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TOWN COUNCIL AGENDA
Regular Meeting
Wednesday, January 28, 2015

1. 6:30 PM - CALL TO ORDER
2. ROLL CALL

3. PLEDGE OF ALLEGIANCE
4. SPECIAL RECOGNITIONS

5. APPROVAL OF MINUTES
a. Public: 01/21/2015
b. Non-public.  01/21/2015

6. AGENDA OVERVIEW

7. PUBLIC HEARINGS
a. Other Ordinance #2015-1 Trustees of Trust Fund Ordinance

8. CONSENT AGENDA
a. Donation of two (2) used printers from Town of Weare, NH o Hooksett
Tax/Town Clerk office ($684.00 total replacement cost)
b. Donation of $1,794.57 from The Friends of Kids Kaboose to the Hooksett Parks
& Recreation Division

¢. Donation of $25.00 from resident Edna Hemeon to Hooksett Family Service’s
Holiday Assistance Progran:

d. Donation of $1,990.36 from the Hooksett Police Association to the Hooksett
Family Services Dept.

9. TOWN ADMINISTRATOR’S REPORT
10. PUBLIC INPUT: 15 Minutes

11. NOMINATIONS AND APPOINTMENTS
12. SCHEDULED APPOINTMENTS

13. 15 MINUTE RECESS

14. OLD BUSINESS
a. 14-101 Review of budgets and warrant articles: Vote on budgets and warrants.

15. NEW BUSINESS
a. 15-003 Auditor Contract Exiension
b.  15-004 Public Works Department — Highway Division — Assistant Crew- Chief job
description
c. 15-005 Town of Hooksett Safety Manual ~ new policy "Hot Works (Contractor)”
d. 15-006 Town of Hooksett Personnel Plan — new policy “Motor Vehicle Records”

16. SUB-COMMITTEE REPORTS
17. PUBLIC INPUT

18. NON-PUBLIC SESSION

Anyone requesting auxiliary aids or services is asked to contact
the Administration Department five business days prior to the meeting,



Revised: 01/20/2015

NH RSA 91-A:3 1l (¢} Matters which, if discussed in public, would likely affect adversely the
reputation of any person, other than a member of the public body itseif.

19. ADJOURNMENT

Public Input

1.

Two 15-minute Public Input sessions will be allowed during each Council
Meeting. Time will be divided equally among those wishing to speak, however,
no person will be allowed to speak for more than 5 minutes.

No person may address the council more than twice on any issue in any meeting.
Comments must be addressed to the Chair and must not be personal or
derogatory about any other person.

Any questions must be directly related to the topic being discussed and must be
addressed to the Chair only, who after consultation with Council and Town
Administrator, will determine if the question can be answered at that time.
Questions cannot be directed to an individual Councilor and must not be
personal in nature. Issues raised during Public Input, which cannot be resolved
or answered at that time, or which require additional discussion or research, will
be noted by the Town Administrator who will be responsible for researching and
responding to the comment directly during normal work hours or by bringing to
the Council for discussion at a-subsequent meeting. The Chair reserves the right
to end questioning if the questions depart from clarification to deliberation.
Councii members may request a comment be added to New Business at a
subsequent meeting.

No one may speak during Public Input except the person acknowledged by the

Chair. Direct -questions -or comments from the audience are not permitted -during

Public Input.

Anyone requesting auxiliary aids or services is asked to contact
the Administration Department five business days prior to the meeting.



TOWN OF HOOKSETT
PUBLIC HEARING NOTICE

The Hooksett Town Council will be holding a public hearing on Wednesday, January
28, 2015 @ 6:30pm at the Hooksett Town Hall - Council Chambers, 35 Main Street,
Hooksett, NH. The purpose of the public hearing is to discuss Proposed Ordinance 2015-
1;Trusiees of Trust Fund Ordinance. This notice is per Chapter 231:132-a of the NH
Revised Statutes Annotated, and section 3.6 of the Hooksett Town Charter. The full text
of the proposed ordinance is on file with the Town Clerk and via www.hooksett.org for

your inspection. Questions should be directed to the Office of the Town Clerk at 485-
9534,




PROPOSED ORDINANCE 2015-1

An Ordinance to Authorize the Hooksett Trustees of Trust Funds to Pay Fees for
Banks, Brokerage Firms, Portfolio Management Firms, and / or Investment
Advisors Related to the Management of Capital Reserve Fund Income.

WHEREAS, the State of New Hampshire amended RSA 34 by inserting Section 34:16 effective
July 26, 2014, which allows the governing body, which is the Town Council, to authorize
the Trustees of Trust Funds to charge fees for banks, brokerage firms, portfolio management
departments, and/or investment advisors against the capital reserve funds involved; and

WHEREAS, such authority shall remain in effect until rescinded, and no vote by the governing
body to rescind shall occur within 5 (five) years of the original adoption of this article; and

WHEREAS, the Trustees of Trust Funds held a meeting on October 14, 2014, and
agreed to support the adoption of this article,

NOW, THEREFORE, THE TOWN COUNCIL OF THE TOWN OF HOOKSETT ORDAINS
THAT the Hooksett Trustees of Trust Funds are hereby authorized to pay fees for

banks, brokerage firms, portfolic management departments, and/or investment advisors from
capital reserve income.



Staff Report
OKI Printer Donations

January 28, 2015

Background:

Tax Collector/Town Clerk utilizes OKI Microline 320 Turbo printers for town
portion only automobile registrations, automobile title applications and check
validation printing.

