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Expectations 
It is expected that all employees arrive on time and be ready for a successful day at work. The 
rules and expectations below aim to give you an understanding of what it means to be a team 
member of the Standish Parks & Recreation Department. 
 
Work Schedule 
Employees will be given a regular schedule based on the program’s needs and the employee’s 
availability. This will be scheduled at least a week ahead of time. Please make sure you have 
your schedule, if you have any questions, contact your supervisor.  
 
Scheduled and Unscheduled Time Off 
Temporary employees accrue 1 hour of earned paid leave for every 40 hours worked, up to 40 
hours in a defined year. Employees can use their accrued earned paid leave for any reason 
such as an emergency, illness, sudden necessity, planned vacation, etc. Employees can use 
up to 40 hours of leave in any defined year. Earned paid leave you have accrued will be listed 
on your pay slip. Seasonal employees are exempt from this paid leave. Scheduled time off 
must be approved by your supervisor. Please follow the guidelines for scheduled and 
unscheduled time off. 
 
If an employee cannot come to work due to an emergency, illness, or sudden necessity they 
must call prior to the start of their shift directly to the Supervisor. If you cannot reach your 
supervisor, please call the program phone number (207-572-6211) and/or the Parks and 
Recreation Department office number (207-642-2875). 
 
Scheduled time off must be requested at least one week in advance. Any requests made after 
the schedule has been released will be taken into consideration by your supervisor but cannot 
be guaranteed and are subject to the department’s needs. 
 
Timesheets 
Timesheets will be located where you are performing your job for the department. Your 
supervisor will show you where they are located and teach you how to fill them out. 
Timesheets must be filled out daily by the employee. You will only be paid for the hours that 
are accurately recorded. Employees are not permitted to work more than 40 hours per week. 
 
Timesheets are collected biweekly on Mondays, and you will be paid on the following 
Thursday. Pay slips will be distributed on that Thursday. If you have any questions or concerns 
about your pay slips, please contact your supervisor or reach out to the office. 
 
Lunch Breaks 
State regulations require that a 30-minute meal break be offered to employees working 6 or 
more hours in a day. We are offering two options for the meal break: an unpaid, 30-minute 
lunch break, or a paid, 30-minute working lunch. If you choose the unpaid, 30-minute break, 
you will be permitted to break away from the children and job responsibilities during a time that 
is scheduled by your supervisor. It is only during this 30-minute unpaid time that employees 
will be permitted to leave the work site in their personal vehicles for personal reasons. 
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Code of Conduct 
It is expected that Standish Parks & Recreation employees to be good role models. We want 
employees to follow the rules and expectations that we expect our program participants to 
follow. We want program participants and members of the public to follow the employee’s lead. 
 
Employees should engage in activities with the program participants whenever possible, if 
participants’ safety is not compromised in any way. 

• Good sportsmanship and recreational play will be stressed. Competitiveness can only 
be introduced when it doesn’t affect the participants ability to play fairly, honestly and 
respectfully. 

• Drugs, tobacco, and alcohol use is not permitted at any time; discussion with children or 
within earshot of children or the public, of an employee's personal practices regarding 
any of these issues will not be tolerated. 

• Remember that you are the employee, not the program participant. You are responsible 
for the participants’ safety above all else.  

• Program participant concerns or issues will be discussed with parents/guardians by a 
supervisor.  Only the employee assigned to meet parents each day should be 
disseminating information to parents, and whenever possible, all questions related to 
disciplinary measures, etc. should be directed to supervisors only.   

 
Personal Appearance  
All employees are required to dress in a manner that compliments the Parks & Recreation 
Department. Below are some guidelines to help employees meet this expectation. When in 
doubt, your supervisor’s discretion will be the final word on appropriate and professional 
appearance that represents the department. 
 

• Employees should wear clothes and footwear that are safe and comfortable in for the 
whole workday. The clothes must be safe to wear for all the job tasks that need to be 
completed within the day. 

• Employees will be provided with a staff shirt (when applicable) that must be worn on 
days your supervisor will highlight. 

• Clothing that are torn, unclean, or does not cover the parts of the body it is designed to 
will be deemed unprofessional and will not be accepted. 

• Clothing that shows a person’s midriff, cleavage or undergarments will not be accepted.  

• For females, one-piece or tankini bathing suits, shorts, t-shirts, are accepted (no 
bikinis).  

