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INTRODUCTION

Background
The Town of Phippsburg’s (“Town”) employee compensation policies and practices

are contained in its Employee Manual. The Select Board determined that a review
of the manual for updates was needed. In addition, following its review of the
2025-26 budget, the Town’s Budget Committee recommended that a committee
be formed to address certain employee compensation matters. Concerns about
compensation were also raised at the June, 2025 town meeting. As a result, the
Select Board formed a Compensation Advisory Committee in June 2025.

Committee Composition

A volunteer committee consisting of residents of the Town of Phippsburg with
backgrounds in human resources, employment law, finance and management was
appointed by the Select Board. Kim Cullen, Sandy Liggett and John Settelen were
named to the Committee.

Mission

The Compensation Advisory Committee (“Committee”) was asked to review
current compensation policies and practices for improvement. Recommendations
were to be made to the Select Board for consideration and approval. Upon
approval, relevant sections of the Employee Manual are to be updated and
submitted to the Select Board.

Review Process and Considerations

The Committee was asked to consider compensation matters such as market-
based compensation, cost of living, longevity, performance management, wage
equity and other relevant factors. Looking into these matters, the Committee’s
actions could include reviewing surveys and compensation practices available
through the Maine Municipal Association or other relevant sources. Conducting
interviews with the Select Board members, other elected officials, department
heads or town residents with background that may be helpful to the Committee.



Committee’s Activities

In carrying out its mission, the Committee took the following actions:

Obtained free legal advice from the Maine Municipal Association’s legal
department. Following that advice, all meetings and workshops of the
Committee (eighteen in total) were posted on the town calendar and open
to the public. The salaries and wages of individual employees were never
discussed, nor was individual employee performance at any time during
meetings or workshops.

The Committee conducted a review of the existing Employee Manual dated
October 19, 2022 and made a list of potential issues and questions to be
addressed during the Committee’s work.

Information gathering sessions were held with department heads including
the Police Chief, Fire Chief, Rescue Chief, Road Commissioner, Transfer
Station Supervisor, Code Enforcement Officer, Treasurer/Tax Collector/Town
Clerk and Town Administrator.

To obtain historical information and obtain feedback the Committee met
with Mike Young, retired Town Administrator and Chris Mixon, former
Select Board member, current EMA Director and member of various Town
committees.

During one of the information sessions with a department head, the
Committee learned of a prior Compensation Study authorized by the Select
Board that was completed in January, 2012 by Municipal Resources, Inc.
The Committee obtained and reviewed the study.

The Committee obtained the two most recent Maine Municipal Association
compensation survey (2024 & 2025) and analyzed the information for
compensation paid by towns of similar size and/or similar characteristics.
Three workshops were held with the Select Board to discuss preliminary
findings and potential recommendations. The Committee also conducted a
workshop with the town’s Budget Committee to get feedback on potential
Committee recommendations as it relates to its work.



2012 Compensation Study

In 2011, Municipal Resources, Inc. was hired by the Select Board to conduct a
market study of wages and provide feedback on compensation practices. A final
report was issued to the Select Board in January 2012. The Committee believes
the 2012 Compensation Study provided valuable recommendations. Not all of the
recommendations from that study were implemented. Most of those not
implemented are included in some of the Committee’s recommendations in this
report.

Risk Management and Financial Considerations

The Committee encourages the Select Board to ensure that all compensation
policies and procedures are clearly stated, legally compliant and consistently
applied to avoid the potential financial impact of employment-related litigation.
Such policies and procedure can also minimize the cost of hiring, recruiting,
training and the mistakes of inexperienced personnel.

RECOMMENDATIONS — COMPENSATION PRACTICES

The Compensation Advisory Committee suggests that the Town of Phippsburg as
an objective fully adopt a job performance and labor market-based approach to
employee compensation. While performance for elected officials is determined by
the voters, the Committee believes stipends for elected positions that are
consistent with towns of similar size and/or characteristics are in the best interests
of taxpayers.

The Committee makes the following recommendations to accomplish these
objectives:

Recommendation #1: Make permanent an independent Human Resources

and/or Compensation Advisory Committee

The Committee recommends that the Select Board make permanent the
volunteer Compensation Advisory Committee perhaps with a change in title to



Human Resources/Compensation Committee. The committee would consist of
three appointed members with backgrounds consistent with the current
committee composition. The appointment would be for three years with one
member rotating off each year, unless reappointed by the Select Board. Together
with the Town Administrator, the reconstituted committee would perform the

following:

e Annually review the Employee Manual for updates due to changes in the
law or Select Board decisions regarding employment policies and practices.

e Survey department heads and employees to ensure actual practices comply
with the Employee Manual.

e Conduct a salary and wage market study every three years and maintain
salary and wage ranges, annually.

e Review employee benefits for trends in these areas of compensation every
three years (the year following the salary and wage study).

e Recommend human resource policies and practices.

e Recommend stipends for consideration at the annual Town meeting for
elected officials in advance of the election held for those offices. This will
allow candidates to know the compensation for the position before seeking
office.

Recommendation #2: Clearly assign responsibility for day-to-day Human
Resources responsibilities, including compensation and benefits administration
The Committee recommends that the Select Board, under its direction, assign the
job responsibilities for day-to-day Human Resources function to the Town
Administrator with some of the responsibilities delegated to a direct report of this
position, as appropriate and if necessary. While the Select Board always has

oversight of all town government functions, including Human Resources, its ability
to perform day-to-day administrative responsibilities is limited. The following
activities would be assigned to the Town Administrator:

e The responsibilities listed under Recommendation #1.



e Together with department heads, maintain job descriptions.

e Coordinate the hiring process and gathering legally required documents.

e Monitor the performance evaluation process, including ensuring
probationary reviews are being given by supervisors to new employees and
those in new positions.

e Coordinating the salary and wage administration process and performing
necessary calculations as further described in these recommendations.

e Escalating employee matters and/or concerns in a timely manner to the
Select Board.

e Ensuring new hire and legally mandated training is conducted and
documented, as well as cross training due to limited staff.

e Coordinating succession planning for key positions with the Select Board.

Recommendation #3 — Fully implement annual job performance evaluations

According to the current Employee Manual, it is the Town’s intentions for
supervisors to conduct regular performance evaluations. From the Committee’s
information gathering sessions, the Committee learned that not all employees are
receiving performance evaluations. Some performance evaluations when
provided are not always being prepared by direct supervisors. The Committee
recommends that supervisors provide continuous on-going feedback to
employees as a part of their approach to management. It is also recommended
that consistent with the existing Employee Manual, annual written performance
evaluations be prepared for all department heads, as well as full-time and regular
part-time employees. During a probationary period, performance evaluations
should be prepared every three months. In Appendix A, the Committee has
included three recommended performance evaluation forms. The first form is to
provide annual performance feedback to full-time employees and department
heads, including those receiving stipends or part-time pay. The second evaluation
form will be used to provide feedback to regular part-time employees. Occasional
part-time, temporary or stipend employee’s performance would only need to be
documented in letter form if performance is unsatisfactory or in need of
improvement. The third form is recommended for probationary employees.



