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[bookmark: _Toc152452807]INTRODUCTION
[image: ]This Employee Handbook has been prepared to acquaint new employees with the Board of Harbor Commissioners (hereafter "Commission") and provide information about the Commission's policies, working environment, and benefits. New employees should read this Handbook carefully to familiarize themselves with the information contained within. It describes the programs developed by the Commission to benefit employees as well as many of the employee's responsibilities. This Handbook is not a contract of employment, either expressed or implied.

This handbook, upon approval, replaces and supersedes all previous handbooks and covers all employees. 

Circumstances may occur which require the guidelines, practices and/or benefits described in this Handbook to change. The Commission reserves the right to revise, modify, void, supplement, interpret or rescind any or all provisions of this handbook as it deems appropriate in its sole and absolute discretion. The Commission will make every attempt to keep staff informed of changes to the handbook as they occur. 

During the probationary period of employment by the Commission and after you have reviewed the contents of the handbook, please inform your supervisor that you have reviewed this handbook by submitting your signed Employee Handbook Acknowledgement Form, Appendix A. If you have any questions or concerns, please discuss them with your supervisor.

Each year, as part of the performance review, all staff will review the handbook and affirm to their supervisor that they understand the contents of the handbook and any changes thereto.







[bookmark: _Toc152452808]EMPLOYMENT PRACTICES [image: ]
The Board of Harbor Commissioners is an "at-will" employer. This means that employment with the Commission is voluntarily entered into and that employees and the Commission are free to [image: ]conclude the employment at any time without notice, with or without cause, and employment is for no specified time. 
[bookmark: _Toc152452809]EQUAL EMPLOYMENT OPPORTUNITY
The Board of Harbor Commissioners will recruit, hire, train and promote persons in all job titles without regard to race, color, religion, sex, marital status, sexual orientation, age, national origin, physical or mental disability or any other status protected by law (hereinafter referred to as "any status or activity protected by law"). We are committed to the following policies:

1. All decisions regarding employment or promotions will be designed to ensure Equal Employment Opportunity.
2. [image: ][image: ]Assurance will be made that all personnel actions, including but not necessarily related to compensation, benefits, transfers, layoffs, returns from layoff, Commission-sponsored training, education, social and recreational programs will be administered [image: ]without regard to any status protected by law. As required by law, reasonable accommodations will be provided for physical or mental disabilities in hiring, employment, promotions, and all other personnel actions.
Any employee with questions or concerns about any type of discrimination in the workplace is encouraged to bring the issue to the attention of his/her supervisor, the Chair of the [image: ]Commission, or the Commission. Employees can raise concerns and make reports without fear of reprisal. Anyone engaging in unlawful discrimination will be subject to disciplinary action up to and including termination of employment.

[bookmark: _Toc152452810]REFERENCE CHECKS
As a normal course of business, past employers and other references furnished to the Commission for employment on resumes or during the interview process will be contacted to verify information provided. Falsification of any of this information is grounds for immediate dismissal.
[bookmark: _Toc152452811]DRUG SCREENING
The Commission requires all employees to submit to drug and alcohol testing as outlined in the Rules and Regulations of the Board of Harbor Commissioners for Portland Harbor.  This includes but is not limited to pre-employment drug testing, random drug testing, post-accident testing, reasonable suspicion testing, and follow-up testing.  

[bookmark: _Toc152452812]PHYSICAL REQUIREMENTS
All potential employees should be aware of the physical demands that come with employment with the Commission. These physical demands may be, but are not limited to:
· Standing for long periods; 
· Lifting heavy objects;	[image: ]
· Boat operation in rough sea conditions and all types of weather conditions;
· Bending, twisting and pivoting;
· Climbing shipboard ladders, gangways, etc.;
· Working in day & nighttime conditions[image: ].

The Commission requires any employee to complete a pre-employment physical exam with the commission approved medical provider to ensure that the employee is capable of fully carrying out and completing the mandated duties the employee’s job requires in a manner that is safe for the employee, co-workers and the public that they come in contact with as part of their job.

After the pre-employment physical examination, all employees must receive a physical examination at least every two years.  

The Commission reserves the right to require any employee to complete a physical exam at any time with the commission approved medical provider to ensure that the employee is capable of fully carrying out and completing the mandated duties the employee’s job requires.

[bookmark: _Toc152452813]PROBATIONARY PERIOD
New employees will have a Probationary Period of ninety (90) days. 

Employees whose service is satisfactory may become eligible to be a full or part time employee. All employees will be evaluated by their supervisor prior to the end of the Probationary Period.

The cities of South Portland and Portland are notified of all new hires. If the cities disapprove of the action during the probationary, you will not be eligible to continue your employment.

[bookmark: _Toc152452814]OUTSIDE EMPLOYMENT
While outside employment is not encouraged, there may be circumstances when it is [image: ]acceptable. If a full-time Commission employee has the need or interest for outside employment, they may hold a job with another organization as long as there is no adverse impact on the Commission and the employee carries out his/her duties with the Commission in a satisfactory manner, as determined by solely by the Commission. The employee's responsibility to the Commission must be his/her primary concern. 

Workloads vary. Thus, there may be times when there will be a conflict between the Commission’s needs and those of the outside employment, and the Commission requires that its needs come first.

All employees are required to notify their supervisor within one week prior to accepting outside employment. 
[image: ]All employees will be evaluated by the same performance standards and will be subject to the Commission's scheduling demands, regardless of any existing outside work requirements. 
Refer to the Policy on Standards of Conduct and Conflict of Interest for additional information.
[bookmark: _Toc152452815]TRAINING
All Commission employees shall be required to attend training as set forth by the Maine Harbor Masters Association and the Commission.
All employees will be required to maintain:
· A valid First aid and CPR certification
The harbormaster and deputy harbormasters will be require to:
· Complete a basic harbor master training course within one year of being appointed as required by State Law 38 M.R.S.A. §1-A
· They must complete 8 hours of continuing education training every 3 years as required by State Law 38 M.R.S.A. §1-A. Proof of the continuing education must be filled with the Commission. 
[bookmark: _Toc152452816]RESIGNATION
Resignation is a voluntary act initiated by an individual to terminate employment with the Commission and must be in written form. All personnel are requested to provide at least two (2) weeks' written notice.   

Before an individual's departure, an exit interview may be conducted for information purposes. An employee must return all equipment, manuals, documents, electronic files, keys, codes, passwords and other property of the Commission before or on his or her last day. This resignation procedure will comply with the laws of the State of Maine.

[bookmark: _Toc152452817]DEFINITION OF MANAGER/SUPERVISOR
For the purposes of this Handbook, a Manager/Supervisor is defined as a managing employee with the authority to hire and terminate staff within the guidelines established by the Commission. It is the desire of the Harbor Master's office to retain all employees.

[bookmark: _Toc152452818]DISCIPLINARY POLICY
The goal of the Commission is to retain employees and help them grow in their jobs. It is hoped that any job-related or performance concerns can be resolved with informal discussions. However, if a job-related problem requires disciplinary action, the following procedures will be followed:
Verbal Warning:              	A formal discussion between an employee and his/her supervisor will be conducted to identify possible solutions. This action will be                                 noted in their personnel file.
Written Warning: 	      	Should the problem persist; two written warnings may be issued. 
Termination:	If the problem is not resolved, employment may be [image: ]terminated at the Commission’s discretion.

However, exceptions or deviations from the normal procedures may occur whenever the supervisor deems that circumstances warrant skipping one or more steps in the process. Accordingly, serious misconduct or other circumstances may warrant immediate termination. All employees are considered to be employed at will. The Commission reserves the right to terminate employees at any time.