• For males, board shorts, shorts or swim trunks are accepted (no skintight swim briefs or 
speedos) 

• Staff members must always wear a shirt unless swimming.  

• Footwear should be suitable for all types of activities. Sports sandals or sneakers are 
recommended for everyday wear. Crocs and flips flops are accepted for the beach and 
cold weather footwear (snow boots) is encouraged in the winter months. 

• Proper winter outdoor attire (winter coats, hats, mittens, etc.) are required for cold winter 
days for your safety as well as setting good examples for the children. 

Failure to comply with these guidelines will result in being sent home to change or dismissal 
from employment if infractions continue to occur. 
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Keeping Children Safe and Well 
To keep children safe and well, employees are expected to follow these guidelines. Please 
direct any questions about these guidelines to your supervisor. 
 
Mandated Reporting of Children (and vulnerable adults) Abuse & Neglect 
 

• All employees who come in to contact with children and vulnerable adults are mandated 
reporters according to Maine law. 

• Employees will be supported when they must report to the State. Please talk with your 
supervisor about when and how to report an incident. They will support you in 
completing a report form and making the call.  

• Call the Maine Office of Child and Family Services 1-800-452-1999 with your supervisor 
or let your supervisor call on your behalf with you present. 

• If your supervisor doesn’t feel it needs to be reported but you do, you can call and 
complete a report. If this does happen, you must report that you made a call to the 
department director. Our department must keep a record of all the reports made by our 
employees and volunteers. 

• All employees are encouraged to ask questions about a reportable event afterwards 
and ask to follow up with their supervisor, the director and/or the Maine Office of Child 
and Family Services. 

 
 
Child Supervision 
At no time is a program participant to be left in the care of any person other than an employee 
of Standish Parks & Recreation. Employees should always be within eye and ear shot of 
participants when inside and within eye shot when outside. 
 
Whenever possible, participants should be in the care of no less than two employees. 
Whenever possible, participants should always be with a buddy (at least one other participant). 
This should be the case when participants leave the group to go to the rest room or get 
something from another area. 
 
Unsafe and Problematic Behavior Policy/Handling Challenging Behavior  
How well the children behave can be a reflection of the approach you use with them and the 
environment they are in. Make sure all program participants know and understand the rules 
(for safety) and expectations (to be successful) of the program. Rules and expectations are 
best written/pictured and posted for children to read/view. When rules are not followed and 
expectations are not met, let the participant know what they have done in a private setting 
when possible. Never use physical force and never say you are going to do something that you 
are not willing to follow through with. 
 
If you have to speak to the participant for a second time, you should give them their first 
warning. If the participants unsafe or problematic behavior continues, parents/caregivers will 
be called by a supervisor and told the participant is on their final warning.  If the unsafe or 
problematic behavior continues further, parents/caregivers will be told to come and pick the 
child up.  
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The participant, their parents/caregiver, site supervisor, and the Parks & Recreation Director or 
Assistant Director will meet before the participant can return into the program. 
 
Only the Parks & Recreation Director has the right to remove a participant from a program, if 
they deem that the actions of a participant warrant them to do so. They may consult with the 
Assistant Director and supervisors when deciding. Supervisors will document all unsafe and 
problematic behavior on the daily log form and complete an Incident/Accident/First Aid Form. 
 
Be CLEAR - Be CONSISTENT- Be CALM - Be FAIR 
 

• Listen to program participants when they come to you with a problem or concern. if you 
see participants not following the rules or expectations, give each person involved an 
opportunity to speak and have the other people listen. 

• Ask questions and support/help them to resolve the problem or concern. Address any 
rules or expectations that have not been followed. 

• Make sure the people involved can safely return to the group and are in a good space to 
follow the rules and expectations. 

• Keep a closer eye on the people involved and check in with them to see if their problem, 
concern, or situation has improved. 

• Some situations can be very challenging, even for experienced employees. Ask for help 
and/or call over a supervisor to support you. 

• Inform your supervisor of any issues or concerns and they will document all matters on 
the daily log form or complete an Incident/Accident/First Aid form. 

 
Field Trips 
Employees’ actions on field trips should be the same, if not more professional, than is 
expected of them at the program base. No matter where you happen to be—CHILDREN 
COME FIRST. You are responsible for their safety at all times. Please be sure to be with them 
or know their whereabouts—which should not be far from you—throughout the entire trip. If, for 
example, you need to use the bathroom, please ask another employee to keep an eye on your 
group for a few minutes.  
 
