
ATTACHMENT A 



October 19,2018 

Hello, my name is Melissa Frink. I was employed with NECCOG animal services for 7 years. Because your town is 
contracted with NECCOG for your animal conttol services, and possible other services. I feel obligated to make you 
aware of inappropriue actions and behaviors thai I have endmed and witnessed during my service with NECCOG. 

Please consider this my fonnaJ compJainL I'll be brief but understand I have detailed infonnation and witnesses that \\<ill 
suppon the facts presented here. It is my bope that somehow I can effect change in the policies and behavior of personnel 
and management at NECCOG for the bettennent of existing and future employees and the animaJs. 

• Workplace harassment policy is not enforced. Complaints are ignored and mocked 

• Fear of retaliation for speaking up about something you don•t agree with 

• No one of authority above tbe director position 

• Several past legal issues barring public disclosure or discussion indicates problems within the council 

• Private personal health information of employees being discussed and mocked; no confidentially, breach of 
HIPAA Privacy Rule 

• Personal mail being opened by office employees and shared with others 

• Wage discrimination and favoritism with jobs for some employees 

• Punishment of cerrain employees; bullying 

• Pornographic image.._ and sexual conversations frequently being shared with office employees 

• Many instances of animal cruelty within the shelter 

• Animal adoption process is not followed: fa,·oritism in several cases. 

These workplace conditions are unacceptable. NECCOG management is aware of aU these issues. There have been no 
actions by NECCOG management to improve the workplace environment or address employee concerns. This is a 
dictatorship that has no·-:~tEdbiitiiblftlJ fbi l11Cii actiuns.h...... -· -·· ··· ····· · ·---····-:.:--·····--·--······ ··--- -----· ---·· ·· ·· 

As you manage your town· s l~adership. think about how these actions may affect your role as a contractor with 
NECCOG. I understand f\.lJ:CCOG services may be the best financial solution for your town. but do your voters and tax 
payers want to continue to suppon these types of beha\·iors? What would they think if they knew these behaviors are 
allowed and are being overlooked? 

Thank you for your time and attention. I'd be happy to share more detailed information upon request 

Sincerely. 

'*"' 
Melissa Frink 
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ATTACHMENT C 



neccog 

October 22, 2018 

To: 
From: 

NECCOG Board of Directors and Participating Towns in the Animal Services Program 
John Rlchak, Executive Dlrectof-- . 

Complaint of Melissa Frink dated October 19, 2018 RE: 

This memorandum is fn response to the complaint sent to each of you (dated October 19, 2018) from Melissa 
Frink. By way background, Ms. Frink was employed by NECCOG from November 4, 2012 until June 2018 as 
a Kennel Maintainer. She left her employment following an incident (May 29, 2018) at the kennel where she 
was exposed to a cat that later tested positive for rabies. After the incident and subsequent treatment she 
had made known to her supervisor that she was not able to return to work as a result of the incident. Shortly 
after thlsl sent a registered letter to Ms. Frink asking that she contact us on or before June 25, 2018 to discuss 
her return to. work. That day came and went and while we did receive a phone message - no details were 
provided as .to her condition and or ability to work. We subsequently terminated her employment. I should 
note that this process was full in coordination with our labor attorney. 

First, as·a general statement, none of the following allegations/complaints were, to the best of my knowledge 
and certainly not to me, made during her time employed by NECCOG. Second, each of the charges are 
general in nature - lacking any specifics in terms of Ms. Frink - accordingly while I will attempt to address her 
specifically, some of the responses will be general in nature applying to how we address these issues. 

• Workpiace htuassment policy is not €:nforcacf. Compfajn:S ara ignored and mocked 

· .. 

Our policy is enforced and never ignored - certainly not mocked. Complaints or even concerns 
that may raise to the level of a complaint are immediately made known to our labor attorney for 
guidance and Investigations are undertaken Immediately. 

NECCOG and myself as Executive Director take the issue of workplace harassment very seriously. 
Our policy, as contained in our Employee Handbook, is current with both state and federal law. Our 
law firm provided the policy to us and provides any appropriate updates. As Executive Director I have 
received harassment training through CIRMA and as part of a recently completed university level 
Human Resources course for non-profits and public officials. 

· NECCOG depends upon a work environment of tolerance and· respect. Workplace 
harassment including, but not limited to, verbal slurs,· negative stereotyping, overt 
hostility and the dlstnbution of written or graphic material intended to aitack someone 
based on their race, color, sex, age, disability, religion, · national origin, ancestJy, 

· · ·citizenship status, maritaJ status, or sexual orientation is prohibited. 

· NECCOG Wl71 respond promptly to complaints of workplace.·harassment and where ff 
· is determin·ed that Inappropriate conduct has occurred, we Will act promptly to put an 
end to the conduct and take any action necessary, including discipline where 
appropriate .. 

. .. 
.. 

125 Putnam Plke, -Da"yville, CT 06241 p. 860-774-1253 fax 860-779-2056 web neccog org 
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ATTACHMENT D 



My name is Maureen Adams, and I am the Fiscal Director at Northeastern Connecticut Council 
of Governments. My position is also listed as the EEO Grievance Officer. I understand that If 
any employee believes he/she has been subjected to workplace harassment, the individual 
should Initiate a complaint by contacting myself as soon as possible. 

This letter serves as a response to the letter I received on October 23, 2018 regarding Melissa 
Frink. I will present her statement with my response. 

Ms. Frink states the workplace harassment policy is not enforced. Complaints are Ignored and 
mocked. I have never been told Ms. Frink had a workplace harassment complaint. I would 
never ignore or mock such complaint. 

Ms. Frink states her fear of retaliation for speaking up about something you don't agree with. I 
have never felt fear of retaliation or witnessed any other employees feeling this. We have an 
open-door policy at all times to communicate any concerns. 

Ms. Frink mentions there is no one of authority above the director position. I believe all 
employees realize the CEO's of the town along with Mr. Filchak are the authorities for NECCOG. 

Ms. Frink mentions several past legal issues barring public disclosure or discussion indicates 
~ problems within the council. I myself along with Mr. Filchak contact legal council immediately 

in all situations to be sure we are following the law. 

Ms. Frink states private health information of employees is being discussed and mocked: no 
confidentiality, breach of HIPPAA Privacy Rule. This statement is a lie. I have all personnel files 
locked in my office. I would NEVER discuss, mock, or breach and HIPAA privacy rules. I take my 

. position seriously and do not discuss any personnel information. 

Ms. Frink states personal mail is being opened by the office employees and shared with others. 
All mail that is mailed to NECCOG is opened, date-stamped and given to the correct party by 
either myself or my assistant as requested by the Audit firm. Mail is not shared among 
employees. 

Ms. Frink states wage discrimination and favoritism with jobs for some employees. 1 have 
NEVER witnessed or been told about any favoritism or wage discrimination within NECCOG. 

Ms. Frink states punishment of certain employees; bullying. I have NEVER witnessed or have 
been told about any punishment or bullying of employees. 

Ms. Frink states pornographic images and sexual conversations frequently being shared with 
office employees. I have never witnessed this in the eleven years I have been with the 
company. This would not be tolerated. 



Ms. Frink states many Instances of animal cruelty within the shelter. We take very good care of 
our animals. The vet bills are substantial and we do not know of any animal cruelty within the 
shelter. 

Ms. Frink states animal adoption process is not followed; favoritism in several cases. The 
adoption process Is fair and is followed as stated on our website. I have not seen favoritism In 
any cases. 

Sincerely, 

Maureen Adams 



ATTACHMENT E 



From: Janis Sm 
Sent: Tuesday, 0 
To: Rick lves <r.· 
Cc: Janis Smith 
Subject: Formal 

Dear Rick, 

My apologies for the separate attachments, I was having technical difficulties. Please 
find attached three pages of my complaint. I look forward to your anticipated assistance. 

Thank you, 

Janis M Smith 



.. '·' ' ' '·"' ... . .. ... . . 

Oml'i:ll Compbint 

1 Tanis Smith rendered my letter of immediate resignation to Neccog from a full time Animal Control 

~fficer on July 18, 2018. I had been working there from late Autumn of 2016, during my time working 

rhere it was made very clear on many occasions by different staff to never go to the executive director 

john Filchak to speak with him regarding anything. If you did not go through the proper chain of 

command and get approval to ask his administrator to possibly book a meeting , you would be 

reprimanded, harshly. This type of treatment happens to every employee that is not on Mr. Filchak's 

favorite list. If he didn't like you , you would know it, he is known to outwardly show favoritism in the 

office and often would sar that Animal Control was his least favorite program, that his office and team 

are on the nice side of the building and then there's the low life's our here in animal control. A good 

example is, Mr. Filchak promoted jennifer Hutchins from his side of the office from transportation to 

animal control as an administrative assistant. She was put in a supervisory role to work alongside the 

new director of animal control Kristian Hernandez. One day Mr. Filchak came into our office and 

brought one pastry; he walked by all of the officers and gave the cake tO ]en, while walking past all of 

the officers he asked jennifer how she liked her new space, he said he felt a little bad for her having to 

work with all the misfits and low life's, the look on his face while he was walking past all of us would 

erase any doubt that anyone may have had. 

I began to expect to be ridiculed, mocked, and harassed on a daily basis. The hostile working 

conditions got worse not better. I was called back from medical leave to preform light duty. July ro­

July r8. I bad been out on a medical leave for gynecological cancer surgery. When I went back .. .I was 

informed by Jennifer Hutchins that I got a $1.oo raise, I asked the director if he had anything to do 

with my raise he stated NO. Since I was on Jighr desk duty I planned to go to Maureen to ask if I 

could have a meeting wirhjohn during the week so I could speak to about the increase. 

1 was allowed ro d.ress business casual for these shifts instead of wearing, my A.._OO uniform. OnJul 

17, I received unwanted remarks from an employee (Jennifer Hutchins-) regarding the dress I was 

wearing, questioned my undergarment st_atus asj{ed if [ was going commando so Knisrian c<?mid look 

up my dt;.ess, All of this was saj:Q wllile lle was jn his office ~th the door open. 1'his made me very 

"llllcotnfonabJe and cmremely embarr~sed. When I asked her why she say something like that they 
b0tih 1augh:ec1 



:~rrivcd back. One of my duties was co finish ACO George Keeling's and Dianne Collette"s reports in 

rhc system and assist them on completing investigations for bite reports, quarantine orders etc. Most 

all of the work I was doing was Officer Keelings. 

On july t8, ACO Keeling sat down next to me and with another pile of unfinished work for me, asked 

me if l got a raise this pay period. I answered him yes, and he asked me how much, I cold him a dollar. 

1 then asked him how he did, he goes on to explain the he got two dollars more. I interjected at this 

poinr and said " So now you make the same as me??? And you are part time?? And haven't been here 

half the time 1 have? And you arc not even CERTIFIED?!! All of this happened in front of Jennifer 

the adm in and l<ristian in his office with door open. 

ACO Keeling also quietly informed me while speaking of his big raise that he had gotten reprimanded 

by j ennifer Hutchins for going up to John Filchak while he was walking to his car to go ro lunch, he 

was surprised by this as he told me him and John were good buddies outside of work and it's not like I 

don't know the guy, I do work at his house, he stated he built a deck and some other construction 

work on Mr Filchak's personal pro perry, and he could not believe that he would get in crouble at worlc 

for just approaching him ... all be it that the reason for his conversation was ro inform Mr Filchak that 

the animal services director Krisrian Hernandez approved breaking protocol of the adoption process 

to give ACO Keeling a kitten instead of placing it up for adoption to the public. It was not hard nor 

for me to surmise that ACO George Keeling's big raise isn't somehow attributed to "other" work he 

provides to Mr F'Lichak. Is it not enough that George is nor full time, not certified by the scate of Cl:; 

bur seems to be reaping rewards and special treatment. 

l decided I had enough. Between all of the sexually charged comments not only to me but between 

Jennifer ~d Kristian all day every week, doin~ them the favor of answering their calJ when asked to 

come in from medical leave to help with office work only to be mocked and made to feel targeted for 

my cancer swgery. Alll ever felr upon retum ftom my surgery was overwhelmed and unappreciated. 

I had worked for Neecog for three years, half of WhiGh 1 was a fuU time credentialed ACO, and while 

out With my medieal issue after surgery 1 recej'Ved flower deliveries and cards from the volunteers that 

I woiked with -at the pound. I know what 1'm about to say is not illegal, but being made to feel 

unappreciated and worthle'ss at a rime in your life when you are asking for prayers being faced with an 

illn~ .. wh.en your owp office did not so mucli as sen a get well card When I t"Old Ms. Hutchins that 
my feelings were hurt that no one bothered to even send me a cardJ she told me she was 

~~··.~"'i.V: 

"""'"b,.rt out at the end of that day, knew I 

:mH~ffJ!g~~lQ~L;be .fear 



I would also like to add that my personal mail that was addressed to me ar Ncccog from a dient was 

opened and passed around the office, only to be tossed at me afterwards by my boss Kristian 

Hernandez like a piece of trash. I was then verbally reprimanded for the thank you card, I asked him 

what is so wrong with a good public image .. ? I would have thought everyone would be happy that 

someone we helped in one of our many towns we service thought so much of our service chey sent a 

thank you note ... I was told I am too nice tO people and form emotional connections, at that point it 

was par for the course. It should have been tacked up on a board and used to boost morale. I never 

received the envelope that it was sent in with the return address as they threw it out. It is a Federal 

crime and absolutely unforgivable, to open someone's private mail and send it around BOTH oJnces 

and the last to see it thrown at me across a desk like garbage, how could anyone work with these 

people is beyond me. 

I implore you to please take action to save Neccog ,w replace the ExecutiveDirecror)ohn Filch;tk and 

all management under animal control. People and animals alike need to work on a morally sound 

foundation with professional caring management. Everyone deserves to be treated fairly with decency 

and respect regardless of age, gender, health or personality. 

Sincerely, 

Janis M Smith 
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nee cog 
November 1, 2018 

To: Rick lves, NECCOG Chair 
From: John Rlchak, NECCOG Executive Director 

RE: Response to Janice Smith Complaints 

This response is to the three page letter, dated October 31 , 2018 from Janice Smith. 

In terms of the statement that staff should "never go to the executive director," I do not know or 
understand where this understanding, if it exists, comes from. I have maintained, at times to my 
detriment, an open door policy during my 23 years with NECCOG. I am not aware of any employee 
ever being reprimanded (formally or informally) for trying to speak/meet with me. If I became aware of 
such an action, I would make clear that such a reprimand was inappropriate. There are persons working 
on projects for our towns that have regular interactions with me due to the nature of those projects. In 
general, those routine interactions are not made with the staff of the animal services program. Most oi 
my routine interactions with the Animal Services Program are with Mr. Hernandez (the Animal Services 
Program Director - prior to which it was Diane Collete) and Ms. Hutchins (Administrative Assistant for the 
program). I try not to make direct requests to officers as it results in more confusion than not. 

The Animal Services Program is now the largest one in Connecticut and probably the northeast. We have 
set a standard with this program of how to deliver this service in an efficient, cost-effective manner while 
optimizing the health and welfare of the animals we serve. I frequently speak about it around the state 
and it has been replicated in at least one other state. The picture presented in Ms. Smith's letter 
would lead one to believe that I look down on it as a second tier program with little value to our 
organization and towns. This is simply not the case. I can say that since the program's start in 2004 
there has grown, on the part of some staff and volunteers, a sense of isolation or a sense that it was not 
treated equitable in terms of other NECCOG programs. For example, three of four years ago one a 
former staff person (then a volunteer - who continues to volunteer) made a serious allegation that we were 
diverting donations from the program for other NECCOG uses. At the request of our then chair, John 
Hallberg, 1 made detailed presentation of the Animal Services Program for our volunteers and anyone else 
that had an interest in the program. Unfortunately, despite a high level of detail, many still doubted the 
validity of our numbers. I spend a significant amount of time on this program - including some past 
significant personnel issues that NECCOG's legal counsel is familiar with. 

Ms. Hutchens was not "promoted" in her role with Animal Services. The growth of the program 
coupled with the growth in Transit's activities necessitated an increase in staffing to support these 
programs. We have three persons who serve in various capacities as administrative assistants in support 
of NECCOG and they often overlap to cover for each other. Ms. Hutchins is an Administrative AssiStant 
who is assigned to Animal Services. She also covers Transit and other duties as needed. Similarly, the 
other administrative assistants are cross-training to cover for Ms. Hutchins. 
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1 have no I8COifeollon of the purported •pastryt Incident. After meetrngs \\hn we haVe donuts we 
often c1rcu1ate the ramalnfng Items With the alaff. 1he lnddent, as described, does not l8flect my actions 
wllh the slaff at NECCOG. ... . . . . --

The allegatiOn 1hat 1 would publcly or privately ntfarto anyone working fOr NECOOG aa "misfits 
and low life._., Is absurd and false. 

I was not awant, until after Ms. Smith's employment ended, that she was alleging that she had 
been routinely •rtdfculed, mocked and harassed." Such behavior Is not ln acomdance with our 
personnel policy or basfc decency -It would not have been tolerated and corrective actfons would have 
been taken had I been aware of such aclfons. However, durfng her employment with NEOCOG • NO 
SUCH ALLEGATIONS were raised. 

The Issue concerning nmarks made by Ms. Hutchins to Ms. Smith on July 17 were ones I only 
became aware of after her emplOyment ended and we received the allegation In her Connecticut 
Labor Department appeal for unemployment compensation (which she lost). That notiftcation was 
Immediately (as 1s the case with an such matters) sent to our labor attorney (Krfstl Kelly) and I Immediately 
Interviewed both Ms. Hutchins and Mr. Hernandez (Ms. Adams of Finance Director was present for each 
discussion). In my emaD oommurncatfon with Ms. Kelly I noted that I would most Dkay be placing each on 
paid admfnfstrativa lea\te. Subsequent to the Interviews, the fact that Ms. Smith was no longer employed 
by NECCOG·and after consuftation With our labor attomey (Ms. Kelly). we decided to not go forward with 
the acfm!nlstratfye leaves. ~"'\ 

The raferen~ to the gmphlo picture, cited Jn Ms. Smith's complafnt, and its relationship to Ms. 
Flexer was again something that dfd not come up durfng her employment with NECCOG. 1 beffeve 
there was sOme referenCe to this during the Labor Department hearing along With allegations of 
pornographic pictures belng shown on one or more of the Animal Services computers. I should note that 
after that~ and fn dlscussfon with Ms. Kelly I instructed our IT person to conduct a ftJtJ review of the 
hard drives of the computers under the control of the Anfmal SelVIces Program. That review fS not yet 
complete. Addltfonafly, the Implication that Ms. Flexer Js being "18ta11ated against fOr going above 
her dlreotoiS fpraaumably m'e] regarding a sexual hataSSment lasue" Js Wrong. 11tere Is no such 
complaint her8 at NECCOG regarding Ms. Flexer. 

In tenns of private mall befng opened, the Issued was also lafsed In Ms. Frink's complaint. The 
mall we recerva Is an opened (except for oertarn flnanclallbank statements that go dflectly to me) and then 
routed to the person to whom It Is addressed. Thank you notes to officers and drivels are not 
uncommon. 

I was not present for the rafelenced July 18, 2018 dialogue between Ma. Smith and Mr. Keeling 
reganflng compenaatfon. Therafore, I can not atteat to the actual conversation. 