[bookmark: _Toc152452819]IMMEDIATE TERMINATION
The following is a non-exclusive list of actions that may warrant immediate termination, including but not limited to:
· Disclosure of employee, public or Commission confidential or restricted information
· Theft of any property including that of the Commission, another employee, or a member of the 	public [image: ]
· Falsification of documents including records of hours worked
· Insubordination – refusal to perform workplace duties; refusal to sign acceptance of the terms 	of the employee handbook
· Unprofessional conduct including but not limited to rudeness, vulgarity, and threatening 	comments or actions
· Harassment of another employee or member of the public as protected by State and Federal law. 	Please refer to our Harassment Policy.
· Improper/illegal use of Commission funds
· Physical dispute with another employee
· Unwarranted use of physical force with a member of the public
· Violation of the Commission’s Weapon Policy
· Violation of established safety and security processes/procedures
· Conduct unbecoming a public servant
· Intentional violation of the Commission’s Electronic Communication Policy
· Intentional or reckless invasion, theft or interference of the privacy of a member of the public, an 	employee, independent contractor or Commissioner or the negligent invasion, theft or interference 	of privacy of a member of the public, employee, independent contractor or Commission that causes 	harm.
· Driving one of the Commission’s boats or vehicles while intoxicated or impaired or without authority
· Being under the influence of alcohol or illegal drugs while at work.

The Commission reserves the right to terminate your employment at any time, for cause, after notice and an opportunity to be heard. 

[bookmark: _Toc152452838]OFFICIAL VEHICLE
The Commission provides a vehicle for official business related to the Harbor Master and Commission. This will include expenses for maintenance and repair as well as fuel. For non-official business, the Harbor Master is authorized to use the work vehicle only as transportation between work and home residence. 

[bookmark: _Toc152452820]DRIVING ON COMMISSION BUSINESS
Employees whose duties include driving the Commission’s motor vehicles must maintain a valid driver’s license and a driving record deemed acceptable, in the sole discretion of the Commission. A copy of the license is required to be given to the Commission and kept on file. Employees are required to obey all traffic laws and must drive in a safe and prudent manner.
It is the employee’s sole duty to inform a supervisor or Chair of the Commission of any change in licensing or driving legal status, including traffic citations and other legal changes.

Cell phone usage while driving must be work-related, hands-free, and comply with all State of Maine laws. The Commission will supply appropriate hands-free technology for Commission vehicles.

Employees shall not operate Commission vehicles under the influence of drugs, alcohol, cannabis, or any mind-altering substance and must fully comply with all laws of the State of Maine.

Any traffic, parking or other fines or citations received by the employee while driving on commission business are the responsibility of the employee.

[bookmark: _Toc152452821]DISPUTE RESOLUTION
The person who can do the most to help you at the Portland Harbor Commission is your supervisor. Your supervisor is primarily responsible for your performance, professional development, and well-being. Do not hesitate to ask him/her about anything you do not understand.

If you have problems concerning your work, talk to your supervisor. If you feel that a problem is not resolved satisfactorily by your immediate supervisor, you may request and be granted an opportunity to discuss the matter with the Chair of the Commission and/or the entire Board of Harbor Commissioners.	[image: ]

[bookmark: _Toc152452822]EMPLOYMENT CATEGORIES and EMPLOYMENT STATUS
[bookmark: _Toc152452823]EMPLOYMENT CATEGORIES
All Commission personnel will come under one of the following two (2) employment categories:
Non-Exempt Hourly: Employees covered by the overtime provisions of the Fair Labor [image: ]Standards Act who are eligible for overtime pay for hours worked more than 40 hours per [image: ]workweek (see Work Hours and Reporting section, Overtime). Non-exempt employees are paid on an hourly basis. 
[image: ][image: ][image: ][image: ]Exempt Salary: Exempt employees not eligible for overtime pay in accordance with the [image: ]provisions of the Fair Labor Standards Act. Exempt employees are paid on salary basis
An employee’s employment category is based on his/her position. Your employment category is defined in your job offer letter.

[bookmark: _Toc152452824]EMPLOYMENT STATUS
Each employment category above may include personnel whose employment status falls into one of the following: 
Full Time Year-Round: Employees are regularly scheduled to work at least 32 hours per week and actively perform their regularly scheduled duties. Active status includes vacation, holiday, sick/personal time (non-disability), funeral leave, jury duty and/or military duty. [image: ]
Part-time Year-Round: Employees are regularly scheduled to work at least 25 hours per week and actively perform their regularly scheduled duties. Active status includes vacation, holiday, sick/personal time (non-disability), funeral leave, jury duty and/or military duty. [image: ]
Part-Time: Employees are scheduled d to supplement the work force or assist in the completion of a duties. These employees are scheduled less than 1,200 hours per year.
Your employment status is defined in your job offer letter and may change based on subsequent reviews.


[bookmark: _Toc152452825]WORK HOURS and REPORTING
[bookmark: _Toc152452826]WORKDAY
A full-time work week is 35 - 40 hours for exempt salary employees, and non-exempt hourly employees are [image: ]expected to work as arranged by their supervisor. The number of hours worked per day depends on the operational demands and staffing needs. The workday may also vary based on emergency operations, casualty investigations, weekend patrols, requests for [image: ]assistance, etc. Supervisors will advise employees of their required work schedule. Whatever the work schedules, it is important that employees strictly adhere to it. Successful operations of the Office of the Harbormaster depend on each person being in regular attendance and on time.
[bookmark: _Toc152452827]ABSENTEEISM
The Commission expects good attendance and punctuality from all employees. If an employee is unable to work or cannot avoid being late, he/she must telephone the supervisor prior to the normal starting time. Ideally, employees should call four hours prior to their start time. If unable to reach the supervisor, the employee must leave a voice mail message with a number where they can be reached should the supervisor need to make contact. If an employee is unable to personally call in, it remains their responsibility to have someone notify the supervisor.
The employee should advise their supervisor of the reason he/she will be late or cannot report to work. Employees must notify their supervisor each day that they are absent. 
[image: ][image: ][image: ]An employee absent from work two (2) or more days without notifying the supervisor will be considered to have voluntarily quit. Excessive absenteeism or tardiness may be subject to [image: ]disciplinary action, up to and including termination.
[bookmark: _Toc152452828]TIMEKEEPING
The following policies are intended to fully comply with federal and state wage and hour laws and are to be followed by all employees:

1.	All timekeepers must record the actual time when they commence work and when they have finished work for the day.  

2.	No employee is allowed to fill out the timecard of any other employee or request that another employee fill out their timecard. Under no circumstances may any employee alter or tamper with another employee's time record.

3.	Timekeepers are expected to comply with the PHC’s rest/meal break policy.  This includes recording on your timecard, each workday, when you “clocked out” and “clocked in” for any rest/meal breaks, when required.

4.	Record all time spent in the performance of your job duties, including time spent on any actual changeover (end-of-shift) activities, and time spent putting on/taking off any required PPE.  

5.	Time spent commuting to and from work, is not compensable.  You will not be paid for this time.

6.	No one is authorized to require a timekeeper to work “off-the-clock.”  This is strictly prohibited.  It is a violation for any manager to instruct a timekeeper to ignore timekeeping obligations.  Employees should report any such violation immediately to the Harbormaster or to a Boardmember.

7.	Any changes or corrections to your timecard must be authorized by you.  If you make an error or forget to record any specific entry, contact the Harbormaster immediately.  Timekeepers may be asked to make a correction or to explain an issue associated with their timecard.

Failure to follow these practices may result in discipline, up to and including termination from employment.  If you have any questions about these practices, please ask your supervisor.

