in the classified service is under the direct supervision of the Town Personnel Board,
which consists of three volunteer members appointed by the Town Council. All other positions
are considered non-classified and recruitment and hiring responsibility is under the direction of
the Town Administrator or designee.
For more detailed information on Town of Middletown Employment Information and the
Personnel Board and Classified System, please refer to the Town Charter Section 901, and the
Town Code, Chapter 37, Civil Service. http://www.amlegal.com/library/ri/middletown.shtml

3.2

DRESS CODE AND APPEARANCE
It is important for all employees to project a professional image of the Town of Middletown. In
order to clearly outline what is expected in terms of dress and appearance from each employee,
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the Town identifies what is acceptable professional attire and what is not. This applies to all
employees, with the exception of employees who are required to wear uniforms or other special
attire, in which case they would have a separate dress code for uniformed attire.
The Town expects all employees to maintain a neat, well-groomed appearance at all times.
Managers and supervisors are responsible for interpreting and enforcing dress and grooming
standards in their areas of responsibility. This includes counseling employees whose appearance
is inappropriate, and if the appearance is unduly distracting or the clothing is unsafe, the
employee may be sent home to correct the problem. Repeated disregard for the dress code policy
may result in disciplinary action up to and including termination of employment. Please refer to
department rules and regulations for more specific information.

3.3

ATTENDANCE
The Town expects employees to report to work on a consistent basis and in a timely
manner. In the event you are unable to report to work you are required to notify your
supervisor as soon as is practicable, preferably at least one hour prior to the start of your
workday. If you intend to be away from work for personal reasons you are required to
obtain advanced approval from your supervisor. The Town reserves the right to require
from employees who exhibit a pattern of absenteeism or in the Town’s judgment abuse
leave time, to provide appropriate documentation verifying the need to be absent from
work. Abuse of leave time constitutes misconduct and will lead to disciplinary action.

3.4

EMPLOYMENT OF RELATIVES
The Town maintains a policy restricting the employment of any individual who is related
to a supervisor in the same town division. In the event a Town employee is eligible for a
transfer or promotion into a division in which a relative is employed such transfer or
promotion will be considered on a case-by-case basis to avoid creating any potential
conflicting situation in regard to any aspect of the employment relationship.

3.5

PROBATIONARY PERIOD OF EMPLOYMENT
Every new employee goes through an initial period of adjustment in order to learn about
the organization and about his or her job. During this time the employee will have an
opportunity to find out if he or she is suited to, and likes, his or her new position. In
addition, the initial employment period gives the employee's supervisor a reasonable
period of time to evaluate his or her performance and suitability for the position.
All regular and promotional appointments are conditioned upon the employee
successfully serving a probationary period of at least one year after original appointment. The
original or promotional appointment does not become complete until the employee has
successfully completed his or her probationary period. An employee who transfers from one
department to another department may also be required to serve a trial period. Employees should
refer to the applicable collective bargaining agreement for specific requirements on interdepartment transfers and to the Middletown Town Code Section 37.006 for additional
information.
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3.6

POSITION DESCRIPTIONS
The Town has prepared position descriptions that list the essential duties and responsibilities,
necessary knowledge, skills and abilities, minimum requirements, physical demands and
equipment used for each Town position. A copy of your position description may be obtained
from the Department of Human Resources. A position description is not intended to be an all
encompassing list of all of your duties and responsibilities and may be amended from time to time
by the Town. Employees should become familiar with the job requirements as outlined in their
position descriptions.

3.7

MEAL PERIODS
It is the policy of the Town of Middletown to grant time off without pay during the workday for a
meal period. This meal period will vary from department to department based on operational and
job scheduling requirements. Employees should review the meal period policies with their
supervisor and review the appropriate provisions of their collective bargaining agreement for
specific meal period allowances and requirements.

3.8

PERSONNEL RECORDS
The Town generally treats personal employee information as confidential and respects the need
for protecting each employee's privacy by enforcing secure information handling
procedures on the part of all personnel whose job duties involve gathering, retaining,
using, or releasing personal information about the organization's employees. Records maintained
in a personnel file are generally considered public records under Rhode Island law. However,
some documents contained in personnel files or otherwise maintained by the Town, will not
usually be made public, including medical, benefit, personal financial and educational records,
and any other records made confidential by law. It is the Town’s practice to delete social security
numbers from records provided pursuant to a public records request.
The Town collects and retains personal information it needs to conduct business and to
effectively administer its employment and benefit programs. The Town needs personal and jobrelated information about employees that is accurate, complete, and relevant for its intended
purpose. An employee should promptly report to his or her department payroll clerk and to
Human Resources any change in information that affects employment or benefits such as: marital
status, newborn/adopted children, change of address, change in telephone number, change in tax
exemptions, insurance and retirement beneficiaries, among others.
Internal access to personnel files is limited to supervisory personnel, and to others who have a
legitimate need to know. All other internal requests may be made as requests for public records.
In accordance with and to the extent permitted by Rhode Island General Law Chapter 38-2,
Access to Public Records, and Chapter 28-6.4 Inspection of Personnel Files, employees may
request to inspect and obtain a copy of their personnel files. The Town will respond to such
requests within a reasonable period of time and in accordance with state law.