Weare, NH Town Clerk has made the NH City and Town Clerks’ Association
members aware that Weare has two (2) of these printers in used but gooed
condition available free of charge.

Fiscal Impact:

None.

Recommendation:

Recommend that the Town Council accept donation of two (2) used printers from
Town of Weare, NH municipal offices with an estimated replacement cost of
$342.00 each to be placed in storage as backup for automobile registration and
check validation use in Tax/Town Clerk office per RSA 31:95-¢, Il.

Prepared by:

Todd Rainier — Town Clerk

Town Administrator Recommendation: (xscc~

AL L)

Dr. Dean E. Shankle, Jr.
Town Administrator




Staff Report
Donation from the Friends of Kids Kaboose
January 28, 2015

Background:

The Town of Hooksett has a playground located at Donati Park called Kids
Kaboose. The playground was updated with new structures back in April of 2006
and is maintained by our Parks & Recreation Division. We have been offered a
donation according to RSA 31:95-b, 1l {b), from the Friends of Kids Kaboose, to
help assist in the upkeep of the playground.

Issue:

This is a group of residents who have played a big role in volunteering both their
time and finances to assuring the children and parents both in fown and the
surrounding towns have a safe and fun place to play.

Discussion:
The Friends of Kids Kaboose would like o donate a check in the amount of
$1,794.57 to the Hooksett Parks & Recreation Division, in order to help out with

clean-up and maintenance of Kids Kaboose, which is the playground located at
Donati Park.

Fiscal Impact:

There will be no fiscal impact, as it will be revenue for the Park & Recreation
Division to provide mulch and a picnic table for the playground.

Recommendation:
| recommend that the council accepts the monies according to RSA 31:95-b, il

(b), from the Friends of Kids Kaboose to assist in the clean-up and maintenance
of the Kids Kaboose playground.

Prepared by: Leo Lessard, Public Works Director

Town Administrator Recommendation: .., ...

YL

Dr. Dean E. Shankie, Ph. D
Town Administrator




Staff Report
Adopt-A-Family Donation
January 28, 2015

Background:
Per RSA 31:95-b, Ill (b) for such amount less than $5,000.00 Council shall post

notice in the agenda and shall include notice in the minutes of a Council meeting
in which such monies are discussed.

Issue:
To accept a donation of $25.00 to be used for the 2015 Hooksett Holiday
Assistance Program.

Discussion:
Hooksett resident, Edna Hemeon donated $25.00 to the Hooksett Family

Service’s Holiday Assistance Program. This donation is to be used for
purchasing items for families in need.

Recommendation:
Motion to accept the $25.00 donation from Edna Hemeon to the Hooksett Family
Service’s Holiday Assistance Program under RSA 31:95-b, 1l (b).

Prepared by:
Joy Buzzell, Family Services Director

Town Administrator Recommendation: ~sicacn

Dean E Shan;e, Jr.

Town Administrator




Staff Report
Adopt-A-Family Donation
January 28, 2015

Backaround:
Per RSA 31:95-b, 1ll (b) for such amount less than $5,000.00 Council shall post

notice in the agenda and shall include notice in the minutes of a Council meeting
in which such monies are discussed.

Issue:
To accept a donation of $1,990.36 to the Hooksett Family Services Department.

Discussion:

The Hookseit Police Association raised $1,990.36 through their Decem-beard
fundraiser in which the officers grew facial hair to raise donations. The Police
Association would like these donations to be used for Hooksett residents in need.
The donation includes two Target gift cards (totaling $166.86) and a check for
$1,823.50.

Recommendation:
Motion to-accept the $1,890.36 donation under RSA 31:95-b, 1t (b).

Prepared by:
Joy Buzzell, Family Services Director

Town Administrator Recommendation: get<ev

N

Dean E Shanide, Jr.
Town Administrator




AGENDANO. (27093
PATE: Ol /28 S
Staff Report

Independent Auditor’s Contract Extension
January 28, 2015

Background: The Town's Charter states in Sec. 5.9 Independent Audit, "At
least once every five years the Council shall request that such audits be made by
Certified Public Accountants other than those involved in such audits during any

of the previous four years.” Plodzik & Sanderson has performed the last three
independent audits for the Town.

Discussion: In 2012, the Town put this service out to bid and received three
proposals. For a three-year contract Plodzik & Sanderson bid $68,253, Graham
& Graham bid $148,565 and Melanson Heath & Company bid $87,750.

Plodzik & Sanderson perform approximately 150 municipal audits annually and
participated in the American Institute of Ceriified Public Accountants Peer
Review Program. A program designed to review systems of quality control and
complying with it to provide communities with reasonable assurance of
performing and reporting in conformity with applicable professional standards.

At this time | would recommend a 1-year extension with our current firm Plodzik
& Sanderson at a cost of $19,770 for the Town and $3,875 for Sewer fund.
While there are many benefits to changing auditing firms it is very time
consuming and costly, as new auditors need to review the basic financial building
blocks of the community, which can lead to failed audits.

The Hooksett Public Library and the Sewer Department are supportive of my
recommendation to extend Plodzik & Sanderson’'s contract for one more year.

Fiscal Impact: The Town’s budget for FY 2014-15 is $20,000.00.

Recommendation: Motion to approve the Chairman of the Board and the Town
Administrator to engage with the Plodzik and Sanderson, PA. fo perform the
Town’s independent audit for FY ending 2015.