Performance should be evaluated based on clearly defined objectives (goals).
These objectives should be SMART (Specific, Measurable, Attainable, Relevant and
Time-Bound). Objectives should be consistent with employee job descriptions
and align with department and/or town planning objectives. See Appendix B for a
visual of objective alignment. Performance should also be evaluated on how an
employee carries out their job duties. To capture this aspect of performance,
performance attributes are included on the forms for full-time, regular part-time
and department heads receiving stipends. Prior to preparing an employee’s
performance evaluation, supervisor should seek feedback from the Select Board
and/or others with whom the employee interacts, as appropriate. As the
Committee heard some feedback on evaluations containing rumor and inuendo,
the Select Board may want to implement a constituent feedback form or survey to
capture feedback on services being provided by staff.

Recommendation #4 — Maintain job descriptions with clearly defined reporting

relationships

The 2012 Compensation study recommended job descriptions be created for each
position. At that time, job descriptions were prepared for all positions, except
those where duties are defined by statute. Over time, not all job descriptions
have been maintained and job descriptions have not always been developed for
new positions. The Committee recommends that job descriptions except when
defined by statute be prepared and maintained. (Note: This effort is in progress).
It is further recommended that all job descriptions indicate the position to which
the employee reports, as well as any positions supervised. To ensure that job
descriptions are maintained, annual performance evaluation forms should
indicate that the job description has been reviewed and updated, if needed.
Supervisors and employees would initial the form to indicate the job description
was reviewed and that both the employee and the supervisor read the updated
job description.



Recommendation #5 — Prepare and maintain an organization chart with

improved reporting relationships

The Town does not currently have an organization chart that shows reporting
relationships between the Select Board and employees or between employees
and their supervisor. This leads to confusion about reporting relationships. The
Committee has included in Appendix C its understanding of the current reporting
structure. To allow proper day to day supervision, the Committee also
recommends that the Select Board reduce the number of employees directly
reporting to the Board. This will further permit performance evaluation to be
conducted by supervisors with direct knowledge of each employee’s performance.
The proposed organization does not change the Select Board’s oversight
responsibilities for all town functions. However, limiting the number of direct
reports would allow the Board to focus on developing goals and objectives for the
senior management staff and hold those key managers accountable for delivering
results on Town and departmental objectives. The Committee suggests
methodically transitioning to the organization chart in Appendix D with timing
based on training and retirement considerations. The proposed organization chart
has the key department heads (Fire Chief, Police Chief, Town Administrator, Code
Enforcement Officer and Transfer Station Supervisor) reporting directly to the
Select Board. All other employees

Recommendation #6 — Conduct periodic market compensation studies to

maintain equitable and competitive compensation

The Committee recommends all employees and elected officials be paid a salary,
wage or stipend that is consistent with the labor market. As part of
compensation, employee benefits should also be consistent with the labor
market. The labor market for Town employees and elected officials would best be
defined as compensation provided by towns of similar size, and/or with similar
characteristics, in Maine. The market study would determine a salary, wage or
stipend range for each position. The midpoint of the range would be an estimate
of the average paid by these communities with each component equaling 50% of
the average. The range width (minimum and maximum) would be plus or minus



an equal given percentage of the mid-point. It is recommended that market
studies be conducted every three years. Benefit surveys should be conducted
every three years, as well and this could be performed in the year following the
salary, wage and stipend survey.

Recommendation #7 — Adjust ranges using the Employment Cost Index (ECI) —

Salaries and Wages of State and Local Government Employees

To keep salary, wage and stipend ranges current during the interim years between
market studies, the Committee recommends that all ranges be adjusted by the
annual percentage change in Bureau of Labor Statistic’s Employment Cost Index
(ECI) — Salaries and Wages for State and Local Government Employees. Further
adjustments could be made to the ranges if the Town is experiencing hiring or
retention issues for any position.

Recommendation #8 — Budgeted salaries, wages and stipends be determined by

using the Bureau of Labor Statistics Employment Cost Index

To ensure employees are fairly compensated and to control payroll costs, the
Committee recommends that the town establish a budgeted pool of funds for
annual increases. The pool would be determined by applying the percentage
change in the Employment Cost Index (ECI) — associated with Salaries and Wages
of State and Local Employees for the most recent year ended December 31 to the
most recent total payroll. Total payroll should be increased by the budgeted
salary, wage or stipend for any vacant positions before applying ECI. The pool
would be allocated as mentioned in Recommendation #9. Prior to allocating the
pool, budget pay for vacant positions at that time, adjusted for ECI should be
removed from the pool.

Recommendation #9 — Allocate the budgeted salary, wage and stipend pool

using a job performance and position in range

As stated previously, the Committee is recommending that all annual wage
adjustments be based on employee’s job performance, as well as the employee’s
position in the salary, wage or stipend range. This is accomplished by allocating



the budget salary, wage and stipend pool using a grid that considers both factors.
As the pool is developed using the percentage increase in the ECI, this percentage
would be applicable to salary, wage or stipend increases of employees whose
performance “Meets expectations” and with a current wage that is in the middle
half of the range. This establishes the middle of the grid. Higher increases apply
to those who “Exceed expectations” and/or are below in the bottom quarter of
their range. Lower increases apply to those who “Need improvement” and /or are
in the top quarter of the range. The grid is updated annually based on the
percentage changes in the ECl index for Salaries and Wages of State and Local
government employees as of December 31 of the prior year. Occasional part-
time, temporary or stipend employees should be given a ECI percentage increase.

In the event increases in compensation exceed the budget pool (Recommendation
#8), the salaries and wages of all employees would be adjusted on a prorata basis
to keep the increase in salaries, wages and stipends within the established pool.
To conduct Salary, Wage and Stipend administration, instructions and an example
are detailed in Appendix E, including an example of the grid.

Recommendation #10 — Consider enhancing benefits

While the Town’s benefits appear to be competitive the Town may want to
consider two enhancements. Allowing employees to opt-out of health insurance
can benefit employers through cost reductions and provide flexibility to
employees when choosing health insurance coverage. The Select Board should
investigate a possible opt-out provision in its Section 125 cafeteria plan.

The Town is experiencing some retention issues, particularly in the area of public
safety. Perhaps the Board should consider providing a subsidy for employee
dental insurance. 25% of the towns with similar characteristics reported having
this benefit at subsidies between 75% and 100%. This could be a differentiating
factor when recruiting and hiring personnel.
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Recommendation #11 — Include a Compensation Philosophy Statement in the

Employee Manual

The Committee recommends including a Compensation Philosophy Statement in
the Employee Manual. This statement will provide employees with a better
understanding of how employee compensation is determined and administered. A
proposed Compensation Philosophy Statement is in Appendix G.