You are expected to be polite with the public that you come in to contact with outside of 
program—tour guides, money collectors, food vendors, information personnel or any other 
public person that you encounter during your trip.  
 
Remember, you are a representative of the Standish Parks & Recreation Department —please 
make sure that the impression you leave is a positive one! 
   
Bathroom Concerns on Field Trips 
While on a field trip, children should always be given the opportunity to go to the bathroom 
within a reasonable amount of time. Never tell children they can’t go to the bathroom. Urge 
them to “try to go” before you leave on a trip, and when the bathroom is convenient on a trip. 
There should always be a plan regarding bathrooms as part of the field trip plans. Check with 
the supervisor about the plan. 
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If a child needs to go, and there is no bathroom available at all, please allow him or her 
individually and discreetly to go somewhere that they have complete privacy. This is a very 
touchy issue. Employees need to use common sense and not allow any embarrassment to 
come to a child by soiling or relieving him/herself.  If this does occur, the supervisor will touch 
base with the parent of the child involved as soon as possible following the trip to let the parent 
know about the situation regarding their child. 
 
Medications 
Participant’s medications and their instructions should be handled by the supervisor.  
Participant’s parent/caregiver must complete a Request to Administer a Medication Form when 
they need a participant to take medications when in the department’s care. Employees 
needing to take and have possession of medications when working must keep it out of reach of 
all participants and talk with your supervisor about when you need to take a break to take your 
medications. 
 
Transportation  
Employees are not permitted to transport program participants in their own vehicles.  (This 
does not include any situations where parents have made separate arrangements with the 
employee to transport that child to or from the program.) Employees are to ride the bus with 
the participants to and from field trips unless otherwise instructed by their supervisor. 
 
Building and Field Maintenance 
All employees are responsible to help maintain the cleanliness of the buildings, fields and any 
area that we take participants. 
  
If you take a key to access a door or closet, you are responsible to make sure it gets back to 
the proper location. If you unlock a door, make sure it gets locked back up when finished. 
If you notice anything vandalized, broken, or unusually out of place, tell your supervisor.  
 
Clean up duties may include but are not limited to: 

• Sweeping and mopping floor 

• Wiping off tables 

• Wiping down the bathrooms 

• Picking up trash  

• Vacuuming carpets  

• Tidying up and organizing games 
 
Cell Phone Policies 
Employees are required to keep cell phones out of sight throughout the workday.  Use of any 
cell phones for phone calls, texting, or looking at games or social media during work hours is 
strictly prohibited. Cell phone use during breaks or at other times during the day will be allowed 
at the discretion of the supervisor. 
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Social Media/Internet 
All employees are required to uphold the integrity and professionalism of the Standish Parks & 
Recreation Department at all times; this includes all and any social networking sites including 
but not limited to, Facebook, Instagram, YouTube, Twitter, Snapchat, TicTok, etc. 
 
Employees of the Standish Parks & Recreation Department are not permitted to interact with 
any program participants or parent/caregiver in the program on any internet social networking 
site during the duration of their employment.  
 
Absolutely no photos taken of the children should be posted on any personal internet social 
networking site by any employee. Photos taken of the children may be sent to your supervisor 
for them to arrange to be posted on the Standish Parks & Recreation social media accounts or 
website.  
 
All employees should keep in mind that they represent the Standish Parks & Recreation 
Department through their personal web pages and social media accounts and will be held 
directly responsible for any perceived inappropriate photos, comments, posts or blogs found. 
You are responsible and accountable for what is on your social media accounts. Social media 
is monitored by the government, school district and parental task force. Employees may be 
disciplined or terminated based on what they post, write and upload on the internet. Reasons 
for discipline or termination may include: 

• Employee posting hateful remarks about another co-worker on internet. 

• Posting photos or being tagged in photos involving illegal activities 

• Any perceived inappropriate photos or controversial applications on an 
employee’s social media account. 

• Employees who are harassing or sexually harassing co-workers, directors, 
children, or parents on any social media site or otherwise are grounds for 
immediate dismissal.  
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EMERGENCY ACTION PLAN FOR GEORGE JACK & EDNA LIBBY SCHOOL (for other 
program sites please ask your supervisor for the plan) 

 
Before an Emergency Occurs 
Practice the Emergency Action Plans highlighted below before the emergency occurs. It will 
help in an emergency if employees and participants know the plan and understand it. Discuss 
with the participants the importance of following directions, particularly when an emergency is 
occurring.  
 