[bookmark: _Toc152452829]OVERTIME
Periodically, overtime work is a necessary part of the Commission's operation. When overtime becomes necessary, overtime may be required on the part of any employee.
All non-exempt hourly employees will be paid overtime after the employee has worked 40 hours in a week.

[bookmark: _Toc152452830]PAYDAY
The workweek begins on Sunday and ends on Saturday. Electronic deposits post weekly to [image: ]all employees for the hours logged during the prior week. All employees are required to register for automatic deposit of paychecks. Pay is distributed to employees electronically.

[bookmark: _Toc152452831]PAYROLL DEDUCTIONS
Voluntary deductions and deductions required by law are clearly identified in your electronic payroll account. Mandatory deductions include:
· Social Security and Medicare Tax (FICA)	[image: ]
· Federal Withholding Tax
· State Withholding Tax 

[bookmark: _Toc152452832]Explanation

Social Security Tax deductions are based on a rate and limits set annually by the Social Security Administration. By law, the Commission matches your FICA deduction with an equal payment. [image: ]
· Federal Withholding Tax deductions are based on earned wages and the number of exemptions 	noted on the IRS Withholding Form W-4 completed by each employee. 
· State Withholding Tax is based on earned wages and number of specified exemptions. 
· Employees may assign pre-tax allowable payroll deductions.



[bookmark: _Toc152452833]PERSONNEL FILES
Confidential personnel files and records including submitted medical information are maintained for each employee and are the property of the commission. Confidentiality will be maintained within applicable legal requirements. 

Employees have the right to request access to their personnel file from their supervisor at any time while employed to ensure the contents are valid and mutually known. 

Upon written request from an employee his/her duly authorized representative will be given the opportunity to review the file. A Commissioner will be present during the review.
 
Employees are responsible for updating and maintaining current information on their W-4s such as changes in dependents, marital status, contact information, etc. Employees should also keep updated contact information with their supervisor and the Commission.

[bookmark: _Toc152452834]SERVICE AWARD
[image: ]The Commission values commitment and recognizes long term employment by honoring employees for their length of service. For award purposes, the first service milestone is at the end of five years and subsequent awards are presented at five-year intervals. Service recognition is granted at year-end at the discretion of the Commission.

[bookmark: _Toc152452835]PERFORMANCE REVIEWS
[image: ]All employees are reviewed annually. During the review, employees establish performance goals with their supervisor. A performance review does not guarantee a pay increase. The Commission shall review the Harbor Master and the Harbor Master shall review all other full-time and seasonal/temporary employees.
Reviews and any merited pay changes are conducted at the first of the year. Any pay changes will be incorporated into the upcoming fiscal year budget as approved by the Commission.


[bookmark: _Toc152452836]EMPLOYEE BENEFITS
Employee paid benefits shall be earned per documented schedules and availability after successful completion of the 90-day probation period.

[bookmark: _Toc152452837]MEDICAL INSURANCE [image: ]
[image: ]It is the policy of the commission to offer health insurance plans for Full-time year-round and part-time year-round employees. 

For Full-time year-round employees the commission shall pay 100% of the single level premium. The employee may elect to purchase additional coverage as allowed by the plan at their own expense.

For Part-time year-round employees the commission shall pay 50% of the single level premium. The employee may elect to purchase additional coverage as allowed by the plan at their own expense

[bookmark: _Toc152452839]VACATION POLICY

Full-Time Year- Round Employees shall earn vacation with pay based on length of continuous service.  The amount of time that an employee may accrue will be capped based on their length of continuous service. These amounts are outlined in the following schedule.  

	
	SERVICE
	MAXIUM VACATION THAT CAN BE ACCRUED
	EARNED
	

	
	After three months of probationary employment[image: ]
	80 hours
	1.54 hours per 40 hours worked
	

	
	Commencing the calendar year following completion of 2 years of service
	120 hours
	2.31 hours per 40 hours worked
	



[image: ][image: ][image: ][image: ][image: ]Vacation may not be taken before it is fully earned. 
[bookmark: _Toc152452840]SCHEDULING VACATION
Vacation shall be approved at least 30 days in advance of taking, at the discretion of your supervisor, for such times during the year as suitable, considering the wishes of the employee and efficiency of operations. 
[bookmark: _Toc152452841]HOLIDAY DURING SCHEDULED VACATION
If a designated holiday falls within an employee's scheduled vacation period, the vacation may be extended one day continuous with the vacation or taken at a later day considering the wishes of the employee and efficiency of operations.
[bookmark: _Toc152452842]TERMINATION OF EMPLOYMENT
At the time of separation or retirement, an employee will be paid for vacation that he/she has earned in accordance with the vacation schedule. 

[bookmark: _Toc152452843]REGULAR AND VACATION PAY
All employees’ regular pay will be deposited electronically for any payday that occurs within the scheduled vacation period.
[bookmark: _Toc152452844]RETIREMENT CONTRIBUTION 
The Commission will provide up to 4% of a full-time year-round active employee’s salary as a matching contribution to a qualified retirement account.
[bookmark: _Toc152452845]HOLIDAY POLICY
Full-Time Year-Round and Part-Time Year-Round employees shall receive time off without loss of pay for the following holidays:

New Year’s Day                                   		Independence Day	
Martin Luther King Jr. Day 		Labor Day				
President's Day 			Indigenous Peoples Day	
Patriot’s Day			Veterans Day	
Memorial Day			Thanksgiving Day and Thanksgiving Friday
Juneteenth			Christmas Day
					
Holidays that fall on Saturday are observed on the preceding Friday; holidays that fall on Sunday are observed on the following Monday. There may be times that the operating needs of the Commission require employees to work on designated holidays. Full-time employees working on designated holidays will take a different day off in the following week.
[bookmark: _Toc152452846]SNOW AND SEVERE WEATHER POLICY
Full-Time Year-Round and Part-Time Year-Round employees shall receive time off without loss of pay in the event that [image: ][image: ][image: ]it is decided to close or delay the opening of the Harbor Master's office during times of heavy snow and severe weather. It shall be the responsibility of the Harbor Master to notify any concerned employees, the Chair, and weather cancellation outlets when the office will be closed. However, all employees should use good common sense on getting to work during inclement weather.
[bookmark: _Toc152452847]FUNERAL LEAVE
Full-Time Year-Round and Part-Time Year-Round active employees having more than ninety (90) days of credited service with the Commission shall be granted up to three (3) working days off with pay to make arrangements and/or attend a funeral in the immediate family. Employees must notify their supervisor immediately to receive approval for a funeral leave. An employee's immediate family is a spouse, children, stepchildren, stepmother, stepfather, brother, sister, father-in-law, mother-in-law, grandparents, grandchildren and domestic partner.

[bookmark: _Toc152452848]JURY DUTY
The Commission encourages its employees to be active participants in community activities. When this necessitates serving on jury duty, they can fulfill this important civic responsibility without [image: ]financial loss. A Full-Time Year-Round and Part-Time Year-Round active employee having more than (90) days of credited service with the Commission shall be allowed a maximum of fifteen (15) days regular base pay for jury duty. During the jury duty, the Commission will pay employees at their regular base pay rate in exchange for receipt of their endorsed check for jury duty pay. 

[bookmark: _Toc152452849]MILITARY LEAVE
If an employee has military reserve or National Guard obligations, The Commission will grant leave of absence in accordance with state and federal laws and regulations. Proof of military commitment will be required. The Commission will pay an employee's normal weekly base rate of pay for up to two weeks per year in exchange for receipt of their endorsed military duty pay, up to their base pay rate. An employee who enters active duty will be entitled to an unpaid leave of absence in accordance with federal statutes.