COMPENSATION STUDY

Approach Used to Determine Salary, Wage and Stipend Ranges
The Committee obtained the 2025 Maine Municipal Association’s (MMA)
Compensation Surveys. Salaries, wages, and stipends were reviewed and

analyzed. When MMA data amounts were not available, other sources were used.
From the MMA study, information regarding compensation paid by Maine towns
of similar size was compiled and analyzed. As Phippsburg’s population is
approximately 2,200, data from towns that had responded to the survey with
populations between 1,200 and 3,200 were used for the study. To consider the
impact of seasonality, towns with similar characteristics were also compiled.
While not all towns with similar characteristics participated in the study, the
Committee was able to obtain data from the following towns:

Bowdoinham, Bristol, Castine, Damariscotta, Harpswell, Northport, Richmond, St.
George, Thomaston, Union, and Woolwich

Not all of these towns provided data for each position. The Committee also had
data from the 2024 study. Data from the 2024 study for some of these towns was
used to supplement 2025 data when 2025 data for a position was limited. When
used, 2024 data was increased by the ECI from December 31, 2024 to estimate
similar 2025 compensation.
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Salary, wage and stipend ranges that would have been in effect for the 2025-26
fiscal year are included in Appendix F. To arrive at the midpoint of each salary,
wage or stipend range, towns of similar size, as well as those with similar
characteristic were given equal weight. So, the average salary, wage or stipend for
both was added together and divided by two. For some positions when data was
limited, the average of all municipalities that participated in the 2025 MMA survey
was considered in our evaluations for positions. Once the midpoint was obtained
for each range, the width of the range was calculated by applying +/-10% or +/-
15% to the midpoint to determine the minimum and maximum of each salary,
wage or stipend range. A range was not determined for some stipend positions as
towns often paid these positions on an hourly basis. A further review will need to
be conducted for some stipend positions.

Certain positions are not a direct match with the survey, so the Committee
considered job duties and identified survey data for other related positions to
determine an appropriate salary or wage range. These positions included
Administrative Office Assistant, Marine Resource Officer, Transfer Station
Attendant and Road Crew.

Compensation Study Results — Employed Positions

It should be noted that following guidance of the Maine Municipal Association’s
legal department, the Committee did not request or obtain individual employees
compensation amounts. Comments in this section are based on publicly available
compensation information for positions as available in Town meeting warrants,
minutes or budgets.

When public information was available, our review indicates that for most
positions, employees are reasonably compensated within the market salary, wage
or stipend range determined for each position. There are some exceptions which
are noted in this report. When compensation is below the range for any position,
the Select Board should consider a one-time increase to the minimum of the
salary, wage or stipend the range. If compensation is above the range, the Select
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Board should consider freezing the compensation of the employee until the
employee’s compensation returns to the range. A small one-time bonus could be
paid to employees above the range while freezing compensation.

Following are full-time and regular part-time positions determined to be outside
of the market range:

Animal Control Officer

A wage range of $19.44 to 23.76 for this position was determined by the study.
The budgeted hourly rate is up to $24.50. The Town recently hired an Animal
Control Officer but had been unable to hire for this position for a considerable
amount of time. While other towns may be able to recruit an Animal Control
Officer at lower pay rates, a premium for this position appears to be appropriate
for Phippsburg. Considering public safety, the current budget rates of pay or
higher may be appropriate. The wage range for this position should be adjusted
for any such premium.

Emergency Medical Technicians (EMT)/Rescue Responders

The wage rates for part-time and per diem EMTs and Rescue Responders are
within the expected market ranges. These positions also receive on-call pay when
waiting for a possible emergency call which is consistent with emergency services
departments of other towns. Full-time EMTs appear to be compensated in excess
of the market range. However, full-time EMT pay is comparable to the part-
time/per diem pay (hourly wage plus on-call pay) when called out for an
emergency. In addition, the Town has experienced difficulty hiring and recruiting
for these positions. As such, with public safety considerations in mind, the
Committee believes a premium to market for the full-time EMT positions is
appropriate and the wage ranges should be adjusted to reflect that premium.
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Insufficient Information to Provide Comparison
The following positions are not budgeted in the Salary and Wage budget (Town

meeting warrant), but are included as a lump sum with no detail in individual
departmental budgets. Salary, wage and stipend ranges have been determined,
and are included in Appendix F, but lacking sufficient public information, the
Select Board will need to make its own comparisons to the pay for employees in
these positions:

Fire Department Administrator

Road Crew

Custodian

Minor Maintenance

Administrative Office Support (Tax Collector/Treasurer/Town Clerk’s department)

Insufficient Data to Develop a Wage Range

The MMA survey did not contain any data, nor were other sources found for
compensation data related to the Maine Pre-trial Workgroup Supervisor position.
The Committee was unable to develop wage ranges for this position. In addition,
the job description for Planning Board Administrative Assistant needs to be
reviewed and updated before the Committee can evaluate this position to
determine a wage range.

Stipend Positions

The Committee had difficulty developing stipend ranges as either data was limited
or reported as hourly amounts for some positions that the Town pays a stipend. It
does appear that the Registrar of Voters, EMA Director and Deputy Fire Chief
stipends may need to be increased. The Fire Chief, Rescue Chief and Health
Officer stipends appear to above the market range. Consideration of the Town’s
hiring and retention of public safety employees may warrant a premium
adjustment to these stipend ranges.
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We could not determine a stipend range for the positions below either because
the MMA survey did not contain data related to these positions or towns in the
MMA study reported hourly wages rather than stipends for these positions.

Data was not available for:
Moderator — Town Meeting
Recreation Committee
CATV Manager

Fire Warden

Deputy Fire Warden
Deputy Harbormaster

These positions, as reported in the MMA survey, were generally paid an hourly
rate:

LPI Alternate

Fire Responder

The Committee did determine an hourly wage range if the Town wants to consider
hourly pay.

Compensation Study Results — Elected Positions

Following a similar approach to that used above for employee compensation, the
Committee conducted a market survey for elected position. After analyzing MMA
survey data for elected position, our findings are as follows:

Select Board Chair and Members

The Committee was unable to consider the workloads of Select Boards or the
frequency and length of meetings. Using the same approach used for employees,
the Committee calculated a stipend range for Select Board members between
$2,750 and $3,700, annually. This is based on data from 58 towns of similar size
and seven towns with similar characteristics. The current stipend for Select Board
members is $7,000. Seven of the 58 towns of similar size pay stipends in excess of
§7,000. None of the seven towns of similar characteristics paid stipends equal to
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or in excess of $7,000. The range determined for Select Board Chair is between
$3,075 and 4,175. This was also developed from data from 57 towns of similar
size reporting and seven towns with similar characteristics. The current stipend
for Select Board Chair is $7,500. Seven of the 57 towns of similar size pay stipends
equal to or in excess of $7,500 to the Chair. None of the seven towns of similar
characteristics paid stipends equal to or in excess of $7,500. See Appendix H for
additional information.