Below are Emergency Plans for food or allergic reactions, evacuation, relocation, shelter in 
place, lockdown, and first aid incidents. Please ask your supervisor any questions you have. 
 
Food or Allergic Reaction Plan 
Prevent food or allergic reactions by washing hands before and after eating. Along with when 
returning from outside play. 
 
For Severe Allergy and Anaphylaxis 
What to look for if child has ANY of these severe symptoms after eating the food or having a 
sting, give epinephrine. 
 
Shortness of breath, wheezing, or coughing 
Skin color is pale or has a bluish color  
Weak pulse 
Fainting or dizziness 
Tight or hoarse throat 
Trouble breathing or swallowing 
Swelling of lips or tongue that bother breathing 
Vomiting or diarrhea (if severe or combined with other symptoms) 
Many hives or redness over body 
Feeling of “doom,” confusion, altered consciousness, or agitation 
 
What to do…Give epinephrine! 
1. Inject epinephrine right away! Note time when epinephrine was given. 
2. Call 911. 
• Tell rescue squad when epinephrine was given. 
3. Stay with child and: 
• Call parents and child’s doctor. 
• Give a second dose of epinephrine, if symptoms get worse, continue, or do not get better in 5 
minutes. 
• Keep child lying on back. If the child vomits or has trouble breathing, keep child lying on his 
or her side. 
4. Give other medicine, if prescribed. Do not use other medicine in place of epinephrine. 
• Antihistamine 
• Inhaler/bronchodilator 
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For Mild Allergic Reaction 
What to look for If child has had any mild symptoms, monitor child. 
Symptoms may include: 
Itchy nose, sneezing, itchy mouth 
A few hives 
Mild stomach nausea or discomfort 
 
Monitor child: 
• Watch child closely. 
• Give antihistamine (if prescribed). 
• Call parents and child’s doctor. 
• If more than 1 symptom or symptoms of severe allergy/anaphylaxis develop, use 
epinephrine. (See 
“For Severe Allergy and Anaphylaxis.”) 
 
Evacuation Plan 
When it is determined that it is unsafe for participants and employees to remain in a building, 
an evacuation will be ordered. This will be communicated by the supervisor in person or via the 
radios. An evacuation will also be cared out when the fire alarm sounds. This type of 
evacuation requires that the participants and employees leave the building and go to a 
designated area on the immediate grounds. The Supervisor should make sure an emergency 
preparedness bag is with the groups at the primary and secondary meeting point and 
attendance is taken to make sure all participants and employees are accounted for. 

 
George E Jack School  
Primary meeting point – On the front grass area next to the Flagpole. 
Secondary meeting point – At homebase at the back of the school on the ball field. 
 
Edna Libby School   
Primary meeting point –The grass area to the left of the building next to the bus circle 
Secondary meeting point – The tar court area at the back of the building  
 
Relocation Plan 
When transportation is available, groups will be brought to Town Hall, 175 Northeast Rd. If 
transportation isn’t available, the plans below should be followed. 
 
George E Jack School – An immediate evacuation would result in walking along Northeast Rd 
to Town Hall.  
 
Edna Libby School - An immediate evacuation would result in walking through the cemetery to 
Wing Logging just up the road toward Gorham  
      
 
Shelter In Place Plan 
Shelter-in-place provides refuge for participants, employees, and public within the building 
during an emergency. Shelters or safe areas are located in areas that maximize the safety of 
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employees and participants. Safe areas may change depending on the emergency. 
▪ Identify safe areas in the building. 
▪ Supervisor instructs participants and employees to assemble in safe areas. Bring all people 
inside the building. 
▪ Employees should make sure an emergency preparedness bag is with them. 
▪ Close all exterior doors and windows, if appropriate. 
▪ Turn off ventilation leading outdoors, if appropriate. 
▪ Employees should account for all participants after arriving in designated area. 
▪ All people must remain in designated areas until notified by the supervisor, Parks & 
Recreation Director, or emergency responders. 
 
Lockdown Plan 
▪ If you are outside, go to the relocation site if you can. 
▪ If you are inside– turn off lights; lock all doors and windows; shut curtains if it is safe to do so. 
▪ Check open areas for wandering children and bring them immediately into a safe area. 
▪ Participants, employees, and others should crouch under furniture without talking and remain 
there until an all-clear is given by the supervisor, law enforcement, or designee. Continue to 
stay in lockdown even if a fire alarm or other alarm is sounding. 
▪ Employees should take roll call and immediately notify the supervisor of any missing 
participants or employee when it is safe to do so. 
 