I was not 8WBI8 that Me. Hutobfna had "repJimanded" Mr. KeeUng. Addftfonally. and more 
rm~ Mr.l<eerfng and 181'8 not, as descrlled- •good b ICidfe8. • 1 haVe had a few lnfcrrnal 
convaaatfans Wfth hm-as I have had with most rl1he peope·that work for NECCOG. He has not ever 
worked for me at my hOme or anywhere else In a noft-WOlk l8lated manner. He has never been tD 
my home and has not done any conatruollon orotltarwodc for me. An¥ IUQh etatement or 
..,., a Jhfllon Ia "'ae. 
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Mr. Keeling dfd ask me, as I was gofng to my car, aboUt the adoption of a cat that he had been foSteltng. 
I fnformed him that we had to follow our adoption protocols. Upon returning from lunch 1 did mention Mr. 
Keeling's request to either Mr. Hernandez cr Ms. Hutchfns 0 don't recall). We make exception to the 
normal pmtocollf an anfma1 has been under our care for an extended period of tfme with no legltfmate 
Interest In the animal In question. We do 1hls to ensure that anfmals do not stay longer than needed and 
n pJaced rna permanent home. M I recaU, Mr.Hemandez or Ms. Hutchins confirmed thai the cat had no 
peraons expressfng an Interest fn Its adoption and that it had been propaiy noticed for adoption. I 
subsequently gave to approv8l for Mr. Keelfng to adopt the cat. The same such situation has p18vlously 
happened with other staff or volunteers. 11118 Incident as described by Ms. Smith, was not a 
situation of favoritism based on some type of personal181atfonshfp - rt was simply an accepted 
action -made In the best Interest of an animal fn need of a home. 

Subsequent to Ms. Smith's voluntarily reavfng her position with NECCOG I learned of what 1 wlU can the 
"pay fncrease Issue.., Sometime In either later May or June. I made 1he decision to change the baSe rate 
for our officers to $15 per hour. For each of those officers this represented a slgnifant Increase. In the 
case of M~ Smith, her pay went from $13 to $16 per hour· a 15.88 percent Increase. Had 1 not 
made the salary adjustment. her pay wouk:l most Dkely have risen about three percent - which is what 
others fn the program over the $15 level reoefved. We had had sfgnfftcant Issues recruiting officers and 
this change was an attempt to In part rectify that Issue. It was not structured to favor one employee 
over another- rt was simply a base wage adjustment. As I recall, Ms. Smith thanked me for the 
Increase as well as the opportunity to return to Ught-duty work during her recovay from surgery. At no 
time was this pay Increase Issue brought to my attention when she was employed by NECCOG. It 
came up during her Department of Labor appeals hearing and I explained the s!tuatlon as I have ln 
this memo. 

In terms of any vemat communlcaUons that I had With Ms. Smith or Mr. Keeling, other than those noted 
above and routine greetings passing by In the building. I do not recall anything of substance. As a rule, 1 
do not meet wJth the Animal Services staff on operational details- that is left to Mr. Hemandez 
and he speaks/reports to me. 

I believe I have addressed the Issues raised by Ms. Smith In her October 31, 2018 letter. Should you 
require addllfonallnformation, please let me know. 

Thank you. 
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-Original Message-
From: cmsmailer@civicplus.com <cmsmailer@civicplus.com> 
Sent: Thursday, November 01 , 2018 10:15 AM 
To: Rick lves <r.ives@Brooklynct.org> 

al complaint against NECCOG (Sent by Briana Ford, 

Hello rives, 

Briana Ford--has sent you a message via your contact form 
(ht1ps://www~ontact) at Brooklyn CT. 

If you don't want to receive such e-mails, you can change your settings at 
https://www. brooklynct.org/user/81/edit. 

Message: 

whom it may concern, 

I am writing on behalf of NECCOG Animal Services and its operational flow. Up until July 5th, 
2016 I was a part time Assistant Animal Control Officer and have been employed with NECCOG 
for just over 2 years. There was some reconstruction in the office, and all three (3) part time 
positions were pulled into one full time position. In the two years employed there, I mentioned on 
various occasions to both my director and to the Commissioner John Filchak about the possibility 
of more than 17 hours a week, and if a full time position would be offered at any point. In the 2 
years of employment, I have seen numerous employees leave NECCOG for whatever reasons 
they had or that John had to let them go. There was a time last year when a fellow employee 
was injured, and within 24 hours I changed my daycare and family schedule to accommodate the 
full time position, yet John pulled the opportunity 2 weeks into the position. The rumor for not 
wanting another full time position was that he did not want to pay benefits for another full time 
employee. At the time, there was only 2 full time Animal Control Officers (one being the director) 
and NECCOG Animal Services covers 10 towns. 
As recently as May 2016, I talked to John again about adding hours or possible full time position. 
I was told yet again that NECCOG could not foresee another full time position being available. At 
that time, I mentioned that I would have to start looking elsewhere for full time jobs or at least a 
second job because I could not survive of 17 hours a week at 
$12.00 an hr. In late April or early May, John met with each staff member of Animal Services to 
go over questionnaires we filled out regarding the job and the position. When I met with John, I 
asked about the additional hours, it was dismissed, I asked about a full time position- it was 
dismissed, and I mentioned that one could go to Aldis and be a cashier and make more then we 
as skilled trained, authoritative figures make at NECCOG. The starting pay for no experience 
Animal Control Officer in the state of CT starts at roughly 
$15 an hr. and at NECCOG we all make right around $12 an hr. Late May, I did apply for a full 
time position for Animal Control Officer, and out of respect I informed my boss, Dianne. In June it 
was mentioned that NECCOG would be adding a full time position and would be open to internal 
employees initially. It was between myself and one other officer ( the officer that was injured last 
year). 

On June 30th I had my interview with Dianne, Jim Larkin (Associate 



Commissioner) and Howene ( unclear as to her tiUe, but not Involved with Animal Services at all), 
and on July 5th, was told that I did not get chOSen for the full time position. I am writing this letter 
not because I was not the chosen candidate, but because of the process. I was denied because I 
had pending applications elsewhere, and because I safd lin the interview and not we enough. I 
was penalized and denied a position because I was told there would be no additional full time 
opportunities available so I was forced to apply elsewhere to support my family. One of the other 
two part time officers was offered an opportunity with NECCOG still, but as a transit driver, and as 
mentioned the other officer was given the full time position. 
I willingly covered all shifts when needed, and covered any on call shifts when asked. Both 
officers who were also part time, had incomes provided from other jobs, I am a single mother and 
now left without any Income. 

I am not wrfting this to be petty. or Immature but to Inform someone about how NECCOG 
operates. Those who go above and beyond at NECCOG get penalized or lose any responsibility 
that they had in their department The kennel manager had all responsibilities pulled and merged 
into the full time animal control officer position. The senfor animal control officer was pulled from 
certain duties because it wasn't handled to John's liking. I have been there for two years with no 
raise or added responsibilities. The Director herself will not approach John on Issues because it 
Is wasted breath. John is full of empty promises and does not take animal control as the serious 
position it actually Is considered. Something as critical as reliable transportation to get to and 
from calls and to carry animals was put on the back burner last year. Animal Services did not 
have a reliable van, we were using the van that was meant for TNR (trap, neuter, release), but 
only if not being used by the TNR director. Many times our road calls were bumped and delayed 
because we had no vehicle and John refused to purchase vehfcles untfllate In the calendar year. 
Now with the restructuring, the ACO when on the road for road calls, will have to leave the call 
she is on and retum to the shelter to do adoptions because the Kennel Manager is no longer 
allowed to do adoptions. The towns NECCOG services are not paying the municipality fees so 
that the officers are at the shelter, but so the officers are avail whenever needed for road calls. 
We barely have enough working equipment, no safety precautions when out on the road- and 
when we handle dangerous situations the way we were trained, John repremands us and It is 
used against us and told that we do not know how to do our job accordingly and that we are not 
cops. 
There is very little sense of professionalism in regards to animal control by the NECCOG higher 
ups and the decision makers. 
The decision for the full time officer was not made by any one of animal services except Dianne 
the Director. The right way to determine any position would be to interview wfth the kennel 
manager. or at least the senior animal control officer along with the director. The commissioner 
does not go down to the pound to see how it operates or what needs Improvement There Is no 
recognition for the amazing volunteers that make the shelter be the great place it is for animals. 
Our shelter thrives off volunteers and as staff we can not volunteer our time, nor can we do 
anything to acknowledge the volunteers we do have. I am involved In animal welfare because it 
is my passion and my career. I have a very strong resume and background In animal welfare and 
I have worked very hard to get into an animal control position, whfte have waited patiently for a 
full time position. I know how a shelter should be run, what safety protocols as ACOS we should 
be offered, and what training we should have provided to us at no cost to ourselves because It Is 
skDis needed to make us baUer officers. John FRchak runs NECCOG Animal Services as a joke, 
and it Is very unprofessional, and at this time feel that the operational flow needs to be assessed 
by someone outside of NECCOG, and take the time to sit with the officers and Osten to our 
concerns before the entire animal services program falls apart and the animals suffer. Thank you 
for your time, and I appreciate and look forward to further cornmunlcatfon with someone. 
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Attorneys-At-Law 

December 5, 2018 

Steven K. Reviczky 
Commissioner 
Connecticut Department of Agricul!ure 
450 Columbus Boulevard 
Suite 701 
Hartford, CT 06103 

Re: Request for Formal Investigation 

Dear Commissioner Reviczky: 

Krisli D. Kelly 
Direct Dial: (860) 27 1-2223 

E-mai l Address: kkclly@sswbgg.com 

Please be advised that I represent the Northeastern Connect1cut Council of 
Governments ("NECCOG"), which owns and operates an animal control faciliiy 
currently serving 19 towns in eastern Connecticut. The animal control facility, 
which is located at 125 Putnam Pike, Dayville, Connecticut, is directed by 
Executive Director, John Filchak, and it currently employs five (5) state-certified 
Animal Control Officers ("ACO"), namely its Director of Animal Services, ACO 
Kristian Hernandez, and ACOs Dianne Collette, George Keeling, Jared Ricci, and 
Rayann Sheerin. 

On or about November 16, 2018, I contacted the Department of Agriculture 
("OOAG") requesting a formal, thorough investigation by DOAG of NECCOG's 
animal services operations, following NECCOG's receipt of three (3) written 
complaints of animal cruelty occurring within the faci lity. Staff Attorney Carol 
Briggs and I spoke by telephone on November 30, 2018, along with Assistant 
Director Wayne Kasacek, to discuss DOAG's authority to conduct such an 
investigation and, at that time, I was directed to submit this request in writing. along 
with the requested scope of the investigation NECCOG seeks. 

To that end, this letter shall serve as NECCOG's written request for a full-scale. 
thorough, unbiased investigation of the animal services physical facility and 
operations to be conducted by DOAG, together with the production of a written 
report of findings and recommendations. to ;nclude identification of any and all 
illegal practices or deficiencies. whatsoever, with respect to the provision of animal 
control services. NECCOG requests physical inspections, reviews of any and all 
records deemed relevant by the state investigator, interviews with any and all staff 
of the facility, including but not limited to the complainants , as well as current and 
former staff identified by the investigator as potentially having relevant information, 
and any other review deemed appropriate by the state investigator · 

A Tradition of InneHu i ~~e Sc~:~~:_Jr!S 
--------- - --- --- ------ -
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Steven K. Revfczky 
Commissioner 
December 5, 2018 
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To assist DOAG In underatandfng the nature of the allegations that have been made, I have 
enclosed the three (3) written complaints. in tun. that have been filed with NECCOG fn 
September and October, 2018, for.your nwfew and conalderatfon. In addlUon, I have enclosed 
a written complaint filed with DOAG In October,.-2009 by· Eva Longo, which presumably was 
addressed by DOAG at that time; however. she has reiterated her claims again now • 

. Furthermore. below Is a summary of verbal information that has been received by the 
undersigned, as well as NECCOG's Board Chairman. Rick lves, In the course of the Board's 
initial investigation Into the allegations. concerning allegations of current and/or recent (i.e. 
within past 24 months) conditions allegedly obseJVed: · · 

• Kittens that have died at the facifrty were disposed of in dumpster: 
• Injured cat visibly In pain (potentially a Video by former employee, Meftssa Frink. eXIsts; 

requested but not yet provided to NECCOG) not veUed promptly; 
• A broken guUfotlne door Injured dog in' NECCOG's possession (caused broken leg) 

(allegedly Ms. Frink has photographs; requested but not yet provided by her); 
• OVercrowding, resulting in dogs being held inside and outside (separated by closed 

door}, and multiple cats being placed .in same holding area; and . 
• Insufficient animal b'ansportation Q.e. unreDabfe van) resulting in delayed road calls. 

FinaUy, it is my understanding that thel8 are currently two (2) assigned State ACOs (Linda 
Wenner and Dean Gates) who oversee regulation of NECCOG's animal services. In the 
interesJ of g18i$fning a .cl~n. unbi8$E!d inv!'SJfg~ti~ tmo the alleg~ion~. and the current state 
of the animal control services faclDty and operations of NECCOG. I respectfuDy request that this 
anvestfgation be assigned to someone without any knowledge of NECCOG's ·operations. past or 
present. even though ACOs Wenner and Gates may be Witnesses In the investigation. . . . 

Please promptly contact me to discuss the aciceptance of this request, and the commencement 
of the investigation. as well as to answer any questions or concerns, if necessary. Qn beh'lf of 
the Chairman of the Board of Directors. Mr. Rfqk lves, as well as the entire Board. thank you for 
willingness to investigate these very serious allegations. 

•. 

Encfs. 

(1017'123S9.DOCX; v.J 



~\ 
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October 19. 2018 

Hello.. my name is Melissa Frink. I was employed with NECCOG animal services for 7 years. Because your town is 
contracted with NECCOG for your animal control services. and possible other services, I feel obligated to make you 
aware of inappropriate actions and behaviors thai I have endured and witnessed during my service with NECCOG. 

Please consider this my fonnal complaint I'll be brief but understand I have detailed infonnation and witnesses that will 
support the facts presented here. It is my hope that somehow I can effect change in the policies and behavior of personnel 
and management at NECCOG for the betterment of existing and future employees and the animals. 

• Workplace harassment policy is not enforced. Complaints are ignored and mocked 

• Fear of retaliation for speaking up about something you don't agree with 

• No one of authority above the director position 

• Several past legal issues barring public disclosure or discussion indicates problems within the council 

• Private personal health information of employees being discussed and mocked; no confidentially. breach of 
HIPAA Privacy Rule 

• Personal mail being opened by office employees and shared with others 

• Wage discrimination and favoritism with jobs for some employees 

• Punishment of certain employees; bullying 

• Pomogrdphic image." and sexual conversations frequently being shared with office employees 

• Many instances of animal cruelty within the shelter 

• Animal adoption process is not followed: fa,·oritism in several cases. 

These workpJac~ conditions are unacceptable. NECCOO management is aware of all the.~ ictsues. There have been no 
actions by NECCOG management to improve the workplace environment or address employee concerns. This is a 
dictatorship that has ·ntiifeduntamm, ftJt Lilt II actions. · · -· -· ·-- ..:- · · · ----· · ·· -·--·- -- ·-·- ·· 

As you manage your town· s lc!adership. think about how these actions may affect your role a" a contrctctor with 
NECCOO. I understand NECCOG senices may be the best financial solution for );our town. but do your voters and tax 
payers want to continue to support these types of beha,·iors? What would they think if the~ knew these behaviors are 
allowed and are being overlooked? 

Thank you for your time and attention. I'd be happy to share more detailed infonnation upon request. 

Sincerely, 

Melissa Frink 



rtyou cfon, want to receive such~. you can change your settings at 
htlps:llwww.braoldynct.OJg/Usar/81/edlt. 

Message: 

whom It may concern. 

I am wrillng on behalf of NECCOG Animal Services and Its operaUonal flow. Up until July 5th. 
20181 was a part time Assistant Animal ConbOJ Oftfcer and have been empfoyed wllh NECCOG 
for Just over 2 years. Thera was some reconslruclfon In the office, and all tltree (3) part lfme 
posltfona were pulled fnto one fuD trme position. In the two yems employed thent, 1 mentfoned on 
varfoua occasions lo both my dlreclor and to the Commissioner John Fllchak about the posslblftly 
of more than 17 hourS a weerc. and If a fuD time poslllon would be offered at any point. In the 2 
years of employment. I have seen num&IUUS employees leave NECCOG for whatever reasons 
they had or that John had to ret them go. 1h8r8 was a time fast year when a fellow employee 
was Injured, and within 24 hours I changed my claycare and family schedule to accomniodate the 

• 



fuU tfme poaWan. yet John pulled the~ 2 weeks Into tha posiUon. The nunar far not 
wanting analherftdl time position W88 that he did not want to pay banefils far anOihar fuD time 
employee. M the ame. ther8 was anly 2 fuD tbna Animal Cordrul Ollcela (ana beq the dhctor) 
and NECCOGAnlmal ServfC88 covers 10 towns. 
Aa racen11y as May 2018. I talked to John again about adding hours ar posalbla full trme posftfon. 
1 was told yet again that NECCOG could not foJasae another fuD trma position baing available. At 
that time, 1 mentroned that I would have fD start fooldng elsewhele for full time jobs or at least a 
aacand jab because I could not survive of 17 hauls a week at 
$12.00 an hr. In rate April or early May, John met with eaCh staff member of Animal Services 10 
go over questfonnalres we fDied out reganllng the job and t1te paaltlon. When I met wllh John, I 
asked about the additional hours, It was dismissed, I asked aboUt a lull tfme position- it was 
dJsmfssed, and 1 men11onad that one could go to AkiJa and be a cashier and make mara then we 
as skDied trained, authorltallv8 ffgur8s make at NECCOG. The starting pay for no experience 
Animal Control Ofllcer In the state of CT starts at roughly 
$16 an hr. and at NECCOG we aD make right around $12 an hr. Late May, I dfd apply for a full 
tfme position for Animal Control Officer, and out of respect I Informed my boss, Dianne. In June I 
was mentioned that NECCOG would be adding a full time posltfon and would be open to Internal 
employeeslnfllally. It was between myself and one other otlfcer ( the officer that was Injured rast 
year). 

On June 30th I had my Interview with Dianne, Jim Larkin (Associate 
Commissioner) and Howene ( unclear as to her tiUe. but not Involved with Animal Services at aU), 
and on July 6th. was told that I did not get chosen far the fuD tfme posltfon. I am writing this letter 
not because 1 was not the cho8en candidate. but because of the process. I was denied because I 
had pending appltcatfons elsewhere, and becaUse I said I fn the Interview and not we enough. 1 
was penalized and denied a posiUon because I was told ther8 would be no additional fuD time 
opportunities available so I was forced to apply elsewhere to support my family. One of the other 
two part time offlcer8 was otfered an opportunity wHh NECCOG sUD, but as a transit driver, and 
as mentioned the other offtcer was given the fuU time poaftfon. 
1 wlUlngly covered aU shifts when needed, and covered any on call shffts when asked. Both 
officers who were also part time, had IncOmeS provided from other jobs, I am a single mother and 
now left without any Income. 