Road Commissioner

Stipend data for the Road Commissioner position in the MMA survey is limited as
often this position is combined with appointed positions within Maine towns or
paid hourly. The average stipend for all 21 towns paying stipends in the survey
was $3,865. The average stipend for the six towns of similar size was $1,875.
Harpswell was the only town reporting with similar characteristics and pays a
stipend of $37,925.

Tax Collector/Treasurer/Town Clerk

Having one individual elected to all three of these offices creates an unusual
situation with respect to determining a market-based stipend. If elected, most
officials hold only one position. A few towns have elected officials holding two
offices. Of towns of comparable size, that reported data to MMA, only one has an
official elected to all three positions. MMA stipend data for these positions, when
held by elected officials, is also limited because most towns appoint rather than
elect individuals to the position. For example, of the towns that reported 2025
compensation to the MMA:

e 86% appointed a Town Clerk
e 90% appointed a Treasurer
o 84% appointed a Tax Collector

Phippsburg’s Tax Collector, Treasurer and Town Clerk works 35 hours per week or
1,820 annually. This is the same amount of time that was reported in the 2012
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Compensation Study when only the offices of Tax Collector and Treasurer were
held. A Deputy Clerk and an Administrative Office Assistant assist in providing
services. The Tax Collector/Treasurer/Town Clerk was unable to provide the
Committee with estimates of the amount of time spent on the duties of each
office.

Using total stipend amounts from the MMA study to arrive at market stipends for
these positions didn’t seem appropriate given the varying number of hours
worked by the officials in other towns for their stipends. Also, considering the
limited elected data, the Committee believed the best approach to determining an
appropriate stipend range for Tax Collector, Treasurer and Town Clerk was to use
hourly rates from survey data for both those elected and appointed to each of the
positions. These hourly rates could then be applied to the estimated hours spent
on each elected office.

The table below includes the average hourly rates from the 2025 MMA study for
each of the positions paid by all towns of similar size, as well as, towns of similar
characteristics:

Towns of Similar Size Towns of Similar Characteristics
Number of Average Number of Average
Positions Towns Hourly Rate Towns Hourly Rate
Tax Collector 32 S 28.41 5 S 27.09
Treasurer 30 S 30.99 2 S 26.41
Town Clerk 60 S 27.62 8 S 29.43

The stipend range midpoint for each position would be $28.41 for Tax Collector,
$28.70 for Treasurer and $28.53 for Town Clerk. Lacking information on the
number of hours spent on the duties of each position, the Committee assumed
one-third of all annual hours were spent on each office. The composite hourly
rate assuming 1/3 of all hours on spent on each office would be $528.33. The
hourly rate being paid by the Town for these positions combined (as we don’t
know the hours for each) is $52.24.
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Using the composite average, the Committee also calculated a combined stipend
range for these positions using the same approach as used for employee’s ranges.
The table below includes that stipend range based on a 35-hour work week:

Stipend Range*
Minimum Midpoint Maximum
S 43,819 S 51,552 $ 59,284

* Based on a 15% band width and 1,820 hours

The town pays a combined stipend of $95,060. It should be noted that the
elected Tax Collector, Treasurer and Town Clerk provides supervision and work
direction to several town employees, has held these positions for many years and
has assisted in others ways to keep the Town Hall office operating smoothly. See
Appendix H for additional information about these elected positions.

MATTERS FOR POSSIBLE LEGAL REVIEW
While conducting our compensation review, the Committee encountered a

number of issues that may require outside legal advice. The Select Board should
consider seeking legal counsel for the following compensation and other human
resource matters and questions:

e For the stipend positions mentioned above are stipends permissible or is an
hourly rate required?

e Should EMT/Rescue Responders be paid during their initial 60-day training
period?

e Part-time/Per diem EMTs and Rescue Responders are paid $6.15 per hour
while on-call. Are these positions required to be paid the Maine or federal
minimum wage? Or other legally mandated minimum?

e To obtain a list of all mandated new hire and on-going training to ensure a
complete program is in place
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e Review the proposed revisions to the Employee Manual when the
Committee completes the updates from this review.

OTHER MATTERS

During the Committee’s information gathering session, we became aware of other
human resource issues that the Select Board may want investigate further for
possible solutions. Those issues are included in Appendix |.

TRANSITION STEPS TO NEW SALARY AND WAGE ADMINSTRATION PROCESS
As preparing employee performance valuations based on pre-defined SMART

goals and objects, is essential to implement the proposed salary and wage
administration process. The process can be fully implemented until 2027.
Transition steps to fully implement the process are contained in Appendix J.

COMPENSATION ADMINISTRATION CHECKLIST AND CALENDAR
To assist in carryout the recommended Compensation process, a checklist and a
calendar of activities has been developed and is included in Appendix K.

APPENDICES
Appendix A — Performance Evaluation Forms

Appendix B — Objective Alignment Visual

Appendix C— Current Organization Chart

Appendix D — Proposed Organization Chart

Appendix E — Salary, Wage and Stipend Administration Sample and Instructions
Appendix F — Salary/ Wage/Stipend Ranges by Position for the 2025-26 Fiscal Year
Appendix G — Compensation Philosophy Statement

Appendix H — Supplement Compensation Data for Elected Positions

Appendix | — Other Matters for Select Board Consideration

Appendix J — Transition Steps to the New Salary and Wage Administration Process
Appendix K — Compensation Administration Calendar and Checklist
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APPENDIX A

Performance Review Forms

1. Department Heads and Full-Time Employees
2. Regular Part-Time Employees
3. Probationary Employees



PERFORMANCE REVIEW FORM
DEPARTMENT HEADS AND FULL-TIME EMPLOYEES

Employee Name / Title: Manager Name / Title:
Department: For the Year Ended:
12131/

PERFORMANCE ATTRIBUTES/CORE VALUES

For each of the items below enter in the box to the right E for Exceeds Expectations, M for Meets Expectations, NI for

Needs Improvement or U for Unsatisfactory

PERFORMANCE Employee | Manager
Job Knowledge: Demonstrates skills, knowledge and understanding of job.

Financial Administration: Manages projects and/or department effectively with emphasis on controlled expenses

and budget restraints without sacrificing the standard of customer service.

Required Training: Has the employee completed all the required annual training?

Core Values M: Meets  NI: Needs Improvement Employee | Manager

Accountability: Takes ownership of work and accepts responsibility for tasks and assignments. Completes tasks
within established deadlines. Accomplishes tasks with concern for quality standards with attention to detail to ensure
thoroughness and accuracy.