Supervisor or Law Enforcement Liaison 
Assess the situation as to: 
• Where and what is the threat. 
• Any injuries 
• Potential for additional threats 
▪ Call 9-1-1 and give as much detail as possible about the situation. 
▪ Secure the facility, if appropriate. 
▪ Assist participants and employees in evacuating from immediate danger to safe area. 
▪ Care for the injured as carefully as possible until law enforcement and paramedics arrive. 
▪ Refer media to the Parks & Recreation Director or Town Manager. 
▪ The Parks & Recreation Director or Town Manager will prepare information to release to 
media and parent(s)/guardian(s). 
▪ Notify parent(s)/guardian(s) according to guidance from the Parks & Recreation Director or 
Town Manager. 
▪ Hold information meeting with employees. 
▪ Initiate a crisis/grief counseling plan. 
 
 
First Aid Incident Plan 
 
All Parents/caregivers have given permission for the department to provide and arrange 
medical care for a minor in the event of an emergency, where the minor is not accompanied by 
either parents or legal guardians, and it may not be feasible or practical to contact them. For all 
other medications and treatments (besides giving first aid), the parents/caregiver must be 
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contacted. If a medication needs to be taken by a participant, their parent/caregiver must 
complete a Request to Administer a Medication Form. 
 
Covid 19 -Isolate the person from other participants. Have them wear a 

mask.  
- Call a parent/caregiver to come pick them up 
- Clean the area they were isolating in and the other areas they 
used 
- Have the parent/caregiver test for covid. Follow CDC guidelines 
for a positive test 
- Return to the program if the test is negative and they have no 
symptoms 
 

 
 
Poisons    - Call 1-800-222-1222 or 871-3281 
 
 
Bee Stings   -Remove with tweezers      
                     -Clean and disinfect the wound 

-Watch for signs of an allergic reaction, including difficulty 
breathing,  
-Tightness of the chest, hives, rashes, change in skin color, nausea 
or vomiting. 
-If the victim has an allergic reaction and has an epinephrine pen, 
use it. If not, seek professional help. 

 
Tick Bites -Remove ticks by grabbing the head with tweezers and pulling. 

-Save any removed deer ticks so that they can be tested for Lyme 
Disease. 
-Flush any removed dog ticks down the toilet. 

 
Poison Ivy   - Avoid plants with three shiny leaves. 

-Immediately after exposure, wash affected area with soap and 
water.  If a rash does develop, treat with caladryl. 

 
Eye Injuries          -For objects in the eye, use the eyewash bottles in the medpacks or 

the eyewash attachment on the maintenance sink. 
-If irritation persists, get professional help 

 
Conjunctivitis        -Symptoms include red, irritated itchy, watery eyes, 

-Conjunctivitis is very contagious and frequently transmitted by pool 
water and direct contact. 
-Treatment is given by a doctor. 

 
Chicken Pox          -Chicken Pox is characterized by extreme itchiness and red lesions. 
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-In its early stages, chicken pox is extremely contagious. 
 
Lice                         -Notify a supervisor if lice are observed on a camper. 
                  
Asthma                      -Can be triggered by a reaction to food, pollen, medication, insect 

stings, emotional stress, or physical activity. 
-Children with asthma should have an inhaler, which can be used to 
alleviate an asthma attack. 

 
Sunburns   -Sunburns are First or Second Degree Burns 

-Prevent Sunburns by applying sunscreen twice a day at camp and 
every hour at the beach. 
-Unless the campers are playing water games, shirts must stay on 
while at camp. 

 
 
Heat Cramps -Heat cramps involve the cramping of the muscles (especially arm 

and leg). 
-Typically heat cramps are resolved by giving the victim fluids 
-And removing them from the sun. 

 
Heat Exhaustion -Symptoms include cool, moist, pale or flushed skin, nausea, 

headaches and dizziness. 
            -Treatment is the same as for heat cramps. 

 
Heat Stroke   -Symptoms include red, hot, dry skin, rapid pulse and rapid 
                                        shallow breathing. 

-Give the victim cool, wet cloths, loosen tight clothing and give the 
victim small quantities of water. 

 
Blisters -Do not break blisters. If already broken, clean with soap and water 

and protect with a band-aid or other clean, dry, sterile dressing. If 
the blister is not broken, protect it by padding around the blister. 