Prepared by: Christine Soucie, Finance Director

Town Administrator Recommendation: e -

(0244

Dr. Dean E. Shafkle
Town Administrator
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December 2, 20-14' -

i To the Memheis o'f:th'e Town Council

and Mr. Dean Shankle, Town Admrnlstrator
Town.of Hooksett-~ -
Town Hall, 35 Main Street -
Hooksett NH 03106 .

‘Dear Members of the Town Counc1l and Mr Shankle .

- We are pleased to conﬁrm our understandmg of the services we are to prov1de the Town of Hooksett for the :

- fiscal year ended June 30, 2015. We will audlt the ﬁnanclal statements of the governmental activities, the
busrness-type activities, the major fund, and aggregate remammg fund information, including the relatéd -
notes to the financial stafements, whtch collectively. comprise the basic financial statements of the Town of
Hooksett as of and’ for the ﬁscal year ended June 30, 2015, Accounting standards generally accepted in the

~ United - Statés  of - Ammerica provrde for cértain requu’ed supplementary information (RSI), such as .
Management s Drseussron and Analysxs (MD&A), to supplement the Town of Hooksett's basic financial
statements.- Such’ lnformatlon although not-a. part of the basic. financial statements;- is requtred by. the
Governmeérital Accountrng Standards Board who considers it to be an essential part of financial reporting for
ptacmg the basic financial statements in an appropnate operatlonal economic, of historical context. As part -

~ of our, _engagement, We. will apply cértain hrnlted proéedures 1o the Town of Hooksett’s RSI in actordarice’
- with auditing” standards generally aceepted in thé United Statés of America. These limited procedures will -
.. consist of i 1nqutr1es of management regarding the methods of preparing the information and comparing the

~ information for. con51stency with management 5 responses to our inquiries, the basic financial statements, and -

othér knowledge we obtamed duung our audlt of the basrc “financial statements. We will-not express an. - ’

" opinjoeri or provide any. assurance on the mforrnatron because the limited procedures do not provrde u§ with -

. -sufficient-évidence to express ‘an opinion or prowde any assurance. The following . RSI is requrred by

generally accepted acootmtmg prmelples and w111 be sub_]ected to- certaln limited procedures but er not be :
auchtecl - L . e

1) Management ] Drseusslon and A11aly51s o R
2) "Schedule of Fund Progress for Other Postemployrnent Beneﬁt Plan

’ 3 Schedule of Fundlng Progress for the Publi¢ Employees Retnement System

We Tave also beén: engaged to report on supplernentary lnformatron other than RSI that acr;ompames the :
Town of Hookséft’s financial Statements: - We: will subject the followmg supplementary information to the.

' audttmg procedures applied in our audit of the financial statements and cértain addltlonal procedmes

mcludmg comparmg and- feconciling such’ mformatton directly to - the underlymg accounting and other

.records used to: prepare the ﬁnancraI statements or- {o the financial statements ‘themselves, -ind -other - '

additional - procedures in aoeordance with audltmg standards generally accepted in the United- States of
Amerlca -and we will provide an opinion on if in relation to the: financial statements as: a whole ina report.
cornbmed w1th our auditor’ 5 report on the fmanclal statement

1) Combmmg Fund. Schedules
2) Indwrdua[ Fund Schedules

Audlt Ob;ectlve

The ob_]ecttve of pur. audlt is the expresston of opuuons as to whether your ﬁnanctal ‘statements are fairly
_ preserited, in all material respedts, in. conformity with generally accepted accounting: principles and to report
~on the fairness. of the supplementary information referred to in the second paragraph when considered iri-
relation to the finanéial ‘Statements- as a whole. Our audit will be conducted inaccordance with audrtmg

- standards genetally accepted in the Utited’ States of America and will include tests of the accountmg records

PLODZIK & SANDERSON

Professional Association | Accountants & Auditors

193 North Main Strect + Conrord- » Mew Hampshire « 03301-5063 « G03-225-6396 + rax-224-1380



Town of Hooksett
December 2, 2014
Page 2

- and other procedures we consider necessary to enable us to express such opinions. We will issue a writien report upon
" completion of eur audit of the Town of Hooksett’s financial statements. Our report will be addressed to the Town Council of
the Town of Hooksett. We cannot prov1de assurance that unmodified opinions will be expresséd. Circumstances may. arise in
~ which it is necessary for us to modify our opu:uons or add -emphasis-of-matter. or* other-inatter paragraphs. If our opinions on

 the financial statements ate other than unmodified, we will-discuss the téasons with you in advance. If; for any reason, we ar¢

unable to complete the andit or are unable to form or have not fet:med opunons we may decline to express oplmons or may
RS w1thdraw from this. engagement - \

 ‘Management ReSponsibilities

: Management is responstble for the ba51c ﬁnancral statements and all’ accompanymg information as well as all representations -
contained therein.  You agree to assunie all maniagement responslbllmes for any nonattest serviges we provide; oversee the.

services by designatitig an md1v1dual preferably {from. senior management, with suitable skill, knowledge, or experience; -

evaluate the adequacy and results of'thie. serv1oes and accept responsrbrhty fol theni.

