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    WWeellccoommee  ttoo  CCiittyy  HHaallll    
  

As the proud Mayor of the great City of New Britain, I recognize 

that we can only fulfill our goals and objectives with the dedicated 

work of our most important resource – our employees.  

If you are a new employee, congratulations, and welcome to our 

team. If you are a current employee, I appreciate the contributions 

you make every workday to provide the best services to our 

residents and visitors.  

The strength and vitality that the City of New Britain enjoys today is 

due in no small part to the many contributions you make. The city 

benefits greatly from the dedication and professionalism that each 

of you bring to the workplace. Your unique skills and talents are 

vital to our everyday success and your contributions will help us to 

provide services of the highest quality to our customers.  

Our goal is to operate our city government in a professional, customer-focused, trustworthy and 

transparent manner. To accomplish that goal, I would ask each employee to do his or her best 

work every day and to work as a team to foster a supportive and cohesive work environment. 

I am committed to providing our employees with a diverse, professional and safe workplace. We 

have a high value on customer service; this is something more than just what you offer, 

customer service is an attitude and one that all employees should share.  I take great pride in 

providing our employees with the resources they need to be successful and build a strong team. 

As one of those resources, this handbook is meant to serve as a ready guide about our culture, 

how we conduct business, and what you can expect, as we work together to provide exceptional 

and professional government services to our community. I rely on your commitment to the team 

and your dedication in serving our customers. In joining our workforce here at City Hall, I trust 

you will share these core values with me.  

Welcome to the team! 

Sincerely, 

 

 

Erin E. Stewart 

Mayor 
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SECTION 1: INTRODUCTION 

 

1.1 A Note from Corporation Counsel   
 

This Handbook is intended as a guide for City of New Britain employees regarding the 
City’s personnel policies and benefits.  It is important to note not all employees are 
entitled to the benefits set forth in this handbook.  Most benefits set forth herein apply 
only to full time permanent employees.  This Handbook is not intended to be 
comprehensive or to address all the possible applications of, or exceptions to, the 
general policies and procedures. It also is not intended to replace or supersede any 
collective bargaining agreement or the Rules of the Civil Service Commission.  You 
should read and become familiar with the terms of your collective bargaining agreement 
as well as the Rules of the Civil Service Commission.  Union employees are also advised 
that if a conflict exists between this Handbook and your collective bargaining 
agreement, your collective bargaining agreement typically, but not exclusively prevails.   

This Handbook is provided for informational purposes only and should not be 
interpreted as a promise or guarantee to handle a situation in any particular way.  It 
does not constitute a contract between the City of New Britain and its employees, and 
should not be construed as such. No provision or portion of this Handbook constitutes 
an implied or express contract, guarantee, or assurance of employment or any right to 
an employment-related benefits or procedure.   

The policies and practices referenced in this Handbook may be changed or amended at 
any time, as necessary. Most policy statements in this Handbook have been paraphrased 
for brevity.  Employment by the City of New Britain is not for a definite term and may be 
terminated by the City of New Britain or by the employee at any time, pursuant to law or 
in accordance with any applicable collective bargaining agreement. 
 

- Office of Corporation Counsel 
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1.2 EMPLOYEE RESOURCES 

A: Helpful Contacts- Telephone Directory 

B: Where Can I Find a Copy of My Contract? You can obtain a copy of your 

contact from your Union President and/or the Human Resources Department. 
C: City Hall Flow Chart-Here 

 

 

SECTION 2: HOURS OF WORK 

 

2.1 HOURS OF WORK 

 
Standard business hours for City Hall are 8:15 a.m. to 4:00 p.m. with a minimum of 7.25 
hours of work per day and 36.25 hours of work per week.  Hours of work vary based 
upon assignment.  Please refer to your collective bargaining agreement for your specific 
hours of work.  

 
2.2 DOCUMENTATION OF HOURS OF WORK 

All employees are expected to work the requisite amount of hours per day or take 
accrued leave for any time not at work.   
 

2.3 INCLEMENT WEATHER AND EMERGENCY CLOSINGS 

Employees generally are expected to report to work as assigned and make every 
reasonable effort to arrive on time whenever there is inclement weather.  Employees 
should not assume that the City will open late, close early or close in general as a result 
of inclement weather, but rather should assume that the City will be open for regular 
business hours. For the purpose of this section essential personnel includes: Public 
Works, Police, Dispatch and Fire uniform employees.  Nonessential personnel are all 
other City employees.  If severe weather conditions prevent non-essential employees 
from coming to work or arriving on time, you must notify your supervisor as soon as 
possible.  If you are unable to report to work due to the severity of the weather or other 
emergency, your absence may be excused upon the recommendation of your supervisor, 
and you will be charged personal, or vacation leave. Essential employees who are needed 
for public safety or emergency situations must report to work as directed by their 
supervisor. It is the City’s policy that no additional compensation or time off will be 
given to essential employees for the hours they worked that non-essential employees 
were excused.  

file://///ci.new-britain.ct.us/conb/MayorsOffice/Contact%20Lists/NBTelephoneDirectory%20(2).pdf
file://///ci.new-britain.ct.us/conb/MayorsOffice/Employee%20Handbook/City%20Hall%20Flow%20Chart%209-7-16.docx
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SECTION 3: WORKPLACE STANDARDS 

The City would like to ensure orderly operations and provide the best possible work 
environment. Please follow the following rules of conduct while on city premises, 
attending city functions, or otherwise performing work-related activity.   

3.1 SAFETY 

 
While the City cannot guarantee to protect any employee from willful or reckless acts by 
third parties or other employees, preventing workplace accidents and ensuring a safe, 
clean, and healthy work environment for employees and visitors is of the utmost 
importance. All employees are expected to comply with applicable safety, health and 
security rules, regulations, policies, and laws that apply to the City. 

 

3.2 ABSENTEEISM AND TARDINESS 
 
All employees are expected to report to work in a timely manner.  We understand that 
occasionally you may need to be absent from work for a variety of reasons.  Request for 
leave should be provided with sufficient notice to your supervisor to ensure that the 
department has adequate coverage and you have sufficient accrued time. Absenteeism 
for illness, or family care should be reported to your supervisor at the first reasonable 
opportunity.  Please refer to your collective bargaining agreement for notice 
requirements.  For unforeseeable leave, notice should be provided as soon as possible. 
 

3.3 ID BADGES & KEY CARD ACCESS 

City Hall employees must wear city-issued ID badges at all times while walking around 
City Hall. The photo and QR code will be provided through the IT Division. A separate 
key card can be obtained through the Facilities and Energy Division. These badges allow 
you access to the parking garage, restrooms, your office and other specified areas as 
allowed by the Facilities and Energy Division. A $5 charge will be imposed for lost cards.  
Please, report a lost card immediately to Facilities and Energy Division.   