 
Abrasions/Scrapes  -Typically scrapes are superficial wounds. 

-Clean and disinfect with alcohol or hydrogen peroxide. 
            -Cover the wound with a sterile dressing. 

 
 
Lacerations/Cuts  -Minor cuts should be treated like abrasions. 
                                     -Deep lacerations often bleed profusely, so focus on     

stopping the bleeding before treating 
-Techniques for stopping the bleeding include applying  

                                     pressure to the wound, elevating the injury, use of pressure  
                                     points and layering absorbent sterile dressings. 

-Never remove dressings from a deep laceration; this  
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disrupts the clotting. 
-Stitches may be necessary for deep wounds that do not  
stop bleeding on their own, cuts where bones or  
connective tissue is visible, cuts on the hands, feet and face. 

 
Puncture Wounds  -For minor puncture wounds (such as splinters) the object  
                                     can be removed, and the wound cleaned, disinfected, and 
                                     dressed like other minor wounds. 
                                     -Deep puncture wounds require stitches. If an object is still  
                                     imbedded, do not remove it. Instead, bandage around it. 
 
Nosebleeds -Techniques for stopping nosebleeds  include having the victim sit 

with the head slightly forward while pinching the nostrils  together, 
applying an icepack to the bridge of the nose and putting pressure 
on the upper lip just beneath the nose. 

 
Knocked Out Tooth     -Control bleeding in the mouth by inserting a sterile dressing in the 

space vacated by the missing tooth and have the victim bite down 
to maintain pressure. 
-Have the victim sit with their head tilted forward to drain any blood. 
-Save the tooth in a sterile bag, with milk if possible. 

 
Bruises/Contusions        -R.I.C.E. the bruise. This stands for Rest the injury, Ice the injury, 

-Compress or apply pressure to the injury and finally elevate the 
injury. 

 
Sprains                           - Keep the victim from applying any further stress to the affected 

joint. 
-Apply ice to the injury to reduce pain and swelling. 
-Severe sprains should be evaluated by a doctor. 

 
Broken Bones  -Call for an ambulance. 

-Do not move the victim or the bone or joint involved. 
-Symptoms of a broken bone include deformity, swelling numbness, 
and a popping sound at the time of the injury. 
-Only splint the injury if it is necessary to move the victim. 
-A compound fracture involves a bone breaking through the skin. 
-Cover the wound with a sterile dressing. 

 
Dislocations           - Minimize any movement of the joint. 

-Call for help. 
 
Head Injuries         -Head injuries need professional attention when there is a loss of 

consciousness, vomiting, loss of motor function, bleeding from the 
ears of nose, headache lasting over an hour, seizures, persistent 
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dizziness, loss of balance, bruising behind the ears or eyes, vision 
impairment or unequal pupils. 

 
 
Prevent Shock Shock- 1st Hour Critical 

Signs of: 
Confused behavior, very fast of very slow pulse, weakness and trembling in arms and 
legs, very fast or very slow breathing, cool and moist skin, pale of bluish skin, enlarged 
pupils. 
Treat: 
Elevate if no head or neck injuries. Victim on back. 
If vomiting- victim on side. 
If breathing difficulty- prop up into semi-reclining position 
MAINTAIN BODY TEMP 
MONITOR ABC’S 

 
 
 
Harassment Policy 
 
It is illegal for any employee of the Town of Standish to harass another employee based on 
any protected classification under state and federal law and for any supervisory employee to 
permit any act of unlawful harassment in the workplace by anyone, whether or not an 
employee. Harassment based on race, color, religion, sex, sexual orientation, national origin, 
age, genetic information, and disability is prohibited and will not be tolerated. 
 
DEFINITION OF SEXUAL HARASSMENT UNDER STATE LAW: 
Unwelcome sexual advances, requests for sexual favors, and other verbal or physical conduct 
constitutes harassment when: 
 
A. Submission to such conduct is made either explicitly or implicitly a term or condition of 
an individual’s employment; 
B. Submission to or rejection of such conduct by an individual is used as a basis for 
employment decisions affecting such individual; or 
C. Such conduct has the purpose or effect of substantially interfering with an individual’s 
work performance or creating and intimidating, hostile, or offensive working environment 
 
DESCRIPTION OF UNLAWFUL SEXUAL HARASSMENT: 
The following types of conduct, which is illustrative and not intended to be exhaustive, is 
considered to be sexual harassment and  is not permitted: 
 