Communications: Communicates effectively (written, oral, presentation) with Town staff members, members of the
public and volunteers. Maintains accurate records and ensures that follow-up occurs where appropriate.

Collaboration: Integrates own activities with larger group; readily offers and accepts assistance to accomplish tasks;
values contributions made by others; demonstrates cooperativeness. Works well as part of a team.
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Integrity: Demonstrates a high level of professionalism including mutual trust and respect for fellow employees.

Helpful, approachable, and respectful. Resolves work issues or interpersonal problems in a professional manner.

Displays pride and dedication to the organization. Builds strong working relationships and a positive work environment.

Constituent Services: . Demonstrates dependability and responsiveness; anticipates and provides solutions to
customer needs; assigns high priority to customer satisfaction/resolution.

SUPERVISION SECTION

Supervisory Performance
(Complete this section only if you manage staff and/or a student)

Employee | Manager

Managerial/Supervisory Skills: Manages performance of direct reports to ensure assigned goals are reached.
Available and supportive of staff, effectively recruits, schedules, and develops staff, prompt in completing employee
appraisals

Leadership: Sets the example for performance excellence. Treats customers, business contacts, and staff members
with respect and dignity.

Strategic Planning & Organizing: Understands big picture and aligns priorities with broader goals. Measures
outcomes and uses feedback to change as needed. Solution oriented and seeks alternative ideas and broad input.

Fiscal Management: Understands and stays current on expenditures of funds and balances in various accounts.
Anticipates needs of department for current and future fiscal years.

Goals and Objectives for Fiscal Year

Previous Goals: Exceeded Achieved Unfulfilled

(List goal expectations set in last appraisal. Attach (Performance is (Stated goal (Stated goal Comments
additional pages if more space is needed.) above stated goal) was met) was not met)

Goal: Manager CI Manager CJ Manager CJ Click here to enter text.

Employee O Employee I Employee O

Goal: Manager O Manager O Manager O
Employee OJ Employee (I Employee OJ

Click here to enter text.

Goal: Manager O Manager I Manager O
Employee O Employee I Employee O

Click here to enter text.

Goal: Manager O Manager [ Manager O
Employee O Employee [ Employee O

Click here to enter text.

Goal: Manager O Manager (] Manager O
Employee OJ Employee (I Employee OJ

Click here to enter text.

Professional / Personal Goals: Manager O Manager [ Manager (I
Employee OJ Employee (I Employee OJ

Click here to enter text.

Internal Participation: Committees, Interview Panels, etc.
(not required)

Page 2 of 3




SUMMARY

Employee Comments: Manager Comments:

[ Exceeds expectations [ Meets expectations [ Needs Improvement [ Unsatisfactory

NEW GOALS

Goal:
Goal:
Goal:
Goal:
Goal:

By signing below, | acknowledge that | have participated in the review process and have received a copy of the review but do not necessarily
indicate agreement. | understand that if | am not in agreement with the review, | can provide additional comments, which will be retained with the
review documentation.

Employee Signature: Date:

Manager Signature: Date:

Please acknowledge that the job description for your position has been reviewed, updated and understood by initialing below:

Employee Manager
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PERFORMANCE REVIEW FORM
REGULAR PART-TIME EMPLOYEES

Employee Name / Title: Manager Name / Title:
Department: For the Year Ended:
12131/

PERFORMANCE ATTRIBUTES/CORE VALUES

For each of the items below enter in the box to the right E for Exceeds Expectations, M for Meets Expectations, NI for

Needs Improvement or U for Unsatisfactory

PERFORMANCE Employee | Manager
Job Knowledge: Demonstrates skills, knowledge and understanding of job.

Financial Administration: Manages projects and/or department effectively with emphasis on controlled expenses

and budget restraints without sacrificing the standard of customer service.

Required Training: Has the employee completed all the required annual training?

Core Values M: Meets  NI: Needs Improvement Employee | Manager

Accountability: Takes ownership of work and accepts responsibility for tasks and assignments. Completes tasks
within established deadlines. Accomplishes tasks with concern for quality standards with attention to detail to ensure
thoroughness and accuracy.

Communications: Communicates effectively (written, oral, presentation) with Town staff members, members of the
public and volunteers. Maintains accurate records and ensures that follow-up occurs where appropriate.

Collaboration: Integrates own activities with larger group; readily offers and accepts assistance to accomplish tasks;
values contributions made by others; demonstrates cooperativeness. Works well as part of a team.
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Integrity: Demonstrates a high level of professionalism including mutual trust and respect for fellow employees.
Displays pride and dedication to the organization. Builds strong working relationships and a positive work environment.
Helpful, approachable, and respectful. Resolves work issues or interpersonal problems in a professional manner.

Constituent Services: . Demonstrates dependability and responsiveness; anticipates and provides solutions to
customer needs; assigns high priority to customer satisfaction/resolution.

GOALS

Previous Goals: Exceeded Achieved Unfulfilled

(List goal expectations set in last appraisal. Attach (Performance is (Stated goal (Stated goal Comments

additional pages if more space is needed.) above stated goal) was met) was not met)

Goal: Manager [J Manager O Manager (1 | Click here to enter text.
Employee O Employee O Employee O

Goal: Manager [J Manager [J Manager [J | Click here to enter text.
Employee (I Employee (I Employee (I

SUMMARY

Employee Comments:

[ Exceeds expectations [0 Meets expectations [ Needs Improvement

Manager Comments:

O Unsatisfactory

NEW GOALS

Goal:

Goal:
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By signing below, | acknowledge that | have participated in the review process and have received a copy of the review but do not necessarily
indicate agreement. | understand that if | am not in agreement with the review, | can provide additional comments, which will be retained with the
review documentation.

Employee Signature: Date:

Manager Signature: Date:

Please acknowledge that the job description for your position has been reviewed, updated and understood by initialing below:

Employee Manager
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PERFORMANCE REVIEW FORM
(PROBATIONARY EMPLOYEES)

Name: Manager:

Position: Department: Date:

For each of the performance criteria below provide a rating using E for Exceeds
Expectations, M for Meets Expectation, NI for Needs Improvement of U for Unsatisfactory.

Demonstrates a consistent and positive

Professionalism aftitude. Arrives on fime and dresses
appropriately.
Demonstrates the necessary skills and
Task .
knowledge to perform the job
Competence .
effectively.
Adaptability Adjusts to new situations and changes in

the work environment.

Effectively conveys information and

Communication ideas. Listens actively.

Works well with others. Collaborates and

Teamwork shares knowledge.

Identifies and resolves issues in a fimely

Problem Solving
manner.

Proactively takes on responsibilities and

Initiative
seeks out new challenges.