1 am not writing this to be petty, or Immature but to Inform someone about how NECCOG 
operates. Those who go above and beyond at NECCOG get penalized or lose any responslbllfly 
that they had In thefr department. The kennel manager had aD responsibilities pulled and maged 
Into the full time animal control officer position. The senfor animal contlol offfcer was pul!ad from 
certain duties because It waan1 handled to John's Dicing, I have been there for two years with no 
raJse or added responslbllltfe. The Dlrecfor herself will not approach John on Issues because I 
Is wasted breath. John Is fuD of empty promises and does not take animal control as the serious 
position It actually Is consfderad. Something as crftfcal as reliable transportatfon to get to and 
from calls and to carry animals was put on the back bumwlast year. Animal Servfces dkl not 
have a reliable van, we were using 1he van that was meant for TNR (trap, neuter, release), but 
only If not being used by the TNR dfrector. Many times our road calls were bumped and delayed 
because we had no vehicle and John refused to pli'Chase vehicles until late In the calendar year. 
Now with the restructuring, the ACO when on the road for road cans. will have to !eave the caD 
ahels on and ratum to the shelter to do adoptfons because the Kennel Manager Ia no longer 
allowed tD do adoptions. 1be towns NECCOG services are not paying the munfdpa!lly f'ae8 so 
that the offtcenl are at the shelter. but ao the offlcels are avaD whenever needed tar road calls. 
We ban1ly have enough~ equipment, no aafety JRC&utlons when out on the road- and 
when • handle cranpraua slluatkms the way we \¥818 trained, John repremanda us and It Ia 
used agafnat us and tD!d that we do not lcnOW boW to do olD' Jab accordingly and that we are not 
cops. 
1bere Ia V81Y BlUe sense of profassronallsm In reganlsto animal conlrol by the NECCOG hlah• 
ups and the decision makels. 
The decision for tile fuD time oftfcer was not made by any one of anfmalaeMcaa except Dianne 
the Dbectar. The dgl1t way tD detannlne any poslllan woukt be fD fnlervfew with the kennel 
maJIBg&r, or at least the senior anfmal contiUI o111cer along wllh 118 dfraclar. 1118 aomm1sa1aner 



daes not go dawn to the pound to see hoW I aperates or what needs lmprovam8nt. 1'belala no 
recogn1t1an tar 1tte amaz1119 volunta8l8 that make the 8helar be a. great p1ace 11 ra far anrmara. 
OUr 8hellar thrives off varuntaars and.-stiff we can not Vdunt8er aur trme. nar can we. do 
anylhfng to aclcnowladge the vo1untaera we do have. I am IJWOiued In animal walfara because II 
Is my paaalan and my career. I have a V8rf atnmg I88UIII8 and backgraund In animal walftn and 
I havaWOIIcad vay hard to get lniD an animal cort11a1 posltlan. while ll8ve wafted patfeldlyfor a 
fuD lme pasiBon. I know haw a 8hellar ahoufd be run. What aafety pratocoJa aa ACOS • should 
be olerad, and what trafnfng we 8hourd haVe provldad to us at no cost to OUJ88Ives because It Ia 
alciiis needed to make us belter otlfcers. John FHchak nms NECCOG AnlmaiServlcas as a joke, 
and rt ra VII)' unprofessional, and at this &me feel that the operalonal ftow needs to be assessed 
by someone outslde of NECCOG, and take the tfme to all with lha otffcers and listen to our 
concerns before the entire animal services program falls apart and the animals suffer. Thank you 
for your Ume, and I appreciate and look torwaRI to further communlcalfon with someone. 



Oct301809:S8AM 
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ATTACHMENT J 



STATE OF CONNECTICUT 
DEPARTYEN'T OF AGRICULTURE 
ANIMAL CONTROL DIVISION 

AODRI5S I t.OC.UIClH 

Rt.l2 

INVESTIGATION 
REPORT 

SUMMARY: A dog was impounded in the Killingly pound and the owner showed up to redeem his dog. TheACO hod 
olreedy adopted out the dog. 

AGnON TAKEN: On March 14, 2007 ACO Dione Collette, Killingly District Animal Control impounded a dog from the 
town of Sterling. 111e dog being n female, Pit Bull, brindle in color. An ed was placed in the Shoppers Guide to appear on 
March 20, 2007. The Shoppers Guide is a onec-o-week paper having circulation in the Killingly oren. 

On ~reb' 22, 2007, Lntour snw the nd i!Od went to the pound nnd told the ACO that she had impounded his dog, and identified 
the dog. ACO told Latour thnt the fee for redemption wes SIS.OO, plus nd fees, and board fces,tolnling to approxima~ly 
$176.00. Latour was upsetat the cost, clnimiog he didn't have thatmueh money at this time, and len the pound without telling 
the ACO what his plans were for redeeming the dog. 

On March 27,2007, otabout 3:50p.m. Latour lcfi a mCSS~~ge on the voice mail S)'6tem to hove the ACO call him. And again 
on March 28, stating he didn't hove the money but to coli him, not to give nway the dog. People from the NECOG offices who 
answer the phone for the ACO, did not infonn the ACO promptly of this call. "Rita" called the ACO duriogthe A CO's lunch 
hour to talk wilb the ACO, but &~~id she would call her when lunch was over. At about 2.:45 p.m. "Kathy" called the ACO and 
told her Latour still wanted his dog be.ck. Just about thnt timo, the ACO was selling the dog to Copley. ACO did not know, at 
the time of sole, that Latour had been calling and still wanted his dog. Lotour then contacted the NECOCl office and spoke to 
John Filchek. 

filchek called this office and I sat with Filchek nnd ACO, to discuss the comploinL I informed both ACO and Filchek thBt the 
fees were wrong. It should luve cost Latour only the redemption feeofSI5.00, and the cost of the ad, which ACO suted at this 
time wu aboul S6.00. I explained that by using the Shopper1 Guide and the ad not appearing for another fwcelc, the dog was 
being held at the cost of the town. The ACO could not charge fees from the date of impoundment, only from the da~ of ad, 
and bout! fees to sturt after 241n. of notification. All of which Latour could bnve afforded when he was at the pound on 
Marcli 22. 

ACTlOit TAKEit 0 INFRACTlOII IZ) ADVISED 

0 AAAEST 0 WRmEN WAIIHIHO 0 110 VIOIAllOIIS 

0 SlMIONS IZ) VERBAl. WAAHIHO FOUND 

Ml4 Rlnbod 0 l-16.2lm 



STATE OF CONNECTICUT 
DEPARTMENT OF AGRICULTURE 

Office of t.he Commissioner 

Sloven K. Revfczky 
Comrrissloner 

Via email: kkcllvla)sswbl!g.com 

Attorney Kristi Kelly 
Suisman, Shapiro 
2 Union Plaza 
Suite 200 
PO Box 1591 
New London, CT 06320 

December 14, 2018 

Re: Request for Fonnallnvestigation by NECCOG 

Dear Attorney Kelly: 

OfPAR TMfHT Of 
AGRICULTURE 

IF_Id 

860-713·2501 
WWI'I.CTGrown.gov 

This will acknowledge receipt of your letter dated December 5, 2018 regarding a request for an 
investigation of certain allegations contained in your letter regarding the animal control facility 
in Dayville operated by NECCOG. 

We have reviewed the materials that were included in your letter related to certain allegations 
about management oversight, operations and events that occurred at the facility. We note that 
the allegations relate to personnel matters, animal control officer duties and animal mistreatment 
at the Dayville facility. As you know, our Department's statutory authority only extends to 
matters related to the statutory duties of A CO's and the treatment of animals by individuals and 
organizations responsible for their care. We do not have any authority to address personnel 
issues internal to NECCOG, and will focus our response to the 2 items over which we have 
jurisdiction. 

The allegations in your letter date fi·om 2007 to the present. We have reviewed our file for 
records related to the allegations from 2007-2009, and do not have them any longer, in 
accordance with our state records retention schedule, with the exception of the attached report 
related to an impoundment en·or that occurred at the Dayville facil ity. Because of the age of 
these allegations. it would be extremely difficult, if not impossible to investigate them for 
purposes of detennining the merits of the complaints. Therefore, we do not intend to investigate 
the complaints that are raised in Ms. Longo's statement. or the 2009 fax to Mr. John Filchak 
from our Department. 

We have inspected the Dayville facility on a number of occasions, and enclose those records for 
your client's use and consideration. We plan to conduct an inspection and interview the 
individuals named in the more recent complaints. The purpose will be to detcnnine whnt, if any, 

450 Columbus Boulevard. Hartford, CT 06103 
Ajfii'WWJtnwllctiDn/Eq»a/ fjq/0)- ap,-n.UJy EAp/o)u 
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violations of state laws may have occurred related to the treatment of animals at the Dayville 
filcility, and posSIDie actions that may have prevented, or currently prevent NBCCOG's ACO's 
fioom catrying out their statutory duties. 

The state animal control officer supervisor fiom the Department will be in contact with you to 
discuss this investigation fUrther. If you have any questions or concems about this letter, or the 
pzoposed investigation, please contact me. We look forward to your cooperation and assistance 
in this matter. 

Sincerely, 

f}f;ff 
Staff Attorney 

Encs. 



STATE OF CONNECTICUT 
DEPARTMENT OF AGRCCULTURE 
ANIMAL CONTROL DMSION 

INVESTIGATION 
REPORT 

AtPilahcb request, we ca1lec1 Copley, thoDDW OWDCr, and ho agreed to come to the oflic:e and disauss this probltn. I 
iDfmmed hfmofthemfatab that took place, because of a com:muaica1ion g&p in the offices. ACO did belitMt she was sel&g 
tho clog OD time andpmperly. I 1hma n:quested Copley to ccmsic!ertetumfng the dog and tbe ACO W0111d try1o ftnd ldm 
anodtar to ropa this oao. Copley atflmt did not want to, oJaJmfng that ho was 11attadlccr to tho doa and so was bis daughter. 
He has had tho dog a total of two days. He did ask if the ACO was iD "trouble" and lteplied that the ACO would probably be 
rep.rimancJed because of this incident. Copley later did sp to bring tbe dog bact uound S:OO p.m.. 

CONCLUSION: NBCOG needs to comet its communication gap. 
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STATBOPalNNBC'l'lcur 
DBPAKI'MBMTOPAGRICULTURB 

ANIMALCON'I'ROLDMSION 
DOG POUND INSPBCI'ION 

LOCATION 

MUNICIPAL PACU..ITY~ 

PHYSICAL RBQUJRBMBNTS. 
Malntalnecl lo good repair 
latorlor I Bx&cdar WIJlll: 

Concreto or comonl block 
Minimum 4 foot hfsh 

22.-336-16 

• Proper 1izo and gauge fencing 

PBNS AND RUNS, ~)36.17 

IIHloor R&lu: 
Not lea tbao 40 square foot 
Mlnlmum 4 feet wide 
Minimum C5 feet high 
Solid partitions 4 fool high 

Outdoor Runs: 
Minimum 4 foot wldo 
Mialmum 8 foot Ions 
Minimum C5 feet blab 

• Solid putldona 4 fCGt high 
0 Permanent roof over runs 
• Barrlor on top of runs 

Indoor Pons: 
Minimum 4 fool square 
Mhalmum 4 fc:ot hlsh 
Covered (under C5 foot lUsh) 
Solid partitions 4 fMt high 

PLOOR AND BASB OP RUNS. 22--336-18 

YBS NO N/A 

L-
.JL._ 
Lz 

./ --7 ---v ==7 
~== .L.--

~2 

~-­
~-·= 

Outdflr Ruas /Indoor Pons: / 
Smooth coacroto Doors v __ 
Troagba /raua/ pea properly pitched ~ _ _ 
Troughs lnacconlblc to dogs_" ---"7 _ 

• Covorod 6 inch drains ..L _ 
• Doonvaya offaoa for I'OitiD8 beds Z _ -

Indoor Runs: 
Raas pltcbcd toward trough _ _ _L. 
Trouab iallCCGISiblo co clogs _ _ ~ 

• Covered 6 inch dralaa __ 7' 
PuWly/propor aowqo dJiposaJ SJIWD - - -

WRITI'BN AGRBBMBNT S 

HBAT AND VBNTILATION. 22-336-19 
Thcrmostalically coutroUccl 
Clcao IUUI aanltary 
Proper tcmpcrtllUa mainlalnect 
Mccbudcal VCDtUallon 

WATBR SUPPLY, ~336-20 

sumclcat amount of hot water 
SufftciGDt amount of potcbJo wator 

LIOHTINO, 22-336-21 
Nuutal or artlfJclalllshtlDs provided 

for a minimum of 8 bouts. 

SANITATION. 22-336-22 
Pullily cloao and aaD11ary 
Proper typo of disinfectant 
Ccmtrol of YCnDID I insccta I odors 

YBS NO 

_L_ 
_L_ 

L-z' 

POOD I WATBR CONTAINBRS. 22-336-23 
Galvanized or stairalcn steel coatalnm L _ 
Washed and dlslDfcctcd L _ 

STORAOB OP DOO FOOD, 22-336-24 
MotaJ or hoayY daly plaatlc containers 
Uaopcnod bass atorod abovo tho floor 

JSOLATlON ARBA. 2.2-336-26 
-rOac area per teo runs 

Oao dog per Isolation aroa 

ANIMALCARB. 22-336-28 
Water provided at all times 
Proper typo and qullftlity of food 
Sick or lajurod dos oxamlaod by 

a licoolod votctJuadan 
Watcz lmporyfous resting beida 
Oao Dclalt clos por ran or pen 

~= 
_L 
.JL-

~= 



STATBOJCONNICTICUT 
DIPAIDMBN'I' OJ' AGBICUI:ftJRB 

ANIMALCONTROLDIVISION 

TRADB NAMB QuAd DATI --'/ ... /(). / J' T1MB /Jg'{ 

uCBNSBB AIFce 46 STATB uCBNSB' ~ 

LOCATION /M._ ~n ;:?if<!= TOWN .Jbhft 
PBT SHOP 0 OROOMlNO 0 COMMBRCIALKBNNBL 0 nwN 0 DOO POUND J( 

WARNING NOnCE 
You are haleby warned that this fadllty was found to be fn vfolaUon of the laws and rsgulatlona IJsted be!ow. 

aJ-JJI, * ZiQbzf~p /lc.?fl ,' L7~t.t' Atf'eldt ,(, J4 a/d=,.r~ 
I ;p/e,_ {,j_., tu/J glfc -d&1 CUAS .fbrr:: .tS oajt AAtl..lic .ljp 

A rulnspectkm of this facflity wfO be canductad an or about ...5.....J~.LJ.i. 
Can1fnued violations or fdure to make canuctlona coukl subject you to fines endlor auspsnalon or revocation of 
Ccensa. Dog pounds c:oufd ba aubject to d08UII. 

ff yau haw any qU88tfons regarding thfs matter~ can contact the State Animal Controt DMaron at880-718-2608. 

;_,~ !;( tZ:---Officer 

l 



STATBOF CONNBC'l'ICUl 
DBPAKI'MBNTOPAORICULnJRB 

ANIMALCON'l1tOLDMSION 
DOG POUND INSPECTION 

PHYSICAL RBQUIRBMBNTS. 
Metntolaoclln good repair 
Interior I Bxterlor WeUs: 

CoDcrato or comoat block 
Minimum 4 feet blah 

~336-16 

• Proper alzo and gauge fenclns 

PENS AND RUNS, 22-336-17 
Indoor Ruos: 

Not lou than 40 aquan fool 
Mlalmum 4 foot wide 
Minimum 6 foca high 
Solid partitions 4 feet high 

Outdoor Ruaa: 
Minimum 4 foot wldo 
Mlnlmam 8 feot long 
Minimum 6 foot blgh 

• Solid partitions 4 feet blah 
• Pormanoaa roof over ruaa 
• Barrier on top of runs 

Indoor Pear. 
Minimum 4 foot aquaro 
Minimum 4 foot blab 
Covered (uador C5 feel blah) 
Solid partiUona 4 foot blgb 

YBS NO NIA 

L__ 

~-zz 
~~ 
--4---:L ==L 
~-­
~--

_z= 
+--.L== L--

PLOO.R AND BASB OP .RUNS, ~336-18 

OUtdoor RW18/Iadoor Pens: 
Smooth coacrotc noon / __ 
Traashl/ ruDJI p=s pmpcdy pltcbccl Z _ _ 
Trougba Jaac:caalble to dop .L Z _ 

• Co"crocl 6 Jacb dralaa _ _ 
• Doorway• offset for I'Gitiaa bods L _ -

Indoor RDDI: 
auoa pitched coward trough _ _ L 
Trouab inaccoaalblo co dap _ _ L 

• Covored 6 inob ctralna _ _ ~ 
P&dllty/plapcr IOWap disposal ayatcm - - ...L 

• Gladfadlm' ciao applloa co lhfa facDity .·.L .Lt. 
ou=r {;)&"? 

HBAT AND VBNTILATION, ~336-19 

ThermostatiCAlly CGntrolled 
CliiiJI and sanitary 
Pl'oper lBIDpOI'BJUn maJatalnad 
MecbGlcal vantUaUon 

WATBR SUPPLY. 22-336-2.0 
Sufficient amount of hoi water 
Sufficient amount or potable \Yater 

lJOHTING, 22-336-21 
Natuml or 8ltfflcial Ushtlns pmvldad 

ror a mlulmwn of8 boun. 

SANITATION, 22-336e22 
PacDitJ olean and l&l1buy 
Proper type of disiafoctant 
C011b01 of vermin I huecta I od011 

POOD I WATBR CONTAINBRS, 22-336·23 
Oalvaalzocl or lttlluloa stool conlalnon 
Wabcd and dillnfectcd 

STORAGB OP DOG FOOD, 22-3~24 

Metal or heavy duty plaatlc contoiDera 
Unopened bags storod above tho floor 

ISOLATION ARBA. 22-336-26 ,J/ I'UIIS 
One area per len runa 
Oao dos per laolatloll area 

ANIMAL CARS. 22·336-28 
Water proYidcd at all tlmoa 
Proper typo alld quantity of food 
Sick or Injured dos oxamfned bJ 

a lfceascd votorfnurlaa 
Water Impervious toatlaa beds 
Ono adult dog per naa or pea 

YBS NO 

v 
~= =:z • I 

l ./ tl"= I 
I 

_L_ I 
./ I z= I 
L_ f 

v_ 
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STATBOllCONNBCI'ICIJT 
DBPAKI'MBNTOJ AGBICOLTtlRB 

ANIMALCONTB.OLDlVIBION 

DATB//J •/ t: I 7 TIMB 43() 

~mm ~ft~ME~U~~==SB~I~------------

LOCATION /,J{ !1J~qm23He- TOWN ,J/,'/hAQh 
PBT SHOP 0 GROOMING 0 COMMBRCIAL KBNNBL 0 ;RAJ if] DOG POUND 0 

WARNING NOTICE 
You are hereby warned that thJs facUlty was found to be fn ~olallon of lhe laws and regulatfons Bated below. 

A ratnspsatlon of this facility wn be conducted on or about JLJhLi.. 
Continued Vloratfons or failure to mako correcllons coukJ subject you to tines Brtd/or suspension or ruvooaUon of 
Bcense. Dog pounds coufd be subJect to crosure. 

If you have any questfcma rugardng this rnatter)W can aontact the State AnfmaJ Contra~ Dlvfslon at 880-713-2608. 



STATBOPCONNBCriCUr 
DBPARI'MBNT OP AORICUJ.:I'URB 

ANJMALCONTROLDMSION 
DOG POUND JNSPBCDON 

, 
MUNICIPAL PACILlTY- COMMBRCJAL KBNNBL 0 VP:r HOSPITAL 0 WRITJ'BN AORBBMBNT [J 

YBS NO NIA 
PHYSICAL RBQUJRBMBNTS. 22-336-16 
Maintained la good repair L _ 
Interior I Bxterior Walls: 

Concreto or comont block 
Minimum 4 foot blab 

• Proper slzo and snuso fencing 

PENS AND RUNS. 22-336-17 
Indoor Runs: 

Not loss tbao 40 square feet 
Mlaimam 4 fcot wldo 
Minimum 6 foot blah 
Solid partitions 4 foot bigb 

Outdoor Ruos: 
Mlaimam 4 fact wldo 
Mlllimwa 8 feet Ions 
Mlalmam 6 feet blgb 

• Solid pArtitions 4 foot biBb 
~~rmancat rouf oyer runs 
f! .Barrier on top or runs 

Indoor Pons: 
Mlnlmum 4 foot square 
Minimum 4 foot blgb 
Covered (uador 6 fcot high) 
Solid panitloos 4 faat blab 

PLOOR AND BASB OP RUNS, ~336-18 

.L..­

....1!.-:;z 

=~ 
- _..JL __ .L. 