 

3.4 STANDARDS OF DRESS 

The City expects our employees to dress in appropriate business attire when reporting to 
work. It is extremely important that our employees present a professional image to the 
public.  Personal attire is expected to be professional, neat, and clean. Employees who 
are required to wear uniforms and/or safety equipment are required to report to work 
dressed appropriately and to use the personal protective equipment as provided and/or 
required. This policy applies to all personnel.  
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3.5 ALCOHOL AND DRUG-FREE WORKPLACE 

In accordance with the federal Drug-Free Workplace Act, and as part of the City’s 
commitment to maintain a safe, healthy, and efficient work environment, we must make 
sure to minimize hazards at our worksites resulting from the use of drugs and alcohol.  
Any employee who abuses drugs or alcohol, or who comes to work under the influence 
of drugs or alcohol, or who takes drugs or consumes alcohol while on duty presents a 
safety risk to his or her fellow employees, and limits the city’s ability to provide quality 
service.   

Employees are prohibited from reporting to work or working while under the influence 
of illegal or unauthorized drugs or alcohol.  The unlawful use, consumption, possession, 
manufacture, distribution, purchase, sale or offer of on City property, while on duty, or 
while operating a vehicle or machine leased or owned by the City is strictly prohibited.  
Further, no employee may be under the influence of any illegal drug or alcohol while in 
the workplace, while on duty, or while operating a vehicle or equipment owned or leased 
by the City.  These prohibitions extend to an employee’s personal vehicle located on City 
property or in any vehicle engaged in City business. In the event that cannabis and 
related recreational substances are decriminalized or legalized for sale, the use, 
consumption, possession, manufacture, distribution, purchase, sale or offer of on City 
property, while on or off duty, or while operating a vehicle or machine leased or owned 
by the City is a prohibited activity. 

Any employee who is convicted of violating laws regarding the use of illegal drugs or 
alcohol must promptly (within five (5) calendar days), provide written notice of the 
conviction to their Department Head.  In addition, employees must notify their 
Department Head if they are charged with a violation of any criminal law involving the 
use of illegal drugs or alcohol within three (3) calendar days and not later than the first 
half of the next workday after being charged with such an offense.   

Legal drugs (over-the-counter and prescription drugs) are to be used only in the 
manner, combination, and quantity as prescribed or directed by the employee’s 
physician.  If the employee knows or has reason to believe that his/her motor 
coordination skills, physical or mental ability, and/or regular work activities could be 
impaired while taking legal drugs, the employee shall immediately notify his or her 
supervisor that he or she is taking a drug which may cause such impairment to their 
work performance, along with the nature of the impairment.  The employee should not 
disclose the medication he or she is taking.  The City may ask for a medical certification 
from the employee’s treating physician regarding the employee’s ability to safely and 
efficiently perform his or her job duties with or without any work restrictions.  The City 
will make a determination whether reasonable accommodations can be made, including 
if the employer’s job assignment should temporarily change during treatment.  
Employees must keep all prescribed medicine in its original container, which identifies 
the drug, date of prescription and prescribing doctor. 

https://www.gpo.gov/fdsys/pkg/USCODE-2009-title41/pdf/USCODE-2009-title41-chap10.pdf
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3.6 SMOKE- FREE WORKPLACE 

In accordance with Connecticut State Law and City Policy, smoking is not permitted in 
any City building vehicle, or on City property except in designated smoking areas. 
Smoking “breaks” shall only occur on approved breaks and smoking in general shall not 
interfere with an employees’ overall productivity.  (Section 2-8 of the Code of 
Ordinances)  

 

3.7 WORK RELATIONSHIPS 

Relationships of a romantic or personal nature in the workplace can interfere with the 
work environment.  Therefore, employees who are engaged in a personal or romantic 
relationship must be careful not to display the relationship in a way that could interfere 
with their work, the work of others, or create an uncomfortable environment for others.  
Supervisors should not engage in personal or romantic relationships with employees 
under their supervision – such relationships raise issues of fairness.  If such personal 
relationships exist, they should be disclosed to the Human Resources Director. 

 

3.8 INFORMATION TECHNOLOGY  

 
Use of Computer Systems and Electronic Mail 

The City’s computer network, electronic information, and communication systems are 
owned and maintained by the City of New Britain for work-related business purposes.  
There is no expectation of privacy in any information or activity conducted, sent, 
performed, viewed or stored on City owned equipment or City provided network and 
internet access. 
 

 Use of Telephones 

The City of New Britain telephone equipment system is intended for work-related or 
business calls.  Personal phone calls, other than calls of short duration for a specific 
purpose, should be limited to designated break times, except in the cases of emergency 
or other serious situations that need immediate attention.  The same discretion applies 
to the use of cellular phones, including texting.  In addition, anyone operating a City 
vehicle must not use a cellular phone while driving unless using a hands-free device. 

Notice Concerning Electronic Monitoring 

As a safety measure, and in accordance with the requirements of Connecticut state law, 
City employees should recognize that their work activities and communications may be 
subject to electronic monitoring.  Electronic equipment that may be monitored includes, 
but is not limited to, telephones, mobile devices, computer files, security video 
surveillance and e-mails.  Employees should not have any expectation of privacy while 
using the City’s electronic equipment. In the event a telephone device is recorded for 
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quality assurance purposes the user will be notified and a warning will be affixed to the 
handset. This notice does not apply to phones in the public safety telecommunications 
center and the corresponding Emergency Operations Center. 

 

SECTION 4: NON-DISCRIMINATION 

 
Maintaining a positive and inclusive work environment is an essential component of the 
City’s success.  For this reason, it is important that employees consistently treat co-
workers and the public, in a courteous and respectful manner.  We also believe that a 
diverse workforce enhances the quality of our work environment and service to 
residents and visitors. We value treating individuals with respect without regard to 
other differences, including education, economic status, family background, 
perspectives or other individual characteristics.  Treating each individual as a person 
worthy of respect goes a long way towards creating a higher performing, innovative, and 
harmonious workplace. The City of New Britain does not and shall not discriminate 
based on race, color, religion (creed), gender, gender expression, age, national origin 
(ancestry), disability, marital status, sexual orientation, or military status, in any of its 
activities or operations. These activities include, but are not limited to, hiring and firing 
employees, selection of volunteers and vendors, and provision of services.  The City of 
New Britain is committed to providing an inclusive and welcoming environment for all 
employees, clients, volunteers, subcontractors, and vendors. 

 

 

4.1 AFFIRMATIVE ACTION 

 
Our Affirmative Action policy is focused on the employment and advancement of 

minorities and women in an attempt to overcome the effects of past or present 

discrimination or barriers to equal opportunity. Affirmative Action strives to provide full 

and fair treatment of African Americans, Hispanics, Women, persons with disabilities 

and other affected groups found to be underutilized in all levels of the work force.  In 

Affirmative Action, race, sexual orientation, national origin and gender identity are 

taken into account.   