Completes tasks in a timely manner and

Productivity meets productivity standards.

Ensures accuracy and thoroughness in

Quality of Work tasks performed.



Demonstrates a commitment to
Customer Service  satisfying internal and external
customers.

Overall Comments

Recommendations for Improvement

Evaluator's Signature Date

Employee's Signature Date
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APPENDIX B

Performance Objective Alignment



Strategic Planning (Town)

| | |

Strategic
Objectives

Mission
Critical
Initiatives




Tactical (Department) Align with To

Goals Depart. -

I I I
Department
Objectives

Projects




Employee Performance Plan(Align

Dept. Goals) -
-4 Mission F-

Performance
Objectives
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Current Organizational Chart



TOWN OF PHIPPSBURG, MAINE
CURRENT ORGANIZATIONAL CHART

‘ TOWN VOTERS
DEPUTY TOWN DETAILS ON ROAD LIBRARY
CLERK PAGE 2 ATTENDANTS DIRECTOR

___ ADMINISTRATIVE
SUPPORT CLERKS

BALLOT CLERKS

— ELECTION
WARDEN
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TOWN OF PHIPPSBURG, MAINE
CURRENT ORGANIZATIONAL CHART

SELECTBOARD

ASSESSING
— FIELD m:::g;: SIT"AI:)O N LPI ALTERNATE

INSPECTOR

ASSESSING TRANSFER STATION
'— TECHNICIAN ON-CALL (2)

DEPUTY FIRE T FIRE FIRE 'VOLUNTEER e PATROL PARKING HARBOR SHELLFISH ‘“lnml‘“‘
CHIEF 'WARDEN (3) RESPONDER (9?) ADMINISTRATOR ADMINISTRATOR RESCUEC OFFICER OFFICER MASTER 'WARDEN %‘;ﬂ C;:‘
RESCUE
EMT () RESPONDER
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Proposed Organizational Chart



TOWN OF PHIPPSBURG, MAINE
PROPOSED ORGANIZATIONAL CHART

TOWN VOTERS
DEPUTY TOWN DETAILS ON ROAD LIBRARY
CLERK PAGE 2 ATTENDANTS DIRECTOR
*PLANNING BOARD ADMIN REPORTS TO TOWN ADMINISTRATOR WITH A
— ADMINISTRATIVE DOTTED LINE REPORTING RELATIONSHIP TO PLANNING BOARD CHAIR AND
SUPPORT CLERKS BOARD OF APPEALS

BALLOT CLERKS

— ELECTION
‘WARDEN
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TOWN OF PHIPPSBURG, MAINE

PROPOSED ORGANIZATIONAL CHART

SELECTBOARD

TOWN
. ADMINISTRATOR /
REGISTRAR OF ——
VOTERS / FREEDOM FIRE CHIEF
OF ACCESS

CODE
ENFORCEMENT
——  OFFICER/
HEALTH TRANSFER
ASSESSOR OFFICER / E911/ — STATION
DEPUTY SUPERVISOR
FREEDOM OF
ACCESS
OFFICER
TRANSFER
LPI ALTERNATE STATION
ATTENDANT (1)
TRANSFER

—— STATION ON-CALL
@

*PLANNING BOARD ADMIN HAS DOTTED
LINE REPORTING RELATIONSHIP TO
PLANNING BOARD CHAIR AND BOARD OF
APPEALS

OFFICER

EMA DIRECTOR

CATV MANAGER

CENTER POND
ALEWIFE

T ATTENDANT

(VACANT)

DEPUTY FIRE CHIEF

FIRE WARDEN (3)

FIRE RESPONDER (9?)

Page 2 of 2

MAINE PRE-TRIAL FIRE
SUPERVISOR T ADMINISTRATOR
PLANNNING BOARD VOLUNTEER
ADMIN* ADMINISTRATOR
ADMIN OFFICE
a ASSISTANT RESCUE CHIEF
MINOR RESCUE
2
EMIC RESPONDER

CUSTODIAN MAINTENANCE

POLICE CHIEF

PATROL OFFICER

PARKING OFFICER

MARINE RESOURCE
OFFICER

ANIMAL CONTROL
OFFICER

1/28/2026
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APPENDIXE

Salary and Wage Adjustment Example



Salary and Wage Administration Process Example

Step 1: Conduct a salary and wage study every three years. This will permit each
position to be compensated within a range consistent with the labor market for

similar positions in local governments or other relevant labor markets. For the

interim two years, the salary or wage range for each position will be adjusted
based on the Employment Cost Index (ECI) for salaries and wages of state and

local governmental employees as follows:

ECI = 2.7%
Range width +/ - = 10%

Salary/Wage Range 20X2-X3  Salary/Wage Range 20X3-X4

Position Bottom Mid-Point  Top Bottom Mid-Point Top

Position A $ 1883 $ 2093 $23.02 S 19.34 S 2149 S 23.64
Position B $ 2834 $ 3149 $ 3464 S 29.11 S 32.34 S 35.58
Position C $ 2177 $ 2419 $ 2661 S 2236 S 2484 S 27.33
Position D S 19.00 § 21.11 S$23.22 $ 1951 S 21.68 S 23.85
Position E S 1720 $ 19.12 $21.03 S 17.67 S 19.63 S 21.59

Step 2: Salary and wage increases will be consistent with changes in the labor
market by using the ECI for salary and wages of state and local governmental
employees. ECI will be applied to the current annualized payroll (including the
expected pay for any open positions) to develop an adjustment pool.



Current Pay Annual

Position Rate Pay*
Position A 22.50 46,800
Position B 31.49 65,499
Position C 22.00 45,760
Position D 19.50 40,560
Position E 20.00 41,600
Total Annualized Payroll S 240,219
Employment Cost Index 2.7%
Salary and Wage Adjustment Pool  $ 6,486
Budgeted Salary and Wages S 246,705

* Assumed 40 hours per week for this example

Step 3: Individual employee salary and wage adjustments will be determined
based on their position within the salary and wage range, as well as their overall
performance evaluation. A grid that considers performance and position in range
will be used to determine the employee’s annual increase. The ECI will apply to
employees meeting performance expectations with a current salary or wage in the
middle half of the range will be adjusted equal to the ECI. Others will receive
lower or higher adjustments as follows:

Overall Performance Position in Salary/Wage Range
Evaluation Bottom 1/4 Middle 1/2 Top 1/4
Exceeds Expectations 4.7% 3.7% 2.7%
Meets Expectations 3.7% 2.7% 1.7%
Needs Improvement 2.7% 1.7% 0.7%
Unsatisfactory 0.0% 0.0% 0.0%

Step: 4: Using the grid, apply the relevant percentage adjustment to each
employee’s current rate of pay.