Management is responsrble for estabhshmg and mamtammg effectwe internal contr ols _including monitoring ongomg actlvmes
for the selection and application of accounting’ prmcrples and for the _preparation and fair presentatlon of the ﬁnancral
 statements in conformlty wrth us. geneially accepted accountmg prmcmles ' '

Management is also 1espon31ble for makmg all’ ﬁnanctal records and related information avarlable o us and for the accuracy -

and- completeness of that information. . You: are. also responsrble for- prowdmg us with (1) dccess io all mformatlon of which

© you are aware that is relcvant to the preparatron and. falr presentation.of the- ﬁnanclal staternents, (2) additional information that
we may request for the purpose of the audit, and (3) unrestrrcted access to persons W1thrn the govermnent from whom ° we

determine it necessary to obtdin audlt evrdence ' e : .

"Your responsmrhtles mclude adjustmg the fmancral statements o conect materral mlsstatements ‘and conﬁrmmg to us in the

- managemerit reprcsentatron letier. that: the*effects of any uncorrected - misstatements, aggregated by us during the current -

engagement and pertaining to the 1atest perlod presented are: tmmater]a] both md1v1dually and in the aggregate to the ﬁnanclal

. ,statements taken asa whole:

) -You are responsnble for the desrgn and 1mplementat1en of pr ograms and controls to: prevent and detect fraud, and for mformmg

- us about afl known ot suspected ﬂaud affecting the government mvolvmg (30 management (2) employees who have srgmﬁcant _ '
.roles in- internal -control, and . (3) others where the- fraud could. have 4 material effect on. the financial statements. Your. -

responsibilities inclide mformmg us of your knowledge “of any allegatrons of fraud or suspected fraud aﬁ"ectmg the

" government received in communtcatrons fiom employees formier employees, regulators, ot others. . In addmon you are

'responsrble for 1dent1fymg and ensurmg that the government comphes wrth apphcable laws and regulations.

B You are respcnsrble for the preparatlon of the supplementary mformatton in. confor rmty with - 171.S. generally acceptcd
- accounting principles. You! agree 10 in¢lade our report on the supplementary mformatlon In any document that contains and
- indicates that we have reported o the supplementary information. - You also agree to. make the audited financial statemients
" readily available 16 users of the supplementary mformatron no:later than the date the sapplementaiy 1nformat1on is lssued with
our report thereon. - Your respon51b111t1es include’ acknowledgmg to us-iri the’ representatlon letter that (1) you are responsible .

for presentation of the supplementary ‘information’in‘ accordance ‘with GAAP; (2) you believe the supplementary information, -
: mcludmg its form and content, is fairly presented in accordance with GAAP; (3) the métheds of measurement ar presentation

have-not changed from those- used in the prior, perlod {or, if. they have changed, the réasons for such changés); and (4) you have
.. disclosed to us-any srgmﬁcant assumptlons or mterpretatrons unde1 lymg the measurement or presentatron of the supplementary
- mforrnatton : . :

" Audit Procedures—General

. An audit includes examiniiig, on a test basrs evrdence supportmg the amounts and disclosures in the financial statements

_ .~ therefore, our audit will involve Judgment about the number.of transactions to be examined and the areas to be tested. An audit

also. includes evaluating the apprepriateness of accounting policies used and the reasonableness of significant accounting -
estimates made by inanagement, as well as evaluatmg the overall presentation of the financial statements. We will plan and
perform the audit to obtain reasonable rather than absolute assurance: about whether the financial statements are free of material
misstatement, whether from (1) ertors, (2) fraiidulent financial reporting, (3) misappropriation of assefs, or (4) violations ef
laws or governmental regulations that are attributable to the government or 10 acts by management or employees actmg ot
behalf of the government. ‘
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Because of the inherent limitations of an audlt combmed w1th the mherent limitations of internal control, and because we wrll
not perform a detailéd examination of all transactions, there is a risk that material misstatéments may exist and not be detected
* by us, even though the audit is properly planned and performed in accordance with U.S. generally accepted auditing standards.
In addition, an audit is not designed to detect immaterial misstatements; or- violations of laws or governmental regulations that-
do"not have a direct and material effect on the financial statements. However, we will inform the appropriate level of
-management of any material errors, any fraudulent financial reporting, o misappropriation of assets that come to our attention.
We will also inform the appropriate level of management of any violations of laws or governmental regulations that come to
our aftention, unless clearly inconsequential. -Our responsxblhty as auditors’ is limited to the period covered by our audit and
_ does not extend to any later perlods for which we are not engaged as auditors.

Our procedures will include tests of doeumentary evrdenee supporting the transact1ons reeorded in the accounts, and may

include tests of the physical existence of invéntories, .and direct conﬁrmauon of receivables and certain other assets and

liabilities by correspondence with- selected 1nd1v1duals funding Sources, creditors, and financial institutions. We will request

written representations from.your attorneys as part of the engagement and they may bill you for responding to this inquiry. At '

-the conclusion of our audit, we w1ll 1equ1re eertam wr1tten representatlons from you about fhe financial statements and related
'matters - - )

' Aud{t Procedures—[nternal Control

Our audit will include obtaining an understandmg of the government and 1ts envn'onment mcludmg Lnternal control, sufﬁment .