3.9

RESIGNATIONS AND TERMINATIONS
A voluntary separation from Town employment is generally considered a resignation and
is initiated by the employee. It is expected that an employee submit his or her resignation in
writing to their supervisor or department head as far in advance as possible, with a minimum of at
least two weeks notice prior to their last day of work required, as is customary.
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Absence from work for over two days without notice to the Town will be considered a voluntary
resignation.
All employees will receive their final paycheck on the pay date immediately following their last
day of work. Annual leave earned but unused shall be paid in the employee’s final paycheck.

3.10

TRANSFERS AND PROMOTIONS
The Human Resources Department issues a written job posting for all transfers (vacancies within
the same job title in another department) and for promotions throughout the Town. Employees are
encouraged to apply for career opportunities for which they may qualify. Refer to your collective
bargaining agreement for specific rules regarding transfers and promotions within the classified
service. All transfer and promotional job postings contain the minimum qualifications for each
position and information concerning the hiring and testing process.

3.11

EMPLOYEE RECOGNITION PROGRAM
Through the Town of Middletown’s Employee Recognition Program, the Town
recognizes, commends and shows appreciation to employees for their accomplishments and
dedicated years of service to the Town. The Employee Recognition Program is administered by
the Human Resources Department.

3.12

POLITICAL ACTIVITY
No employee of the Town of Middletown shall engage in any inappropriate political activity or
hold any elective office in the Town of Middletown. This policy shall not prevent any Town
employee from becoming a candidate for any elective office.
For further specific information on inappropriate political activity, please refer to Article IX
Section 914 of the Middletown Town Charter.
http://www.amlegal.com/library/ri/middletown.shtml

4.0

COMPENSATION AND PAYROLL

4.1

BI-WEEKLY PAYROLL PERIOD
Classified employees receive the wages and other compensation as provided by their collective
bargaining agreement. Non-classified employees receive the wages and other compensation in
accordance with Town policy and as approved in the annual Town budget or related budget
documents. All regular full time, part time, and seasonal employees are paid on a bi-weekly basis,
with Friday being the regular payday. In the event a holiday occurs on a regular pay date, the
paychecks will be dated and released on the Thursday immediately preceding the pay date.
Employees have the option of electing direct deposit of their bi-weekly pay at any time.
Paychecks will be distributed by your department head and cannot be released to another party
unless authorization in writing from the employee is received by Human Resources prior to the
payday.
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4.2

OVERTIME AUTHORIZATION AND PAY
Non-exempt employees receive overtime pay for time actually worked in excess of forty (40)
hours in a workweek, defined as Sunday through Saturday, or if applicable, as specified in each
collective bargaining agreement. Non-exempt employees are prohibited from working overtime
except when specifically authorized to do so by a supervisor. Exempt salaried employees do not
receive overtime pay.

4.3

PAYROLL DEDUCTIONS
The Town of Middletown makes all legally required deductions from employee paychecks.
Deductions for optional programs and benefits offered by the Town are only made upon Human
Resources receiving a written authorization from the employee. Contact the Human Resources
Department for information on employee elective benefits and voluntary and required payroll
deductions.

4.4

TIME AND ATTENDANCE RECORDS
Each Town department head is legally required to maintain time and attendance records, such as
by utilizing time sheets or time cards, to document all hours worked for employees in their
department, in accordance with established procedures

5.0

LEAVE POLICIES

5.1

FAMILY AND MEDICAL LEAVE POLICY
This policy encompasses the following laws regarding family and medical leave: the federal
Family and Medical Leave Act (“FMLA”), the Rhode Island Parental and Family Medical Leave
Act (“RIFMLA”), the Rhode Island Military Family Relief Act (“RIMFRA”), and Temporary
Disability Insurance (“TDI”) and Temporary Caregiver Insurance (“TCI”). Leaves qualifying
under Federal and State Laws will run concurrently.
Policy and Procedure
Leaves of absence are provided when approved by Human Resources in order for employees to
take time out of work for qualifying events.
To the extent that an employee has greater rights under a collective bargaining agreement, the
collective bargaining agreement will govern.
Eligibility
In order to be eligible for FMLA leave an employee must:
1. have been employed by the Town of Middletown for at least twelve (12) months; and
2. have worked a minimum of one thousand two hundred and fifty (1,250) hours during the
previous twelve (12) months.

Town Council Adoption Date: January 22, 2008
Revision Date/Number: June 20, 2016 / Rev 6

Page 40 of 54

Town of Middletown Employee Handbook
Rhode Island employees will also be eligible under RIFMLA if they have worked for at least one
thousand five hundred and sixty (1,560) hours during the preceding consecutive twelve (12) month
period.