Current Pay Performance Positionin Percentage Preliminary New Annual
Position Rate Rating Range Incease Rate of Pay Pay

Position A S 22.50 EE Top 1/4 2.7% S 23.11 §$ 48,064
Position B S 31.49 ME Middle 1/2 2.7% S 3234 S 67,268
Position C S 22.00 NI Bottom 1/4 2.7% S 2259 §$ 46,996
Position D S 19.50 ME Bottom 1/4 3.7% S 20.22 S 42,061
Position E S 20.00 ME Middle 1/2 2.7% S 20.54 S 42,723

$ 247,111

Step 5: Determine if salary and wage pool was exceeded. If not, no adjustment to

the rates of pay determined above is required. If the pool is exceeded and

adjustment will be need to rates of pay above.

New Annual Payroll Total

Old Annual Payroll Total

Diiference

Salary and Wage Pool
Salary and Wage Pool Overage

$ 247,111
$ 240,219
S 6,892
$ 6,486
$ 406

Step 6: Finalize each employee’s rate of pay through a prorate elimination of the

salary and wage pool overage.

Preliminary Less: Prorata New Annual New Hourly
Position Annaul Pay Overage Pay Payrate
Position A S 48,064 S (79) S 47,985 S 23.07
Position B S 67,268 S (110) $ 67,157 S 32.29
Position C S 46,996 S (77) S 46,918 S 22.56
Position D S 42,061 S (69) S 41,992 S 20.19
Position E S 42,723 S (70) § 42,653 S 20.51
S 247,111 S (406) S 246,705
Check: Budget Salary and Wages from above S 246,705
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APPENDIXF

Salary, Wage, and Stipend Ranges 2025-2026



Town of Phippsburg

Employee Salary, Wage and Stipend Ranges

2025-26 Fiscal year

Full-time Exempt Positions Band Width 15%

Town Administrator 78,863 92,780 106,697
Code Enforcement Officer 54,238 63,809 73,381
Police Chief 72,233 84,980 97,728
Full-time Non-exempt Positions Band Width 10%

Administrative Office Assistant 25.44 26.54 31.09
EMT 20.06 22.29 24.52
Patrol Officer 30.03 33.37 36.71
Transfer Station Supervisor 22.29 24.77 27.24
Marine Resource Officer 26.98 29.97 32.97
Part-time Non-exempt Positions Band Width 10%

Assessing Field Inspector 34.29 38.10 41.91
Assessing Technician 23.84 26.48 29.13
Planning Board Administrator Awaiting updated job description

Fire Department Administrator 18.84 20.94 23.03
Rescue Responder 20.06 22.29 24.52
Library Director 21.68 24.09 26.49
Animal Control Officer 19.44 21.60 23.76
Custodian 17.04 18.93 20.82
Minor Maintenance 18.90 21.00 23.09
Deputy Town Clerk 20.82 23.14 25.45
Transfer Station Attendant 19.66 21.84 24.02
Occasional/Seasonal Part-time Band Width 10%

Road Crew 22.96 25.52 28.07
Ballot Clerk 15.55 17.28 19.01
Election Warden 19.68 21.87 24.06
Community Enforcement Officer 17.37 19.30 21.23
Maine Pre-trial Workgroup Supervisor No MMA data.

Administrative Support Clerk 18.84 20.94 23.03
Stipend Band Width 10%

Registrar of Voters 1,946 2,162 2,378
LPI Alternate 29.65 32.94 36.23
Moderator No MMA data.

Recreation Committee No MMA data.

Deputy Fire Chief 6,226 6,918 7,610
Fire Responder Limited stipend data.

Rescue Chief 9,006 10,007 11,008
Fire Chief 9,212 10,235 11,259
Fire Warden No MMA data.

Deputy Fire Warden No MMA data.

Deputy Harbormaster No MMA data.

CATV Manager No MMA data.

EMA Director 2,297 2,553 2,808
General Assistance Administrator 4,106 4,563 5,019

Health Officer

716 795 875



APPENDIX G

Compensation Philosophy Statement



DRAFT
TOWN OF PHIPPSBURG
COMPENSATION PHILOSOPHY STATEMENT

The purpose of this statement is to create a common understanding of the Town of
Phippsburg’s (“Town”) philosophy regarding administration of employee compensation. This
includes salaries, wages, stipends, benefits and other rewards needed to attract, motivate and
retain a talented and skilled workforce. It is the Towns’s objective to compensate employees
equitably and consistent with the wages and benefits for comparable work in Maine
municipalities of similar size and/or characteristics.

All compensation will be determined through periodic labor market surveys of municipalities or
other relevant sources. The surveys will be used to develop and maintain salary, wage and
stipend ranges. The midpoint of each position’s range will be the 50% percentile of the
surveyed labor market. All employees will be paid within the minimum and maximum of the
range as determined by a reasonable percentage of the midpoint thus promoting pay equity
within the workforce. The Town embraces transparency and each employee will have access to
their salary, wage or stipend range. Itis the Town’s intent to conduct a labor market survey
every three years.

Annual wage increases, while not guaranteed, will be based on each employee’s individual job
performance, compensation trends in the labor market and the employee’s level of pay within
the salary, wage or stipend range. Job performance will be evaluated each calendar year based
on goals established at the beginning of each year and based on other performance attributes.
To monitor compensation trends the Town intends to consistently use the annual percentage
change in the Bureau of Labor Statistic’s Employment Cost Index for Salaries and Wages of State
and Local Government Employees. The percentage change in the index will be used to:

e Update salary, wage and stipends for year between labor market survey.

e Establish a budget for salary, wage and stipend increases

e Serve as a baseline for individual employee increase before considering performance
and position in the range

Extenuating economic factors that impact the Town’s finances may limit its ability to grant wage
increases. The Towns intends to have compensation practices that fully comply with all laws
and regulations.
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APPENDIXH

Supplemental Compensation Data for Elected Positions



Select Board Stipends from 2025 MMA Study
Towns of Similar Size Paying Stipends Equal to or in Excess of Phippsburg's Stipends

Member Chair

Town Population Stipend Stipend

Woodland 1,228 S 7,500 S 7,500
Hebron 1,268 S 7,500 S 15,000
Cornish 1,553 Notreported S 7,500
Washington 1,617 S 8,500 S 8,500
Surry 1,662 S 8,146 S 8,146
Parsonsfield 1,838 S 10,480 Not reported
Pittston 2,981 S 12,000 S 15,000
Shapleigh 3,007 S 12,000 S 12,000
Total Towns = of > Phippsburg's Stipend 7 7
Total Towns of Similar Size in MMA Study 57 57

Towns of Similar Characteristics Paying Stipend Equal to or in Excess of Phippsburg's Stipends

Member Chair
Town Population Stipend Stipend
None
Total Towns of Similar Characteristics in MMA Study 7 7