The City of New Britain recognizes its responsibility to uphold the principles of 
Affirmative Action and is committed to ensuring that these principles are upheld with 
conviction and intensive effort.  Therefore the City has implemented programs in order 
to address such discrimination and achieve Affirmative Action goals and objectives. 
 
 

4.2 EQUAL EMPLOYMENT OPPORTUNITY: 

The City of New Britain is committed to providing Equal Employment Opportunities for 

all of its employees and applicants.  Equal Employment Opportunity means considering 

individuals for employment regardless of their race, color, sex, sexual orientation, 
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gender identity or expression, national origin, ancestry, religion, age, physical disability, 

mental disability, intellectual disability, marital status, present or past history of mental 

disorder, learning disability or criminal record.  The City recognizes its obligation and is 

committed to ensuring that no person shall be excluded from participation in, denied 

the benefits of, or otherwise be discriminated against under any program.  Employment 

decisions will be based on individuals’ qualifications and the City’s business/operational 

needs. 

 

SECTION 5: STANDARDS OF CONDUCT 

The City of New Britain takes great pride in the quality of its services to the residents 
and visitors.  As an important foundation of our success, we must all strive to maintain a 
positive and productive work environment. Public employees hold a position of trust 
with responsibilities that require them to observe the highest ethical standards. 
 

5.1 CITY CODE OF ETHICS AND CONDUCT: 

 
The City of New Britain takes great pride in the quality of its services to the residents 

and visitors.  As an important foundation of our success, we must all strive to maintain a 

positive and productive work environment.  We must also strive to maintain the public’s 

trust and to avoid any appearance of inappropriate use of City time, vehicles or 

equipment.  Our purpose in defining expectations of behavior and adopting certain work 

rules is to minimize conflict and the need for corrective action among employees. 

Public sector employees are held to higher standard of conduct.  Therefore respect for 

the City’s reputation, interests and success requires all of us to maintain a high standard 

of ethical conduct. Public employees hold a position of trust with responsibilities that 

require them to observe the highest ethical standards.  Each employee is expected to 

conduct his or her personal affairs in a manner that avoids any conflict of interest or 

impropriety, or the appearance of a conflict of interest or impropriety, between those 

affairs and the employee’s work, including their working relationships with other 

employees, members of the public, or others. 

Each employee should become familiar with the Code of Ethics found in Sections 2-446 

to 2-454 of the New Britain Code of Ordinances. 

 

5.2 DISCIPLINE AND WORK REGULATIONS 

While we generally follow the concept of progressive discipline as outlined in the 
applicable collective bargaining agreement, depending on the nature of the conduct, a 
serious infraction may lead to suspension or termination of employment, even for a 
first-time offense.  Factors that may be considered in determining the appropriate 
corrective action include:  the seriousness of the conduct, an employee’s employment 

https://www.municode.com/library/ct/new_britain/codes/code_of_ordinances?nodeId=COOR_CH2AD_ARTVICOET
https://www.municode.com/library/ct/new_britain/codes/code_of_ordinances?nodeId=COOR_CH2AD_ARTVICOET
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record, an employee’s honesty, willingness and ability to correct conduct and corrective 
action taken with respect to similar conduct by other employees.   
  
In all cases, no corrective action will be imposed without just cause in accordance with 
the collective bargaining agreements. 
 
Desired and expected behaviors include but are not limited to: 
 

 Treating fellow employees, residents, visitors, and others with courtesy and 
respect;  

 Performing job duties and assignments to meet or exceed performance 
standards;  

 Following instructions and directions given by a supervisor;  

 Knowing and complying with safety rules and ethical standards; 

 Complying with City policies and department work rules; 

 Continuing to improve and develop work knowledge and skills;  

 Efficient use of time, resources and supplies;  

 Performing work duties diligently during the work day except when on an 
authorized break; 

 Seeking solutions and innovation for problems or conflict; 

 Not speaking disparagingly about other employees; 

 Communicating openly about issues, ideas and problems; and  

 Collaboration, teamwork, and mutual support for colleagues. 
 
 
Unacceptable behaviors which could result in corrective action or termination of 
employment include but are not limited to: 
 

 Falsification of work records, including timesheets;  

 Violation of another employee’s privacy rights;  

 Engaging in harassing, intimidating, threatening, or disruptive conduct while at 
work;  

 Dishonesty;  

 Excessive absenteeism;  

 Engaging in disorderly conduct, fighting or attempting to fight, or poor conduct 
that violates common decency 

 Insubordination, including refusing to follow supervisor’s instructions regarding 
job-related matters; and  

 Violation of any City policy or department work rule; 

 Prohibited political activity as defined by applicable law; 

 Commission of a criminal or immoral act; 

 Conduct unbecoming an employee of the City of New Britain; 

 Two successive performance evaluation ratings below 70 or "unsatisfactory" 
provided the Appointing Authority has notified the employee in writing 
immediately following the first rating of less than 70 or "unsatisfactory"; 
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 Intoxication, substance abuse, or unseemly conduct on duty or elsewhere so as to 

reflect discredit upon the City; 

 Neglect or misuse of any city property, equipment, materials or supplies; 

 Fraud or collusion in connection with any examination or appointment in the 

classified service; 

 Deliberate violation of any law or rule pertaining to or affecting employment in 

the city service; 

 Neglect of duty; 

 Misrepresentation or falsification of an employment or examination application 

or other document relating thereto; 

5.3 ISSUED CITY POLICIES 

The City of New Britain has issued the following policies: 

Violence in the Workplace Prevention Policy 
 
The City of New Britain has a “zero tolerance” workplace violence policy.  Any 
violation of this policy will result in termination of employment.  No employee other 
than authorized law enforcement officers may bring firearms or deadly weapons into the 
workplace or any work-related setting.  If you feel that you have experienced or 
witnessed any threats or violence in the workplace, you must immediately notify your 
supervisor or the Human Resources Director.  The City policy prohibits retaliation 
against anyone who has reported workplace violence.   

Please read the City’s Violence in the Workplace Policy, which is attached hereto. 

 
Reporting Procedure  
 

 Emergency Situations: Any employee who believes that there is a serious threat 
to his/her safety or the safety of others that requires immediate attention should 
contact 911. The employee must also contact his/her immediate supervisor or the 
Civil Service/Human Resources Department at (860) 826-3404.  
 

 Non-Emergency Situations: Any employee who feels subjected to or witnesses 
violent, threatening, harassing, or intimidating behavior in the workplace should 
immediately report the incident or statement to his/her supervisor or 
Department Head, or the Civil Service/Human Resources Department at (860) 
826-3404. 
 

 Supervisors/Managers Responsibilities: Any manager or supervisor who receives 
a report of violent, threatening, harassing, or intimidating behavior shall 
immediately contact the Civil Service/Human Resources Department at (860) 
826-3404 so that office may evaluate, investigate, and take appropriate action.  