- 0. assess the rrsks of material misstatement of the fmancral statements and to design the nature, timing, and extent of further
" audit procedures An audit is. not de51gned to provrde asstrancé on inferngl-control or to identify deficiencies in internal -
control. However, during the audit, we will commimicate to management arid those charged with governance 1nternal control
related matters that are requlred to be commumeated under AICPA professmnal standards

: -Audlt Procedures——Cempllanee :

_AS part of obtammg reasonable assuranoe about whetbe1 the ﬁnanmal statements are free of materral m1sstatement We. will"

- peiform tests of the Town of Hooksett's eompllanee w1th the provisions of - appheable laws regulations, confracts; cand’

o ~agreements. ‘However, the ob_]ectlve of our. audlt w1ll not be to provlde an opnuon on overall cornphance and we wr]l not
: express such an opinion.. S ST . '

: Engagement Admmlstratmn, Fees, and Other R .: N 5'_- SRR,

- We understand that your employees wrll prepare all eash or other conﬁrmatrons we request and w1ll locate any documents o
selected by us for testing. T - , : . : : .

s The audlt documentation for thrs engagement 1is the property of PlOClZ].l( & Sandetson Professronal Assocratron and eonstrtutes
confidential information. However sub_]ect o applleable laws, and regulations, audit’ documentation and appropriate
: 1ndw1duals will be made available upon request and ina t:mely manner fo a Regulator or its desrgnee We will notify you of

- any such’ request., If requested, access to such audit doeumentafron will be provrded under the supervision- of Plodzik & . -

Sanderson Professiondl Association personnel " Furthermore, -itpon request, we may -provide eoples of selected audit ,-

-documentation to a Regulator or its demgnee The Regulator of its designee may Jntend or deelde to distritiute the copies. or
: mformatlon contamed therem to others, mcludnlg other govemmental agencles -

We expect to begm our audlts in faté August to early September and to- 1ssue our repoﬂs no later than the ﬁrst of January.

-~ Sheryl A. Pratt, CPA is the engagernent partier- and Is. respon51ble for supervmmg the engagement and s1gnmg the report or
-authorrzmg another individual to. srgn it, . : :

“Our fees for these services is estimated to be! $19 770 for the Town audrt $3 875 for the preprxetary fund audit, and if
necessary $3,300 for the audit in- accordanee with OMB Cchular A-133 for the fiscal year ended June 30, 20 15. These fees are
approximate and will be billed based on achial tifne spent on the audit. _Oul invoices for these fees will be rendered each month
as work progresses and are payable on presentation. The above fees are based on anticipated cooperation from your persomnel
and the assumption that unexpected circumsiances will not be encountered during the aiidits. If significant additional time is
‘necessary, we will discuss it with you and arrive ata new fee estimate before we incur the additional costs. '




T Governance 31gnature
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- We appreciate the opportunity to be of service to the Town of Hooksett and belie#e this letter accurately summarizes the

significant terms of our engagement.. If you have any- questlons please let us know..

7 engagement as descr;bed in thIS letter, please 51gn the enclosed copy, and retufh it to us.”

. Sincerely,

W Q-w&a@&mmm .

,PLODZLK 'SANDERSON
Professional Association

-'RES-PONSE-E
This letter correetly sets forth the understandmg of the T own of Hooksett -
Management sxgnature

Title: __
Date.

Tiile: _
- Dater - - -

If you agree with the terms of our



of .
Staff Report AGENDA NO: WA «Qfﬂ“

Assistant Crew Chief Position for 7% ©1/Z8~%—
Department of Public Works, Highway Division
January 28, 2015

Background:

The DPW has three main Divisions which consist of Highway with 8 positions
and a Crew Chief; Parks and Recreation with 6 positons and a Crew Chief; and
Building Maintenance with 3 part-time positions and a Crew Chief, and when
needed will use someone from Highway if available.

Issue:

The Depariment is a union based operation, which is AFSCME 93. With this
union, a union employee cannot discipline or give orders to another union
employee; it can only come from a non-union body. The Parks Division has an
Assistant Crew Chief to help out in this situation. This is helpful for when the
Crew Chief is occupied doing other tasks, the union employees are being
overseen.

Discussion:

The Highway Division needs an Assistant Crew Chief like Parks has. This would
help out tremendously in day to day on-site operations, as it does with Parks.
This is what | propose, with the existing Heavy Equipment Operators position
currently open, it would be feasible to replace that position with the Assistant
Crew Chief position. This will not be adding any personnel but giving the Division
much more than an Operator to help Management. This would be a non-union
position.

Fiscal Impact:

The fiscal impact should be nothing at this point. | would like to start the position
at what the Operator pay was at the time of vacancy. Once this person passes
his probation, then adjust pay as | see fit with shown accomplishments.

Recommendation;

| would like council to approve the Assistant Crew Chief position for the Highway

Division to help in Management, as we have in Parks with an Assistant Crew
Chief.

Prepared by: Leo Lessard, Public Works Direcfor

Town Administrator Recommendation: /gcze

AV 74

Dr. Dean E. Shankle, Ph. O
Town Administrator




Town of Hooksett Job Description
Public Works Department
Highway Division
“Asgsistant Crew Chief”

Date: January 2015

General position Description: This position works in a supervisory capacity and performs routine wark
of semi-skilled or skilled tasks in the maintenance, repair, construction and rebuilding of roads, drainage,
and public facilities. This job description is meant to be llustrative and is in no way all-inclusive. It shall
be used as a tool or guide in the job performance of the employee it applies to.

Accountability: Reports to the Highway Division Crew Chisf

Equipment Used: Hand and power tocls, heavy and light construction equipment, pickup trucks, dump
trucks, motor vehicles, backhoe, loader, computer hardware, office equipment, etc.

Environment: Inside: 10% Qutside: 90%

Duties and Responsibilities: Except as specifically noted, the following functions are considered
wssential to this position.  The following are indicative of the duties and responsibilities associated with
this position, but are not intended to be all-inclusive.

Perform routine supervisory tasks.

Assign manpower and equipment to perform construction projects.