Employees are expected to notify the Harbor Master and/or Chair of upcoming military duty as soon as possible.
[bookmark: _Toc152452850]SICK LEAVE/PERSONAL TIME
Full-time Year-Round employees are entitled to paid sick or personal time at a rate of 8 hours per month. Sick time may be transferred by an employee to another employee who needs it. Employees can carry over up to 40 hours of earned paid leave from one defined year to the next. Any unused sick leave/personal time beyond the 40 hours may not be carried over and is forfeited at the end of the calendar year.

[bookmark: _Toc152452851]PERSONAL AND MEDICAL LEAVE
Requests for unpaid personal and medical leave of absence must be submitted in writing and must provide a full explanation of the situation. Cases are considered on an individual basis. The [image: ]Commission reserves the right to approve or deny any personal or medical leave depending on a variety of factors, including length of service, operating requirements, staffing considerations, reason for the leave, and prior leave taken. [image: ]
On January 1, 2025, employees will begin contributing to state paid family and medical leave fund at a rate of 0.5% of gross pay. Employees will be eligible for paid family and medical leave under this program beginning May 1, 2026, in accordance with state law.

[bookmark: _Toc152452852]POLICY ON STANDARDS OF CONDUCT and CONFLICT OF INTEREST
[bookmark: _Toc152452853]GENERAL STATEMENT
The Commission has always adhered to the highest standards of ethical conduct. The [image: ]Commission conducts business in accordance with the spirit as well as the letter of the law. Employees are thus expected to perform their duties, wherever they may be, in accordance with the law and the highest ethical standards.

All employees of the Commission should recognize their responsibility to exercise their independent judgment in the Commission’s best interest and to be free from the influence of any conflict of interest when acting on behalf of the Commission.

Observing general standards and/or regulations of conduct from employees of any organization, public employees are expected to treat everyone they serve with complete impartiality and are thus prohibited from using their official positions for personal profit or the profit of friends and family. Employees are further required to provide equal access and treatment without discrimination based on disability or other protected status to all services the Commission and Office of the Harbor Master provide to the public. Any violation is subject to disciplinary action up to and including dismissal.

In addition, a conflict of interest may occur when an employee places their own personal interest before the interest of the Commission and those it serves. Because conflicts of interest are such a serious matter, it is each employee’s responsibility to avoid placing themselves in a position that creates a conflict, or even the appearance of a conflict of interest. Should a question arise regarding a potential conflict of interest, the employee’s supervisor shall be made aware of such conflicts immediately.

1) The Board of Harbor Commissioners for the Harbor of Portland, Maine through its authority and rulemaking; designates that the Harbor Master, for the Harbor of Portland will comply with insuring a person(s) civil right(s) through the following federal rulemaking:
· Title VI of the Civil Rights Act of 1964, which prohibits discrimination based on race, color, or national origin (including limited English proficiency).
· Section 504 of the Rehabilitation Act of 1973, which prohibits discrimination based on disability.
· Title IX of the Education Amendments Act of 1972, which prohibits discrimination based on sex in education programs or activities.
· Age Discrimination Act of 1975, which prohibits discrimination based on age.
· U.S. Department of Homeland Security regulation 6 C.F.R. Part 19, which prohibits discrimination based on religion in social service programs.
In the event that a civil rights complaint or lawsuit is brought forward from an individual or organization, (other than current employees of the Harbor Masters office), against Harbor Master staff for the Harbor of Portland, Maine, the first point of contact to receive the complaint or lawsuit will be the Assistant Harbor Master, who shall insure that both the Harbor Master, and the Chair of the Harbor Commission are fully informed of the complaint or lawsuit. 

2) The Board of Harbor Commissioners for the Harbor of Portland, Maine is committed to ensuring a person’s civil rights by Harbor Master staff in their daily designated duties interacting with recreational boaters, mooring inspectors, commercial marine interests, commercial fishing interests, etc. that use the Harbor of Portland, Maine and the surrounding waters of Casco Bay, Maine. Furthermore, the Board of Harbor Commissioners prohibits any individual or individuals of the Commission or Harbor Master staff from any form of retaliation against any individual(s) bringing forward a civil rights complaint or lawsuit.

3) As stated above, Title VI of the Civil Rights Act of 1964 prohibits discrimination based on race, color, or national origin, including limited English proficiency. The Board of Harbor Commissioners does not discriminate in our services and interactions with the public based on limited English language proficiency. If a customer or any member of the public requires an interpreter to interact with staff, and interpreting cannot be performed readily by an on-duty staff member, the staff member involved will determine the language services needed and immediately contact Central Dispatch for Greater Portland emergency services at (207)874-8575. Central Dispatch will connect the staff member with a qualified language interpreter. Use of internal or external interpreting services shall be recorded in the staff member’s daily work log or trip sheet, to include the name and phone number of the interpreter, the date and time of the interaction, and subject matter.


[bookmark: _Toc152452854]WORKPLACE SAFETY
The Commission is dedicated to the health, safety, well-being, and longevity of its employees, who are encouraged to diligently maintain a safe working environment, in accordance with current federal, state, and municipal health and safety guidelines. It is essential to constantly reaffirm the Commission's ongoing commitment to safety and ensure safety remains a priority for everyone. Safety is a joint venture at the Office of the Harbor Master and on the water.  Employees are expected to take a proactive part in maintaining and improving the work environment. Employees must observe all posted safety rules, adhere to all safety instructions, use safety equipment where required, and maintain a neat, clean, and orderly workplace.

It is every employee's duty to comply with the safety procedures of the Commission, assist in maintaining a hazard free environment, report any accidents or injuries, including breaches of safety, and to report any unsafe, equipment, working condition, process or procedure immediately to the Harbor Master or Commission Chair. No employee will be punished or reprimanded for reporting safety violations, hazards or conditions perceived to be unsafe.
[bookmark: _Toc152452855]REPORTING OF ACCIDENTS AND INJURIES
[image: ]Accidents can be prevented, and employees are expected to adhere to all Commission and [image: ]regulatory safety requirements. If an accident involving an employee, contractor, customer, or visitor does occur, employees must report it immediately to the Harbor Master or Commission Chair to ensure correct treatment and proper handling of the situation. All injuries, no matter [image: ]how slight, must be reported immediately. All employees are expected to remain vigilant and report potentially unsafe conditions to support the Commission's efforts to proactively prevent accidents.
[bookmark: _Toc152452856]WORKERS' COMPENSATION
Employees who are injured on the job are covered by the State of Maine Workers' Compensation laws. All job-related injuries or illnesses must be immediately reported to the Commission Chair through your supervisor. The Office Administrator will fulfill state reporting and investigation requirements.
We encourage injured employees to seek immediate medical attention at the Designated Medical Provider. Medical expenses related to the treatment of an injury sustained on the job are paid in full directly to the medical provider. After a specified waiting period, employees are eligible for disability compensation payments as set forth by the State of Maine.
The Commission makes every effort to return all injured employees to appropriate work as quickly as the injury allows.



[bookmark: _Toc152452857]HARASSMENT PREVENTION POLICIES
The Commission prohibits harassment of any employee or supervisor on any basis including, but not limited to any status protected by law. The purpose of this guideline is not to regulate the morality of employees. Rather it is to assure that in the workplace, no employee is subject to harassment. Interference with the ability of the Commission's employees to perform their expected job duties is not tolerated. 