 
 

file://///ci.new-britain.ct.us/conb/MayorsOffice/Employee%20Handbook/Polices%20and%20Maps/Violence_in_the_Workplace_Policy_11%2000.doc
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Sexual Harassment Policy: 
 
The City of New Britain is committed to providing a work environment in which 
employees are treated with dignity and respect, and are provided a work environment 
that is free of any form of harassment in the workplace. 

 
Sexual harassment is illegal and prohibited by the Connecticut Discrimination 

Employment Practices Act (Section 46a-60(a) (8) of the Connecticut General Statutes 

and Title VII of the Civil Rights act of 1964, (Title 42 United States Code Section 2000e 

et seq.) 

Sexual harassment means “any unwelcome sexual advances or requests for sexual 

favors or any conduct of a sexual nature when: 

1) Submission to such conduct  is made either explicitly or implicitly a term or 

condition of an individual’s employment; 

2) Submission to or rejection of such conduct by any individual is used as the basis 

for employment decisions affecting such individual; or 

3) Such conduct has the purpose or effect of substantially interfering with an 

individual’s work performance or creating an intimidating, hostile or offensive 

working environment.”  

Examples of Sexual Harassment include but are not limited to: 

 Unwelcome sexual advances 

 Suggestive or lewd remarks 

 Unwanted hugs, touches, kisses 

 Requests for sexual favors 

 Retaliation  for complaining about sexual harassment 

 Derogatory or pornographic posters, cartoons, or drawings  

The City of New Britain strictly prohibits harassment and any other forms of 
discrimination, including but not limited to harassment based on race, color, national 
origin, ancestry, citizenship status, sex, sexual orientation, gender identity or 
expression, pregnancy, marital status, parental status, religion, age, disability, past or 
present service in the uniformed services of the United States, genetic makeup, or any 
other legally protected basis.  The City also prohibits any form of harassment against 
any employee or applicant for employment, or by an employee against anyone, including 
anyone with whom we do business, residents or visitors, regardless of whether the 
victim is a member of a protected class. 
 
All supervisors and employees are required to maintain a work environment free from 
such discrimination, harassment and intimidation.  The City will investigate all 
complaints of discrimination or harassment and preserve confidentiality to the 
maximum extent possible.  Any employee who violated this policy may be subject to 
discipline, up to and including termination of employment.  

https://www.cga.ct.gov/current/pub/chap_814c.htm#sec_46a-60
https://www.eeoc.gov/laws/statutes/titlevii.cfm
https://www.eeoc.gov/laws/statutes/titlevii.cfm
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To view the city’s complete policy on Sexual Harassment, visit this link. 
 

Use of City Computer Policy: 
 
The City computer systems are to be used for the sole purpose of transacting City 

business; exceptions must be approved by the Department Directors and City Managers.  

The Information Technology Division will provide input as to the request for licensing, 

security, and compatibility of usage. For the complete policy, visit here. 

 
5.4 DISCIPLINARY PROCESS 
 
Each collective bargaining agreement outlines the disciplinary process.  It is suggested 
that employees become familiar with his or her collective bargaining agreement.    
 

5.5 USE OF CITY RESOURCES 

Employees may not use City resources, including property, equipment, or consumable 
supplies, for private benefit or gain. All use of City property, equipment and consumable 
supplies must be related to the furtherance of the employee’s work for the City of New 
Britain. 
 

5.6 CUSTOMER SERVICE: 

The City of New Britain is devoted to maintaining its quality customer service.  Please 
keep in mind that every interaction you have with the public or another employee 
reflects on the reputation of the City of New Britain. 
 

 

SECTION 6: EMPLOYMENT AND TERMINATION 

Our selection process is based on guidelines and practices that are designed to screen 

applicants and identify those individuals who will best contribute to our overall success. 

 

6.1 EMPLOYMENT ELIGIBILITY AND BACKGROUND VERIFICATION 

The City of New Britain strives to fill each open position with the most qualified 
candidate available for the position.  This means the candidate selected has been 
determined to most closely match the requirements of the position.  Our selection 
process is based on guidelines and practices that are designed to screen applicants and 
identify those individuals who will best contribute to our overall success, consistent with 
our commitment to equal employment opportunity as expressed above.  
 

http://portal/personnel/Shared%20Documents/NB%20Sexual%20Harassment%20Policy.pdf
http://portal/IT/Shared%20Documents/Policies/ComputerInternetEmailUse.docx
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In addition to a rigorous screening process, the City will also conduct criminal 
background checks and reference checks on all candidates it selects to hire.  Candidates 
who are offered employment will undergo a post offer pre-employment medical 
examination and drug test.  All new hires will be required to submit proof of eligibility to 
work in the United Stated consistent with federal law.  

 

6.2 EMPLOYMENT PROBATIONARY PERIOD 
 

All employees must successfully complete a probationary period as set forth in the 
applicable collective bargaining agreement.  This is a time when supervisors can 
determine if newly hired employees can perform their job, and perform to a standard 
adequate for permanent employment with us. 
 

6.3 PERSONNEL AND MEDICAL FILES 

Employee personnel records are maintained in the Human Resources Department in a 
central file.  Medical records are maintained in separate, secure files in accordance with 
federal and state law.  You may view the contents of your personnel file upon request 
with reasonable notice. 
 
Personnel files are considered public records.  Written request to view any employee’s 
personnel files is required.  The employee will receive notice of any such request.  Any 
medical or confidential information (such as Social Security number) will be redacted in 
accordance with law. 
 
It is your responsibility to notify the Human Resources Department whenever there are 
any changes in home address, telephone numbers, marital status, number of 
dependents or children, death of a family member covered under the City’s medical 
insurance, beneficiary for life insurance, or emergency contact(s). 
 

6.4 TERMINATION OF EMPLOYMENT 

 
Resignation/Retirement 

It is requested that employees who decide to resign or retire from employment provide 
their supervisors with a minimum of two weeks written notice but thirty (30) days 
notice of resignation is preferred.  If the employee wishes to retract their resignation or 
retirement it must be done within 48 hours of the written notice to the supervisor.  This 
notice allows the City to plan an orderly transition of duties with less interruption to 
operations. 

 
Termination/Layoff 
 
If it becomes necessary for the City to terminate the employment of an employee, notice 
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will be given to the employee in writing.  Prior disciplinary actions and conferences with 
supervisors may inform employees that termination of employment could result from 
failure to correct unacceptable behavior or performance.   

If termination of employment is based on business reasons such as reorganization or 
reduction in work force (layoff), notice will be given as permitted by circumstances 
and/or as required by law and applicable collective bargaining agreements. 

 
Final Compensation and Benefits 

Employees who are terminated or laid off will receive their final paycheck in accordance 
with city practice.  Employees who resign or retire will receive their final paycheck 
within two weeks of their last day. 