Qualifying Events
FMLA leave is provided for the following reasons:
1. Because of the birth of a child or placement for adoption or foster care of a child 18 years old
or younger and to care for that child, including children over 18 who are incapable of self-care;
2. Because of an employee’s own "serious health condition";
3. In order to care for the employee’s spouse, child, or parent due to a "serious health condition"
of that family member
4. Because of any “qualifying exigency” arising out of the fact that the employee’s spouse, son,
daughter, or parent is on active duty (or has been notified of an impending call or order to active
duty) in the Armed Forces in support of a contingency operation;
5. In order to care for a covered service member who is an employee’s spouse, son, daughter,
parent or next of kin. A covered service member is a member of the Armed Forces, National Guard
or Reserves who is undergoing medical treatment, recuperation, or therapy for a serious injury or
illness that was incurred in the line of duty, while on active duty. The illness or injury must render
the service member unfit to perform the duties of his/her office, grade, rank or rating. Service
member FMLA leave also is available to an employee who is the spouse, son, daughter, parent or
next of kin of a veteran who was discharged or released under conditions other than dishonorable
at any time during the five-year period prior to the first date the eligible employee takes FMLA
leave to care for the covered veteran, and who is undergoing medical treatment, recuperation, or
therapy for a serious injury or illness. The FMLA definitions of “serious injury or illness” for
current service members and veterans are distinct from the FMLA definition of “serious health
condition.”
RIFMLA
RIFMLA leave is provided for the same reasons as FMLA leave, except the RIFMLA (1) does not
provide leave for placement of foster children; (2) provides leave to care for a parent-in-law due to
his or her “serious health condition” and (3) does not provide for “qualifying exigency” or service
member leave.
RIMFRA
RIMFRA leave is provided to spouses and parents of persons called to military service lasting
longer than thirty (30) days. This leave can be taken any time the service member is deployed
regardless of exigencies.
"Serious Health Condition"
A "serious health condition" will result in a leave qualification if that condition renders the
employee to be unable to perform his or her job. In addition, the illness must involve at least one
of the following conditions:
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1. An overnight hospital stay,
2. Absence from work for more than three (3) calendar days and continuing treatment by (or under
the supervision of) a health care provider,
3. Continuing treatment by (or under the supervision of) a health care provider for a chronic or
long-term health condition that is either incurable or would likely result, if not treated, in the
employee being incapacitated for more than three (3) calendar days, or
4. Any period of incapacity due to pregnancy or for prenatal care, regardless of whether the
individual received treatment by a health care provider during the absence or the absence lasts three
days or less.
Relatives Covered under the FMLA
"Spouse" means a legal wife or husband, common-law spouse, or same-sex domestic partner
(contact Human Resources for definitions and requirements for common-law and same-sex
domestic partners).
"Child" means a biological child, a stepchild, a legally adopted child, a foster child (pursuant to an
agreement with the state), a legal ward or a child for whom the employee has the day to day
responsibility for care and financial support ("in loco parentis"). A child must be under the age of
18 unless he or she is incapable of self-care because of a mental or physical disability.
"Parent" means a biological parent, a person who was in loco parentis to the employee when he or
she was a child, or a parent-in-law.
Amount of Leave
RIFMLA: Eligible employees may take up to thirteen (13) consecutive work weeks of unpaid
parental leave or family leave in any two (2) calendar years.
FMLA: Eligible employees may take up to a total of twelve (12) weeks of unpaid leave in any
twelve (12) month period. These entitlements are in the aggregate. For example, under FMLA,
an employee would not be able to take twelve (12) weeks of parental leave and additional weeks
of leave for a “serious health condition” in the same twelve (12) month period. However, when
FMLA leave is to care for an injured or ill service member, an eligible employee may take up to
twenty-six (26) workweeks of unpaid leave during a single twelve (12) month period to care for
the service member. Leave to care for an injured or ill service member, when combined with
other FMLA-qualifying leave, may not exceed twenty-six (26) weeks in a single twelve (12)
month period.
RIMFRA: Eligible employees may take up to thirty (30) days of unpaid family military leave
during the time federal or state orders are in effect.
Measuring & Tracking FMLA: The Town of Middletown will measure FMLA entitlements on
a rolling twelve month period measured backwards from the date an employee uses any FMLA
leave. Human Resources will track all eligible and approved leaves of absence. Those leaves of
absence that qualify as an FMLA will be counted against the FMLA entitlement.
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"Intermittent Leave" and "Reduced Schedule Leave"
FMLA permits staff to take "intermittent leave" or "reduced schedule leave," under certain
circumstances, because of their own or a family member's serious illness, or because of a
“qualifying exigency” or to care for an injured or ill service member.
"Intermittent Leave" involves leave taken in separate blocks of time for the same illness.
"Reduced schedule leave" involves a reduction in daily or weekly hours of work, and would be
available only when prescribed by a health care provider.
In order to accommodate the staff’s scheduling needs, the Town of Middletown’s operational needs
and to ensure patient care, staff who request intermittent or reduced schedule leave based on a
foreseeable treatment schedule may be required to transfer temporarily to an alternative position
for which he or she is qualified and which provides equivalent pay and benefits.
Leaves of this type will be counted (pro rata based on the employee’s regular schedule) towards
leave entitlements. Intermittent and Reduced Schedule leaves are not available for birth, adoption
or foster care. Requests will be considered on a case by case basis and if the department can
accommodate operationally.
Benefits While on Leave
The Town of Middletown will pay the employer contribution of the premiums for insurance during
any period of FMLA, RIFMLA, or RIMFRA leave provided that the employee continues to pay
the employee contribution of those premiums.
When a leave is approved, staff will receive instructions on how to make payment of premiums.
The Town of Middletown reserves the right to deduct insurance premiums from any pay received
during, or at the end of a leave. Should the leave or a portion of it be unpaid, payments must be
made on the 1st of each month. Failure to make payments according to guidelines may result in
discontinuation of insurance.
Use of Paid Time Off During Leave
FMLA and RIFMLA Leave
The employee will be required to use all accrued paid time off concurrently with any period of
FMLA or RIFMLA leave in accordance with applicable contractual agreements and the Town’s
paid leave policies set forth by Town ordinance. However, an employee receiving paid disability
or workers compensation benefits during any period of FMLA or RIFMLA leave may request to
be paid accrued paid time off to make up any difference between the employee’s normal pay and
disability or workers compensation benefits. The employee must provide documentation of
disability or workers compensation benefits to Human Resources.
RIMFRA Leave
The employee will be required to use all accrued paid time off prior to taking any RIMFRA leave.
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Reinstatement Rights
Under FMLA, RIFMLA, and RIMFRA staff are entitled to reinstatement to the same position held
prior to the leave, or one that is equivalent in pay, benefits, privileges and other terms and conditions
of employment. However, an employee has no greater right to reinstatement or to other benefits
and conditions of employment than if s/he had been continuously employed during the leave.
Additionally there will be no loss of seniority.
Failure to return to work at the end of the leave may result in termination of employment.
Leave Qualification Requirements
Staff must request a leave of absence under these policies for any period of absence that exceeds,
or will exceed, three (3) scheduled days of work. The request should be made to Human Resources.
Staff must identify the reasons for the leave and the anticipated duration. Staff will be informed in
writing whether the leave has been approved and will receive notification of their rights and
obligations regarding the leave.
If the need for leave is foreseeable, staff must make the request at least thirty (30) days before the
leave is to begin, or fourteen (14) days prior notice for the RIMFRA leave of five (5) or more days.
If the required notice is not possible, staff must make the request as soon as practicable, within one
or two work days of the time the need for leave is discovered.
Failure to request a leave in a timely fashion may result in denial or postponement of the leave.
Prior to approval of leave under the RIMFRA, certification from the military is necessary to verify
the employee’s eligibility for the leave.
Prior to approval of any leave for the employee’s own serious health condition or for the serious
health condition of a family member, the employee must submit a medical certification form to the
Human Resources Department. This form must be legibly completed in its entirety and signed by
a health care provider. This certification must be submitted within fifteen (15) days. A delay of
more than fifteen (15) days may result in denial or postponement of the leave. The Town of
Middletown reserves the right, at its expense, to require certification from a provider of its own
choice, and, in the event of a disagreement, to refer the matter to a third and independent provider
for a final resolution. Failure to provide certification will result in denial of the leave. Each
certification should have an end date or specify the anticipated duration. Re-certifications will be
required every thirty (30) days when an original certification is left open ended or upon expiration
of the original certification.
Leaves related to serious health conditions will not be approved for periods longer than that which
has been certified by the health care provider(s). In the event that a definite return date cannot be
specified, the leave will be approved only thru the date of the next scheduled appointment with the
provider.
Staff taking a leave due to their own serious health condition will also be required to submit a
completed Return to Work Certificate prior to returning to work. Failure to provide a Return to
Work Certificate may delay the return to work date.
While on a Leave of Absence, staff members have an obligation to keep the Human Resources
Department informed. Staff must return phone calls and submit all requested paperwork,
completed in its entirety within the appropriate timelines. The Human Resources staff member
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administering the Leave of Absence is entitled to a working knowledge of the employee’s medical
information. Failure to return phone calls or submit paperwork within the outlined timeframe may
result in termination of employment.