L--

~ _:z= 
L-­
L--­
.JL,--
..L. --

Outdoor RWll/ Indoor Pus: ~ 
Smooth conoreto noon __ 
Troughs/ runs I pens prapody pltcbed _ _ 
Troughs lnaoccasiblo to dogs Z _ 

• Covorcd 6 lncb dralna -+ _ 
• Doorways offset for ronlng bods .L __ 

Indoor Ruaa: ~ 
Rans pitched toward trougb _ _ 
Trougb lnaccaulblo to dop __ ~ 

• Covered 6 iacb dniDI _ _ 
FacUiaylpropor sowaao dispolal sysrcm _ -

• OnDclfathorclaalo ;ppltea to dill facJIIt1 ,L _ 

- (Y!df 
A·& 

RBAT AND VBNTILATION, 22-336.19 
Thcrmosrallcally controlled 
Clean and sanitary 
Proper ~emporaturo malntal.acd 
Mechanical ventilation 

WATBR SUPPLY. ~336-20 

Sufficient amount of bot wa&csr 
sumclent amount of potable water 

LIOHTINO. 22-336-21 
Natural or artlftcialllghlina provided 

for ll minimum of 8 hOlDS. 

SANrrATlON. 22-336·22 
PacUilJ clean and anlaary 
Proper typo of dlaiafcctaat 
Couarol of vermin /lasocts/ oclora 

YES NO 

L__ 

FOOD I WATBR CONTAJNBRS. 2Z-336-2S 
Galvanized or alalntou steal coatalaon .JL _ 
Wuhcd aacJ dillnfecled jL _ 

STORAOB OP DOO POOD, 22-336-24 
Matal or heavy duty plutic contafaora 
Uaoponcd bags stored abovo tbo noor 

ISOLATION ARBA. 22-336-26 
Ono area por ten runs 
One clog por iaolollon area 

ANIMAL CARD. 22-336·28 
Water provided at all tlmoa 
Propor typo and quantity of food 
Slet or injured dog examined by 

a llc:onsod vctcdnariu 
Wator lmpoJYloaa roatiDa bodl 
Oao adult dos per run or pea 

~= 



STATBOJCONNICTICUT 
DBPAlD'MBNTOPAGRICOLTilRB 

ANIMAL CONTROL DIVISION 

WARNING NOnCE 

You ma hereby warned that this faauty was found to be In violation of the raws and regulatfona Dated betow. 

A refnspscUon of this facWty will be oonducted on or about :a:l...J~~ 

Contlnued vfofatfons or ratkn'e to make corractbas could subject you to fines rmd/« suspensfon or ruvocaUon of 
lloenso. Dog pouncfa ccu!d be subfect to closum. • 

tf you have any quesUons l8g8J'dlng lhfa malleryau can contsct the StaleAnfmaJ Cantrol Division at 880-718-2&08. 



STATB OJI CONNBC'I'.ICUT 
DEPARTMBNT OP AGRICULTVBB 

ANIMAL CONTROL DIVIIION 
DOG POtJND IMBPBCI'ION 

Y.BS NO N/A 

PBYSICAL BBQtJIRBMBNTS t ll-336-16 -- L 
MaiDtab1ed in good repair 
Jmerior I Bxtezior WaDs : 

ConGrete or cc:mmt block ~ ..J£.-Mfnimum 4 teet bi&h 
! It • Proper size and page fcnaiDs 

PBNS AND RUNS • 2W36-l1 
IDdoar RuDs : 

Not less than 40 square feet 
MinQntpn 4 feet wic1o 
MiDimum 6 fi:cl high 
Solid partitions 4 met JDsh 

Outdoor lbms: 
Mfnimum 4. feet "wido 
M"rnimnm 8 feet 1aDg 
MiDimum 6 fee¢ hiah 

• Solid partiticms 4 feet high 
• Pamaueat roof over nms 

'If' • BaJrie.r em tGp of nma 
&door PCIIS : 

M"mftmnn 4 feet aquaro 
MiDiDmm 4 feet hijh 
Omrcd ( U1ldcr 6 feet high) 
SoHd partitioDs 4 feet Jdgh 

./ --7 
--~ ----_L __ 

-f-----.z 
:;z2:z 

~
--------

• Oraud&tlaer ofeuso a,pUes tD tJds fitciUty .L .L 

•• a. 
. pa•2 

BAT AND VBNDLATION, D-336-19 
1'hamlos!aticalty OODtrollecl 
aem amt san11ay 
Proper tflmpendure maintained 
Mmbanfcal veatiJadon 

WATBR SOPPLY, 22-336-20 
Sufliofellt amoun1 of hot water 
Suflioient 8DlOUDi of potable water 

UGBTJMG, 2W36-U 
Natural or arti1icfal ]fghlfDg provided 

for a minimum ofB boars. 

SANlTATION, ~ 
Facility olean &1ld samtary 
Proper tp of dfsb1fecfaDt 
Camml of vormm/ iDsccta8 
VOOD/WATBR CONTAJNBBS, 22-336-23 
OalwDized or staialcss sal contafDcr8 
Washed and ~ted 

S'I'OllA.GB OB DOG i'OOD, 22-336-24 
MGta1 or heavy duty plastio OOJdaiDcm 
t1DopeDcd bass storc4 above the floor· 

ISOLADON ABBA, 22-336-26 
Ono mea per te.D ruus 
One dog per isolatfoa B1U 

ANIMAL" CARS, 3W36-38 
Water provided at all lima 
Prapcr ~ ad quantity of food 
Slot or fidurod cloa mnnfned by 

a HCCDSed YCterfJmrian 
Water impamous RStiDs beds 
OJlo adult do& per nm or pen 

YBS NO 

i= 
-2 

~= 

,L_ 

_..£ 
L-

L_ 
L_ 

~ 
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STATE. Ol'. OONNII:C.IICJlr .. 
DBPAKI'MBNTOP AGIUCULTDBB 

ANIMAL CONTllOL DIVISION 

WARNING NOTICE 

You arn hereby Wllmcd that this facility was found to hrt In vlol:eUon of tha laws and rogulatfnns IJaated below. 

cAA .. ,nt, .. J:J -n.e oiJ .St .. c.J:,;a has a )nw;r t)O i-L1J:I a.P ile 
{UD$ , A /v,rc,;,r nuds .f, k odde.J t,' t4e ru;g ~ 
tO Me ne&cJ sdd; boa. 

A rolnspoctlon of this fe&alllly Will be conductod on or about /4 L .Jb I .J.!L 
ContlnUCid vJofaUcns or faUure to make corructlans could subJect you to fines and/or suspension or revocation of 
ltcenso. Dog pounds coutd be subject to clotiUI'\t. 

1r you havo any questions reaanftng Chis matter you can contact the State Animal Contral Division at 860-713-.2508. 



STATE OF CONNECTICUT 
DBPAR'J'MBNT OB' AGRICULTURE 
~CONTROL DIVISION 

DOG POtiND INSPECTION 

et .. 

MUNICIP.ALP.A.CDJ.TY 0 COMMBRCIALKBNNBL 0 VBTBOSPITAL 0 WRITI'BNAGRBBMBNT !} 

YES NO N/A DS NO 
PHYSICAL REQUJREMENTS, 22436-16 HBAT AND VENTILATION, 22-336-19 
Maintamed iD good repair v_ Thermostatically controlled t./' 
Interior/ Bxterior Walls : aean and samtmy ?-

Conorcte or cement block 1/' Proper temperatme main1aiued 
--;:;;--

--;;;- --Minimum 4 feet high -- Meobanlcal vtntilation J:C_ 
* Proper size and gauge fencing L-

WATERSUlPLY, D-336-20 
PBMS AND RUNS. 22-336-1.7 Sufticient amount of hot water 

..,. --Indoor Run8 ; Sufficient amount ofpolablc water ~-
Nolless than 40 ~ feet 

__ L 
UGBTING, n.336-21 

Minimum 4 feet wide --~ 
Minimum 6 feet higb 

,. Natural or artificial lighting provided ----;,;r ..,-
SoUd partitions 4 feet hisb --- for a minimum of 8 hours. --

Outc!oor Runs : 
SANITATION. 22-336-21 Minimum 4 feet wide 

,.,. 
>- ~-Minimum 8 feet long PaciJif¥ clean and sanitary 

Minimum 6 feet lUsh Proper typo of disinfeotant ~-
* Solid partitions 4 feet hisb -L-- Onltrol of vermin/ iDseGtsl odors ~-
* Permanent roof over nma -G-== * Barrier on top ofnms FOOD/WATD CONTAINBBS, 22-336-23 
lndcorPcms Oalvanizcd or slainless steel COD!Dfftas ......---Minimum4 feet square 

..£' __ 
Washed and disjnfrded ~-Minimum 4 feet high 

,.. 
Covered (under6 feet high) .,...== STORAGE OP'DOG i'OOD, ~24 
Solid partitions 4 feet hJgh :,;;;;--_- Mclal ar heavy duty plastlo conmfaas 

_, --Unopened bags stored above the floor ..::::"'"-
J.l'LOOR AND BASBOJI' RUNS, 22-336-18 

mOLAftON.A.~2~~~6 Outdoor Runs I Indoor Pens : ,.,.,. 
One araa per ten runs 

,._,.,. 
Smooth concreto Ooors 7--

~ 1\'oughs I runs I pens proper pitch --;;;;--- One dog per isolation area 
1\'0ughs inaccessible to dogs -:::;:.--

ANIMAL CARl, JJ.336-28 • Covered 6 inch drains :/"== * Doorways offset for resting beds Water pmridecl at all times 
,_, --Indoor .Runs ./ __ Proper me and quantff¥ of food ..!::::::"-

lbms pitched towanl trough Sick or iiQUJed dos cxamiDed by 
Trough fnacc E IBibJe to dop 7 - a liceused veteriDarian ...=::::-_ 

• CoYaCd 6 inch drains ?=- Water iu;semous resdns beds ~-
Pacilitylpropcr SOWBp d1spasal system ------ One adult dog per run orpcm ...:::::--

* GIIANIWATIIIRCLAIIII;z _ / -;rrr D 

OIJICBR(~ ~ OWNBR/A~ ~ 
A•8 ll'fral(llfiJIID 

i 
I 
I 

I 

I 



BrAD Oil CONNKC'.I'ICUT 
DBPARI'MBNTOI' AGRICULTUBB 

ANIMAL CONTROL DIVISION 
DOG POUND INSPBCTION 

#/t. 

WRl'1'TIN AGBBBMBNT D 

... . ' ........ 
PHYSICAL RIQUIRBMBNTS, 22-336-16 
Maintained in good n:pafr 
Interior/ Bxterior Walls : 

Concrete or cement black 
Minbmun 4 feet high 

• Proper size and pugo fencing 

PBNS AND RUNS, D-336-1.7 
Indoor Runs : 

Not less than 40 square feet 
Minimum 4 feet wide 
Mioimum 6 feet Jdgh 
Solid partitions 4 teet bfsb 

Outdoor Runs : 
Minimum 4 feet wldo 
Minimum 8 feet long 
M"mfmum 6 teet bish 

• SoUd partitions 4 feel high 
* Permanent roof over nms 
• Barrier on top ofruns 

Indoor Pans 
Minimum 4 Ceetsquare 
Minimum 4 feet high 
Covered (under 6 feot high) 
Solid partlllons4 feet high 

PLOORAND BABB Oll RUNS. lz-.336--18 
Outdoor Runs I Indoor Pens : 

Smoolb concreto Ooors 
l'toughs I nms I peas proper pitch 
Troughs fnaoceasible to dop 

* Covered 6 inch cbaina 
* Domways ofliet for resting beds 

JndoorRuus 
Rima pitched toward trough 
Trough lmtccesm"h!e to clogs 

• CcMnd 6 inoh draiDs 
Pacili~sewaso disposuJ s,am 

'YBS NO NIA 

_£_ 
/ 

:t 
- ..L._ . ,/ -::z-
=....L= 
L--

~== 
3."* 

- -·---
-~-

_J. __ 

:t_--
..J!..== ..£ __ 

./ -7---,-=:z= 

IIBAT AND VBNTJLATION, 2W36-19 
Thcnnoatatloally controlled 
Clean and amitmy 
Proper =ture maintained 
Mecbani wotDation 

WATER SUPPLY, 22-336-20 

Sufficient amount of hot water 
Sufficient amount of potable water 

LtGBTING. 22-336-21 

Namral or artificial ~ling provided 
for a minimum o 8 hours. 

SANITA110N, 22-336-D 
Facility clean and sanitary 
Proper type of disiJl(ectant 
Control ofvermial fDsccts/ odors 

llOOD I WATER CONTAINBBS, ZJ-336-23 
GaMmizcd or atainl&:ss aleGl coDtaincls 
Washed and clisiDfected 

STORAGB OP DOG I'OOD, D-336-24 
Metal or heavy duty plastic containers 
Unopened bags stared above the floor 

ISOLATION ABBA, %2-3315-26 

One area per ten runs 
One dog per isolati~ area 

ANIMAL CARE, :12..336-28 

Water provided at aD times 
Pmper9Pe and quantity of food 
Sick or iDjured doa examined by 

a liceused veteriaarian 
Water ~ous nstingbeds 
One adult doa per ran or pen 

YD NO 

_JL-

t 
-i= 
_!__ 

~--:1.= 

{'= 
,/ 

:z= 

:1.= 



STATB Oil COMNICTICUT 
DBPAR'DIBNT 01' AGRICIJLTIJRE 

ANJMAL CONT.ROL DJVISION 

TRADB NAMBM-IIi?'ljl!:t. 7J;atz.~Zf(i) DATE 1/-,JI/-JJ TIMB .I,'(Jl)Jih., 
LIOIN8!!Bi ~- (J.{:. q P.lh»p, =STA:=D::;;...;;;LICBNSB-.=o;;:.:tl:.-_____ _ 

LOCATioNi 1?/J ~JJ TOWlf Rttb'?tf1N 
PBTSBOP tJ GROOMING 0 C0MMBRCJAL KBNNBL CJ TBADONG/E:J DOG POUND :if 

WARNING NOTICE 

You ara harnby wamod that tlti~ faclllly W4S fnnnd ta bo In violation of lhCl laws and regulation:~ llcatu<l b91ow. 

·' . 

A rolnspC!r.tlan or this factllty wiU be nonttm.:ted an ar ubout _/ _/ .IJii.1 ~ 
Contlftuod vfolaUons ar failure ta make ~rreotfona could sub)nc:l you to flnos and/or stkipenslon or roVUGStlon of 
llcense. Oag pounds could ba subject to closuro. 

If you have any quastfons regarding this rnalter you can contact the Stata Animal Control DMsfon at 860·713-2506. 



BI'ATB OI'CONNIC'l'ICIJT 
DIPA.IlTMBNT OF AGRICULTURE 

ANIMAL CONTROL DIVISION 
DOG POUND INSPBC110N 

ClTYfi'OWN tip~A tlfnT~ DATE 1'-/9-b 

LOCATION &i'#~ /k,wt-.!Xt..l,>y tvMt/@K 
MUNICIPAL ll'ACIUI'Y COMMBRCIAL KBNN&L 0 VBTBOSPITAL 0 WBlTl'BN AGBDMBNT 0 

PHYSICAL RBQUIBEMBNTS, 3W36-ll5 
Maintained in gcod mpair 
Interior/ &taior Walls : 

Concrete or cement block 
.Minimum 4 feet high 

* Proper size and gauge fencing 

PENS AND RUNS, 22-336-17 
Indoor R.una : 

Not less than 40 square feet 
Minimum 4 feet wide 
MiD1mum 6 feet high 
Solid partitious 4 feet high 

OUtdoor Runa : 
Minimum 4 !oct wido 
Minimum 8 teet long 
Minimum 6 fi!et high 

'* SoUd partitions 4 feet high 
• Permanent root over runs 
* Banier on top of runs 

Indoor Pens 
Minimum 4 feet square 
Minimum4 feet higb 
Covered (under 6 feet hisb) 
Solid partitions 4 feet high 

FLOOR AND BASB OB RUNS, 22-336-18 
Outdocr R.uns /lndoor PeDs: 

Smooth concreto floors 
1\'ougbs I ruu I pens proper pitch 
Trousbs inaccesaible to dogs 

• Covered 6 incb drains 
* Doorways offSet 1br JeSting beds 

lndoa:Rims 
Ruu pitahcd toward trough 
Troup iDaccaasiblo to dogs 

• Cowred 6 fnohdmfns 
PacilfW/proper sewage diaposal systam 

YES NO N/A 

_L_ 

-5-
:JZ= 
_L __ 

2== -tL--
_L __ _ 

-J.-­
....;,t_,.­
...lL ...JL.-

-.Jf'-----
......K---

~--
-~= 

-'G--
:2_--
7--
-/--
-1'--

~-­:2_--
~== 

YES NO 

BBAT AND VBNTILA110N, 22-336-ISI / 
ThennostatfcallycontroUed _v_ __ 
Clean and sanitary Z-
Proper temperature ~~.:!o_\1'\ _, J~ ~ 
MeoJwUcalvenlllation,~~ ,. ~ 

WATER SUPPLY, D-336-ZO 

Sufficient amount of hot water 
Sufficient amount ofpoiBble water 

LIGHTING, 2WM-21 
Natural or urtificiallightfug provided 

for a minimum of8 hours. 

SANITATION, u.336-2Z 
Facility clean and sanitary 
Proper type of dlsfnfectant 
Control of verminl insect!/ odors 

ll'OOD/WATERCONTAINBRS, 22-336-23 
Galwnizcd or 8fainless steol containers 
Washed and disinfected 

STORAGBOFDOGR)OD, ~24 
Metal or heavy dul)'plaatic contafncrs 
Unopened hap stcrcd above the floor 

ISOLATION ARIA, 32-336-26 

One area per ten runs 
One dog per isolation area 

ANlMAL CABB, 22-336-28 

Waterpnwlded at aD times 
Pmper type and quantil)'offood'lr.l 
Siak or iJUwed dogaxamined by 

a liceaised vet8r1narJan 
Water~oua teStiDg bed 
One adult cJos per run or pen 
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NECCOG Employee Handbook 
Updated November. 2018 

Introduction 

lhls handbook repasents a conection of NECCOG's policies as they have been issued, revised and 
amended over time. ThJs handbook Is designed to acquaint you with NECCOG and provide you 
with information about working conditions. employee benefits and some of the policies affecting your 
employment You should raad, understand and comply with all provisions of the handbook. It 
describes many of your responsibifitfes as a NECCOG employee and outDnes the programs 
developed by NECCOG to benefit employees. 

The practices. policies, plans and benefits In this handbook apply to all employees Including those 
whose conditions of employment are covered by a separate agreement. However. if the poUcies of 
this Handbook differ from the terms of an fndMdual employment agreement, the provisions and 
terms of the fndMdual employment agreement shall take precedence. 

No employee handbook can anticipate evmy circumstance or question about policy. As 
NECCOG continues to grow, the need may arise, at any time, to amend or terminate the practices, 
poHcies, plans and benefits described in this document. Any changes will supersede the 
contents of this document. 

Disclaimer 

This handbook is intended for information and guidance. Since this handbook Is only a summary 
compiled for the convenience of our employees and supervisors, it is not intended to cover all topics or 
circumstances. It is NOT an employment contract or agreement of any type, either expi8S88d or 
implied, does not guarantee any fixed tenns and conditions of employment, or guarantee 
benefits or working conditions between any employee and NECCOG. Bear in mind that unless 
your !HilPioyment Is covered by a separate agreement, providing for the contnuy, your 
employment With NECCOG Is not for any specific time and may be terminated at-will by you or 
NECCOG for any reason and at any time. 