[bookmark: _Toc152452858]POLICY AGAINST HARASSMENT
Employees are the most important part of this organization.  They deserve to be treated with respect and dignity.  It is the guideline of the Harbormaster that all employees be able to enjoy a work environment free from all forms of employment discrimination, including all forms of illegal harassment based upon any status protected by law, including activities under the Whistleblowers Protection Act. To prevent harassment in the workplace, the Harbormaster has adopted this Guideline Against Harassment. This Guideline applies to all work-related settings, activities and property, on or off-premises and includes, but is not limited to telephones, copy machines, facsimile machines, computers and computer applications such as e-mail and Internet access, and social media. This Guideline covers conduct between all employees, including, in the case of sexual harassment, male/female, female/male and members of the same sex. Violations of this harassment guideline are grounds for disciplinary action, up to and including termination.

[bookmark: _Toc152452859]SEXUAL HARASSMENT 
Sexual harassment is illegal.  The Maine Human Rights Act, as well as Title VII of the Federal Civil Rights Act, includes sexual harassment as a form of sex discrimination. This Guideline prohibits sexual harassment of employees, clients, vendors, contractors and customers by Harbormaster employees.  The Harbormaster also prohibits sexual harassment of employees by clients, vendors, contractors or customers in any form. 

A. What is Sexual Harassment? 
The following are some examples of sexual harassment.  This is not an exhaustive list, and harassment may be a series of incidents over a period of time or a single incident. 
· Unwelcome or unwanted sexual advances. This means patting, pinching, brushing up against, hugging, cornering, kissing, fondling, or any other similar physical contact considered unwanted by another individual. 
· Requests or demands for sexual favors. This includes subtle or blatant expectations, pressures or requests for any type of sexual favor, which may be accompanied by an implied or stated promise of preferential treatment or negative consequence concerning one's treatment status.
· Verbal abuse or kidding that is sexually oriented and considered unacceptable by another individual. This includes commenting about an individual's body or appearance where such comments go beyond mere courtesy; telling "dirty jokes" that are clearly unwanted and considered offensive by others; or any other tasteless, sexually oriented comments, innuendos or actions that offend others, including the display of pictures or objects of a sexual nature. 
· Any type of sexually oriented conduct that would interfere with another's work performance. 
· Creating a work environment that is intimidating, hostile or offensive because of unwelcome or unwanted sexually-oriented conversations, gestures, suggestions, requests, demands, or physical contact. 

B. How can Sexual Harassment be prevented? 
One way to prevent sexual harassment is for all employees to be aware of inappropriate, unprofessional, and illegal behavior. The Harbor Master’s Office is communicating this guideline to all employees and offers training sessions to stop any harassing behavior which may be occurring and to prevent harassment from happening. 

Any employee who believes that s/he is a victim of sexual harassment may take one or more of the following steps to attempt to informally resolve the problem: 
· Firmly confronting whoever is doing the harassing; 
· Stating clearly that the behavior is offensive; 
· Demanding that the person stop the harassment because it's inappropriate and illegal.
· Recording all dates, times, and details of any offending interactions;
· Writing a memo to your supervisor specifically outlining the facts and demanding that the harasser stop. Keep a copy of the memo for your records. 

The employee is not required to pursue any of the above suggestions and may immediately report the incident to the supervisor and/or file a complaint at any time as outlined in Section IV below. 
 
[bookmark: _Toc152452860]OTHER TYPES OF HARASSMENT 
Harassment based on Race, Color, Gender, Religion, Sexual Orientation, Age, National Origin, Physical or Mental Disability or other protected status or protected activity 

In addition to sexual harassment, harassment based upon an employee’s protected status or protected activities, such as whistleblowing, are all illegal under state and federal law. Harassment is prohibited by the Harbor Master’s Office. It is against our policies to engage in any verbal or physical conduct or behavior which abuses or shows hostility or aversion toward an individual because of his or her legally protected status or legally protected activities. Such conduct or behavior is prohibited under this policy; further, discrimination is illegal when it (1) has the purpose or effect of creating an intimidating, hostile, humiliating or offensive working environment; (2) has the purpose or effect of unreasonably interfering with an individual's work performance; or (3) otherwise adversely affects an individual's employment. 

Examples of Prohibited Conduct 

Examples of behavior or conduct which the Harbormaster’s Office may consider to be harassment include, but are not limited to, the following: 
· Epithets, slurs, negative stereotyping, gestures, jokes or threatening, intimidating or hostile acts that relate to protected status or engaging in legally protected activities; 
· Written or graphic material that denigrates or shows hostility toward an individual or group because of protected status or for engaging in legally protected activities that is circulated or placed anywhere in and/or out of the workplace; 
· Refusal to work with employees in work assignments based upon their protected status or for engaging in legally protected activities.

[bookmark: _Toc152452861]COMPLAINT PROCEDURE
A. 	Reporting Process 
If the harassment continues, or the complainant believes some employment consequences may result from confronting the alleged harasser, or if the employee feels uncomfortable confronting the harasser, a complaint should be initiated. Employees are encouraged to report allegations of harassment as soon as possible after their occurrence. 
The complainant should go to the supervisor or the Harbor Master to file a complaint.  See Appendix C, which may be filled out by the employee or by the person to whom the employee is complaining.) If the complaint is made verbally, the person to whom it is made should fill out the form to the extent possible and promptly forward it to the appropriate person for investigation. 
An employee may contact the Maine Human Rights Commission with a complaint.  The address and telephone number of the Maine Human Rights Commission is: 51 State House Station, Augusta, ME 04333-0051, telephone: (207) 624-6050. 
All types of harassment complaints will be investigated. A written decision normally is issued within 10 working days, depending upon the complexity of the investigation needed.
B.     No Retaliation 
There will be no retaliation against any employee for filing any type of harassment complaint (or any other complaint asserting rights under nondiscrimination or other laws), or for participating in any investigation of a complaint, regardless of its outcome.  Any such retaliation is a violation of this Guideline.  Employees are expected to cooperate in the investigation of complaints and failure to do so may result in disciplinary action. 

C. 	Confidentiality 
To the extent possible as determined by the Harbor Master, the confidentiality of both the complainant and the person named in the complaint shall be maintained. However, the Harbor Master has a responsibility to investigate charges of harassment, and such investigation ordinarily includes interviewing the individual charged in the complaint and/or witnesses.  In order to conduct a proper investigation, the investigator may disclose the name of the complainant and parties involved to the extent that such disclosure is deemed necessary or appropriate.  Each person interviewed during the investigation will be instructed to keep the investigation confidential in the interest of all parties involved. 
 Once a problem involving potential harassment has been brought to the attention of any Harbor Master employee, by any means, and with or without a complaint from an individual, it must be reported to the Harbor Master, and the Harbor Master will conduct an investigation.  
The Harbor Master cannot honor requests from a complainant that Harbor Master not investigate his or her complaint. As noted above, the Harbor Master prohibits any retaliation against the employee for making a complaint; should an employee believe such retaliation has occurred, he/she should report it in the same manner as the harassment itself. 
D. 	Results of Investigation 
If the allegation of harassment is found to be unsubstantiated, the matter will be closed and no disciplinary action will be taken against the alleged harasser or the complainant with respect to the harassment allegations identified in the complaint. 
If the allegation of harassment is found to be unsubstantiated, but the investigator determines that there may have been misconduct or other personnel related issues warranting further review, action may still be taken by the Harbor Master or the Commission. 
If the investigation substantiates that harassment has occurred in violation of this Guideline, including applicable State and Federal law, disciplinary action will be taken by the Harbormaster or the Commission, and such action may include non-progressive termination of employment. 
E.   What are the consequences of Harassing Behavior? 
An employee who ignores a request to cease harassing behavior is subject to disciplinary action up to and including termination. The Harbor Master is responsible for actively preventing harassment among and by employees and others.  Failure by any supervisor to report any written or verbal complaint of harassment to the Commission Chair is grounds for disciplinary action, up to and including termination.  Employees are expected to be sensitive to behaviors which may constitute harassment, even in the absence of a specific complaint, and to prevent such behaviors from occurring, and to report any observed harassment to the Harbor Master if it recurs or if a further investigation of the situation is needed. 