Extension of Leave Past FMLA and RIFMLA
Leave extensions may be granted on a case by case basis allowing the employee to remain out of
work after the expiration of FMLA or RIFMLA. At that time, the position may be posted. The
leave extension does not guarantee the employee will return to the same position, only that s/he is
still considered employed by The Town of Middletown. Upon return, Human Resources will assist
the employee in finding a suitable position that the employee is qualified for. Requests for leave
extensions must be submitted in writing to Human Resources two (2) weeks before the leave is
scheduled to end. Extensions will require medical certification.
Temporary Disability Insurance ( “TDI”) and Temporary Caregiver Insurance (
“TCI”)
Rhode Island’s TDI/TCI program provides paid leave benefits to eligible RI workers. The
program is financed by employee payroll deductions and is administered by the Rhode Island
Department of Labor and Training.
TDI provides benefit payments to injured RI workers for weeks of unemployment caused by a
temporary disability or injury. If you have become ill or injured and meet all of the following
requirements, you may be entitled to receive TDI benefits:
1. You are unable to work due to illness, surgery, or injury for a minimum of seven consecutive
days or more, and
2. You are under the care of an approved Qualified Health Care Provider and
3. You have a timely exam: an in-office physical exam the week within the calendar week in
which the first day of unemployment due to sickness occurs or within the calendar week prior or
subsequent thereto.
4. You earned enough qualifying wages during the base period to be monetarily eligible.
TCI provides benefit payments of up to four weeks per year to eligible caregivers. If you are
caring for a seriously ill: child, spouse, parent, parent in-law, grandparent, domestic partner, or
you are bonding with a newborn child, adopted child or foster child within the first 12 months of
parenting; you may be eligible to receive TCI benefits if you meet the following requirements:
1. You are unable to work because you are caring for a seriously ill family member or bonding
with a child and
2. You provide the Rhode Island Department of Labor and Training with the required medical
evidence of the seriously ill family member and your need to care for him/her or the required
proof of parent child relationship for bonding claims and
3. You earned enough in qualifying wages to be monetarily eligible.
Employees must provide 30-days advance written notice to The Town of Middletown of the need
for TCI leave, unless unforeseeable circumstances make such notice impossible. During TCI
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leave The Town of Middletown will maintain any existing health benefits of the employee,
provided that the employee continues to pay any employee share of the cost of health benefits as
required prior to the commencement of TCI leave. The Town of Middletown will hold an
employee’s position or a comparable position until the employee returns from TCI leave.
Employees will be required to take TDI or TCI leave concurrently with any other Federal or State
leave for which they are eligible.
You can apply for TDI or TCI benefits by completing an application. The application form may
be obtained from one of the following sources:
1. Visit www.dlt.ri.gov/tdi to file online.
2. Visit the web site to download a TDI application.
3. Call (401) 462-8420, Option #1 to request that an application be mailed to you.
School Intermittent Leave- Unpaid leave of up to ten (10) hours during any twelve (12) month
period is allowed to attend school conferences or other school-related activities for a child of
whom the employee is the parent, foster parent, or guardian. At least twenty-four (24) hours
notice is required to be given to your supervisor prior to the leave. Employees are expected to
schedule school-related appointments so as to cause the least disruption possible to performance
of their jobs.
Please contact the Human Resources department for specific eligibility details and notice
requirements.