Except for NECCOG's policy of employment at-will, NECCOG may change, delete, suspend, or 
discontinue any part or parts of this Handbook at any time without prior notice and any such 
action shall apply to existing as well as Mu18 employees. Continuation of employment after any 
such action constitutes consent to such action. AckfmonaDy, NECCOG reserves the right to respond to 
specific situations In whatever manner It believes best suits the needs of NECCOG. Consequently, 
NECCOG's actions, from time to time, may vary from the attached policies and procedures, or any 
subsequent poRcies and procedures Implemented. Furthennore, NECCOGs actions may from time to 
time be guided by polfcies and procedures which are not contained fn this handbook. 

Employees should famiHarize themselves with the contents of the Emp!oyee Handbook as soon as 
possible, for It will answer many questions about empfoyment with NECCOG. The Executive Dlreotor 
and/or hlslher desfgnee wiD be available to address any questions not answered by this handbook. 

Emplo~ ~riesiGJoasary of Employment Terms 

Employer; Northeastern Connecticut Council of Governments ('WECCOG, 

Employee: A person who raceJves wages or salary from the Norlheastem Connectfcut NECCOG. 

lntroductorviNew Employee: A newly hired person who has not yet completed sbc (6) months of 
uninterrupted emproyment. rntroductory/New Emp!oyees are not eligible for NECCOG fringe benefits 
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described in this handbook. except as granted on occasion. or to the extent required by state and/or 
federal laws. 

fxRQUlt: Employees who 818 exempt as either executive, admfnlstrative, or professfol tal empbyees 
and are not subject to overtime provisions under the Fair Labor Standards hJt fRSA, and /or 
Connecticut Wage and Hour statutes and regulations. 

Nonexempt Emproyees who 818 compensated hourly and are eRgtbfe for overtime as provided in the 
FLSA and/or Connecticut Wage and Hour statutes and regulatfons. 

Beemp!oment Status: The status of an employee who leaves NECCOG on good terms only O.e. 
leaves voluntarily. gives two weeks' notice, works fully through the last two weeks. is not tenninated, 
etc.) and later seeks re-employment with NECCOG. The anniversary date of a reemployment indMdual 
is the first day the employee reports to work pursuant to the reemployment. 

Begulw Full· Time; An employee who is not in a temporary or Introductory status and who is regularly 
scheduled to work between thirty-five (35) and forty (40) hours per week and maintains continuous 
regular employment. Regular full-time employees are eligible for NECCOG fringe benefits, as 
described in this Handbook. 

Regular part-Time· An employee who is not in a temporary or introductory status and who is regularly 
scheduled to work between twenty (20) hour and thlrty·flve (35) per week and maintains continuous 
employment. Regular Part-11me employees are not eltglble for NECCOG fringe benefits described fn 
this Handbook, except as speolfioally stated fn this Handbook or to the extent required by state and/or 
federal laws. 

TIJDPQ!llQl" Any employee hfred for a specific period of time or for the completion of a specific project 
or Job assignment. The job assignment, work schedule, and duration of the position will be determined 
on an fndMdual basis. Temporary employees are generally not efigib!e for benefits described in this 
Handbook. except as granted on occasion. or to the extent required by provlsfon of state and/or 
federal laws. Seasonal employees and summer help are considered temporary emp!oyees. Those 
temporary employees who qualify as "nonexempt' (see definition set forth above) and who work more 
than forty (40) hours during any work week wiD receive overtime pay. 

Anniversary Date· The first d8!/ you report to work is your aofficial• anniversary date. Your anniversary 
date Is used to compute various conditions and benefits described in this Handbook. 

Be-employment· The status of an employee who teaves NECCOG on good tenns only O.e., leaves 
voluntarily, gives two (2) week's notice. works fully through the last two (2) weeks, Is not terminated, 
etc.) and later seeks re-employment with NECCOG. 

Confidentiality 

As an employee of NECCOG, you have access to business-related confidential information of 
NECCOG. Confidential information fncfudes financial and operating data of NECCOG. ConftdentiaJtty 
is to be observed and respected at all times. You obDgation to rnalntafn confidentiality continues even 
after your employment ends. Documents con1afning confidential lnformatfon 818 not to be copied, 
removed from the office or used for your own purposes without NECCOG's permfssfon. 

You must not discuss or reveal business-related confidential Information except when such disclosure 
is made as part of your nonnal duties. If you are questioned by someone outside NECCOG and you 
are concerned about the appropriateness of giving hlm or her certain lnfonnatlon, remember that you 
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are not required to answer. Instead, as politely as possible, refer the question to the Executive Director 
and/or hlslher designee. 

This poftcy Is not Intended to rastrfct an emp!oyee\1 rights lDlder state and/or federal law. 

DJsposaJ of Confidential Material. In an effort to protect the Northeastern Connecticut CouncD of 
Governments, the privacy of our residents. and to reduce the risk of fraud and Identify theft, NECCOG 
requires that confidential documents, fncludlng, but not ftmltad to, fifes or any document that references 
a resident, payroll documentation, Northeastern Connectfcut Council of Governments financial 
statements, consumer reports and sensitive Information derived from consumer reports, be dJsposed 
of by shreddlng. 

Conflict of Interest 

This poHcy appHes to aU employees of NECCOG, without exception. This polfcy is fmportant to 
NECCOG and should be taken seriously by all emp!oyees. Non-compfiance or violation of these 
standards will not be accepted or tolerated, and will lead to disciplinary action up to and including 
termination. 

1. During therr employment. employees will not participate, directly or indirectly. in any other 
business activity that will interfere (n any way with their ability to perform their duties and 
responsfbUitfes at NECCOG without prior approval, regardless of whether such actMty is pursued 
for profit, gain or other pecuniary advantage. 

2. Outsfde Employment: An empJoyee may engage in additional employment provided such 
emp!oyment does not Interfere with the proper and effective perfonnance of the duties of his/her 
position with NECCOG or result in a conftlct of Interest. If your financial situation requires you to 
hok:l a second job, part·tlme or tun-time, or if you intend to engage In a business enterprise of 
your own, we would Uke to know about it. Please consult the Executive Director and/or his/her 
designee if you are unsure whether a situation mfght involve a conflict of Interest. 

3. All employees wiD be judged by the same performance standards and subject to NECCOG~ 
scheduUng demands regardless of any existing outside work requtrements or interests. If 
NECCOG determines that an emp!oyee~ outside work or activities Interfere with hlslher 
perfonnance or abifJty to meet the requirements of NECCOG as they are modified from time to 
time, the employee may be asked to terminate hislher outside employment If he/she wishes to 
remain with NECCOG. 

4. Afl emproyees have a responsibility to protect and safeguard NECCOG's assets against ross. theft 
and misuse. NECCOG assets include not only cash, but also physfcal articles such as 
computers, vehicles, tools, office supplies etc. NECCOG equipment, suppftes and facifities are 
the sole property of NECCOG and, as such, may only be used for conducting NECCOG 
busfness or for other purposes expressly authorized by the Executive Director and/or hlslher 
designee. 

· 5. ·The folloWfng aclivftfes era prohfblt8d, fnofudfng, but not ftmited to: 

• Use of offfclal position for personal gain, Including the use of conffdentlallnformation. 

• Performing OUisfde work while on NEOCOG time or premises. 
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• Use of NECCOG materials, resources, property or proprietary fnfonnation for any non­
NECCOG purpose. 

6. Gifts, Gratuities and Entertafnment. Employees may not provide and accept business amenitfes, 
such as advertising. promotional, or goodwiD gifts (e.g •• clothing, pens. mugs, cafendars) of any 
value. It Is acceptable for employees to participate In business-related functions, such as 
lunches or dinners. HaNever. good Judgment must be exercfsed ragardlng the cost. frequency 
and the Intent to influence or appearance of being Influenced. 

7~ Employment of Spouse and Relatives. Hiring of spouse or other relatives as employees or 
consultants Is permitted only with the knowledge and consent of the Executive Dfrector and/or 
his/her designee. A spouse or other relative may not be placed In or accept a position lnvoMng a 
direct or Indirect reporting relatfons~ip to the current employee. 

8. PoUtlcal ActMty. Employees who run for office, serve as a public official or campaign for a 
poDtical candidate must do so on their own personal time. NECCOG assets and resources may 
not be used or deployed in support of personal political actMty. nor will NECCOG reimburse 
employees for expenses incurred in support of personal political activity. 

9. DisoipUnary Action. NECCOG rs committed to operating according to the highest standards of 
busjness ethics and conduct. Employees have the responsibility to be alert and sensitive to 
actions by others that may be Improper, unethical or illegal. If, or when, It appears that a fellow 
employee may be in vfolation of NECCOG~ rules or regulatfons, employees have the oblfgation to 
bring that situation to his or her attention and, if not corrected, to the attention of the Executive 
Director and/or hlslher designee. 

10. Keep in mind that whi1e employees are encouraged to report known or suspected violations to 
NECCOG, fnformatfon obtained through rumor or hearsay shou!d be handled with care and good 
judgment. 

Employment Applications 

NECCOG relies upon the accuracy of information contained in the employment application and 
resume. as well as the accuracy of other data presented throughout the hiring process and 
employment NECCOG may investigate references provided by an applfcant. Any misrepresentations, 
falsifications, or material omissions ln any of this infonnation or data may result in NECCOG~ exclusion 
of the individual from further consideration for employment or if the person has been hfred, tenninatfon 
of employment. 

Employee Relations/Open Door Policy 

Our employees have the freedom to speak for themselves and discuss thefr concerns, suggestions 
and problems with us. AD employees should utilize NECCOGs Open Door PoHcy to raise eJJ problems, 
complaints or ooncems they may have regarding employment with NECCOG. NECCOG firmly 
believes we have much to offer and wm continue to IJsten and endeavor to respond to the concerns 
and needs of our employees. If you have any questions. you are urged to talk with the Executive 
Dlrector andlor hlslher designee. NECCOG hopes that you take constructive advantage of this 
procedure. Emp!oyees wiD not be subjected to any form of dJscrimfnation or reprisal for identifying 
Issues or raising a prob!em. 
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Equal Employment Opportunity 

It Is our poDcy to provide equal employment opporbmity without reg8ld to race, color, sex (fncluding 
pregnancy and sexual harassment), sscual orfentatlon. transgender status. gender Identity or 
acprasslon) age. genetfc fnformatfon, physical dlsabllfty. ralfgfon, natfonal origin. ancestry, ciUzenshJps 
status. marital status. civil tmfon status. veteran status, or any other aiterfa protected under appf"EC&ble 
federal, state, or local raw. 
This poHcy appOes to all areas of employment, incfudlng recruitment, advertising, hfrfng, trafnlng and 
development, classifying, referring. promotion, transfer, tenninatlon,layoff, compensation, and all other 
terms. conditions and priWeges of employment in accordance with appftcable federal, state or local 
laws. 

Any employee that befieves they are not being properly treated should contact the Executive Director 
and/or hfslher designee (Finance Director) to fnltiate a complaint as soon as possble. 

Immigration Law Compliance 

NECCOG is committed to employing only persons who are authorized to work in the United States. 
NECCOG does not cfJSCriminate on the basis of citizenshfp or national origin. In compliance with the 
Immigration Reform and ControJ Act of 1986. each new employee, as a condition of employment, must 
complete the Employment Biglbility Verification Fonn 1-9 and present documentation establishing 
Identity and employment eHglbOity. 

Former employees who are rehired must also complete the form If they have not completed an 1-9 with 
NECCOG within the past three (3) years or If their previous 1-9 has not been maintained or Is no longer 
valid. 

New Employees 

Before an Introductory employee can achieve regular status (see Employee Cstegories/Grossary of 
Employment Terms) you must meet two requirements: 

1. You must successfully complete six (6) months of continuous, active employment; and 

2. You must have successfully performed your duties and responslblfitfes during the six (6) month 
introductory period. Since this introductory period is an extensfon of the applicatfon/examlnation 
process, a determination of unsatisfactory performance Is considered a faflure to meet the basic 
job qualifications. 

YOUR EMPLOYMENT CAN BE TERMINATED WITH OR WITHOUT CAUSE. DURING THIS SIX (6) 
MONTH PERIOD OR AT ANY OTHER 11ME, AT EITHER YOUR OPTION, OR THE OPTION OF THE 
NORll-fEASTERN CONNECTlCUT NECCOG. Only the Executive Director and/or hlslher designee 
· fl8:s the ~ority to .enter l~o 89J!61)1~n~ ~employment .for~ ~ed perfQd of time. 
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Orientation 

Upon employment with NECCOG you wiD be given a copy of the Employee Handbook NECCOG 
requfras that you read this Employee Handbook. You need to complete ernpbyment and tax forms. 
learn about your date of eDglbilty for benefits. and cfJsa ISS certain rouUnes In the operation of 
NECCOG. NECCOG encourages you to ask queslfons and to take an active part In learning your new 
work environment. 

Personnel Flies 

NECCOG maintains aD your employee and payroO records. It is Important to keep your personnel file 
up to date. Coverage or benefits that you and/or your family receive could be negatively affected if the 
infonnatlon in your personnel file is incorrect. Please notify the Executive Director and/or his/her 
designee's office of any change(s) In the foRewing items, as soon as possib!e: 

* LegaJ name 
* Home address 
*Home telephone number 
* Person to contact in case of emergency 
* Number of dependents 
* Marital status 
* Change of beneficiary 
* MHitary or draft status 
* Exemptions for your W-4 tax form 
* Driving record or status of driver's Ucense and proof of insurance 

Sfnce NECCOG refers to your personnel file in connection with your employment, It Is to your benefit to 
make sure your personnel file includes fnfonnation concerning the completion of educational or training 
courses, work-related areas of Interest, and skiDs that may or may not be part of your CUJ'I'ent position. 

Personnel files are the property of NECCOG. and access to the infonnation they contain is restricted. 
Generally, only the Executive Director and/or his/her designee are allowed to review information fn a 
personnel file. Information provided to outside agencJes (e.g., credit agencies, potential employers) Is 
limited to name, title, and dates of employment. No other Information wfD be released unJeSs the 
employee or former employee has given written permission for release or unless NECCOG is required 
to disclose such fnformation by law. 

Employees who wish to obtain a copy of or revfew their file must submit a written request to the 
Executive Director and/or his/her desfgnee may review thelr personnel file In the presence of an 
Individual appointed by NECCOG, within seven (7) workfng days of the written request. 

Health Insurance PortabHily and Accountability Act of 1996 <-HIPAAj. NECCOG shaD comply with the 
ru!es and regulations promulgated under the HIPAA. 

Workplace Asafgnments 

NECCOG attempts to assign employees to their regular job responsibility/work assfgnment. However, 
mness, absence, vacation, or other cfroumstances may make It necessary to assfgn an employee to a 
job other than his or her customary one. 
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Workplace Harassment Polley 

NECCOG depends upon a work enWonment of tolerance and resPSct. Wortcplace harassment 
fnctudfng, but not Dmlted to, verbal srwa. negative stereotyping, overt hostffity and the distribution of 
written or graphic material Intended to attack someone based on thetr race. color, sex, age, disabmty, 
reBglon, national origin, ancestry, citizenship status, marital status, or sexual orientation Is prohibited. 

NECCOG will respond promptly to complaints of workplace harassment and where It is determined 
that Inappropriate conduct has occurred, we will act prompUy to put an end to the conduct and take 
any action necessary, including disolpHne where appropriate. 

WhHe this poHcy sets forth our goals of having a workplace that fs free of any form of harassment, the 
poUcy Is not designed or Intended to limit our authority to take disciplinary or remedial action for 
workplace conduct that we consider unacceptable, regardless of whether that conduct satisfies the 
definition of workplace harassment. 

1. Sexual Harassment: 

Sexual harassment is a form of workplace harassment which adversely affects the employment 
relationship. Sexual harassment of employees occurring In the workplace or In other settings in 
which indMduals of NECCOG may find themselves is prohibited by state and federal law. The 
law also prohibits sexual or other forms of harassment by or against any vendor, customer or 
member of the general public. 

Definition of Sexya! Harassment Sexual harassment refers to behavior that Is not welcome by 
the lncfiVidual, Is personally offensive to hlmlher and interferes with the abUily of the indMdual to 
work effectively. The following are some examples of conduct which, if unwelcome, may 
constitute sexual harassment depending upon the totafrty of the circumstances, including the 
severity of the conduct and its pervasiveness: 

• Verbal abuse of a sexual nature; 

• Use of sexually degrading words; 

• Jokes or language of a sexual nature: 

• Conversation or gosstp with sexual overtones: 

• Obscene or suggestive gestures or sounds; 

• Sexually-oriented teasfng; 

• Inquiries into one~ sexual experiences: 

• Verbal comments of a sexual nature about an individual~ appearance or sexual terms used to 
describe an indMdual; 

• Discussfon of one's sexual actMties; 

• Comments, jokes or threats directed at a person because of hlslher sexual preference; 

• Unwelcome and repeated Invitations (for lunch, dinner. drtnks. dates, sexual relations); 
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• Physical contact such as touching, huggfng, kissing, stroking. fondflng, patting, pfnchfng or 
repeated brushing up against another's body; 

• Demands or requests for sexual favoJs aocompan1ed by Implied or overt threats ooncemfng an 
lndMduaJ's employment status or promises of preferantfal treatment; 

• Deliberate bumping, oomerfng, mauling, grabbing: 

• Assaults, molestations or coerced sexual acts: 

• Posting or distributing sexually suggestive objects, pkrtures, cartoons or other materials; 

• Sexually-oriented letters or notes; 

• Sending offensive or discriminatory messages or materials through the use of efectronic 
communications (e.g., electronic mall, including the Internet, voice mail and facslmfle) which 
contain overt sexual language, sexual fmpDcations or innuendo, or comments that offensively 
address someone's sexual orientation; 

• Staring at parts of a person's body; 

• Sexually suggestive gestures, feerfng; and 

Keep in mind that: 

• A man and/or a woman may be either the victim of sexual harassment and/or the harasser: 

• The harasser does not have to be the victim's supervisor; 

• The victim does not have to be of the opposite sex from the harasser; and 

• The vlctim does not have to be the person at whom the unwelcome sexual conduct is cflf8Cted. 
The victim may be someone who is affected by the conduct, even when it is directed toward a 
third person, if the conduct creates an intimidating, hostire, or offensive working environment for 
the person or interferes with the person's work performance. 

The Ru(e· It Is against the policies of NECCOG for any Individual, male or female, to harass 
another Individual sexually, by making unwelcome sexual advances, requests for sexual 
favors, or other uninvited verbal or physical conduct of a sexual natura. 

2. lncfiVidual Responsibllitfes for Preventing Workplace Harassment 

Each Individual of NECCOG is personally responSible for: 

• Ensuring that his/her conduct does not harass any other person with whom he/she comes fn 
contact on the job, such as a vendor, customer, or member of the general public; 

• Cooperating in any Investigation of aiieged harassment by provfd1ng any fnformatfon he/she 
possesses cxmoernfng the matterbefng investfgated; 

• Atfdvefy participating fn efforts to prevent and e!lmlnate harassment and to mafntafn a working 
envfronment flee from such dlscrirnfnatfon; 
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• Ensuring that an lncfMdual who flies a harassment clafm or cooperates In an Investigation may 
do so without fear of retaliation or reprisal; 

lvrJ lndMdual who believes he/she has been the subject of any form of harassment may object 
dllectly to the lndMdual about the offensive nat\1'8 of the conduct or action or bring 1he alleged 
lnddent or situation to the attention of EEO Grievance Officer or the alternate Gri8vance Officer. 

3. VIOlation of Poficy 

Retanation against an fndMdual for filing a complaint of workplace harassment or cooperating In 
an investigation of a complaint Is against the law. NECCOG wlll take appropriate disciplinary 
action, up to and inclucfmg tennlnation, against employees who retaliate against those who 
object to or report harassment or participate in an investigation. 