Each employee who separates from employment will be provided with information 
about extension of health insurance benefits under COBRA, information concerning the 
Health Insurance Portability and Accountability Act (HIPPAA), eligibility for 
continuation of benefits, applicable retirement/pension information, information about 
conversion of life insurance policies, sick and/or vacation payout, and unemployment 
benefits information.   

 
Return of Property 

On or before their last workday, exiting employees must return all City property in their 
possession, including: 

 Keys, key cards and badges;  

 Files, computer disks, and other City business-related information or 
records, whether in printed or computer format;  

 Communications equipment including cellphones, portable radios and 
accessories.  

 Any City equipment such as vehicles, cameras, laptops, tablets and 
accessories. 

Exit Interviews 

Employees who resign or retire may be asked to participate in an exit interview.  These 
interviews are voluntary and are conducted to obtain employees’ honest opinions and 
evaluation of their work experiences as part of our ongoing effort to improve the City 
and its workplace. 

 

 

 

 

 

https://www.gpo.gov/fdsys/pkg/PLAW-104publ191/html/PLAW-104publ191.htm
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SECTION 7: EMPLOYEE DEVELOPMENT & PERFORMANCE 

 

7.1 PERFORMANCE APPRAISALS 
 

The City of New Britain has an Employee Performance Evaluation System through 
which an employee’s performance will be reviewed in the categories of productivity, 
reporting to work, promptness, knowledge of work, dependability, initiative, working 
relationship, and overall. The purpose of the evaluation system is to provide clear, 
achievable, measurable, results-oriented performance objectives and to identify any 
corrective action needed when an employee has not accomplished an accepted 
performance level.  The various types of evaluations include initial probationary period 
reviews for new employees, promotional reviews, mandatory annual performance 
reviews and follow up reviews where an employee receives an overall rating of needs 
improvement.   

 

SECTION 8: TIME AWAY FROM WORK 

8.1 HOLIDAY AND PERSONAL LEAVE 
  

City Hall is closed on the following holidays:  New Year’s Day, Martin Luther King Day, 
Lincoln’s Birthday, Washington’s Birthday, Good Friday, Memorial Day, Independence 
Day, Labor Day, Columbus Day, Veteran’s Day, Thanksgiving Day, the day after 
Thanksgiving, and Christmas Day.   

The Human Resources Department issues an annual memo listing the days for the 
following year on which holidays will be recognized by the City. In general, if a holiday 
falls on a Saturday, it is observed on the preceding Friday. If a holiday falls on a Sunday, 
it is observed on the following Monday.  Consult your individual collective bargaining 
contracts to determine provisions concerning holiday compensation and/or 
compensatory time off for work performed on a holiday. 

 

8.2 VACATION LEAVE 

Vacation leave is as set forth in your collective bargaining agreement.   

 

8.3 SICK LEAVE 

 

Sick leave is as set forth in your collective bargaining agreement. 
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8.4 OTHER PAID LEAVE 

Any other paid leave is as set forth in your collective bargaining agreement.  

 
8.5 FAMILY AND MEDICAL LEAVE (FMLA) 
 
The City of New Britain follows the Federal Family and Medical Leave Act which entitles 
eligible employees to unpaid leave, or to substitute appropriate accrued paid leave, for 
up to 12 workweeks in a 12-month period for the birth of a child, and to care for a 
newborn child; for the placement of a son or daughter with the employee for adoption or 
foster care; for a spouse, son, daughter or parent of the employee who is on active duty 
or has been notified of an impending call or order to active duty; to care for the 
employee’s spouse, parent, son, or daughter with a serious health condition; or when the 
employee is unable to work due to the employee’s own serious health condition.   

It is the city’s practice to require the use of accrued leave for FMLA leave. Accrued leave 
is to be used in the following order: sick, vacation, personal, then compensatory time.  

 
8.6 OTHER UNPAID LEAVE OF ABSENCE 

Unpaid leave of absence for reasons other than medical is as set forth in your collective 
bargaining agreement. 

 

8.7 PREGNANCY LEAVE 

All pregnancy leave shall be treated as leave pursuant to FMLA. 

 

8.8 VOLUNTARY LEAVE AND WORK SCHEDULE REDUCTION PROGRAM 

Please refer to your collective bargaining agreement. 

 

8.9 PERFECT ATTENDANCE 

Please refer to your collective bargaining agreement. 

 

  

https://www.gpo.gov/fdsys/pkg/STATUTE-107/pdf/STATUTE-107-Pg6.pdf
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Part II: 

 

Employee Benefits 
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SECTION 9: EMPLOYEE BENEFITS 

 

9.1 ESTABLISHMENT AND ELIGIBILITY FOR BENEFITS  

Full-time employees, who work 30 hours or more per week on a regularly scheduled 
basis, are eligible for health insurance.  Coverage for your spouse and dependents is also 
available; see your collective bargaining agreement. City employees are able to make a 
change each year during an open enrollment period which falls in the month of May 
with coverage becoming effective July 1st. All current city employees have the choice 
between the Anthem Lumenos High Deductible Health Plan (HDHP) with a Health 
Savings Account (HSA) and buying-up to a traditional plan. 

Health insurance coverage becomes effective for a newly hired employee the first of the 

month following 30 consecutive days from the date of hire.  For example, if you applied 

for coverage on May 12th, you would be covered as of July 1.  Any change in coverage, 

such as adding or canceling family members, would occur on the first of the month 

following the qualifying event.   

For all newly hired city employees, the only option available is the HDHP/HSA offered 

through ANTHEM.  It is imperative that you add any new family members to your 

coverage, as they become eligible, by completing the proper health insurance forms.  If 

you forget, the family member will not be covered by your health insurance and you may 

have to wait until the next open enrollment period to add the new member.  

For additional information on health insurance, please contact the personnel 

department.  

9.2 DENTAL INSURANCE 

The City of New Britain has dental plans that range from basic diagnostic and 

preventative services which are offered with the medical coverage to a more extensive 

dental coverage which the employee can buy-up into at their sole cost.  For a general 

overview of the benefits available under the city-sponsored dental plans, please contact 

the Human Resources/Civil Service office. 

9.3 HEALTH/DEAL INSURANCE COVERAGE EXTENSION (COBRA) 

Continuation of coverage following termination of employment for reasons other than 
gross misconduct is available to eligible employees, their spouse or former spouse, and 
dependent children, for periods of 30 to 36 months, depending on the qualifying event.  
Those who elect to continue coverage will be responsible for the full premium payment 
in addition to a 2% administrative fee.  Information and premium rates for continued 
coverage can be obtained by contacting the Human Resources/Civil Service office.  
Dental coverage is a separate election and can be combined with any of the primary 
health plans listed above.  Plan description booklets and enrollment/change forms are 
available in the Human Resources/Civil Service office. 
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Under federal and state law, the City of New Britain is required to offer covered 
employees and covered family members the opportunity to elect a temporary 
continuation of health coverage at group rates, when coverage under the plan would 
otherwise end due to certain qualifying events.  The covered employee, spouse, or other 
family member has the responsibility to inform the City of New Britain of a divorce, 
legal separation, or a child losing dependent status under the city sponsored group 
health plan.  This notification must be made within 60 days from the later of the date of 
the event or the date on which coverage would be lost because of the event.  This 
notification must be made to your Human Resources/Civil Service office.  Termination 
notices for dependents aging off the health plans are sent to the Human Resources/Civil 
Service office directly from the carriers.  However, employees are still responsible for 
properly notifying the department. 
 