Assist in estimating material requirements and acquisition for varied projects.

‘Schedule manpower and equipment for routine maintenance work of roads and public buildings.

Respond to complaints from residents and other departments.

Meet with the Highway Crew Chief to discuss projects, manpower, equipment, scheduling, and

employee problems.

Receive and disseminate information from other departments.

s During absence of the Highway Division Crew Chief, receive and disseminate information from
cther departments.

» Perform ali assignments including equipment operation, snow plowing/removal, lahoring, and
other work tasks as assigned by the Highway Crew Chief.

¢ Work on and perform a variety of fasks in connection with the maintenance and construction of
sidewalks and roads.

» Supervise the attachment and removal of snow plows and associated equipment from vehicles.

Assist with or operate trucks with front plow and wings, and other equipment for snow removal

and other seasonal clean up operations, on an emergency and seasonal hasis.

Be familiar with and execute safe work procedures associated with assigned work.

Train employees in safe work procedures.

Perform driveway inspections.

Be available 24 hours per day to meet emergency situations.

Perform all other Yuties as deeimned netessary and appropriate.

Support: Support the Public Works Director in all operations of the Department.
Financial Data: Assist as nesded with specs, bids, equipment, street signs, caich basins, efc.
Computer Operation: Email, memos, reports, etc.

Cognitive and Sensory Requirements:
» Vision: Necessary to perform job effectively and safely.




Public Works Department — Highway Division Crew Chief

s Hearing: Necessary for receiving instructions and safety.

s Speaking: Necessary for communicating with co-workers, officials, the public, etc.

* Taste & Smell: Necessary for detecting fumes and gases and other smells which indicate a
hazard a proper safety function.

e Dexterity. Necessary for operating equipment, handwriting, computer hardware operations, etc.

s Mobility: Needed to walk around the department locations, job sites, and different locations as
required.

Physical Requirements:
Lift up to 10 pounds: constantly required.

Lift 111025 pounds: frequently required.

Lift 26 to 50 pounds: frequently required.

Lift over 50 pounds: occasionally required. Assistance may be available.
Carry up to 10 pounds: constantly required.

Carry 11 to 25 pounds: frequently required.

Carry 26 to 50 pounds: frequently required.

‘Carry over 50 pounds: occasionally required. Assistance may be available.
Push/Puil: frequently required.

Reach above shoulder height: occasionally required.
Reach at shoulder height: constantly required.
Reach below shoulder height: frequently required.
Balance: regularly required.

Sit four plus total hours-per-day.

Stand: six plus total hours per day.

Walk: four plus total hours per day.

Twisting: occasionally required.

Bending: frequently required.

Crawling: rarely required.

Squatting: rarely reguired.

Kneeling: rarely required.

Crouching: rarely required.

Climbing: occasionally required.

Hand Manipulafion:

Grasping:. constantly required.

Handling: constantly required.

Torgue: occasionally required.

Fingering: frequently required. _
Controls: Hand and power tools, light and heavy equipment, motor vehicles, office equipment,
engineering tools, atc.

Work Surfaces: Inside and outside surfaces. Equipment and vehicle interiors and exteriors. Rough,
harsh, dangerous, wooded, flooded, ground surfaces and/or areas. Grass, dirt, gravel, mud, asphalt,

concrete, linoleum, ceramic tile surfaces. Rain, snow, sleet, hail, ice and flooded areas and surfaces.
Vertical and horizontal step surfaces.

Summary of Occupational Exposures:
+ tong periods of exposure to sunlight, wind, snow, rain, and extreme temperatures.
s May be exposed to bacteria, paint, solvents, hydraulic fluids, fertilizers, fuels, and herbicides.
e May be exposed to poison ivy, oak, or sumac, and insects such as wasps, hornets, bees, etc.

Other Training, Skills and Experience Requirements:
» Five years supervisory experience in road or related construction.

» Five years experience in operafing heavy equipment.
» Five years experience in estimating and field layout, i.e. grade stakes, elevations.



Public Works Depariment — Highway Division Crew Chijef

Effective leadership and communication skills to include the effective motivation of employees.
Shall be a capable heavy equipment operator and a skilled road supervisor.

« Work assignments may be of a repetitive nature. Once learned, can be executed under general
supervision.

+« ‘Work may be frequently checked by the Public Works Directorto sngure acturaty snd
completeness of assignments.

+ Any eduivalent combination of education and experience, which demonstrates possession of the
required knowledge, skills, and abilities.

License/Certification Requirements:
o  Valid NH CDL-A or B drivers license.
* High school diploma or G.E.D.
* Any equivalent combination of education and experience, which demonstrates possession of the
required knowledge, skills, and abilities

Schedule: Monday through Friday, 7am — 3:30pm. Overtime if and when needed or required. Must be
available 24<hours a day.
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Staff Report

Policy on Cutting, Welding, and Hot Work Operations
January 28, 2015

Background: The Town of Hooksett currently has a welding policy, which is listed in the
Safety Manual on page 72, section 1403.63 and 1403.84, and was last amended by Town
Council on October 9, 2013, which only refers to Town employees. We are adding a new
policy and permit to include Cutting, Welding, and Hot Work Operations on projects that are
performed by outside contractors within the town.

Issue: | would like to add this new policy and permit fo the existing Town of Hooksett's Safety
sent the policy along with the permit over to them for their approval. Upon reviewing the final
draft, they have acknowledged their recommendations as being complete. | would like the
Town Council to approve this new policy and permit that have been drafted.