5.2

MILITARY LEAVE
An employee of the Town of Middletown who is a member of the United States Army, Navy, Air
Force, Marines, Coast Guard, National Guard, Reserves or Public Health Service will be granted
an unpaid military leave of absence for required military service, training or related obligations,
in accordance with law. In the event that the time of such training is optional, the time shall be
designated at the discretion of the Town.
Regular employees who have successfully completed their probationary period will be granted up
to fifteen (15) working days of paid military leave. By loss of pay it is meant that the Town
makes up the difference, if any, between the pay received from military training and the
employees’ normal base pay. A military leave without pay would commence after the fifteen
days of paid military leave are exhausted.
The Town of Middletown gives employees the option of being paid for any accrued and vested
unused leave as if they were separating from service from the Town while on an unpaid military
leave. There is no accrual of Annual or Sick Leave during an unpaid Military Leave.
Employees may remain in the Town’s group Health and/or Dental plans beyond 30 days if they
elect to do so by extending their coverage through COBRA, and paying the Town 100% of the
premium cost each month. The Town will consider relief of extreme out-of-pocket expenses for
employees on military leave enrolled in the federal TRICARE health program. Upon return from
an unpaid Military Leave, employees will be reinstated to the group Health and/or Dental plans
immediately. Employees will remain in the Town Pension Plan during their unpaid Military
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Leave. The contributions that would have been made to the pension plan while an employee is on
an unpaid Military Leave can be made up upon their return from leave.
Upon receipt of an eligible employee’s application for reinstatement, they will be promptly
reinstated to the position they vacated with seniority, status and rate of pay as if they were
continuously employed, if the job still exists.
The Town of Middletown administers all employment and reemployment related to military leave
in accordance with the requirements set forth in the Uniformed Services Employment and
Reemployment Rights Act (USERRA).For additional information on USERRA, visit the
Department of Labor website at www.dol.gov/vets.

5.3

BEREAVEMENT LEAVE
Bereavement leave without loss of pay, for the death in the immediate family, up to three (3)
working days may be granted at the discretion of the department head to any full-time employee.
“Immediate family” is defined as father, mother, sister, brother or children of the employee,
unless set forth otherwise by a collective bargaining agreement.

5.4

HEALTH APPOINTMENTS
Employees may be permitted to use accrued sick leave for necessary medical and dental
appointments that cannot be scheduled outside of the normal workday or workweek. Employees
are required to provide their immediate supervisor with a request for such leave at least twentyfour hours in advance of the appointment and should schedule the medical or dental appointment
at the start or end of the workday. Refer to your collective bargaining agreement for specific
inclusions and limitations related to health appointments.

5.5

JURY DUTY
An employee who is required to be absent from work to perform jury duty shall notify his or her
supervisor in advance and shall be granted jury duty leave. The employee will be compensated by
payment of an amount equal to the difference between their jury duty pay and their regular salary.
A copy of the summons must be forwarded to the Human Resources Department. Employees may
pay to the Town an amount equal to the jury duty pay and continue to receive their regular pay.
An employee on jury duty is expected to report to work any day he or she is excused from jury
duty.