4. Procedures for Complaints 

a NECCOG has designated the Executive Director and/or hlslher designee (Finance Director) 
as the EEO Grievance Officer. If any employee believes he/she has been subjected to 
workplace harassment, the indiVidual should initiate 8 complaint by contacting the EEO 
Grievance Officer as soon as possible. The lncfMdual should ffle the complaint promptly 
fol!owing any incident of alleged harassment The longer the period of time between the 
event gMng rise to the complaint and the flfing, the more difficult it will be for NECCOG to 
reconstruct what occurred. The lncfiVidual may be requested to write out hislher complaint ~ 
to document the charge. 

If the indMdual is uncomfortable contacting the EEO Grievance Officer for any reason, the 
incf'IVidual may contact the Chair of NECCOG. 

b. Upon receipt of the complaint, the EEO Grievance Officer or the alternate EEO Grievance 
Officer wfll promptly conduct an investigation into the matter. The dlarged individual will be 
asked to respond to the complaint. Additional Investigation will be made to the extent 
appropriate ln each case. If, after the completion of this investigation, it 1s determined that 
there Is reasonable cause for finding 8 violation of this policy, NECCOG wt11 notify the 
complainant and the charged fndMdual of the finding verbally. This process will be 
confidential to the extent consistent with an effective investigation, subject to the business 
needs of NECCOG. 

c. After the Investigation has been concluded, NECCOG will make 8 final decision. If NECCOG 
finds that the investigation substantiates the aDegations in the complaint, NECCOG will 
disclpUne the charged lndMdual. 01sclpllnary action wUJ be appropriate to the offense and 
may include termination. The complainant may be notified In writing of the disposition of the 
Investigation. 

ANY QUBS710NS ON THIS POUCY SHOULD BE REFERRED TO THE EEO GRIEVANCE 
OFFICBR OR THS ALTERNATE EEO GRIEVANCE OFFICER 

Workplace VIolence Polley 

NECCOG seeks to have 8 workplace free of vfolence and the threat of vrorence. THERE WILL BE 
ZERO TOLERANCE OF ACTS OR 1HREA18 OF VIOLENCE IN OUR WORKPLACE BY 
EMPLOYEES. cusroMERS, THE GENERAL PUBUC. AND/OR ANYONE WHO CONDUCTS 
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BUSINESS WITH NECCOG. It Is the Intent of NECCOG to provide a workplace which Is free from 
physical attacks. harassment, property crimes, threats, «any other violent act(s). 

NECCOG has developed the followfng procedures and prlncfples with regard to violence fn the 
workplace. Each employee must farnllarlm him or herseff with these policies and regulations In order 
to achfeve the goals of NECCOG In this mgard. 

1. Definitions: 

a. For this poficy "Acts of violencea or •threats of violence• are defined as: 

i. Any act of physical violence including, but not limited to, pushfng, shoving, punching, 
striking, pinching, biting, kicking, wresUing, slapping, or any other aggressive or 
unsolfcited unwanted contact between two parties. By their nature, physical attacks 
often Involve breaking criminal raws. 

D. A threat of Immediate or Mure hann, made seriously or In jest, whether orally, fn writing 
or by an employee's conduct or physical gesturing. 

Iii. Any implied threat, made seriously or in jest, made either orally or by an employee's 
conduct or physfcal gesturfng. 

rv. Harassment, often fnvoMng verbal abuse, including unwanted telephone calls, involves 
acts or language by a party that Is designed to damage or harm another. 

v. Vulgar or obscene language, racial or ethnic slurs. 

vi. Threatening with a weapon, dangerous instrument or item construed to be or utnized as 
a weapon which may include but Is not limited to firearms, models, replfcas, or an object 
whose outline represents a fireann, knives, mace, bats, ammunition, clubs and other 
such items. 

vii. POSSESSION OF ANY WEAPONS OR DANGEROUS INSTRUMENTS BY AN 
EMPLOYEE DURING WORK HOURS AND/OR ON NECCOG PROPERlY IS STRICTLY 
FORBIDDEN AND IS GROUNDS FOR DISCIPUNE UP TO AND INCLUDING 
TERMINATION. 

viii. Property crimes. including but not Hmited to sabotage, theft, abuse or destruction of 
NECCOG. customer or employee property, tools, or equipment; 

ix. The willful, maUclous and repeated foUowing of another person and/or the making of a 
credible threat with Intent to place the other person in reasonable fear for hlslher safety. 

b. 'Workplacea Is defined as ALL of NECCOG's property and even locations where an 
employee is assigned if not on NECCOG property. 

2. Reporting Procedure: 

a. All personnel are responsible for immediately notifyfng the Executive Dfrector and/or hislher 
designee of atrJ threats which they have~ or observed. 

b. can 911 (or 9-911) If you belfeve there Is an Immediate emergency. 
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c. Employees may sometimes be fnvolved in personal disputes with family members, 
neighbors, etc. that can sometimes escalate to the point where b'ljunctlons, restraining 
orders, and other court orders are sometimes sought. We request that employees Include 
thelr work location as weD as their rasfdence In the order. We suggest that the employee 
Inform the Executive Dlr8ctor and/or hlslher designee of the Issuance of such an order and 
provide a descrfptfon of the fndlvfdual cited In the order. Even In the case where an employee 
has not secwad a court order but fears for his or her safety, we request that the employee 
notify the pollee department immecfrately. and lnform the Executive Dlr8ctor and/or hfslher 
designee soon as practicable. 

d. NECCOG (Ponce and/or Management, as appropriate) will assess and Investigate the 
incfdent. In situations lnvoMng weapons, or In sftuatfons where 1he threat of bodUy harm Is 
fmmedlate and readily apparent, the Executive Director and/or hlslher designee may 
suspend the fndMdual(s) In question and provide a written summary of the Incident to the 
Executive Director and/or his/her deslgnee for further action. Each Incident of violent 
behavior. whether the incident is committed by another employee or an external fndMdual 
such as a customer. vendor or member of the general publfc, must be reported. Anal 
discipfinary action, if any, up to and fncludlng termination, will be determined pending 
comptetion of the Investigation. 

e. E. In situations involving physical altercations or weapons, the Executive Director and/or 
hlslher designee may request the aid and presence of ponce. personnel. 

3. Dlsclpftne 

a After each incident is evaluated a proper remedy wHI be provided based upon the nature of 
the offense, duration, totality of the crrcumstances and past offenses. Remedies could range 
from an oral reprimand to suspension or Immediate tennlnation depending upon the severity 
of the offense. The employee may be subject to criminal chaiges and penalties. 

b. Incidents invoMng weapons or other dangerous instruments are grounds for fmmed"tate 
diSCfplfnary action up to includfng termination from emproyment. 

c. Any employee who aots in good faith by reporting real or impfied vfolent behavior wiD not be 
subjected to any fonn of retaliation or harassment. Any action of this type, i.e •• retaliation or 
harassment, resulting from a report of violence must be reported to the Executive Director 
and/or hlslher designee for Investigation and decision regarding proper action and sanction. 
Conversely, false or malicious reporting will also result fn Investigation and appropriate 
sanction. 

4. Prevention 

Prevention efforts fncfude, but are not limited to, Informing empk>yees of thJs poDcy, instructing 
employees regardfng the dangers of workplace vlo!ence, communicating the sanctions Imposed 
for violating this poncy, and provfdlng a reporting system within whfch to report Incidents of 
violence without fear of reprisal. 
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Benefits 

8fglb!e employees at NECCOG 8J8 provfded a wide range of benefits. A number of the programs (such 
as Social Security. workers' compensation, state dlsabJJity, and unemployment Insurance) cover all 
employees fn the manner prascribed by law. 8igibDity for other benefits Is dependent upon a variety of 
factors, fncluding the employee's classification. The Executive Director and/or hlslher designee~ Office 
can Identify the programs for which you are or wiD be eligible. 

Details of many of these programs can be found elsewhere fn the Employee Handbook and shoufd be 
carefully reviewed. A package describing each of the offered benefits, in detaD, will be provided to each 
new employee. It Is then the employee's responsibfli\t to initiate enrollment In those pfans he or she 
selects. 

Health Insurance 

NECCOG provides comprehensive group medicaJ insurance and life Insurance plans to eligible 
employ~ who have completed three (3) months of employment. The cost of coverage Is shared by 
the empfoyee and NECCOG. Coverage Is subject to change or eHmlnation, without notice, at 
NECCOG's discretion. Employees who elect coverage are required to contribute their portion of the 
premium cost through automatic payroll deductfon on a weekly basis. If an empiQYM desires 
fnsurance for his or her dependents the additional PIMiium is dadugted through payroll as well 

A detailed explanation of all benefits, Umitations, and provisions Is provided in separate bookfets with 
which you will be provided. If you have any questions about the plan, contact the Executive Dfrector 
and/or his/her designee. 

Insurance Benefits Continuation (COBRA) 

The ConsoUdated Omnibus Budget Reconciliation Act of 1985 (COBRA) requires that most employers 
sponsoring group health plans offer employees and their families the opportunity for a temporary 
extension of health coverage (called •contfnuatfon coverage") at group rates fn certain instances where 
coverage under the plan would otherwise end. This notice is Intended to fnform you, rna summary 
fashion, of your rights and obOgations under the continuation coverage provisions of that law. 

If you are an employee of NECCOG and are covered by NECCOGs group health Insurance pfan (the 
aplan,, you have a right to choose this continuation coverage If you rose your group health coverage 
because your hours of employment are reduced or your employment ends for any reason other than 
your gross misconduct. 

If you are the spouse of an employee covel'8CI by the Plan, you will become a quaDfied beneficiary if you 
lose your coverage under the Plan because any of the foUowlng qualifying events happen: 

1. Your spouse dies. 

2. Your spouse~ hours of empbyment are reduced. 

3. Your spouse's employment ends for any reason other than his or her gross misconduct. 

4. You become divorced or legally separated from your spouse. 
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5. Your spouse becomes effglbfe for Mecficara benefils (under Part A, Part B, or both). 

Your dependent chDdren wiD become quaBfied beneftclarfes if they lose coverage under the Plan 
beca11S8 any of the foUowfng quaJifyfng events happen: 

1. 1he parent-employee dfes. 

2. lhe parent-employees hours of employment ara reduced. 

a. The parent-employee's empfoyment ends for any reason other than hJs or her gross rrusconduct. 

4. The parents become dlvorced or legally separated. 

5. A parent-employee becomeS eligible for Medicare benefits {under Part A, Part B. or both). 

6. The child stops being eligible for coverage under the plan as a adependent child. a 

UNDER THE LAW, THE EMPLOYEE OR A FAMILY MEMBER HAS THE RESPONSIBILITY TO INFORM 
THE PLAN ADMINISTRATOR OF A DIVORCE, LEGAL SEPARATION, OR A CHILD LOSING 
DEPENDENT STATUS UNDER THE PIJ\N WITHIN 60 DAYS AFTER THE QUAUFYING EVENT 
OCCURS. NECCOG HAS THE RESPONSIBIUTY TO NOTIFY THE PLAN ADMINISTRATOR OF THE 
EMPLOYEE'S DEATH. TERMINATION OF EMPLOYMENT, REDUCTION IN HOURS, 
COMMENCEMENT OF PROCEEDING IN BANKRUPTCY WITH RESPECT TO THE EMPLOYER, OR 
THE EMPLOYEE BECOMING EUGIBLE FOR MEDICARE BENEFITS (UNDER PART A, PART B OR 
BOTH). 

When the Executive Director and/or hlslher designee Is notified that one of these events has 
happened, he or she will. in tum, notify you that you have the right to choose continuation coverage. 
Each quarmed beneficiary will have an independent right to elect COBRA continuation coverage. Under 
the law you have at feast sixty (60) days from the date you wou!d lose coverage, due to one of the 
quallfyfng events described above, to Inform the Plan Administrator that you want continuation 
coverage. 

If you do not choose continuation coverage, your group health insurance coverage wiD end. 

If you choose continuation coverage, NECCOG is required to give you coverage which, as of the time 
coverage is provided, is identical to the coverage provfded under the plan to sfmilarly situated 
employees or family members. 

COBRA continuation is a temporary continuation of coverage. When the quaflfyfng event is the death 
of the empfoyee, the employee's becoming entitled to Medicare benefits (under Part A, Part B, or both}, 
your divorce or legal separation, or a dependent child fosfng eftgiblflty as a dependent child, COBRA 
continuation coverage lasts for up to a total of thirty-six (36) months. When the quafifylng event Is the 
end of empfoyment or reductfon of the employee~ hours of employment, and the employee became 
entiUed to Mecflcare benefits fess than efghteen (18) months befora the quallfyfng event, COBRA 
continuation coverage for qualified beneftcfarfes other than the employee fasts 36 months after the date 
of MedJcara enttUement. For example, If a oovarad employee becomes entitled to Medicare efght (8) 
months befoJ8 the date on which his employment termfnates, COBRA continuation for his spouse and 
chlJdren can fast up to thirty-six (36) months after the date of MedJcara entitlement, which Is equal to 
twenty-eight (28) months after the date of the qualifyfng event (thlrty-sfx (36) months minus e!ght (8) 
months).. Otherwise, when the quafifying event Is the end of employment or raductfon of the 
employee~ hours of employment COBRA continuation coverage generally lasls for only up to a total of 
eighteen (18) months. There are two (2) ways in which this eighteen (18) month period of COBRA 
continuation coverage can be extended. 
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An additional eleven (11) months may be avaDab!e to a covered emptoyee and an enrolled dependent 
who Is detennfned to be disabled under Title II or TIUe XVI of the Social Security /d. at the time he or 
she becomes elgible for extended continuation coverage under COBRA; or becomes dJsabfed at 81Tf 

time during the first sixty (60) days of COBRA continuation coverage. The covered employee or 
enroUed dependent must provide notice of the disability detennfnatfon to the Plan Administrator not 
later than sbdy (60) days after the date of the Social Security Admfnfstratfon's determination. and before 
the end of the initial eighteen (18) months of COBRA continuation coverage. · 

If ft is determined that the member is no longer dlsab!ed, the extended continuation of coverage period 
can be tenninated on the first of the month followfng thfrty (30) days after the final determination notice. 

However. the law also provides that your continuation coverage may be cut short for any of the 
following four reasons: 

1. NECCOG no longer provfdes group health coverage to any of its employees. 

2. The premium for your continuation coverage is not paid. 

3. You become eligible for benefits under another group health plan as a result of emproyment, re­
employment, or marriage, except when the new plan contafns any exclusion or rlmitation relating 
to any pre-existing conditfon. 

4. You become eHgible for Medfcare. 

You do not have to show that you are insurable to choose continuation coverage. However, under the 
law you may have to pay all or part of the premium for your continuation coverage. 

The law also says that, at the end of the eighteen (18) months or three (3) year continuation coverage 
period. you must be al1owed to enroll in an individual conversion health plan provided under the Plan. 

NECCOG reserves the right to charge an administrative fee of two percent (2%) for COBRA enrollees. 

There may be other coverage options for you and your family. When key parts of the health care law 
take effect, you'll be able to buy coverage through the Health Insurance Marketplace. In the 
Marketplace, you could be eligible for a new kfnd of tax credit that lowers your monthly premfurns right 
away, and you can see what your premium, deductfbles, and out-of-pocket costs wiD be before you 
make a decision to enroll. Being eligible for COBRA does not ffmit your ellgibiDty for coverage for a tax 
credit through the Marketplace. Additionally, you may qualify for a special enrorfment opportunity for 
another group health plan for which you are eHgfble (such as a spouses plan), even If the plan generally 
does not aooept late enrollees, if you request enrollment within 30 days. 

If you have any questfons about the law, please contact the Executive Director and/or his/her designee. 
AJso, if you have changed marital status or you or your spouse has changed your address please notify 
the Executive Director and/or his/her designee. 

For more Information about your rights under ERISA, fncluding COBRA, the Health Insurance PortabRily 
and AccountabUlty Pd (HIPAA), and other raws affeclfng group health plans, contact the nearest 
Regfonal or Dfstrfct Office of the U.S. Department of l..abonJ Empfoyee ~Security Admfnlsbation 
(EBSA) fn your area or visit the EBSA websfte at www.dol.gov/ebsa. 
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Section 126 Plan (FSA)/Cafeterla Plan 

NECCOG. Offers a pr&-tax oontiltiutlon optiOn fOi' employees. ThiS employee bei1eflt Is known as a 
Section 125 Plan. A Section 125 Plan Is a benefit which af!ows you to make defer a portion of your 
weekly pay. on a pre-tax rather than an after tax basis. to pay for medJcal and dental Insurance 
Pf8mfwns. This means your total deferral is deducted from your gross pay prior to the cefcu!atlon of 
payroll taxes. 

To participate fn this plan, you slmpJy need to complete an election form and retum it to the Executive 
Director and/or hlslher designee. 

Onoe you have signed the Section 125 form, you may not make any changes to your pm-tax 
contributions untiJ the following January 1st. unfess the change which you erect is a result of a change 
In farnlly status (such as marriage •. divorce. death of a spouse or chHd, birth or adoption of a child or 
termination of employment of your spouse). A change in erection due to a change In family status will 
be effective the next pay period. 

Workers' Compensation Insurance 

The purpose of the workers• compensation law is to provide financial assistance to you if you are 
injured on the job. On-the-job Injuries are covered by Workers• Compensation insurance. How much 
you will be paid. for how long. and when benefits beoome payable may vary. While absent from work 
on Workers' Compensation. the empfoyee will not continue to accumulate paid leave or accrue 
seniority. 

If Workers' Compensation benefits are awarded. they are coordinated with and not paid In addition to 
other NECCOG benefits. 

Nelther NECCOG nor the insurance carrier will be Hable for the payment of Workers' Compensation 
benefits for Injuries that occur during an employee's voluntary participation in any off-duty recreational. 
social. or athletic actMly sponsored by NECCOG. or during an employee's employment by another 
Employer. 

It is the responslbllity of the employee to Immediately notify the Executive Director and/or his/her 
designee when injured or taken Dl during working hours. 

NECCOG reserves the right to place employees on mecfrcalleave as set forth in the section on Unpaid 
Leave llme. A worker's compensation reave of absence will be designated as FMLA reave provided 
the I88SOil for the absence Is due to a qualifying serious nrness or Injury. 11me off taken for a quaflfyfng 
Hlness or injury will be counted against an empfoyee's applicabfe FMI.A entitlement to job-protected 
FMI.Aieave. 

457 Deferred Compensation Plan 

NECCOG h&s- ·eSt8bilshed a 457 Defeited eompens&tion R8tirament Pl&n. fOr ·b employees. A 
complete descrfptfon of the plan desorlbfng the beneftls, elfglbi!ity requframents, and NECCOG~ and 
empfoyee~ responsfbiHtfes wiD be provfded to each new employee. It Is the employee'- responsibility to 
Initiate enrolrment. NECCOG reserves the right to dJscontlnue this plan or to adopt an alternative plan. 
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lhlvei/Expense Reimbursement 

NECCOG wDI ralmburse employees for authorized buslness and/or travel expenses. In order to receive 
reimbursement, employees must have the Executive Dfractor andlor hf&lher desfgneels prior written 
authorization and must submit a Travel Expense Statement accompanied by receJpts and approved by 
the proper authority. Employees should submit their Travel Expense Statement each week. as the 
authorized ralmbursable acpensas are fncuned. 

Employees using their personal vehicle whHe conducting NECCOG business w111 be reimbursed at 
NECCOGs current approved rate per mRe. 

Insurance Coverage. Employees are requfred to maintain adequate automobUe Insurance coverage 
when utifizing privately owned or rental vehicles for NECCOG business. 

Education/Training 

From time to time, NECCOG may arrange for full time employees to attend both formal and Informal 
training programs. All or a portion of the expenses for off-premises training will be paid for by 
NECCOG dependlng on the nature of the course. Please contact the Executive Dfrector and/or his/her 
designee for details. 