A qualified beneficiary will have to pay all of the applicable premium plus a 2% 
administration charge for continuation coverage.  Examples of qualifying events are: 
termination, lay off, divorce or legal separation and dependent child no longer 
qualifying as dependent.  Please contact the Human Resources/Civil Service office if you 
have any questions. 

 

9.4 GROUP LIFE INSURANCE  

Group Life Insurance is offered to full-time employees with coverage becoming effective 
on the date of hire.  The amount of the basic term coverage is based upon union 
affiliation and the amount negotiated between the City and each Union.  Each employee 
shall be enrolled in a group life insurance plan during the term of employment and at a 
reduced amount of coverage during retirement at no cost to the employee. The employee 
is permitted to purchase optional life insurance at his/her own expense to a maximum 
as determined by each union.  If you choose to obtain optional coverage at a later time 
outside of the 30-butday window as a new employee, you will be required to provide 
evidence of insurability (EOI) and receive approval from the carrier’s underwriting 
department.  EOI are received from the Human Resources/Civil Service office. 

New employees will be allowed to enroll within 30 days of being hired without the need 
for medical underwriting or a physical as they just passed a physical examination as a 
contingent requirement of being hired by the City.  Employees may elect to purchase the 
optional life benefit at a later date, but will be subject to medical underwriting. 

9.5 RETIREMENT 

The State Retirement Commission is responsible for the administration of the 
Connecticut Municipal Employee Retirement System (CMERS). This Commission 
oversees the CMERS and other State retirement systems. The State Treasurer is 
responsible for investing CMERS funds for the exclusive benefit of CMERS members. 
The Treasurer has detailed information on her website with regard to the Fund and 
investment information. The link is: http://www.state.ct.us/ott/aboutpension.htm. 

http://www.state.ct.us/ott/aboutpension.htm
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A member becomes vested which means you are eligible to receive a lifetime guaranteed 
retirement benefit.  You are vested in the CMERS upon the attainment of five (5) years 
of active service which are periods when you are actively working and contributing to 
the CMERS.  You are eligible for a normal retirement if you have a total of 25 years of 
service credit, inclusive of aggregate service consisting of at least 5 years of continuous 
active service or 15 years of non-continuous active service with a CMERS participating 
municipality, OR you have attained age 55 with at least 5 years of continuous active 
service or 15 years of non-continuous active service with a CMERS participating 
municipality. If you leave a CMERS municipality before being vested, you may request a 
refund of your retirement plan contributions but not the City’s contributions plus 
accumulated interest which would cancel your retirement service credit and you will 
forfeit all rights to any retirement (early, normal, disability). 

You may purchase retirement credit for a number of situations including service in the 
military, as an employee in another municipality and with the State of Connecticut 
(other than temporary or contractual employment for which you received no retirement 
credit). While you may purchase these credits you will be expected to pay the full cost of 
the added retirement benefit received which usually includes interest.  You must 
purchase this credit within a year from the date of hire.   

Please contact the Human Resources Office for more information.  If you previously 
worked for the State and are a vested Tier 2A member, you cannot transfer the state 
service to CMERS.  If however, you are a vested Tier 2 member, you must first divest 
from the State Employees Retirement System (SERS) in order to transfer such time into 
CMERS. 

In order to divest, you must contact your previous Human Resources office for more 
information.  It is advised that you become vested in CMERS before requesting a 
pension estimate from SERS and CMERS and making such a decision.  The amount of 
your pension benefit depends on: 

 Your years and months of service credit in the CMERS 

 Your Final Average Pay (the average of your pay for your 3 highest paid years of 
municipal service) 

Pay means annual salary or wages, including overtime, longevity, top step bonuses if 
applicable and temporary Workers’ Compensation payments. 

Employees are not covered by Social Security (other than MEDICARE).  You do not 
contribute towards Social Security, and instead you make contributions towards 
CMERS. A CMERS member who is not covered by Social Security pays a 5% 
contribution.  As a result, your Social Security benefit amount may be affected (Windfall 
Elimination Provision). 

Prior to retirement, a member must elect one of four benefit payment “options”. The 
optional forms of payment available are:  
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 Option 1: Straight Life Annuity – this option provides the highest monthly benefit 
for the retiree’s lifetime; all payments stop at the retiree’s death.  The beneficiary 
would only be entitled to a lump-sum payment of the remaining employee’s 
contribution, if any remain in the fund. 

 Option 2: 50% spouse – this option first provides a reduced monthly benefit to 
the retiree for life; after the retiree’s death 50% of that benefit will continue to the 
retiree’s surviving spouse for their lifetime. 

 Option 3:  50% or 100% Survivor - this option provides a reduced monthly 
benefit to the retiree for life; in the event of the retiree’s death, either 50% or 
100%, whichever the retiree chooses of the reduced monthly benefit will be paid 
to contingent annuitant for their lifetime.  This contingent annuitant can be any 
person, including the retiree’s spouse. 

 Option 4:  10 year or 20 year Period Certain – this option provides a reduced 
monthly benefit to the retiree for life with payments guaranteed from the 
retirement date for 10 or 20 years (whichever period is chosen by the retiree).  If 
the retiree should pass away within 10 years or 20 years from their date of 
retirement, the remaining payment, in accordance with their selection, will be 
made to the listed contingent annuitant(s). 

 
Retirement benefits are adjusted each July 1st.  The minimum annual COLA (Cost of 
Living Adjustment) is 2.5% for normal retirement and 3% for disability retirements; the 
maximum is 6% for normal retirement and 5% for disability retirements.  The current 
amount is 2.5% for normal retirements and 3.0% for disability retirements.  
 
Please be advised that the State Employees Retirement Commission (“Commission”) 
voted to clarify that the law states that an individual cannot receive a Connecticut 
Municipal Employees Retirement System (“CMERS”) pension benefit if he/she becomes 
re-employed for twenty (20) hours or more per week or more than ninety (90) working 
days in one calendar year, with the same municipality or any other municipality 
participating in CMERS, even if re-employed in a position that is not covered by 
CMERS. 
 
After receiving a CMERS retirement benefit, you cannot work for any municipality on a 

full-time basis that has ANY of its employees enrolled in CMERS, regardless of whether 

the re-employed member’s position is covered by CMERS or not. 