Tax Collector/Treasurer/Town Clerk Hourly Wage Rates

Town Population Tax Collector Treasurer Town Clerk Notes Hrs. Wrkd Positions Held
One individual holds all three positions
Denmark 1,214 $ 27.26 $ 2726 § 27.26 2080 All three positions plus RV, Sec. to Select Board, Admin Asst.
Appleton 1,456 $ 3264 $ 3264 S 32.64 2080 All three positions plus Deputy RV, Addressing Agent and BMV Agent.
Cornish 1,553 $ 2388 $§ 2388 $ 23.88 All Elected 1820 All three positions plus RV and GA Director
Northport 1,573 $ 23.07 $ 2307 $ 23.07 Comp Town 1820 All three positions
Pownal 1,611 $ 3774 $ 3774 § 37.74 2080 Al three positions plus RV, GA Director, BMV Agent, IF&W Agent, Animal Weifare and Purchasing
Wales 1,638 $ 3150 $ 3150 $ 31.50 2080 All three positions plus RV BMV Agent, IF&W Agent, and Public Access
Otisfield 1,901 $ 2900 $ 2900 $ 29.00 2080 All three positions plus Admin to Selectboard and GA
Albion 2,050 $ 1458 $ 1458 $ | 1458 Clerk Elected 1560 Ali three plus RV
One individual holds two [positions
Eddington 2,209 $ 3846 S 3200 $ 38,46 1950 Town Clerk, Tax Collector , Town Manager and Road Commissioner
Milo 2,357 $ 2421 $ 2369 $ 24.21 2080 Town Clerk and Tax Collector
Union 2,411 $ 28.25 S 28.25 Comp Town 2080 Town Clerk and Tax Collector
Shapleigh 3,007 $ 2998 § 4561 $ 29.98 1560 Town Clerk and Tax Collector
Calais 3,099 § 1985 § 2644 § 26.44 2080 Town Clerk and Tax Collector
Pald over $50.00 per hour
Position Town Population Rate QOther Positions Held
Town Clerk - Elected: None ;
Town Clerk Appointed: Kennebunkport 3,660 $ 50.63 FOIA Officer, Asst Tax Collector, RV
Cumberland 8,638 § 54.61
Freeport 8,866 S 50.97 RV
Falmouth 12,718 $ 50.31 Deputy Tax Collector
Augusta 19,033 § 53.09 Tax Collector
Auburn 24,185 § 50.93
Bangor 31,745 $ 62.21
Lewiston 37,988 § 66.65
Portfand 68,711 § 66.03
Treasurer - Elected None
Treasurer - Appointed North Yarmouth 4,222 § 60.10 Town Manager, Finance Director and Tax Collector
Sanford 22,470 $ 50.90 Tax Collector
Portland 68,711 S 57.21
Tax Collector -Elected None
Tax Collector - Appointed  Pittsfield 3,944 $ 59.42 Town Manager, Tax Collector and HR
Augusta 19,033 $§ 53.09 Town Clerk
Lewiston 37,988 S 51.78 Treasurer
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Other Matters



TOWN OF PHIPPSBURG
COMPENSATION ADVISORY COMMITTEE
MATTERS and QUESTIONS FOR SELECT BOARD CONSIDERATION

Some department heads found paystubs confusing

The were several comments by department heads about the adequacy of
staffing

The Police Chief mentioned he would prefer the Community Enforcement
Officer title be the Parking Enforcement Officer. If the Select Board agrees,
the job description title should be changed.

The Hiring Police Detail Policy dated May 26, 2021 (for services at events
while off duty) does not match the existing practice and should be reviewed
and revised

Full-time EMTs are receiving Holiday Pay when town hall closes for snow
emergencies. As EMTs are to be available for emergencies is this
appropriate?

For department head job descriptions some reference to budgeting
responsibilities should be included

Are all employees signing off that they have read and understood the
Employee Manual within a reasonable time after commencing employment
and when the manual is updated? Are the sign-offs filed in personnel files?
Should all Salary and Wages for employees be in one Town Warrant for
transparency? This includes positions mentioned in this report currently not
in the warrant, as well as overtime.

Budget sheets provided to Select Borad and Budget Committee should be
no less detailed then as in the warrant.

Define in Budget Committee policy extenuating circumstances that would
warrant adjusting the wage pool using something other than ECI.
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Transition Steps to New Compensation Administration Process



Transition Steps New Salary and Wage Administration Process

December 2025

e Complete salary/wage study and benefits study using 2025 Maine
Municipal Association survey or other relevant sources. (COMPLETED)

e Present draft report to Select Board for feedback and comment.

January 2026

e Present final report to Select Board for approval.

e Town Administrator conducts meetings with department head covering the
new process and forms. (Committee member(s) to attend)

e Supervisors prepare performance evaluations for 2025 using the current
approach.

¢ No need for three-year salary and wage review as ranges were established
and no employees are below range.

e Supervisors establish 2026 SMART goals using the new form.

February 2026

e Update Employee Manual for process changes and submit to Select Board
for approval.

e Have employees read and sign-off on Employee Manual changes.

e Update salary and wage ranges for next fiscal year using ECI (Note ECI for
12/31/25 is expected to be released on 2/10/26.

e (Calculate budgeted salary, wage and stipend cost-of-living increases using
Social Security or ECI percentage whichever is higher.

e Submit budgeted salaries, wages and stipends to Select Board and Budget
Committee for approval.

Note: With performance goals in place for employees the new process can be fully
implemented in 2027. In January 2027, ECI can be used to adjust salary and wage
ranges, determine the wage adjustment pool and develop a grid to allocate the
pool based on job performance and position in salary and wage range.



APPENDIX K

Compensation Administration Checklist and Calendar



Compensation Administration Checklist and Calendar

November/December

e Perform a salary, wage and stipend study every three years
(2025/2028/2031) using the Maine Municipal Association’s Compensation
Survey or other relevant sources to establish revised salary, wage and
stipend ranges. The survey is available in November or early December
each year. Note: Salary, wages or stipends for new positions can be
determined at anytime using the most recent survey.

e Perform a benefits study using the Maine Municipal Association’s
Compensation Survey every three years (2029/2032). Present
recommendations to the Select Board if changes ware warranted. Update
the Employee Manual if changes are approved. Contact third party
administrators.

January
e Supervisors and employees complete performance evaluations for the
past year. Define and document SMART objectives for the following year
and sign off on job descriptions.
February
e Update salary and wage ranges for the next fiscal year using the
percentage change in the Employment Cost Index for Salary and Wages
of State and Local Government Employees at 12/31 of each year
(Available about February 10t")
e Establish the budgeted salary/wage increase pool using the ECI
percentage above.
e Establish the salary/wage increase grid using the ECI percentage above
as the increase for employees receiving
e Using the salary and wage adjustment grid, budgeted salaries and wages
are determined and presented to the Select Board and Budget
Committee.
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