[bookmark: _Toc152452862]DRUG AND ALCOHOL POLICY [image: ]
It is the Commission's policy to provide all employees with a safe working environment and to promote the safe and efficient performance of all job duties. To [image: ]accomplish this, the Commission established certain rules and procedures regarding the use and possession intoxicants, including drugs and alcohol, as well as other mind-altering substances. The Commission’s policy about these matters is stated below.

[bookmark: _Toc152452863]COVERAGE
This policy is applicable to all Commission employees but does not abridge or supersede alternative federal or state drug and alcohol testing regulations or programs that may apply to certain employees.
[bookmark: _Toc152452864]DRUGS
[bookmark: _Toc152452865]DEFINITION OF DRUGS
The term "drug(s)", as used in this policy, will be construed broadly to include, without limitations, any controlled substance, prescription medication, or other mind-altering or intoxicating substance, including alcohol. This term shall embrace those items included within all definitions of the term "drug" as used in various federal state regulations, including any substance, whether legal, over the counter, or otherwise, which is not utilized for its intended use and/or at its intended dose.
[bookmark: _Toc152452866]GENERAL POLICY ON DRUGS
As a condition of consideration for initial and continued employment, the Commission requires all employees to report to work and perform their duties without any unlawful or mind-altering drugs in their systems or any lawful drugs or substances that impair an employee’s ability to fully and safely carry out his/her duties. We also will not tolerate employees using, processing, manufacturing, distributing, or arranging to distribute drugs while on duty or on Commission property including office spaces, docks, vessels, or vehicles. 
[bookmark: _Toc152452867]GENERAL POLICY ON PRESCRIPTION MEDICATION
Although the proper use of medication is not prohibited, the abuse or misuse of prescription medication is a violation of this policy. No employee may use another person's prescription medication. Any employee who is legitimately using prescription medication must consult with the Harbor Master and Commission Chair when they have reason to believe that their medication may affect safety or performance. Any prescription medication brought onto the Commission property must be retained in its original container labeled with names of the employee and the prescribing physician.

[bookmark: _Toc152452868]ALCOHOL
[bookmark: _Toc152452869]DEFINITION OF ALCOHOL
The term "alcohol" as used in this policy will include all distilled spirits, intoxicating liquors, and alcoholic beverages.

[bookmark: _Toc152452870]GENERAL POLICY ON ALCOHOL 
The Commission prohibits employees from possessing or drinking alcohol or being in any way impaired by alcohol while at work, during working hours, or on Commission property including Commission owned or leased vehicles or vessels. Employees may not consume alcohol at lunch, breaks or other occasions while working. Any employee who operates or uses, even as a passenger, a motor vehicle or vessel of the Commission and is convicted of an alcohol related offense under state of federal law shall notify the Harbor Master and Commission Chair within 5 days of the date of conviction.

[bookmark: _Toc152452871]GENERAL POLICY ON OFF-DUTY CONDUCT[image: ]
The Commission prohibits all outside conduct that is unlawful relating to the use, distribution or possession of unlawful drugs. We also prohibit any outside conduct that results in [image: ]impaired work performance including, without limitation, absenteeism, tardiness, conduct affecting our relationship with the public or conduct reflecting badly on the Commission.

Any employee who is convicted of any violation of any criminal drug statute shall notify the Harbor Master and Commission Chair within 5 days of the date of conviction.

[bookmark: _Toc152452872]ASSISTANCE
Any employee who has a drug or alcohol problem is encouraged to seek rehabilitative treatment. Any employee who voluntarily approaches his/her supervisor or the Commission Chair and requests assistance for his/her substance abuse problem will usually not be subject to discipline under this policy, and the Commission will assist in referring the employee to an appropriate rehabilitation program. Participation in rehabilitation programs would be at an employee's expense. It should be noted, however, that this assistance is generally not available after an employee tests positive for drugs or alcohol or is involved in any disciplinary or accident situation involving this policy.

[bookmark: _Toc152452873]SEARCHES
As part of this policy, employees may be asked to allow inspection of their private vehicles, lockers, desks, offices, and personal belongings on Commission property. The Commission reserves the right to inspect these areas at any time, with or without notice. All employees are expected to cooperate fully with such inspections. Any employee who fails to permit such an inspection when requested may be subject to discipline, up to and including termination.
[bookmark: _Toc152452874]DISCIPLINE
Employees will be subject to immediate discharge for violation of this policy.

[bookmark: _Toc152452875]WORKERS' COMPENSATION EXCEPTION
Employees who test positive for illegal substances after a workplace injury may be denied workers' compensation [image: ]benefits.
[bookmark: _Toc152452876]WEAPONS IN THE WORKPLACE
The Commission prohibits all persons from carrying a handgun, firearm or prohibited weapon of any kind onto Commission premises, property, or designated work sites, including vessels and motor vehicles. This includes but is not limited to, all employee lockers, desks, toolboxes, purses, briefcases, packages, vehicles, vessels and other personal property which is brought onto Commission property. 
This policy applies to Commission employees, visitors on Commission property, and customers and contractors on Commission property, [image: ]regardless of whether they are licensed to carry a weapon. The only exceptions to this policy will be law enforcement officers, security guards or persons who have been given written consent by the Commission to carry a weapon on the property.[image: ]
All Commission employees are also prohibited from carrying a weapon while in the course and scope of performing their job for the Commission, whether they are on Commission property at [image: ]the time or not or whether they are licensed to carry a handgun or not. Employees may not carry a weapon covered by this policy while performing any task on the Commission's behalf. The only exceptions to this policy will be persons who have been given written consent by the Commission to carry a weapon while performing specific tasks on the Commission's behalf. This policy also prohibits weapons at any Commission sponsored function such as parties or picnics.

[bookmark: _Toc152452877]PROHIBITED WEAPONS
Prohibited weapons include any form of weapon or explosive restricted under local, state or federal regulation. This includes all firearms, illegal knives or other weapons covered by the law. Legal, chemical dispensing devices such as pepper sprays that are sold commercially for [image: ]personal protection and work knives appropriate to basic maritime safety are not covered by this policy.	[image: ]
[bookmark: _Toc152452878]COMMISSION PROPERTY
Commission property covered by this policy includes, without limitation, all Commission owned or leased vehicles, boats, buildings and surrounding areas such as sidewalks, walkways, driveways and parking lots under the Commission's ownership or control.
[bookmark: _Toc152452879]ADMINISTRATION
The Commission reserves the right to conduct searches of any person, personal vehicle or object that enters onto Commission property. Pursuant to this provision, the Commission is authorized to search lockers, desks, purses, briefcases, baggage, toolboxes, lunch sacks, clothing, vehicles [image: ]parked on Commission property, and any other item in which a weapon may be hidden. Additionally, the Commission may search a vehicle or vessel owned by it. The Commission reserves the right to conduct searches on its property at any time, with or without notice. If an employee refuses a search, that refusal will result in disciplinary action, up to and including termination of employment for refusal to cooperate.

[image: ]Failure to abide by all the terms and conditions of this policy may also result in discipline up to and including termination. Further, carrying a weapon onto Commission property in violation of [image: ]this policy will be considered an act of criminal trespass and will be grounds for immediate removal from Commission property and may result in prosecution.
This policy shall not be construed to create any duty or obligation on the part of the Commission to take any actions beyond those required of an employer by existing law. Any violation of this policy should be reported to the Chair of the Commission immediately.