It is requested that employees who decide to retire from employment provide their 
supervisors with a minimum of two weeks written notice, but thirty (30) days’ notice is 
preferred.  If the employee wishes to retract their retirement it must be done within 48 
hours of the written notice to the supervisor. This notice allows the City to plan an 
orderly transition of duties with less interruption to operations.  In addition, while the 
Department of Human Resources will assist with any request for an estimate of an 
employee’s monthly pension multiple requests from the same employee cannot be 
entertained.   
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9.6 EMPLOYEE ASSISTANCE PROGRAM (EAP) 

Solutions EAP– (800) 526-3485 
(General Employees + Fire Department Employees) 
 
If you think you or a family member might need help in dealing with a personal problem 
such as stress, anxiety, depression and other concerns, please contact Solutions directly 
at (800) 526-3485. 

Employees and their family members can access the EAP.  Solutions EAP has a 
statewide and national network of professional EAP counselors.  Either the employee or 
family member may initiate the process by calling for an appointment. The City offers 
the employees up to 8 paid EAP sessions per calendar year for themselves and their 
immediate family members.  This covers the employees including the Fire Department 
but not the Police Department. 

The EAP is strictly confidential. No one will know you have contacted EAP unless you 
provide written authorization.   The City only gets statistics on how many members 
actually took advantage of the program.  The program is free and available to employees 
and their family members.   

Wheeler EAP – (800) 275-3327 
(Police Department Employees only) 
 

9.7 UNEMPLOYMENT COMPENSATION 

Any questions concerning unemployment compensation can be addressed to the State of 
Connecticut Department of Labor at (860) 263-6000 or you can visit their website at 
www.ctdol.state.ct.us.  

9.8 WORKERS’ COMPENSATION 

The City of New Britain has a Third Party Administrator for Workers’ Compensation 
which is PMA Insurance Group.  Injuries sustained while at work must be reported to 
your department’s designated Supervisor immediately. The designated supervisor will 
complete a first report of injury and submit to the department designated workers’ 
compensation timekeeper.  
 

 

SECTION 10: OPTIONAL INSURANCE AND BENEFITS 
PROGRAMS 

10.1 DEFERRED COMPENSATION 

All full-time City employees have the option of deferring a portion of their income by 
payroll deduction.  The primary purpose of a Deferred Compensation Plan is to allow 
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the employee to set aside a portion of salary for retirement and reduce their gross 
taxable income. Federal income taxes are not paid on these deferrals until they are 
withdrawn.  Interest and dividends are also not taxed as they accumulate.  Section 457 
of the Internal Revenue Code sets an upper limit on such deferred earnings.  
Contributions can be taken out of the Plan when the employee retires, leaves 
employment, or under some emergency financial situations that is referred to as a 
“hardship”.  For more information on deferring compensation, call the Human 
Resources/Civil Service office. The two current venders are VALIC and MassMutual. 
Employees can only contribute to one at a time. 

10.2 MEDICAL FLEXIBLE SPENDING ACCOUNTS 

Limited FSA (Flexible Spending Account) 
 

The open enrollment period for the Flexible Spending Account (FSA) for Limited and 
Dependent Care is in November, December for an effective coverage date of January 1. 

 

FSA (Limited Purpose – dental and vision only) 

A Limited FSA is a pre-tax benefit account used to pay for eligible dental and vision care 
expenses that are not covered by your health insurance plan.   You can contribute up to a 
maximum of $2,550 to your Flexible FSA.  The new HSA-Compatible Limited FSA lets 
you carry over up to $500 in account balances from one plan year to the next.  The $500 
carryover from the previous year does not count against or affect the $2,550 salary 
reduction limit.  The convenient take care Flex Benefits Debit Card associated with your 
account can be used to pay for hundreds of eligible dental and vision services and 
products.  Simply decide how much to contribute, and funds are withdrawn from your 
paycheck for deposit into your account before taxes are deducted.  Your total annual 
election amount is available on day one of your plan year. 
 

FSA (Dependent Care) 

A Dependent Care FSA is a pre-tax benefit account used to pay for dependent care 
services, such as pre-school, summer day camp, before and after school programs, and 
child day care.  You can contribute up to a maximum of $5,000 to your Dependent Care 
FSA.   Simply decide how much to contribute to your account each year and funds are 
withdrawn from each paycheck for deposit into your account before taxes are deducted.  
As soon as your account is funded, you can use your balance to be reimbursed for 
eligible dependent care expenses. 
 

10.3 SUPPLEMENTAL INSURANCE PROGRAM 

The following is a summary of benefits available through optional enrollment.  All 
benefits are available on a voluntary basis and are paid entirely by the employee through 
the convenience of payroll deduction.  If you are interested in more detailed information 
on any of the programs please contact the agents listed as well as the Human 
Resources/Civil Service office to obtain more information regarding the benefits and the 
enrollment process. Bear in mind that both the available benefits and the authorized 
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vendors are subject to revision.  You can get a list of current offerings from the Human 
Resources/Civil Service office. 

AFLAC 

Member is able to participate in the voluntary benefits available through AFLAC 
through the convenience of payroll deductions.  All plans with the exception of the 
short-term disability are deducted on a pre-tax basis.  The plans that are offered are: 

 Short-term Disability 

 Accident 

 Dental 

 Cancer/Critical Illness 

Long Term Disability Insurance 
 
Available to full-time employees, this product protects against the long-term loss of 
income due to accident or illness.  The coverage is designed to replace a portion of your 
income when you’re disabled for an extended period of time due to a qualifying 
disability.  This benefit can help protect your income and those that depend on it during 
the time that you are unable to work. 

Additional voluntary benefits and programs such as those listed below are available 
through payroll deductions: 

 Connecticut Higher Education Trust (CHET) 

 Achieve Financial Credit Union 

 Community Services Association(CSA) 

 Liberty Mutual Insurance 

 
For further information, please contact the Civil Service/Personnel office. 
Police Department employees and their dependents can contact Wheeler EAP to help 
solve personal problems that may interfere with their job, health or general well-being.  
Wheeler EAP is easy to access, confidential and services are provided at no cost to the 
employee or family.  Professional counselors available to help deal with concerns such 
as stress management, balancing work and home, grief and loss as well as other major 
concerns. 
 
For all other questions regarding benefits you can direct your questions to the Human 
Resources/Civil Service Office at (860) 826-3404 
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SECTION 11: PAYCHECKS 

The Finance Department is responsible for ensuring timely and accurate employee and 

retiree payrolls and providing responsive payee services; maintaining and enforcing  

payroll policies and procedures; coordinating payroll matters among all city 

departments ; ensuring the continued security, integrity, and effectiveness of the City’s 

payroll systems; using technology to the greatest possible advantage in support of 

payroll operations; ensuring compliance with requirements of federal, state, and City 

taxing authorities; and managing and reconciling the City’s payroll accounts. 