5.6

HOLIDAYS
The Town of Middletown recognizes eleven (11) holidays for which most of the Town’s business
operations are closed. They are New Year’s Day, Martin Luther King Day, President’s Day,
Memorial Day, Independence Day, Victory Day, Labor Day, Columbus Day, Veterans Day,
Thanksgiving Day, and Christmas Day. Refer to your collective bargaining agreement for the
specific holiday provision that may apply to you. A current date listing of the eleven (11)
holidays may be obtained from the Human Resources Department.

5.7

SICK LEAVE
Regular full-time and part-time employees are eligible for the accrual of annual sick leave. Sick
leave is granted to employees who are unable to perform their jobs due to illness, injury, or
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medical condition and may not be used for other purposes unless specified in a collective
bargaining agreement or department rules and regulations. Employees who are absent from work
for reasons which entitle them to sick leave shall ensure that their supervisor is notified prior to
their usual reporting time to work, if physically able to do so, or not later than two hours after
their usual scheduled start time, if possible. For sick leave in excess of three days, certification
from a health care provider is required to be submitted to the Human Resources Department, who
would notify supervisor of length of absence. Over two consecutive days of absence without
notice to the Town is considered job abandonment and the employee will be considered to have
resigned voluntarily.
Because sick leave benefits are intended to provide short-term income protection in the event of
actual illness or injury, unused sick leave may be carried over to the following fiscal year, up to
the maximum allowable. After sick leave credits have been used, absence due to illness may be
charged to annual leave, personal leave, or leave without pay. The abuse of sick leave may
constitute misconduct and lead to disciplinary action up to and including dismissal from
employment.
For further details regarding Sick Leave, please refer to your collective bargaining agreement or
to Chapter 37 of the Middletown Code of Ordinances, Sections 37.077 through 37.082, as
applicable. http://www.amlegal.com/library/ri/middletown.shtml

5.8

ANNUAL LEAVE
It is the policy of the Town of Middletown to promote employee’s efficiency, health, wellness
and morale through periodic interruption of their duties, therefore all regular full-time and parttime employees are eligible to receive annual paid vacation leave. Annual leave should be
scheduled with due consideration for the needs of your department and submitted well in advance
for approval by your supervisor or department head. Seniority and scheduling may be a factor in
the approval of your vacation leave request in your department. Employees, at separation of
service, are paid for any unused accrued vacation time.
For further details regarding Annual Leave, please refer to your collective bargaining agreement
or to Chapter 37 of the Middletown Code of Ordinances, Sections 37.075 and 37.076, as
applicable. http://www.amlegal.com/library/ri/middletown.shtml

5.9

UNPAID LEAVE OF ABSENCE
In certain situations, the Town of Middletown may grant an unpaid personal leave of absence to a
full-time regular employee pursuant to an applicable collective bargaining agreement, Chapter 37
of the Middletown Code of Ordinances, Section 37.087, or as a reasonable accommodation under
the Americans with Disabilities Act or equivalent Rhode Island law. The employee would have
the option of extending their health and dental insurance coverage under COBRA, by paying the
Town 100% of the premium cost each month during such leave. Failure of the employee to
promptly report to work at the expiration of the leave is job abandonment, thus ending
employment. Employees do not accrue paid leave during an unpaid leave of absence.

5.10

UNION BUSINESS LEAVE
The Town of Middletown has agreed to permit certain employees paid time off occasionally to
attend to union business during work hours in accordance with the collective bargaining
agreements. Requests for union business leave should be submitted to the employee’s supervisor
well in advance.
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6.0

EMPLOYEE BENEFITS / PROGRAMS

6.1

EMPLOYEE WELLNESS
The Town of Middletown strongly believes in the importance of employee wellness in the
workplace, and therefore works to promote activities that contribute to the physical, emotional,
and psychological well-being of all its employees. Through educational awareness, the support
of behavioral and lifestyle changes, and creating a supportive environment, the Town is
committed to encouraging and promoting activities and programs that contribute to overall
employee wellness, to the extent permitted by law and available resources.
For more information on the Town Wellness Program, or for a calendar of events, contact the
Human Resources Department.

6.2

EMPLOYEE TRAINING
The Town of Middletown believes that continuous training and development is important for
improving the performance of its employees and enhancing the services provided by the Town for
the public. The Town also recognizes the value and importance of providing opportunities to
employees to develop their job-related knowledge and skills throughout their careers with the
Town. The Town encourages all employees to be accountable for their continuous learning
throughout their careers.
Your department head or the Human Resources department will have information regarding
specific in-service training and also Town-wide employee training being offered.

6.3

HEALTH / DENTAL INSURANCE
Regular, full-time employees are eligible to elect coverage for themselves and dependents
in the Town’s group medical and dental insurance plans. Employees who elect coverage are
required to pay a portion of the monthly premium that is deducted from their paychecks, on a biweekly basis. For further details on the health and dental benefits provided to you, eligibility
requirements and other participation requirements and limitations, refer to your collective
bargaining agreement and the Summary Plan Descriptions, which are available from the Human
Resources Department.
Employees may elect to not participate in the Town’s group health and/or dental insurance plans if
they have coverage through a spouse or family member. Refer to your collective bargaining
agreement for specific information on health and dental insurance. Annual Open Enrollment for
these plans takes place in June, with changes effective the following fiscal year beginning on July 1.