[bookmark: _Toc152452880]WORKPLACE VIOLENCE POLICY
[image: ]It is the policy of the Commission to provide a safe workplace for its employees and to provide a comfortable and secure atmosphere for others with whom it provides service. The Commission [image: ]will not tolerate any violent acts or threats of violence. In short, the Commission has zero tolerance for violence against its employees, applicants, customers, vendors or members of the general public. [image: ]

[bookmark: _Toc152452881]ELECTRONIC COMMUNICATION POLICY
All electronic communications systems and all communications and information transmitted by, received from, or stored in Commission systems (including passwords) are the property of the Commission and, as such, are to be used solely for business related purposes. These electronic communications systems include, but are not limited to, cell phones, facsimiles, computers, voicemail, and email systems. The Commission will treat all email, voicemail, passwords, and online computer files as Commission information.[image: ]
The Commission reserves the right to access, monitor, review, copy, or delete all emails, voice mails, passwords or on-line files and to disclose them to any other party as it deems appropriate. Should employees make incidental use of email, voicemail and/or online files to transmit or store personal information or messages, employees automatically waive any claims to privacy and such information or messages will be subject to the Commission's right to access, monitor, review copy, or disclose information or messages on such systems.
[image: ][image: ][image: ][image: ][image: ][image: ][image: ][image: ][image: ][image: ][image: ][image: ][image: ][image: ][image: ][image: ]Commission confidential information should not be transmitted or forwarded to non-employees or outside of the Commission via e-mail or other electronic file transfer methods, except as expressly authorized by the Chair under the Freedom of Information Act and Freedom of Access Law requirements. Use of the e-mail system or other electronic file to copy and/or transmit any document, software, or other information protected by the copyright laws without copyright authorization is prohibited.
Content of messages communicated over email and other electronic communications systems should be considered as carefully as other written communications. Users should proceed with caution in sending or forwarding information to recipients to ensure that incorrect or inadvertent distribution does not occur. Email messages may be disclosed to outside parties, including a court in connection with  litigation.
The use of Commission electronic communications systems or the Internet to engage in any activities or communications which are in violation of Commission policy or are unlawful including, but not limited to, the transmission of defamatory, obscene, offensive or harassing  messages is strictly prohibited. Other prohibited uses of such systems include, without limitation, intrusion into the electronic communications or files of another person without the authority of the Chair of the Commission.
[bookmark: _Toc152452882]INTERNET CODE OF CONDUCT
Access to the Internet has been provided to employees to enable them to do their jobs effectively for the benefit of Commission and its customers. It allows employees to connect to information resources around the world. To ensure responsible, effective Internet use, the following guidelines have been established.
[bookmark: _Toc152452883]ACCEPTABLE USES OF THE INTERNET
At the Commission, the Internet is a business tool. Employees are responsible for using the Internet in an effective, ethical, and lawful manner. Databases may be accessed for information as needed. Email may be used for business contacts.
[bookmark: _Toc152452884]BREACHES OF SECURITY
All employees using Commission internet access and software, computers or mobile phones must complete a cyber security training as chosen by the Harbor Master or the Commission every calendar year, unless waived in writing by the Harbor Master. Employees using Commission internet access and  software shall immediately report any actual, perceived, attempted or otherwise security breaches or unauthorized access to the Commission internet, software or the like immediately to the Harbor Master. Employees shall undertake all reasonably necessary actions and efforts using best practices to stop or prohibit cyber security breaches or unauthorized access. Failure to do so may lead to disciplinary action including employment termination.    
[bookmark: _Toc152452885]UNACCEPTABLE USES OF THE INTERNET
Harbor Commission Internet access and software shall not be used for any personal gain, advancement of individual views or solicitation of non-Commission business. It shall not be used for any non-Commission work/duties including any personal communications, personal financial management, game playing, etc. Use of the Internet must not interfere with an employee's job duties.
[bookmark: _Toc152452886]COMMUNICATIONS
Each employee is accountable for the content of all text, audio, and images that he or she places on the Internet. Fraudulent, harassing, defamatory, obscene, or unlawful messages are prohibited. All messages [image: ]communicated on the Internet should have the sender's name attached. No message may be transmitted under an assumed name. Users may not attempt to obscure the origin of any message. Information published on the Internet should not violate or infringe upon the rights of others.
[bookmark: _Toc152452887]COPYRIGHT ISSUE
Copyrighted materials belonging to entities other than the Commission may not be transmitted without the copyright owner's authorization. One copy of copyrighted material may be downloaded for your own personal use in research. An employee's failure to observe copyright and other proprietary rights to software and other intellectual property may result in disciplinary action by the Commission or [image: ]personal liability to the owner of the copyright or other such rights. 

[bookmark: _Toc152452888]VIOLATIONS
Violations of the letter or spirit of any of these policies may result in disciplinary action up to and including termination. The Commission also reserves the right to advise appropriate officials of any unlawful or potential unlawful uses of the Internet.


[bookmark: _Toc152452889]WORK STANDARDS
As a member of the Commission staff, it is everyone's responsibility to maintain a neat, clean, orderly, and pleasant atmosphere for all employees. Following are some guidelines to help each of us to do our part.

[bookmark: _Toc152452890]SMOKE-FREE WORKPLACE
The Commission endeavors to provide a healthy environment; therefore, the Commission does not permit smoking in or near any of its facilities, vehicles, or vessels. 

[bookmark: _Toc152452891]BULLETIN BOARDS	
Official notices and Commission announcements are placed on the Commission's bulletin board.
[bookmark: _Toc152452892]DRESS CODE
The Harbor Commission dress code is Active Professional. All employees must be prepared to embark on a vessel, run errands, or use vehicles at any time, and must be dressed comfortably and appropriately for such activities while still presenting a clean and professional appearance.
Employees should use their good judgment when determining what attire is appropriate. If an employee has questions about what is appropriate, s/he is encouraged to ask the Harbor Master. 
[bookmark: _Toc152452893]LANGUAGE
Offensive language is never appropriate in the workplace. Offensive language includes, but is not limited to, derogatory statements, racial slurs, swearing or cursing, and statements of a [image: ]demeaning or harassing nature.
[bookmark: _Toc152452894]SECURITY
Due to the nature of our activities, care must be taken to prevent access by a person(s) not authorized to be in our facilities. Internal information about our clients and/or investigations may not be given to unauthorized person(s) or allowed to be used in any manner that places the Commission in a position of liability.[image: ] The Commission will attempt to protect employees and their property while on Commission premises; however, employees must exercise reasonable care for their own protection and that of their personal property. In addition, employees are expected to respect the property of others as well as Commission property. [image: ]The Commission will fully investigate a breach in security and all employees are expected to [image: ]fully cooperate with the investigation. [image: ]


[bookmark: _Toc152452895]APPENDICES



[bookmark: _Toc152452896]APPENDIX A: EMPLOYEE HANDBOOK ACKNOWLEDGMENT FORM
This Employee Handbook ("Handbook") has been prepared to provide you with information [image: ][image: ]about our philosophies and culture and to give you an understanding of the working conditions, policies practices and benefits affecting your employment at the Board of Harbor Commissioner’s (the Commission). Please read it carefully. It describes the programs developed by the Commission to benefit employees and many of your responsibilities as a member of the [image: ]Commission team. Please sign the statement. It will be filed in your personnel folder.  