Discussion: | am requesting the Town Council to approve the new policy on Cutting,
Welding, and Hot Work Operations for outside contractors performing work on projects within
the town, along with the permit to be added the Town of Hooksett’s Safety Manual. This policy
has been put in place by a recommendation from our property liability insurance company,
Travelers, so that outside contractors have guidelines to foliow to insure the safety of
individuals and town property while work is being performed.

Fiscal Impact: None

Recommendation: | recommend the Town Council approve the new policy and permit on
Cutting, Welding and Hot Work Operations for projects that are performed by outside
contractors within the town, which will be added to the current Town of Hooksett's Safety
Manual.

Prepared by: Leo Lessard, Public Works Director

Town Administrator’s Recommendation: ¢etece—

VIR,

Dr. Dean E. Shankl¢ Jr. Ph.D.
Town Administrator




Cutting, welding, and hot work
operations

Cuiting, welding, and other hot work operations using portable equipment, presents a severe
hazard, because these operations introduce ignition sources into random areas of the facility.
The National Fire Protection Association (NFPA) estimates that approximately 6 percent of all
fires in industrial properties have been caused by improper procedures or equipment use during
hot work operations. With strong support by management and trained employees, these
procedures can help to control this exposure.

Hot work basics

Hot work is defined as any operation that generates heat, sparks, or a flame. Fires caused by hot
work operations routinely result from sparks or molten globules of metal that roll great distances
or fall through cracks onto unseen combustibles. The combustible material smolders and
eventnally bursts into flames, sometimes after work has ended and employees have left the area.
Sometimes the heat or flame directly ignites combustible or flammable materials located too
close to the hot work operation.

The common reasons for fires caused by cutting, welding, and hot work operations are:

Inadequate preparation of work site

Defective equipment

Ouiside contractors failing to comply with “hot work™ precautions

Poor housekeeping

Conducting operations in areas where the sprinkler protection is shut off

Failure to maintain fire watches or to provide adequate fire extinguishing equipment

It shall be the duty and responsibility of the contractor performing any cutting, welding, or hot
work to comply with the safety provisions of the National Fire Protection Association’s National
Fire Codes pertaining to such work, and the contractor shall be responsible for all damages
resulting from a failure to so comply.

Ideally, all hot work operations should be conducted in designated, properly safeguarded areas,
such as maintenance shops or a detached outside location. When work cannot be moved into the
maintenance shop, a hot work permit must be obtained before any hot work can be conducted.
The permit should only be issued after a trained supervisor has assessed the area and the
supervisor has vetified that all safety precautions are being taken.



Selection and respensibilities of a supervisor

Hot work operations must be strictly monitored if fires are to be prevented. Management should
appoint a responsible person to closely supervise the use of all hot work equipment. The
person(s) assigned to oversee the hot work program must be thoroughly familiar with hot work
processes and the hazards of the areas where work will be performed. They also must be able to
determine the precautions that must be taken for the work to be completed in a safe manner. The
success of the program will depend on the training and knowledge of those who implement the
permit system,

Before cutting or welding is permitted, the assigned supervisor must inspect the area to verify
that atl fire precautions hrave been taken. The inspection should start with a simple question, “Is
a hot work operation necessary to complete the work?” Many times welding and flame cutting
are used because it is fast and easy even though other safer methods, such as mechanical
fastening and sawing, could be used. If hot work is not absolutely necessary, it should not be
permitted, especially in hazardous areas. Upon verifying that the precautions listed on the permit
were implemented, the supervisor can sign the permit and give-it to-the - welder.

No work should be allowed to begin without a properly signed permit at the job site. The
supervisor should keep a copy of the permit as a reminder of the project. If the work will
continue for more than one shift, a new permit should be issued for the next shift. If conditions
cannot be made safe, the supervisor should insist-on-other methods te-complete the maintenanee
request. Listed below is a brief overview of the safety features that must be verified or
implemented before the supervisor will authorize the cutting/welding permit.

Precautions

To extinguish any fires that may start, provide a fire watch for the involved area and include
tours of the floors above and below. The fire watch should be continuous during the hot work
operations, during lunch breaks, etc., and continue for at Ieast half an hour after the work has
been completed. If the hot work ends near the time of a shift change, arrangements should be
made for the patrols to continue into the next shift.

The fire watch staff should be equipped with an adequate complement of portable extinguishers
and/or charged small hose lines and must be trained in their use. They also should know how to
sound a fire alarm. Welding, cutting, or other hot work should not be allowed in any building
where sprinklers are out of service.

Use only equipment that is in good condition. Valves, regulators, hoses, and torches should be
thoroughly checked. Before beginning, secure the gas cutting and welding cylinders so they will
not be upset or damaged, and verify that the protective caps are on all cylinders not in use.

When using electrical arc welding equipment, the ground clamp can be a source of ignition. The
ground clamp should be carefully connected close to the work so that it can be easily observed.



Precautions (Continued)

Within 35 feet of the work area:

Prohibit hot work until surrounding floors have been swept clean.

I floors are of combustible construction, they should be adequately protected to prevent
ignition.

Remove all flammable liquids from the area and clean up any oily deposits.

Move combustibles at least 35 feet from hot work operations, If combustibles cannot be
moved, they must be protected by metal guards or by flameproof curtains or covers. Do
not use ordinary tarpaulins.