If you become aware of a particular seminar that you belfeve is appropriate for enhancing your skills 
(and/or those of other employees), please bring it to the attention of the Executive Director and/or his! 
her designee. 
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Paid Leave Time 

11me off, except In the case of emergency. must be requested In writing. It should not be assumed that 
completing the request fonn automaUcally means that It wiD be granted. The needs of NECCOO, 
specifically. proper staffing, must come first To request time off an employee must complete a •Request 
for llme Off' fonn and give It to the Executive Director and/or hlslher designee for review, approval and 
slgnatwe. 

Paid time off wiD not be counted as hours worked for the purposes of determining overtime. 

The smallest unit of time an employee may request off is one-half day. 

Bereavement Leave 

Employees who wish to take time off due to the death of an immediate family member shouk:f notify the 
Executive Director and/or his/her designee immediately. Up to three (3) consecutive days of paid 
bereavement leave will be provided to eligible employees in order for them to attend the funeral or 
memorial service. Bereavement Leave Is Intended for the convenience of the bereaved to complete 
necessary arrangements. not guaranteed time off. 

For purposes of this policy, NECCOG defines "Immediate family" as the employee's spouse, partner. 
parent, stepparent, mother-In-law, father-in-law, brother-in-law. sister-In-law. chl!d, stepchild, brother, 
sister. nlece. nephew, grandchild or grandparent. ~ 

Holidays 

Regular full-time and regular part-time employees (See Glossary of Employment Terms) shall receive 
the following paid holidays: 

Independence Day 

Labor Day 

Columbus Day 

Veterans• Day 

ThanksgMng Day 

1/2 day prfor to ThanksgMng 

Day After ThanksgMng 

1/2 Day X-Mass Eve, If not on weekend 

1/2 day prior to MemorfaJ Day 

Christmas Day 

112 Day New Years Eve, If not on weekend 

New Years Day 

Martin Luther King Day 

Presidents Day 

Good Friday 

Memorial Day 

1/2 day prior Labor Day 

HoBday pay Is calculated based on the employee~ straight-time pay rate (as of the day of the hoRday) 
times the number of hours the employee would have otherwise worked on 1hat day. All hoffdays are 
with pay. 

If you are a reguJar full-time or regular part .. tfme ernplo)'89 schedured to work less than thirty-five (35) 
hours per week and the Holfday falls on you•ra ragurarty scheduled day off, you will not be ellgfbte for 
holiday pay. 
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In order to be eUgible for holiday pay, ernpk)yees must have completed their six (6) month Introductory 
period, must be on active paym!l, and must have worked the last scheduled day before and the first 
schedufed day after a holiday. Ernplajees are not eJigible to raceive hoDday pay when on a pakl or 
unpafd leave of absence. 

If a hoDday occurs during your scheduled vacation, you are permitted to take an extra day of ~cation. 

In addition to the above holidays, each employee is entiUecl to one floating holiday per year. The 
floating holiday may not be canfed over to another year. Permanent part-time employees shall 
receive hoUdays with pay equivalent to one-half the amount accorded to fuJI-time regular empfoyees. 

Jury Duty Leave 

Full-time employees who regularly work thirty (30) or more hours per week and are required to report 
for jury duty, shall be entitJed to leave with pay for scheduled work hours lost as the result of such 
service, up to a maximum of five (5) calendar days. 

1. An employee who receives notice of jury duty must notify the Executive Director and/or his/her 
designee within forty-efght (48) hours of receipt of the jury summons In order that arrangements 
may be made to oover his or her position. 

2. An employee serving on jury duty must present the official court documentation to the Rnance 
Drrector and/or his/her designee which will thereafter arrange for remuneration. 

Additional paid leave for jury duty may be approved, at the soJa discretion of NECCOG. 

Military Leave 

The ~pk>yer will comply with Its obligations under Federal and State Law. 

Personal Leave 

Each employee is provided three (3) personal days per employment year. PeiSOnal days may not be 
accumulated and must be requested In advance of the day sought to be taken off. Personal days may 
be used In either half-day or full-day segments. 

Sick Leave 

Regular full-time employees who successfully complete thelr introductory period wr11 be elfgfble for sick 
leave on a prorated basis from the date of completion of their introductory period. Employees who 
have successfully compfeted their Introductory period wDII8Celve a total of twelve (12) paid sick days 
per fiscal year. Part-time employees (See Glossary of Employment Tenns) racefve sfck reave on a pro­
rated basis. This policy also may be used If 1he employee is unable to work due to her or his own 
medicaVdental appointments. 

• The following basic guidelines for sick reave 8J9 obselved by NECCOG: 

• Sfck leave benefits wftl be calculated based on the employee's straight time pay rate times 
the number of hours the employee wou!d have otherwise worked that day. 
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• Employees shaD be allowed to accumulate up to a maximum of thirty (30) sick days. 

• Stck leave compensation will begin on the emptoyee's ffrst day of absence. 

• Employees may be required to provide medical verification from a healthcare provider of an 
Illness at any time. 

• An emp!oyee, who Is unable to report to work for any reason, must inform NECCOG as soon 
as possible, and, with the exception of emergency situations, Is required to provide notfce 
within one-half hour prior to the start of hJslher assigned work day. Please calf (860 
n4-1253. The message should fnchJde the employee\s name and the expected time of 
retum. Failure to comply with the provision may result In denial of paid sick reave or 
dlsclpffnary action, up to and induding termfnatlon. 

Vacation 

Regular full-time employees who are currently employed and on active status are eligible for vacation 
after successfuJ completion of the introductory period. Regular part-time employees earn leave on a 
pro-rated basis. Employees may take their vacations at any time during the year. subject to their 
elfglbiffly outlined herein and the operational needs of NECCOG. The amount of vacation varies with 
length of service. 

Comprated Years of Service 
Upon successful completion of the introductory period 
One (1) to the completion of five (5) years 
Six (6) to the completion of ten (1 0) years 
More than ten (1 0) years 

The foOowlng basic guidelines for vacations are observed by NECCOG: 

AmQuntotVacation 
5days 

10days 
15days 
20days 

• Time off for any reason during a workfng day wifl count against an employee's vacation leave in 
either half-day or full-day fncrements, as appropriate. 

• Vacation time off Is paid at the employee's hourly base rate. rt does not include overtime. 

• If a hoiJday occurs when an employee is on vacation, the emproyee shall be entitled to an 
additional vacation day. 

• Schedufing of vacation periods must be arranged with the Executive Director and/or his/her 
designee. NECCOG reserves the right to deny a request based on the operational needs of 
NECCOG. 

• Vacation time may not be accrued from one year to the next Notwithstanding the foregofng. at 
the Executive Director and/or hlslher desfgnee~ dfscretlon, unused vacation may be either carried 

. ~er or pa!d ~ ~-~' emP.Jqyee at the. end of the fiscal year In spedal cfroumstances. 

• fn the event an employee termrnates hislher employment vofuntarfly. wflhout cause, gives two (2) 
weeks notfce, and has completed one (1) fuD yearS service, he/she wm be paid for any unused 
vacation time earned. ~ 
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Family and Medical Leave 

If you must cease work due to a medical condition, including Pl9g08nCy or pregnancy related 
conditions. you may be granted a reasonable leave of absence consistent with state and/or federal 
law. You shaD be requested to use accrued but unused Vacation Time and Sick Tune; otherwise this 
leave is unpaid. You must provide written med1caJ verification from a healthcare provfder before any 
leave wfll be granted, which must specify the reason for the leave and the amount of leave time 
needed. Consistent with state and/or federal law, NECCOG may require updated verification from your 
healthcare provfder. 

Leave of Absence 

NECCOG, at the discretion of the Executive Director and/or hfslher designee, m~ grant a leave of 
absence without pay In appropriate circumstances. A request for a leave of absence shall be made in 
writing to, and require prior approval of, NECCOG's Executive Director and/or his/her deslgnee. 
NECCOG shall be notified not less than 30 days in advance. Vacation. srck leave and pensfon credits 
shall not be earned during leave without pay. Employees with less than one (1) year of servioe with 
NECCOG shaD not be eligible for a leave of absence. 
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Other 

Hours of Work 

NECCOG has normal hours of operations whlch are Monday through Friday from 8:30 a.m. to 4:30 
p.m. Employee work schedures vary throughout NECCOG. NECCOO raserves the right to schedule 
hours to accommodate the organizations needs. 

The employee's supervisor wifl advise the employee of his or her indMdual work schedule. Starting 
times and the length of the workday can vary depending upon employee classification, job, or 
department. Staffing needs and needs of the organization may necessitate variations in starting and · 
ending times, as weD as variations In the total hours that may be scheduled each day and week. 

Lunch Periods 

Lunch periods are scheduled depending on the needs of NECCOG, but are generally at Noontime. 
Your supervisor will assign your lunch period schedule. Every hourly employee is required to sign in 
and out for lunch, regardless of whether or not you leave the buHcfing. You are expected to take your 
full allotted time for lunch. You are requested not to perform any work during your regularly scheduled 
lunch period, unless specifically requested to do so. In that event, your lunch will be rescheduled or 
you wfll be paid for the time that you worked. 

Overtime 

If you are a non--exempt employee (see •Glossary of Employment Terms, and you perform overtime 
work, you will be paid one and one-half (1-112) times your regular hourly wage for all approved hours 
actually worked over forty (40) hours in a seven (7) day work cycfe. Paid !eave shall not be considered 
hours worked when calculating overtime pay. 

All overtime must be approved In advance by your supervisor or the Executive Director and/or his/her 
designee. 

NECCOG reserves the right to require overtime work and employees may not refuse overtime 
assignments. Failure to work scheduled overtime or overtime worked without prior authorization may 
result In disciplinary action, up to and Including termination of employment. 

Pay Deductions 

The law requires that NECCOG make certain deductions from every employee's compensation. 
Among these are applicable federal, state, and rocaJ Income taxes. NECCOG also must deduct Social 
Security taxes on each employees eamfngs up to a specffied limit that Is called the SocfaJ Security 
"wage base. • NECCOG matches the amount of Social Security taxes pafd by each employee. 

NECCOG offers programs and benefits beyond those requfted by law. 8lgfbre employees may 
voluntarily authorize deductions from their paychecks to cowr the cosls of participation fn these 
programs. 

If you have questfons concemfng why deductions were made from your paycheck or how they were 
caJculated, the Executive Director and/or hlslher designee can assist In having your questions 
answered. 
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Paycheck Errors 

Every effort Is made to avoid errors in an employee~ paycheck. If an employee believes an error has 
been made. he or she must fnfonn Executive Dbactor and/or hlslhar designee fmmedlately. Executive 
Dlrector and/or hlslher designee wm take the necessary steps to research the problem and to assure 
that any necessary correction Is made properly and promptly. 

Pay Periods 

NECCOG operates on a bimonthly pay period basis. Paychecks for NECCOG employees are issued 
three working days after the 15th day and final working day of each month. Each paycheck will 
include earnings for all work perfonned through the end of the previous payroll period. In the event that 
a regularly scheduled payday falls on a NECCOG day off, such as a holiday, employees wiD receive 
paychecks on the last day of work before the regularly scheduled payday. 

Employees are encouraged to have pay directly deposited into their bank accounts. To do so, they 
must provide advance written authorization to NECCOG. Employees will receive an itemized statement 
of wages when NECCOG makes direct deposits. 

Timekeeping 

NECCOG wants to make sure that you are paid correcUy every week. You may be required to Input 
Information Into either an electronic or manual timecard (herefnafter "timecard,, or you may be requfred 
to punch a time dock. It is your responsibility to record your time aoourately. The Attendance and 
Punctuality PoHcy descnbed in this handbook must be adhered to. 

Federal and State labor laws require that you maintain an accurate record of your working hours. You 
wDI do this usmg your timecard or by punching a time clock, as directed by your supervisor. 

1. Record on/Punch your own TIJT18 Card/Sheet (and only yours) the days worked and the hours 
worked. 

2. You must sign in at the beginning of a work period when you are prepared to work and out at the 
end of a work perfod. Lunch periods and time when an employee fs 8WaJ from hlslher office/job 
assignment on business other than NECCOG business must be recorded ln the same manner. 
The time away from the office should be Dsted as •other hours• on your Tune Sheets with a 
reference be!ow or a written explanation signed by your department head. 

3. No one is allowed to punch the time clock for anyone else. 

4. No one Is allowed to enter time on another employees electronic timecard. 

5.1f there Is a problem with your time keeping, have your lmmecftate supervisor or the Executive 
Director and/or his/her designee to correct the error lmmedlately. 

6. No one rs to work overtime without authorizatfon. 

~ No one is permitted to work unless the work time is recorded. Thete Is no such thing as woddng •off 
the clock." 
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If you faJslfy time records for yourself or another employee or work •off the clock. n you may be subject 
to dfsclpllnary action up to, and Including, termination. 

AD time-sheets are clue by the 1Oth of the next mon1h. If you know that you wiD be away from work 
during the begiMfng of a month, you can work With the Finance Dbector and/or hlslher deslgnee to 
submit your tfmesheet earner. 
For salarfed employees, your timesheet must account for aD hours worked and Indicate to which 
project the hours are allocated. 

W-2Fonns 

NECCOG wiD give you a W-2 Fonn no later than January 31st for the previous year. If you are no 
!onger employed by us. NECCOG wifl mail it to your last known address. The fonn shows your total 
gross pay for the carendar year and the taxes deducted from it. · 
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Rules and Regulations 

Attendance and Punctuality 

The success of NECCOG depends on your good attendance. Absenteeism detracts from our h1gh 
quality of service and causes an unfair bwtlen for those emp!oyees who must flU In for absent 
employees. Most people will be late or sick at one time or another. but when short-tenn absences 
become frequent, they often sfgnal personal or job-related prob!ems. In regard to attendance, you are 
expected to: 

1. Notify your supervisor or the ExecutiVe Director and/or his/her designee as soon as possible If you 
are HI or unable to report to work for any reason. It is understood that emergencies do occur. 
However, you are genera!Jy expected to notify NECCOG within one-half (1/2) hour prior to the start 
of the first work day and each momrng thereafter that you are unable to report to work. If you are 
unable to caU personally. have a friend or relative caD for you. 

2. Avoid letting minor inconveniences keep you from performing your jobs. At the same time, good 
Judgment should be used with respect to contagious ailments whfch mlght have an adverse effect 
on other employees. 

3. Attend to personal affairs during non-working hours. 

4. Be at your appointed workplace, ready to work, at the regular starting tfme and remafn at said 
workplace and at work until the regularly scheduled ending time. 

Mecl!cal Certification. NECCOG reserves the right to request written verification from a heafth cam 
provider at any time. Moreover, an employee must obtain written approval to return to work from his/ 
her heaJthcare provk:ler for absences in excess or five (5) consecutive work days and/or if the absence 
was the result of one or more of the following conditions: 

1. Surgery was perfonned. 

2. You were confined to a hospital or other treatment factlity. 

3. You had a communicable disease. 

4. You suffered a fracture or dislocation. 

5. You suffered a muscle strain or a sprain. 

Exoused absences. The following are considered excused: 

1. Absences because of mness - However. for absences of five (5) or more successive days, the 
absence wfiJ only be considered excused tf the employee compUes with the Medical Certiffcation 
po6cy set forth above. 

2. Absence approved by the Executive Director and/or hlelher designee In advance. 

3. Absence because of death In the lrnmedlate family (See Paid leave Section for Bereavement 
Leave). 
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4. Absence or delayed arrival because of extrame weather conditions. 

5. Absence or delayed arrival because of a bona fide personal emergency as determlned by the 
Executive Director and/or hlslhar designee. 

6. Absence because of a work-related Injury. 

The determination of whether or not an absence Is excused will be made by the Executive Director 
and/or his/her desfgnee after a review of all the circumstances 181ated to the absence. 

Excessive Absenteeism or Lateness. WhUe there may be times when an absence or lateness Is 
unavoidable, there are also times when absences or tardiness Is unacceptable. You wiD be counseled 
regarding absenteeism or tardiness if NECCOG determines that you have not met its expectations. If 
the problems persist, you may be subject to cfJSclpfinary action, up to and including termination. 

The absence of an employee from work, including an absence for a single day, or portion of a day, that 
is not authorized, shall be deemed as absent without leave, unless otherwise prohibited by law. 
Excessive absenteeism, lateness or leaving early may lead to disciplinary action, up to and including, 
termination. 

If )'OU are absent for three (3) consecutive work days without notifyfng NECCOG, it is assumed that you 
have voluntarily abandoned your position with NECCOG and you wiD be removed from the payroll. 

Communications Polley 

This Communication PoHcy establishes the polfdes and procedures for the use of NECCOG electronic 
equipment and computers, as defined fn the Polley. including but limited to, an computer hardware and 
software, Internet access, electronic mail gncludlng the Internet), social media, telephone systems 
Oncludlng voice maD), cellular phones, handheld computers (e.g., lPads), cameras, facsimiles and 
scanners (collectively •rntonnation Systems1. 

It is the poHoy of NECCOG to ensure effective business communications among all incfMduals within 
NECCOG and with others outside of NECCOG. It is important that all forms of communication, 
whether verbal, written or transmitted via NECCOG's Information Systems, promote an atmosphere of 
professionalism, courtesy and respect 

Violation of this Communication PoHcy may result In foss of access privileges and/or disciplinary action 
- up to and fncludlng termination of employment. 

NECCQG lntoanatfon ~ems 

NECCOG Information Systems ara NECCOG-owned resouroes and are provided to employees to 
assist and faciotate NECCOG business communications. Employees are not allowed to use NECCOG 
lnfonnation Systems for personal use. 

1. Users are responsfbfe for uslng NECCOG lnformalfon Systems In an efftcfent, ethicaJ, and lawful 
manner. Usage that conflicts with this peRcy Is prohfblted, and includes, but Is not Dmfted to, the 
following: 

2. SUpporting cornmerolallnterasts not ralated to the work of NECCOG. 

3.1ntentfonaUy introducing vfruses, worms, Trojan horses or other malicious activity. 

28 



NECCOG Employee Handbook 
Updated November, 2018 

4. Tampering or Interfering with the Intended use of NECCOG Information Systems. 

5. Engaging ln any unauthorized actlvitfes that result In monetary charges to NECCOG. 

6. UsJng NECCOG Information Systems to convey fraudulent, defamatory. harassing, obscene or 
threatening messages or material and/or any communfcations prohibited by raw. 

7. Intentionally bypassfJ ag spam filters or other security features on NECCOGs computers or the 
network. · 

8. Use of NECCOG Information Systems, including the Internet, to send (upload) or receive 
(download} copyrighted materials, trade secrets. proprietary financial information, or sfmDar 
materials without prior authorization Is prohibited. 

9. Use of NECCOG Information Systems for peer-to-peer file sharing Including, but not limited to, the 
exchange of music fi!es. 

NECCQG Cgmmunicatfons 

AD communications regarding NECCOG policies, procedures and administration or which may affect 
NECCOG or Its personnel as a whole, will either originate from or be approved by the Executive 
Director and/or hlslher designee prior to distribution. No indMdual fn NECCOG is to send or distribute 
any communication regarding NECCOG poHcles. procedures or administration to a All Personnel• or a AU 
Usersa without the authorization of the Executive Director and/or his/her designee. Within these 
guidelines, the Executive Director and/or hisiher designee are authorized to send and/or distribute 
communfoatfons regarding NECCOG business. Should an empfoyee need to call any matter of interest 
related to NECCOG\3 business to the attention of •AIJ Users," the employee must receJve authorization 
from the Executive Director and/or his/her c:Jestgnee. 