I have received, read, and understand the Commission's [image: ]handbook which outlines the policies, practices, benefits and expectations of the Commission, as well as my responsibilities as an employee. I have familiarized myself with the content [image: ][image: ]understand it is not intended to cover every situation which may arise during my employment, but it is a general guide. By my signature below, I acknowledge, understand, accept and agree to comply with the information contained in this Employee Handbook as well as the Drug and Alcohol Policy.

I understand that circumstances may occur which require the policies, practices and or benefits described in this Handbook to change, and that the Commission reserves the right to revise, [image: ]supplement, interpret or rescind any or all provisions of this Handbook, as it deems appropriate [image: ]in its sole and absolute discretion. The Commission will notify employees of changes as they occur.

I understand that this handbook is not a contract of employment, either expressed or implied, and should not be deemed as such, and that I am an employee at will. 
Employee Name (please print):

_____________________________________

Employee’s Signature 

_____________________________________________

Date _____________________________________




[bookmark: _Toc152452897]APPENDIX B: DIRECT DEPOSIT
EMPLOYEE AUTHORIZATION

CLIENT NAME Harbor Master’s Office CLIENT I.D. _____________________

	EMPLOYEE NAME ______________________________	EMPLOYEE #_________________

I AUTHORIZE YOU AND THE FNANCIAL INSTITUTION(S) LISTED BELOW TO DEPOSIT MY PAY AUTOMATICALLY TO THE INDICATED ACCOUNT(S) AND TO MAKE ANY ADJUSTING ENTRIES AS[image: ] MAYBE REQUIRED. THIS AUTHORIZATION WLL REMAIN IN EFFECT UNTIL MY EMPLOYER'S REPRESENTATIVE OR I NOTIFY PAYROLL MATTERS, IN WRITNG, THAT THIS AUTHORIZATION IS CANCELLED.
	FINANCIAL INST
TRANSIT # (9 digits)
	CHK]SAVE
	AMT/NET
	
	ACCOUNT NUMBER


	
      [image: ][image: ][image: ]	[image: ]
{PLEASE ATTACH A VOIDED CHECK ONLY}
PLEASE CHECK ONE:
	[  ] New	All existing direct deposits remain the same.

[bookmark: _Hlk5714394]      [  ] Replace. Account number to be replaced

    [  ]  Other, please explain: ________________________________________________________

I am aware that direct deposits are only available two banking days after the payroll is processed. It will be my responsibility to verify that the deposit(s) have been properly added to my account(s) BEFORE writing checks against the funds submitted for deposit. [image: ]I further understand that neither my employer nor PAYROLL MATTERS is responsible for bank errors or associated fees due to unavailability of funds.	

Signature of Employee _______________________________	Date _________________


[bookmark: _Toc152452898]APPENDIX C: HARASSMENT COMPLAINT FORM


Name of Complainant: ______________________________________________
Job Title: _________________________________________________________
Work Location: ____________________________________________________
Supervisor: _______________________________________________________
Nature of Complaint (Be specific. Note the place, time, date of each action, remark or suggestion and the name of the harasser and the person harassed, if other than Complainant.) 

																																																																																																																															

Witnesses to the Complaint (if any) 

_______________________________________________ 
_______________________________________________ 
Signature of the Complainant (or person filling out form):  
[bookmark: _Hlk6559774]_________________________________________________Date ____________




[bookmark: _Toc152452899]APPENDIX D: HARBOR MASTER EMPLOYEE PERFORMANCE FORM

1. EMPLOYEE INFORMATION

Employee Name: _____________________________________ Job Title: _______________________

Reviewing Supervisor: _____________________Review Period: _______________________________


2. [bookmark: _Hlk7086345]EMPLOYEE PERFORMANCE IN KEY AREAS
Use this section to describe employee performance in specific work areas. Mark the appropriate rating and make comments as needed.
	1. Job Knowledge:
a. Understanding duties and responsibilities
b. Having job skills and knowledge
c. Having technical skills and knowledge
d. Keeping current with job requirements
Comments:
	
[  ] 5 – Excellent
[  ] 4 – Very Good
[  ] 3 – Good
[  ] 3 – Fair
[  ] 1 – Poor


	2. Dependability:
a. Meeting Commitments
b. Working Independently
c. Accepting Accountability
d. Staying focused under pressure
Comments:
	
[  ] 5 – Excellent
[  ] 4 – Very Good
[  ] 3 – Good
[  ] 3 – Fair
[  ] 1 – Poor


	3. Productivity:
a. Managing fair workload
b. Taking on additional responsibilities as needed
c. Managing priorities
d. Practicing time management
                     Comments:
	
[  ] 5 – Excellent
[  ] 4 – Very Good
[  ] 3 – Good
[  ] 3 – Fair
[  ] 1 – Poor




	4.   Quality:
a. Attention to detail
b. Committed to quality standards
c. Continuous improvement
d. Ownership of, and acts quickly on problems
                     Comments:
	
[  ] 5 – Excellent
[  ] 4 – Very Good
[  ] 3 – Good
[  ] 3 – Fair
[  ] 1 – Poor


	5.   Teamwork:
a. Contributing to team
b. Positive working relationships
c. Flexible and open-minded
d. Exchanges ideas and opinions
                     Comments:
	
[  ] 5 – Excellent
[  ] 4 – Very Good
[  ] 3 – Good
[  ] 3 – Fair
[  ] 1 – Poor


	6.   Work Environment:
a. Promoting mutual respect
b. Open to change
c. Understanding and promoting company vision and values
d. Supporting and embracing company culture
                     Comments:
	
[  ] 5 – Excellent
[  ] 4 – Very Good
[  ] 3 – Good
[  ] 3 – Fair
[  ] 1 – Poor


	7.   Leadership and People Management:
a. Manage subordinates in a fair manner
b. Motivate employees to perform at high levels
c. Continuously develop employees
d. Step in to effectively resolve conflicts and problems
                     Comments:
	
[  ] 5 – Excellent
[  ] 4 – Very Good
[  ] 3 – Good
[  ] 3 – Fair
[  ] 1 – Poor







3. PERFORMANCE APPRAISAL COMMENTS
 Provide specific feedback comments in the spaces below:

	Summary:


Major Strengths:



Improvement Opportunities:



Major Job Objectives for Next Evaluation:



	



Reviewing Supervisor’s Signature:_______________________________ Date: _______________

Name/Title: _______________________________________________________


I have received and reviewed this evaluation of my performance. My signature below indicates neither agreement nor disagreement with this evaluation.

Employee's Signature ___________________________________________________________

Employee’s Comments:
	





[bookmark: _Toc152452900]APPENDIX E: EMPLOYEE EMERGENCY CONTACT FORM

Name ______________________________________________________________________________
Personal Contact Info:
Home Address	_________________________________________________________		

																						
Home Telephone # ____________________________ Cell # __________________________________

Email: 								

Emergency Contact Info:

(1)Name_____________________________________  Relationship___________________________

Home Telephone # ____________________________ Cell # __________________________________

Work Telephone# _______________________________ Employer _____________________________


(2)Name_____________________________________    Relationship___________________________

Home Telephone # ____________________________ Cell # __________________________________

Work Telephone# _______________________________ Employer _____________________________

Medical Contact Info:

Doctor Name. ______________________________________ Phone # __________________________

Dentist Name ______________________________________ Phone # __________________________

Allergies 												

Medical conditions 														
 I have voluntarily provided the above contact information and authorize the Board of Harbor Commissioners and its representatives to contact any of the above on my behalf in the event of an emergency.

Employee Signature 						 		Date __________
2 Portland Fish Pier, Suite 105  Portland, ME 04101
Telephone (207)772-8121  email phm.admin@portlandharbor.org
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