Prohibit hot work until all wall and floor openings within 35 feet of the operations have
been tightly sealed or otherwise protected with metal guards or flameproof tarpaulins,

Work on walls and ceilings

Do not work on combustible walls or ceilings, or those containing combustible insulation.
Combustibles on the other side of the wall should be moved away so any heat that is
transmitted through the wall cannot ignite the combustibles.

When working on ceilings or upper levels of process equipment, fire resistant tarpaulins
should be suspended beneath the work area to collect sparks.

Work on enclosed equipment

Before working on enclosed equipment, remove any combustible residue from its

inferior. When working on duct systems, in addition to removing combustible residue
from its interior, also remove any combustible screens or dust bags.

Prohibit hot work in or on vessels containing flammable or combustible contents or
residue, until they have been completely cleaned and purged or inerted, and verified
vapor free by combustible gas detectors. If there is a chance of a gas vapor release during
the hot work operations, use gas detectors to constantly monitor the area.

Final check-up

After the hot work 1s completed, the welder should sign off on the permit and return it to
the supervisor.

The supervisor should return to the scene within two to four hours after the work has
been completed to check the area. After this final check, the supervisor signs off on the
permit and needs to bring it back to the Hooksett Department of Public Works, and be
kept on file for review by a Travelers Risk Control consultant.



HOT WORKS OPERATIONS PERMIT

APPLICATION DATE:

You are hereby given permission to weld or to flame cut, per the National Fire Protection Association’s
National Fire Code, for-the purpose of:

on (date): at (time): . Work is te be performed in
accordance with the Cutting, welding, and hot work operations policy, with special precautions as noted
below:

Check here if continued on another sheet

Fire Watch Personnel is: Phone #:
Permit is valid if signed by the Hookseit Public Works Director, and expires on;

Date
I hereby agree to perform the work in accordance with the Cutting, welding, and hot work operations
policy, and the above-stated special precautions.

Supervisor’s Signature Date
Supervisor’s Address Phone #
APPROVED:

Public Works. Director Date

The following Departments have been notified of the above hot work operations and have indicated their
approval below:

Palice Department Fire Department

This monitoring must be done by the immediate Supervisor, and the Fire Watch Personnel designated

above. Also, this permit needs to be signed off on when the work is complete and brought back to
Hookseit DPW to be kept on file.

Welder’s Signature Date and time

Supervisor’s Signature Date and time
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Staff Report
Town of Hooksett (Town)

Personnel Plan — Employment Driver's Records Checks

January 28, 2015

Backqground:

Currently the Town completes background checks for driver’s records as a pre-
employment condition for all hires. Employecs who are then hired and operate Town
heavy machinery or vehicles are placed-on-cither a2 DOT (CBI~B)-or Nen-DOT list.
These employees are then in a pool with the Town consortium who conducts a quarterly
random drug/alcohol testing based on a percentage of employees. At the request of the
Town’s property-liability carrier, Travelers Insurance, a new policy should be created to
conduct annual Employment Driver’s Records Checks.

Proposal:

I would propose that the Town adopt a policy for completing qua,rtérly background
checks for driver’s records for those employees listed on the above-captioned DOT and

Y of each list each quarter so that all employees (not a percentage) on these lists are
completed by year’s end. The year is defined as January 1 to December 31%. An
employee would have one driver’s records check per year unless there was reasonable
cause/suspicion to complete more.

Fiscal Impact:

There would need to be additional funds in the Administration line item Employment
Testing #100.4130-298.000 to cover the $15.00 per employee driver’s records x 112
employees (28 DOT & 84 Non-DOT) = $1,680.00.

Recommendation:

Recommend that the Town Council adopt Town of Hooksett Personnel Plan Section 4.

Workplace Conduct new policy Employment Driver’s Records Checks effective January
28, 2015,

Prepared by:

Donna Fitzpatrick, Administrative Services Coordinator

Town Administrator Recommendation: ¢s#tee?~ ” W
L

Dr. Dean E. Shankle, Jr.
Town Administrator




TOWN OF HOOKSETT (TOWN) PERSONNEL PLAN

SECTION 4, WORKPLACE CONDUCT

Employment Driver’s Records Checks. The Town is committed to providing an environment that is
safe to both its employees and the community it serves. In doing s0, as a condition of employment,
employees who operate Town heavy machinery/equipment or vehicles are placed on either a DOT (CDL-
B)orNon-DOT list. These are-the-same-lists within-the Town's Personnel Plan Section 4. Workplace
Conduct - Drugs and alcohol in the workplace and testing. On a quarterly basis Administration/Human
Resources will select ¥ of employees on each list noted above for each quarter fo conduct Employment
Driver's Records Checks. All active employees on these lists will have one driver's records check per

year unless there was reasonable cause/suspicion to complete maore. The year is defined as January (e
to December 31

If violations are found in the employee’s annual driver's records check, the employee may be required to
complete safe driver training(s) as it relates to the violation. Violations resulting in endangering the safety
of others may resulf in an employee loss of operating Town heavy machinery/equipment or vehicles on a
temporary or permanent basis.

Reasonable causefsuspicion includes but is not fimited to personal and contemporaneous observation of
specific-behaviors or-performance or-physical characteristics which indicate that an employee Tmay be
unfit for duty to operaie Town heavy machinery/equipment or vehicles. The Town reserves the right to
require any employee to submit to a fithess for duty exam when there is reasonable basis o believe that
the employee may be otherwise unfit for duty.

Refer to the Town of Hooksett Safety Manual and departmental operation procedures for additional
criteria-on-safely-operating-heavy-machinery/equipment and-vehicles.



