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TOWN OF PLAINFIELD

BENEFIT PACKAGE FOR ALL FULL-TIME EMPLOYEES

SEC 100 COMPENSATION:

100-01 Pay rate: Determined by the Department head with confirmation from the

Town Administrator.

100-02 Pay frequency: Weekly

100-03 Pay period: Sunday to Saturday

100-04 Check day: Thursday for the previous week

100-05 Overtime Pay: Hourly employees, one and half times an employees normal rate.

Overtime compensation starts within any given work week only

after forty (40) hours of regular work time has been accumulated.

Sick, Vacation, Holiday or Excused time shall count toward the

initial forty hours of work required toward to earning overtime

compensation. Furthermore, if one of the named holidays (not

floaters) in sec 200 is worked by an hourly employee, that day

will be compensated for at the overtime rate.

100-06 Salaried

Employees: Salaried positions are considered professional in nature and are

not bound by conventional time restrictions other than those

specifically listed as part of the job description. Each salaried

employee is hired and compensation agreed upon for a particular

job. Salaried employees shall be evaluated based on how their

assigned tasks are being completed. Should large discrepancies

in either time away from or time required to complete the assigned

duties develop, using the established norm as a base, these

issues should be addressed through changes in the job description

and/or changes in personnel.



100-07 Probationary

Period Each new employee shall be subject to a six (6) month

probationary period. At the end of this period the employee’s

performance will be evaluated by the Department Head and Board

of Selectmen. The potential for full-time permanent employment will

then be determined.

100-08 Callback Town of Plainfield, hourly full-time employees who are called back

to work without prior notice on the same day after once leaving

work or before the next regular starting time shall be compensated

at one and one half time their normal hourly rate for the hours

worked and shall be guaranteed a minimum of not less then three

(3) hours pay. Adopted 11/17/90.

100-09 Seminars Full-time hourly employees, who with their department heads

approval, attend a job related seminar/workshop outside of the

normal work day shall be compensated for the hours spent going

to, attending, and returning from, the seminar workshop. Adopted

12/5/90.

100-10 Longevity Plan Any employee, who completes ten years of continuous service,

shall receive the equivalent of one extra week’s regular pay. An

additional week’s pay will be given for each subsequent block of

ten years completed. This money is paid at or around December

1st of each year.

100-11 Working Conditions

In an effort to maintain a healthy working environment for all

employees, no smoking is allowed in any town building. For

employees that do smoke, your immediate supervisor will designate



areas where during breaks smoking is allowed. For any employee

that desires to quit smoking, the town either directly, or through its

insurance agent will reimburse an employee for a successfully

completed physician recommended smoking cessation program. To

be considered successful, the employee must have remained

smoke free for a period of six months after completing the

program.

SEC 200 HOLIDAYS:

200-01 Days observed New Years Day Martin Luther King Day

Memorial Day July 4th

Labor Day Columbus Day

Veteran’s Day Thanksgiving

President’s Day Friday after Thanksgiving

Christmas

200-02 Requirements All full-time employees are entitled to the paid holidays listed in

sec 200-01, provided the employee is on a pay status for the

workdays directly proceeding and subsequent to the holiday.

200-03 Timing If the holiday falls on Saturday, the preceding Friday is observed

as a ‘paid holiday”. If the holiday falls on Sunday, the subsequent

Monday is observed as a “paid holiday”.

SEC 300 VACATION

300-01 Requests Requests for vacation leave should be made to the department

head at least two weeks before the vacation is to begin. All

requests must be approved by the Department Head.



300-02 Days Earned Years Hourly Salary

Completed Days Days

0-5 10 10

5-10 15 15

10+ 20 20

300-03 Accumulation Vacation days shall be earned according to the following schedule.

Only those days earned may be utilized. Days earned calculation

begins with first day of employment.

Years Monthly day Monthly hour

Completed Accumulation Accumulation

0-5 .83 6.66

5-10 1.25 10

10+ 1.66 13.28

300-04 Utilization Any full-time employee who has been continuously employed by

the town for one full year, shall be eligible to take vacation time

(see section 300-02).

300-05 Carry over Vacation time may accumulate up to thirty days(30). At no time

shall accumulated vacation time exceed more then thirty days (30)

or 240 hours.

300-05 Compensation When an employee leaves the town’s

employment, either voluntarily or otherwise, he/she shall be

compensated at their current rate for accumulated vacation time.



SEC 400 SICK LEAVE

400-01 Method of Earning All full-time employees, regardless of pay schedule or longevity

shall earn sick time at the rate of 1.25 days per month. Persons

within a probationary period will not be eligible for sick leave

compensation. However, should employment become permanent

calculations for sick leave will start with the first day of hire.

400-02 Accumulation Sick Leave may be accumulated to a maximum of 60 days.

400-03 Extended Illness

Any employee who misses either three consecutive work days, or

three days within a pay period will be expected to provide proof of

illness, certified by a physician.

400-04 Compensation When an employee leaves the town’s employment, either

voluntarily or otherwise there shall be no compensation for sick

time accumulated.

400-05 Workers Comp If an employee, due to illness or injury, is placed on Workers

Compensation the difference between the Workers Compensation

weekly payments and the employees current forty hour

compensation (if any) will be charged to sick time. If no

accumulated sick time is available the difference may come out of

vacation time at the employee’s discretion. If no vacation time is

accumulated or if the employee does not wish to utilize it for this

purpose the difference will not be compensated for by the Town of

Plainfield.

SEC 500 EXCUSED TIME

500-01 Defined Excused time shall mean time away from the job, compensated at

the employee’s normal wage.



500-02 Funeral Leave A maximum of three (3) days leave for a death in an employee’s

immediate family. Extenuating circumstances will be handled at

the discretion of the Department Head after consultation with the

Town Administrator.

500-03 Jury Duty When serving on Jury Duty, in accordance with state law, excused

time will be granted. Compensation will be such that after

accounting for jury pay the employee will net out with his or her

“standard (4ohours) weekly wage.

500-04 Other Situations

All requests for excused (compensated or not) time shall be at the

discretion of the Department head and/or the Town Administrator.

SEC 600 INSURANCE COVERAGE

600-01 Plan Type The Town of Plainfield, currently offers all full-time employees and

their families Cigna Open Access Plus coverage.

600-02 Term The Town renegotiates for insurance coverage on an annual basis,

therefore Plan type and coverage is subject to change on or

around the 1st of July each year.

600-03 Eligibility All full-time employees, spouses, and children are eligible for

coverage. Coverage will begin on the first day of the next month

following the date of hire.

600-04 Cost Town of Plainfield currently pays 95% of the cost for the coverage,

the employee pays 5%. This is reviewed on an annual basis.

600-05 Buyout Any employee that does not require health insurance may receive,

as wages, a year end cash buyout equal to 25% of the cost of a

single plan.

SEC 700 RETIREMENT PLAN



700-02 Plan All municipal employees are required to participate in the NH

Retirement System, immediately upon hire. Currently the plan

deducts 7% of gross pay from the employee check. The town

also makes a contribution for each employee to the plan. At the

time an employee leaves the town’s employment, his/her share of

the money may either be returned or held in the retirement system

until the employee’s reaches retirement.

This benefit package was adopted by the Board of Selectmen on July 17, 1991 and most recently amended

to updated section 100-10, going from $200/five year block of service to one week’s pay for each ten years

of continuous service completed.

For additional information please see the 2011 Town of Plainfield Pay & Classification Study conducted by

the NHMA.

-
2
(/ /

Plainfield Twn Administrator

“‘(
tif
