 

11.1 METHOD OF PAYMENT & PAYDAY   

Employees are paid weekly.  The City of New Britain’s pay date is Friday.   The preferred 
method of payment is direct deposit.  All incoming employees are encouraged to sign up for 
direct deposit.   

 

11.2 DEDUCTIONS   

 
Mandatory deductions include: 

 Federal and state income taxes (based on an individual’s W-4 filing status; W-4 filing 
status may be changed at any time by filing a new W-4 form with the Payroll office); 

 Medicare taxes 

 Pension contributions 
 
Routine questions about tax deductions may be directed to the payroll office.  Advice on tax 
withholding strategies, however, should be discussed with a personal accountant or financial 
planner/advisor. 
 
Pre-tax deductions are available for: 

 MERS (Municipal Employees Retirement System) 

 Deferred Comp (Police and Fire only) 

 TSA (Mass Mutual, VALIC – Voluntary Deduction) 

 Group medical and dental insurance (deduction is automatic for participants in these 
plans); 

 Health Savings Account (must be in the high deductible health plan) 

 Flexible Spending Account (Limited purpose –dental & vision use only) 

 Dependent care expense reimbursement account 

 AFLAC Accident Policy 
 
In addition, optional after-tax deductions are available for: 

 Optional Life Insurance 

 Contributions to CSA 

 Parking Garage 
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 CHET (Connecticut Higher Education Trust) 

 PAC (Police only) 

 FOP (Police only) 

 Mass mutual loans 

 ROTH 

 Unions Dues 

 AFLAC – Disability Policy 

 Fire & Police Extra Insurance (Fire & Police only) 
 

11.3 PAYCHECKS   
 
Employees paychecks will be given to the appropriate departments for disbursement on 
Friday’s (unless Friday is a holiday, then it will be Thursday).  
 
If there is a problem with an employee’s paycheck employees are asked to contact the 
timekeeper in their department.  The timekeeper will contact payroll to verify any additions 
or corrections that need to be made to the paycheck. 
 

Sample Check: 
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11.4 LOST/STALE DATED CHECK 

If a pay check is lost/stolen or stale dated (more than 60 days old), the employee must 
contact payroll.  Payroll will place a stop payment on the lost check.  It may take up to 10 
days to replace.   
 
In the future there may be deduction for the bank’s stop payment fee from any 
employee’s check that must be replaced.  The current rate the City of New 
Britain is being charged is $25.00. 
 
It is strongly suggested that all employees enroll in direct deposit - it’s safe, secure and 
convenient. If an employee would like to enroll in direct deposit, they should contact the 
payroll office to obtain a direct deposit form.  Please note: There is a two week waiting period 
for testing of the direct deposit prior to starting. 
 

11.5 DIRECT DEPOSIT 

Employees may elect up to four (4) direct deposits.  The funds will be posted to your 
accounts on the pay date (Friday, unless a holiday).  One of these is for HSA account, if 
you’ve elected to subscribe in the high deductible health insurance plan. 
 
11.6 QUESTIONS: 
 

If you have any question please contact the payroll office at (860) 826-3438 or (860) 826-
3401. 
 

SECTION 12: HEALTH, SECURITY AND SAFETY 

 
The City of New Britain is committed to providing a safe, sanitary and healthy 

workplace for its employees, clients and visitors. The success of this goal depends on the 

awareness and personal commitment of every employee. Employees are expected to 

obey safety regulations and exercise caution in all work related activities. Public 

employees can ensure a safe and healthy workplace by working together in a 

collaborative manner. 

 

12.1 BUILDING ACCESS (OFF HOURS)  

 
City Hall employees must wear city-issued ID badges at all times while walking around 

city hall. These badges allow you access to the restrooms, your office and other specified 

areas as allowed by the Facilities and Energy Division. The entry ways to City Hall be 

locked sometime between 4:15 and 5:00pm on days that there are no scheduled late 

afternoon or night activities. 



34 
 

 

12.2 WELLNESS COMMITTEE    

In order to become stewards and role models for our city employees and residents we 

have formed a Wellness Program steering committee comprised of employees  who can 

help brainstorm ideas to continue to inspire and are ready to help make changes 

necessary for a healthier lifestyle. This steering committee shares ideas via emails and 

quarterly in person meetings. If you are interested in being part of this group please 

contact the Community Service Department at (860) 826-3366. 

12.3 SAFETY COMMITTEE 

 

The City of New Britain has a Safety Committee that meets to discuss issues related to 
the safety of buildings, the work environment, and City property. If you have any ideas 
or suggestions to improve the safety of the City’s buildings, work environment or 
property, please contact the Fire Marshal or the Human Resources Director. 

12.4 FIRE EMERGENCY ALARMS 

 
Each floor of City Hall has an evacuation captain to ensure that all employees are alerted 
in the event of a fire alarm or similar emergency, and can exit the building safety.  
Evacuation procedures are rehearsed during periodic drills.  Each employee should be 
made aware of, and become familiar with all emergency exists.  In this way, employees 
will not be completely unprepared in an event requiring an emergency evacuation. 

In the event of an emergency, leave the building by means of the stairways – NOT THE 
ELEVATORS.  When leaving your work areas, you should take your personal wallets 
and purses with you for security reasons.  Proceed out of the building and continue 
walking until you reach the designated location.  ELEVATORS SHOULD NEVER BE 
USED DURING A FIRE. 

 

SECTION 13: COLLECTIVE BARGAINING 

13.1 UNION CONTRACTS 
 

Bargaining unit contracts, established through the formal negotiation process, outline 
the terms and conditions of your employment.  Familiarize yourself with your contract.  
Benefits and provisions vary.  Contract language has been crafted to avoid disputes and 
eliminate misunderstandings.  Contract provisions, however, may be open to 
interpretation and subject to the grievance and arbitration process.  Please direct your 
questions about your union contract to your union representative. 

13.2 GRIEVANCE PROCEDURE 

The grievance procedure is set forth in your collective bargaining agreement. 
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13.3 CITY UNIONS 

 AFSCME Council 15, American Federation of State and Municipal Employees – 
AFLCIO Local 1165 - Police Department 

 AFSCME Local 1186 – Public Works, Administration, Clerical  

 IAFF992 - Fire Department 

 AFSCME Local 1303 – 332 – Sanitarians, Building Inspectors, Technicians, 
Nurses 

 AFSCME Local 818 – Supervisors and Managers 

 UE Local 222 CILU/CIPU,  Public Safety Telecommunicators 
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Employee Acknowledgement 
 
 
 

 

I, _____________________________________, acknowledge that I have received  
  Printed Name 

 

and understood the City of New Britain’s Handbook. 
 
 
 
 
____________________________  ___________________________ 

Signature      Date 
 
 
 