6.4

PENSION PLAN
The Town of Middletown is a participating municipality in the Employees Retirement System of
Rhode Island (ERSRI), and therefore eligible newly hired regular, full-time employees are
required to enroll in (ERSRI), under the Municipal Employees Retirement System (MERS) plan
for Middletown. Prior to 1999, employees were enrolled in the Town Pension Plan, administered
by John Hancock Mutual Life Insurance Co., and many of these employees will remain in the
Town Plan through their retirement.
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ERSRI is a contributory retirement system governed by Chapters 16, 36, and 45 of the Rhode
Island General Laws (RIGL). The plan provides retirement, disability and survivor benefits to
state employees, public school teachers, and municipal employees who are employed by a
participating municipality. ERSRI provides annual statements, retirement counseling, services
and outreach, newsletters and access to the website http://www.ersri.org, for detailed information
on services. In order to be eligible for membership in MERS, employment must be based on a
work schedule of at least 20-hours per week and work cannot be of a casual or seasonal nature.
Membership in MERS is a condition of employment for all employees who meet the Board’s
eligibility requirements. Town of Middletown municipal employees and police and fire
employees are required to contribute a percentage of their total salary, excluding overtime, and
other non-pensionable earnings, to the plan. These contributions are deducted from the bi-weekly
payroll on a pre-taxed basis. The Town of Middletown contributes to the plan on behalf of each
member employee an amount based on the actuarially required contribution provided by ERSRI
to the Town. The retirement benefit provided for municipal employees is determined by the plan.
For detailed information on the purchase of service credit or any other membership or retirement
question you may have, contact the Human Resources department or visit the ERSRI website
listed above or contact ERSRI at 401-462-7600.
Full-time, regular employees not eligible to participate in the Municipal Employees Retirement
System (MERS) plan for Middletown, are eligible to participate in the Town’s Defined
Contribution 401(a) plan. Participation in this plan is a condition of employment. Participating
employees are required to contribute 6% of their total salary excluding overtime and other nonpensionable earnings. The Town of Middletown makes a 6% contribution to the plan.

6.5

GROUP TERM LIFE INSURANCE
Group term life insurance coverage is provided by the Town to non-classified salaried employees
which includes basic life along with accidental death and dismemberment. Group term life
insurance is also provided by the Town to classified groups in accordance with their collective
bargaining agreements. In addition, voluntary supplemental life insurance is available for
purchase by these groups for additional employee coverage, and spouse and dependent coverage.
This insurance is portable at retirement, as long as the retiree reimburses the Town for the full
cost of the premium. For further details refer to the Summary Plan Description which is available
from the Human Resources Department.

6.6

GROUP DISABILITY INSURANCE
All regular full-time and part-time employees have the opportunity to purchase group long-term
disability insurance (LTD). Regular full-time employees of the police and fire departments also
have the opportunity to purchase group short-term disability insurance (STD) in addition to the
LTD insurance.
The voluntary group short-term disability insurance plan gives insured police and fire employees
the means to help replace lost income should they become totally disabled due to a nonoccupational accident or sickness, including pregnancy. Employees may enroll in a weekly
benefit amount without answering any medical questions. Premium contributions for voluntary
group short-term disability insurance are deducted from the bi-weekly pay on an after-tax basis.
The voluntary group long-term disability insurance plan provides insured employees flexible
income protection to impacted employees and the security of continued income for the family of
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the disabled employee. This benefit coordinates with the voluntary short-term disability benefit
or with RI Temporary Disability Insurance (TDI), and employees may enroll in a monthly benefit
amount without answering any medical questions. Premium contributions for voluntary group
long-term disability insurance are deducted from the bi-weekly pay on an after-tax basis.
For further details on these disability insurance programs, refer to the Summary Plan
Descriptions, which are available from the Human Resources department. Annual Open
Enrollment for this program takes place in July for the plan year beginning on August 1.

6.7

FLEXIBLE SPENDING ACCOUNTS
Regular full-time employees may elect to participate in the Town’s Flexible Spending
Account Program (FSA). The FSA lets you automatically deduct from your pay an amount that
you choose up to an annual limit, on a pre- taxed basis in order to cover certain health and
dependent care expenses. The FSA is designed to help you save money by lowering your taxable
income. Refer to the FSA Summary Plan Description for plan participation requirements and
employee contribution limitations, which is available from the Human Resources department or
visit the FSA website at www.flexdirect.adp.com. Annual Open Enrollment for this program
takes place during the month of November, with changes effective the following calendar year
beginning on January 1.