A. Physical assaults of a sexual nature such as: 
(1) Rape, sexual battery, molestation or attempts to commit these assaults; and 
(2) Intentional physical conduct which is sexual in nature, such as touching, pinching, 
patting, grabbing, brushing against another employee’s body, or poking another employee’s 
body. 
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B. Unwanted sexual advances, propositions or other sexual comments, such as 
(1) Sexually-oriented gestures, noises, remarks, jokes, or comments about a person’s 
sexuality or sexual experience directed at or made in the presence of any employee who 
indicates or has indicated in any way that such conduct in his or her presence is unwelcome, 
(2)  Preferential treatment or promise of preferential treatment to an employee for 
submitting to sexual conduct, including solicitating or attempting to solicit any employee to 
engage in sexual activity for compensation or reward; and 
(3) Subjecting, or threats of subjecting, an employee to unwelcome sexual attention or 
conduct or intentionally making performance of that employee’s job more difficult because of 
that employee’s gender. 
C. Sexual or discriminatory displays or publications anywhere in the company by 
employees, such as: 
(1) Displaying pictures, posters, calendars, graffiti, objects, promotional materials, reading 
materials that are sexually suggestive, sexually demeaning, or pornographic, or bringing into 
the work environment or possessing any such material to read, display, or view at work. 
A picture will be presumed to be sexually suggestive if it depicts a person of either gender who 
is not fully clothed or in clothes that are not suited to or ordinarily accepted for the 
accomplishment of routine work in and around the company and who is posed for the obvious 
purpose of displaying or drawing attention to private portions of his or her body. 
(2) Reading or otherwise publicizing in the work environment materials that are in any way 
sexually revealing, sexually suggestive, sexually demeaning, or pornographic; and 
(3) Displaying signs or other materials purporting to segregate an employee by gender in 
any area of the workplace (other than restrooms and similar semi-private lockers/changing 
rooms). 
 
HARASSMENT BASED ON OTHER PROTECTED CATEGORIES 
In addition to harassment based on an individual’s gender, any harassment based on race, 
color, religion, sexual orientation, national origin, age, genetic information and history, or 
disability is also unlawful and will not be tolerated. Harassment based on these other 
classifications generally, but not always, takes the form of a hostile environment. For example, 
belittling a co-worker because of a mental disability, or because one perceives another to have 
a mental disability, can rise to the level of unlawful harassment. As another example, 
harassing someone because of his or her religious views also is unlawful. The town will not 
tolerate harassment or retaliation of any kind, and any person who has either witnessed or 
experienced harassment from any source while at work should report the incident or act 
immediately to the coordinator, supervisor, or director. 
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Employee Job Description, Handbook, Lunch Break Sign Off 
 
 
 
I acknowledge that I have received a copy of my job description and employee handbook. I 
have read both documents in their entreaty and I agree to abide by all the policies and 
procedures contained and referenced to within them. If I have any questions about the 
handbook, job description, or about issues regarding my employment, I will consult my 
supervisor, the Recreation Director, or Town Manager. Initial: _____ 
 
I understand the contents of the job description and employee handbook are subject to 
changes in existing and applicable state and federal laws and regulations as well as changes 
by the Town. Initial: _____ 
 
I understand state regulations require that a 30-minute meal break be offered to employees 
working 6 or more hours in a day. I wish to wave my right to a 30-minute unpaid break and 
have a 30-minute working lunch. I understand I can take a 30-minute unpaid lunch each day 
and I can ask my supervisor to schedule an unpaid break within my workday. Initial: _____ 
 
I understand that due to my occupational exposure to blood and other potentially infectious 
materials I may be at risk of acquiring Hepatitis B Virus (HBV) infection.  I have been given the 
opportunity to be vaccinated with Hepatitis B vaccine, at no charge to myself.  However, I 
decline Hepatitis B vaccination at this time.  I understand that by declining this vaccine, I 
continue to be at risk of acquiring Hepatitis B, a serious disease.  If, in the future, I continue to 
have occupational exposure to blood or other potentially infectious materials, and want to be 
vaccinated with Hepatitis B vaccine, I can receive the vaccination at no charge to me.  
Initial: _____ 
 
 
 
 
_________________________________    ________________ 
 Employee’s Name Printed       Date 
 
 
 
 
_________________________________ 
   Employee’s Signature 
 
 
 

 