6.8

457 DEFERRED COMPENSATION PLANS
The 457 Deferred Compensation Plan is an affordable, convenient way to set money aside for
retirement. Contributions are conveniently payroll deducted on a pre-tax basis and automatically
invested in the funds selected. Upon retirement, participating employees can withdraw a lump
sum, purchase an annuity or simply start drawing out money on a periodic basis from their
current account. Withdrawals may be taken from a 457 deferred compensation account upon
separation from service without incurring the 10% penalty for early distributions, even prior to
age 59 1/2.
Regular full-time and part-time employees are eligible to participate in this voluntary pre-tax
salary deferral program, with deferrals allowed up to a specified annual legal limit, under IRS
Code Section 457. Your contributions and earnings that accumulate over the years are not taxed
until you withdraw them at retirement.
Information on the specific 457 Plan products offered, and contact information is listed below and
is also available from the Human Resources department.
Company:
Product:
Contact:
Phone #:
Website:

6.9

TIAA-CREF
Middletown 457b Plan
Customer Service
800-842-2888
www.tiaa-cref.org/middletownri

EMPLOYEE ASSISTANCE PROGRAM
The Town of Middletown is committed to the well being of all of our employees. The Town
recognizes that a wide range of issues, not always directly associated with one’s job function, can
have an effect on an employee’s job performance. Through early intervention many of these
issues can be resolved and the impact on job performance and general health minimized. Towards
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that end the Employee Assistance Program (EAP) has been established to provide professional
expertise to employees and their family members when dealing with problems of a personal
nature. Employees are encouraged to utilize the program on a self-referral basis for a wide range
of personal problems including but not limited to: substance abuse, marriage and family, stress,
emotional or psychological, interpersonal relationship, legal, financial and other personal or
family difficulties.
For additional information on the EAP contact the Human Resources department or call 1-800- 8330453 or go to www.coastlineeap.com.

6.10

WORKERS COMPENSATION BENEFITS
The Town complies with the provisions of Rhode Island Workers’ Compensation Law
and provides legally required benefits to any covered employee who is injured or becomes ill as a
result of his or her employment. The Rhode Island Workers Compensation system is a form of no
fault insurance designed to provide assistance to employees injured at work for medical expenses
and lost wages.
Any employee who sustains a job-related injury or illness is required to immediately report the
injury or illness to his or her supervisor. Job-related injury is defined as an injury suffered by the
employee while in the course of performing his/her job duties. The supervisor or department head
is responsible for completing the required First Report of Injury form and submitting it to Human
Resources within 24 hours of the incident.
Employees who are out on Worker’s Compensation Leave do not accrue paid leave during their
leave. Therefore, annual and sick leave accruals will be pro-rated based on the time actually
worked during a fiscal year, and credited to the employee on July 1 of the following year, or upon
return. Worker’s Compensation leave will run concurrently with FMLA/RIFMLA
For police and fire line of duty illness or injury, the Town complies with the provisions of Rhode
Island General Law Chapter 45-19 and provides legally required benefits to any police or fire
employee who is injured or becomes ill as a result of the performance of his or her duties. Injuryon-Duty leave will run concurrently with FMLA/RIFMLA
For additional information regarding workers compensation eligibility and benefits refer to your
collective bargaining agreement, or contact the Human Resources Department.

6.11

TUITION REIMBURSEMENT
Certain full-time regular employees of the Town of Middletown receive tuition reimbursement in
accordance with Rhode Island General Law. Any other requests for tuition reimbursement are
subject to approval from the employees’ department head based on course material and available
resources. For specific details that apply to you please refer to your collective bargaining
agreement or contact the Human Resources department.

6.12

SECTION 125 PREMIUM ONLY PLAN (POP)
The Premium Only Plan (POP) enables eligible employees to pay their share of premiums for
group health and dental coverage with pre-tax dollars. If you elect to participate in the Plan, your
health and/or dental co-payments will be deducted from your pay before income and social
security taxes are withheld.

Town Council Adoption Date: January 22, 2008
Revision Date/Number: June 20, 2016 / Rev 6

Page 52 of 54

Town of Middletown Employee Handbook
The Premium Only Plan is voluntary, and if you are eligible to join you will be required to
complete an Enrollment Form before you can pay premiums through the Plan. In general, your
elections under the POP cannot be changed during the Plan Year, which begins January 1 and
ends December 31, unless you have a change in status during the calendar year. Benefit coverage
changes may be made during the Annual Open Enrollment period held during the month of
December for the following calendar year beginning on January 1.
Please refer to your Summary Plan Description for additional information on the Section 125
POP, which is available from the Human Resources department.

6.13

TOWN RECYCLING PROGRAM
The Town of Middletown is committed to preserving our environment and therefore encourages
recycling efforts town-wide. There are well-marked recycling receptacles conveniently located in
all office and meeting areas within the Town buildings so that all employees, residents and
visitors can recycle appropriate materials.
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ACKNOWLEDGEMENT OF RECEIPT
I understand that, nothing in any of the Town’s rules, policies, handbooks, procedures or other documents
relating to employment creates any express or implied contract of employment. No past practices or
procedures, whether oral or written, form any express or implied agreement to continue such practices or
procedures. No promises or assurances, whether written or oral, which are contrary to or inconsistent
with the limitations set forth in this paragraph create any contract of employment unless: 1) The terms are
put in writing; 2) The document is labeled “Agreement” or “Contract;” 3) The document expressly (not
implicitly) states the inconsistent term; and 4) the document is signed by the Town Administrator and
approved by vote of the Town Council.

I acknowledge receipt of the Town of Middletown’s Employee Handbook and I understand that it is not a
contract of employment. Further, I attest that I have read the handbook thoroughly and understand its
contents.

Print Name

Signature

Date

FORWARD TO THE OFFICE OF HUMAN RESOURCES
Accepted by:

Date Received:
Signature

Title
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