8ectronic messages should be drafted with the same thought and care devoted to written or verbal 
communications. Employees should not transmit any fonn of communication that they would not be 
comfortab!e writing In a letter or memorandum. Good judgment must be exercised when using 
electronic communications. All lndMduals of NECCOG must adhere to the following, both while on 
NECCOG's premises and off-site, when using NECCOG lnfonnation Systems: 

1. The following disclaimer should be incorporated into all outgoing e-mail: 

•Pfease note: '7he Information contained In this e-mail and any attachments hereto are Intended 
only for the personal and confidential use of the designated teelplents. If the reader/recipient of 
this message Is not the Intended recipient, you 819 hereby notified that you have received this e­
mail and all attachments hereto In error and that any 18Vi~ dissemination, distribution or 
copying of this e-mail or any of its attschments is strictly prohibited. If you have received this 
communlcslion In error, please notify the sender immediately by e-maD and destroy the original 
message teeeived. Thank you." 

2. Use of NECCOG Information Systems, In partlcuJar oellufar phones. to discuss NECCOG-rataled 
Information must be done with extreme caution so as to e1fmfnate the possibility of a breach of 
confidentfallty andlor the Inadvertent dfscfosure of conftdentiallnformation. 

3. Use of NECCOG Information Systems, in particular •maD and the Internet, to evaluate or offer 
feedback regarding an individual's work performance Is prohfblted. NECCOG Information Systems 
may be used for adminJstratlve purposes (e.g •• scheduBng reviews). 
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4. Use of NECCOG Information Systems, In partfcu!ar a-maD and the Internet, to evaluate or offer 
feedback regartfing a candidate's appDcatlon for employment Is prohfbltecl. NECCOO Information 
Systems may be used for admlnlstratNe pwposes (e.g., scheduDng ravlews). 

I le of Cmtputers 6egtmnfQ Marl and tba fnternet 

It is NECCOGs policy to protect computer hardwar&, software, data, and business Information from 
misuse, theft, unauthorized access, and environmental ·hazards. In addition to adhering to thfs policy, 
emp!oyees are expected to follow NECCOG Information Systems security procedures to safeguard 
NECCOG equipment and information. Failure to do so will result In disciplinary action up to and 
incwdfng terminatfon of employment. Depending on the nature of the violation, action may also include 
cMI or aimJnal prosecution under federal and/or state law. 

1. Computers. Computers, computer files, and software furnished to employees are NECCOO's 
property intended for business use. Employees should have no expectation of privacy when 
utrrafng computers Including, but not tfmited to, the internet and a-mall, which may be subject to 
monitoring by the Employer. ThJs fncludes communfcations sent or received with NECCOO's 
equipment even if the employee marks a file as aprivate" and/or attaches a password. All 
electronic messages are pubno records and are subject to disclosure under the Freedom of 
Information Act (FOIA). Since messages may be retained at different locations or levels of 
NECCOG's Information Systems, users must remember that their messages can be retrieved. 
Therefore, dfsaetion Is an important consideration when uslng eJectronic messages to send, 
record and/or retain communications. NECCOG has the right to access, and does access, 
Information on its Information Systems at any time to monJtor the use of the systems in 
accordance wfth all appHcable federal and state laws, including Connecticut GeneraJ Statute § 
31-48d. In this regard, NECCOG may require from employees passwords to fi!es that have been 
password protected. Employees are responsible for safeguarding thelr passwords, which should 
not be printed, stored on line, or given to others. Employees should not use a password. access a 
confidential fife or retrieve any stored confidential c.ommunication without authorization. Moreover, 
use of another emp!oyee\l password, without his/her authorization, to access informatcon is 
prohibited. Further, employees are responsible for aiJ transaction made using their passwords. The 
lnfonnation Systems shall not be used for the foUowing purposes: 

a Downloading into the Information Systems any material that Is copyrighted and/or programs 
you are not ncensed to use. 

b. Transmftting or distributing any software licensed to NECCOG. 

c. Hacking into the Information Systems that you are not authorized to use. 

d. Installing programs on any computer without the approval and/or assistance of a member of 
the technical staff. 

e. Illegal activities, Including but not fi~ited to threats, h8J8SSment, sexual harassment. slander or 
defamation. 

f. Transmitting or downloading obscene or suggestive· messages or offensive graphic images. 

g. Political endorsements. 

h. CommeroiaJ actMtfes o.e .• conducting a private business). 

I. Use for personal gain. 
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J. Copying electlonlc fUes without permission. 

k. Distributing NECCOG private and/or confidential Information to unauthorized users (such as 
confiden1faf personal and/or medfcat fnfonnatfon). 

1. 8ectronic communlcatfons cannot be sent that attempt to hide the identity of the sender or 
represent the sender as someone as. 

m.Fundraislng activities. 

n. Chafn letters, lotteries, games, etc. 

NECCOG recognizes that employees cannot control communications received through the rntemet 
or emails and some communication may be received that are against this Polley. Employees should 
delete the items and contact person(s) sending the item(s) to fnfonn them that such items are 
unacceptable. You shouk:.l understand that certain violations of these rules, e.g .• copyright violation, 
may also constitUte a violation of state and/or federal law. 

NECCOG purchases and lfcenses the use of various computer software for business purposes and 
does not own the copyright to this software or its related documentation. Urness authorized by the 
software deve!oper, NECCOG does not have the right to reproduce such software for use on more 
than one computer. 

Employees may only use software on local area networks or on multiple machines according to the 
software Hcense agreement. NECCOG prohibits the illegal duplfcation of software and its related 
documentation. 

Employees are responsible for the content of all text, audio or Images that they place and/or send 
over the Internet and for ensuring that the Internet is used In an effective, ethical and lawful manner. 
The transmission or downloading of any sexually expUclt materials Including abusive, profane or 
offensive language and/or images is prohibited. All messages created, sent or retrieved over the 
Internet are the property of NECCOG and should be considered public Information. NECCOG 
reserves the right to access and monitor all messages and flies. 

Unless permission is granted by the Executive Director and/or his/her designee, employees are not 
permitted to install or copy software on NECCOG equipment. Only software that Is licensed to or 
owned by NECCOG is to be Installed on NECCOG computers. 

Employees should regularly (at a minimum of once a quarter) modify their passwords. P&$Words 
shourd not be readfiy Identifiable, but should be a combination of six (6) characters, i.e., letters and 
numerals. Do not share your password. 

Use gf EmpQme-Owned COropytem and EQulpment 

There are many possible combinations of Interaction among the software needed by the remote user 
and the average mix of programs on most home computers. Troubleshooting software and hardware 
conflicts can take many hours, and a complete refnstaU of operating systems and appffcatfon software 
is often the only remedy for probfems. For these I'88SOIIS. NECCOG wiD provide support for NECCOG­
owned equipment and software only. 

NECCOG wm bear no responsfbflity if the fnstallalfon or use of any NECCOG software on employee­
owned computefS causes system fockups. aashes. or oompfete or partial data loss on employee­
owned equipment. 
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3. 8ectron1c Mail rE-Malr). Employees should be aware that e-rnaU Is not private and messages can 
be retrieved even after they ara deleted. Most e-maD systems Instantly make back-up copies of files 
and copies may be easily retrieved by computer experts. The fOI!oWing ara Qufdefines to foDow when 
utilizing e-maU: 

The e-mail system Is not to be used In ways that ara disruptive or offensive to others or In ways 
that coukl be harmful to workplace rnora!e. 

There shall be no display or transmJssfon of sexually explicit Images, messages, or cartoons, or 
any transmission andlor use of cartoons and/or e-mail communications containing ethnic slurs, 
racial epithets, or anything that may be construed as harassment and/or disparagement of others 
based on their race, color. sex Onoluding pregnancy and sexual harassment), sexual orientation, 
transgender status, gender fdentily or expression) age, genetic fnformatfon, physical dlsabOity, 
religion, national origfn, ancestry, cltlzenships status, marital status, civil union status, veteran 
status. or any other criteria protected under appficable federal, state, or local law. 

a. The e-mail system should not be used to communicate with others regarding commercial, 
religious or political causes or for any other reasons that are not work-related. 

b. AD e-maD messages are records of NECCOG. NECCOG reserves the right to access and 
cffSClose aJI messages sent over Hs e-mafl system for any purpose. 

c. Ernpbyees should not attempt to gain access to another employee's personal file of e-mail 
messages without the employee's express permission. However. NECCOO reserves the right 
to enter an employee~ e-mail files whenever there is a need to do so. 

d. Employees must not initiate or propagate electronic chain mail, commercial mailings, or other 
mass maiDngs In violation of the CAN-SPAM Act of 2003. 

e. All fnoomfng and outgoing electronic mall messages must be defeted on an ongoing basis. 

f. Employees should not accept. open or view e-mail from unknown persons or organizations. If 
an employee receives such e-mail, he or she should notify the Executive Director and/or his/ 
her designee immediately to determine what action should be taken. 

g. Any violation of NECCOGs pofioy on e-mail use will result ln appropriate disciplinary action, up 
to and fncludfng termination. 

4. Internet Access. Employees should not consider thetr use of the lntemet to be private. NECCOG 
may implement soflwar9 and/or systems that oan monitor and record all Internet usage. Security 
systems are capable of recording (for each and every user) each World Wide Web site ·vtslt, each 
chat, news group or e-mail message and each fire transfer Into and out of our Internal networks, and 
we reserve the right to do so at any time. 

Addltfonally, NECCOG may utmze Independently suppfted software and data to Identify Inappropriate 
or sexuaBy expllctt Internet sftes. NECCOG shall block access from wfthfn our networks to all such 
sites of-which W8·ar&·aw&J8.-· . .. . . . .. . 

NECCOG reserves the right to Inspect any and aD fifes stored In private 8J88S of our network and/or 

,~ 

an emp!oyee\1 NECCOG provfded computer In order to assure compliance with polfcy. ~ 

NECCOG's rntemet facilities and computing resources must not be used knowingly to violate the 
laws and regufations of the United States or any other nation, or the laws and ragulatfons of any 
state, city. province and/or other local juriscficUon In any Wfli. 
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Ani software or files downloaded via the Internet Into NECCOG network and/or emp!oyee­
NECCOG provided computer become the property of NECCOG. Unless specifically related to 
processfllg business transactions, file downloads from the Internet n not permitted unless 
specfflca(~ authorized In writing by the Executive Director and/or hlslher desfgnee. 

Dress Code 

N, an emp~oyee you are also a representative of NECCOG In the eyes of the pubnc. Therefore, it Is 
Important that you exercise good judgment and report to work property groomed and wearing 
appropriate attire. It Is expected and a necessary part of your job duties that you dress neatly and fn a 
manner consistent with the nature of the work you are performrng. Any employee who reports to work 
inappropriately dressed may be asked to leave and return properly groomed and attired. Attire should 
be conducive to a professional environment. maintain office deoorum and enable the employee to 
Interact with the pubJfc and fellow employees in a professional manner. When determining appropriate 
dress, employees are expected to consider. among other factors. the foUowing: 

• The nature of work: 
• The nature of public contact, if any, and the normal expectations of the public; 
• The safety considerations of the work environment (e.g., safety shoes. eye and ear protection. 

hard hats. high visibility safety-wear , etc.) Employees are required to wear proper safety 
equipment at all times, with no exceptions: and 

• Whether the appearance is distracting or disrespectful of other employees. 

Acceptable attire includes slacks with shirts and sweaters or jackets for men and dresses, slacks or 
skirts with shirts, sweaters or jackets for women. For all employees, tee shirts, tank or halter tops, 
athletic shorts. sweat pants or other clothing more suitable for a gym, and wom or tattered clothing, 
Including shoes or sneakers are not acceptable. All clothing should be clean and without rips or holes. 
If your position entafls outside work. closed toed or safety shoes should be worn as directed. 
Employees that are provided with a uniform are required to wear such uniform. 

Drug and Alcohol Use 

It is the poHcy of NECCOG that its residents and fellow emp~oyees have the absolute right to expect 
that persons employed by NECCOG will be free from the effects of drugs and alcohol. The 
Northeastern Connecticut Council of Governments has the right to expect its employees to report to 
work fit and ab~e for duty, and not Impaired by drugs or alcohol. 

Prescription Drugs. If job-related and consistent with business necessity, NECCOG may require 
employees who use a prescription drug that may affect their ability to perform the essential functlons of 
thefr posiUon to report to the Executive Director when they are taking such medicatfons. 

Drug Testing. Where NECCOG has reasonable suspicion to belfeve that a cummt employee (1) Is 
under the Influence of drugs or alcohol. whJch at that tbne, advelsely affected or could adversely affect 
the employee- job perfonnance or (2) has abused prascribed drugs; or has used megaJ drugs, 
NECCOG may requfre the employee to submit to alcohol or drug testing. NECCOG also may conduct 
drug tes1s for fndMduals seeking employment (prior to the date of thetr hire) or upon promotion to 
another position within NECCOG. 

NECCOG requires that an employee notify the Executive Director within five (5) days after a convfctlon 
of any criminal drug statute for a violation occurring outside the workplace. 
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~~as wf!h questions on tf.lls ~ or Issues related to drug or alcohol use In the workplace 
shoUld raise their CCJidmS with the executNe" Ofractor. . 
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Safety 

NECCOG endeavors to provide safe WOftdng conditions for all employees. rnstructfons ooncemfng safe 
working methods, and to make avaflabte the necessary equipment required to protect employees 
against particular hazards. It Is the obUgatfon of each employee to observe the safety regulations, to 
use the safety equipment provfded ~to practfoe safety at all times. 

Safety can only be achieved through teamwork. Each employee and management personnel must 
practice safety awareness by thinking defensively, anticipating unsafe situations, and reporting unsafe 
conditions Immediately. 

Please observe the following precautions: 

1. Notify the Executive Director and/or his/her designee~ Office of any emergency situation. If you 
are injured or become sick at work. no matter how sftghtly, you must inform the Executive 
Dfreotor and/or hfslher designee's Office immediately. 

2. USe, adjust, and repair machines and equipment only if you are trained and qualified. 

3. Get help when Otting or pushing heavy objects. 

4. Avoid overloading electrical outlets with too many appliances or machines. 

5. Use flammable Items, such as cleaning fluids, with caution. 

6. walk- don't run. 

7. No Smoking in all buildings. grounds and working areas and all NECCOG vehicles. 

8. Keep oabfnet doors and file and desk drawers dosed when not rn use. 

9. Avoid "horsepJay" or practical jokes. 

10. Start work on any equipment only after safety procedures and requirements have been explafned 
(and you understand them). 

11. Keep your work area clean and orderly, and the aisles clear. 

12. Stack materials only to safe heights. 

13. Watch out for the safety of felfow employees. 

14. Use the right rnstrument for the job, and use It correctly. 

15. Know the rocatfon of an alarms and fire extinguishers. and famDlarize yourself with the proper 
procedure for using them. should the need arise. Know the locations, oontents. and use of first 
aid equipment. 

16. When you reave NECCOGs premises make suf'8 that aD entrances are properly locked and 
secwed. 
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Reporting an lnjwy/OSHA 

Federal law rOSHA, requires that we maintain records of all recordable occupational fnjuries and/or 
ntnesses whfch occur dw1ng the workday. The State of Connectfcut Workers' Compensation Ad also 
raqufras that you report any fUness or injury on the job, no matter how sHght If you hurt yourself or 
become lH, please contact the Executive DJrector and/or hlslher designee'S Office for assistance. If you 
faD to report an injt.uy, you may Jeopardize you right to coDect workers' compensation payments as well 
as health benefits. 

38 



NECOOG Employee Handbook 
Updated November, 2016 

Miscellaneous 

Emergency Closings 

At times, emergencies such as snow, fires, power failures, or hunicanes can disrupt NECCOG 
operations. In extreme oases, these clroumstances may require the dosing of NECCOG. 

In the event that such an emergency occurs during non-working hours, the Executive Director and/or 
his/her designee will decide whether to open NECCOG or to delay opening. If NECCOG is open and 
developlng weather conditions necessitate an early closing, the Executive Director and/or his/her 
designee will make the decision. No employee shoufd leave for early closing unless directed to do so 
by the Executive Dlreotor and/or hislher designee. 

If an employee is absent due to increment weather when NECCOG fs open, the employee will not be 
paid. Iva employee may elect to use paid time off for the time missed. 

Good Housekeeping 

Good work habits and a neat place to work are essential for job safety and efficiency. You are 
expected to keep your place of work neat and organized and materials In good order at all times. It is 
a required safety precaution. Easily accessible trash receptades are located throughout the office. 
Please put all litter in the appropriate receptades and containers. /Wiays be aware of good health and 
safety standards, including fire and loss p.eventfon. 

Report anything that needs repair or replacement to your supervisor or department head fmmediately. 

NECCOG Issued Cell Phones 
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Termination of Employment 

Exit Interviews 

NECCOG will generally schedule exit Interviews at the time of employment tenntnation. The exit 
interview wiD a1Jord an opportunity to discuss such Issues as employee benefits, conversion privileges, 
or retum of NECCOG-ownecl property. Suggestions. complafnts. and questions may also be voiced. 

Resignation 

Resignation Is a voluntary act Initiated by the employee to tennlnate employment with NECCOG. 
Employment at NECCOG is on an ~~at-wiD" basis. This means that eHher you or NECCOG may 
terminate your employment at any time. However. NECCOG requests at least two (2) weeks written 
resignation notice from all employees to remain an employee in good standing o.e .• leaves voluntarily. 
gives two (2) weeks notice. works fully through the last two (2) weeks. Is not tennlnated. etc.). 

Employees ln good standing wifl be paid for accrued, but unused, vacation time in accordance with 
NECCOG~ policies and/or pursuant to applicable state law. 

Fonner employees seeking re-employment must have been In good stancfmg at the time of their 
previous termfnatfon of employment fn order to be considered. An employee who leaves his or her 
employment with NECCOG without prior notification will not be rehired. 

Return of NECCOG Property 

Any NECCOG property issued to you. keys, unlfonns. this handbook, etc.. must be returned to 
NECCOG at the time of your dismissal or resignation. or whenever it Is requested by NECCOG. You 
are responsible for paying for any lost or damaged items If the loss or misconduct is due to your 
misconduct. 

Unemployment Compensation 

The purpose of unemployment compensation laws fs to protect you and your family by providing 
financial assistance If you are out of work. How much you will be pafd and for how rong may vary 
according to current law and your particular situation. 

To qual'rfy for unemployment compensation. you must be out of work through no fault of your own 
(e.g., you were lald ofl) and actively looking for another job. If you were fired for cause or voluntarily 
quH. you may not be able to collect benefits. NECCOG pays the full cost of your unemployment 
compensation. and the government pays for the administrative cost. 

wages 

Employees who 818 discharged by NECCOG wm have thefr wages paid fn fuD not later than the next 
succeedfng business day after the employee\9 last day of employment. Employees who retire or resign 
wfiJ have thefr wages paid In fufl not later than the next regular pay day. 
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Unemployment Compensation 

The purpose of unemployment compensation laws Is to protect you and your family by providing 
financial assistance if you are out of work. How much you wtu be paid and for how long may vary 
accordfng to QUI'erlt law and your partiQJiar sftuatlon. To qualify for unemployment compensation. you 
must be out of work through no fauH of your own (e.g •• you were lafd oft) and actlvely lookfng for 
another job. If you were fired for cause or vofuntariJy quJt. you may not be abfe to col!ect benefits. 
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Confidentiality Statement 

I hereby acl01ow~ by my signature below, that I understand that Company reoords, Including, but not 
Dmlted to, financial lnfonnatlon and data, to which I have knowledge and access, In the course of my 
employment with CompatJ,K ate to be kept confidential, and this conf/dentla/ll.y is a tenn and concfttlon of 
my employment Th/8 /rformstion and any and all other Information of a oonlldential nature shall not be 
disclosed to anyone under any circumstances, except to the extent necesssry to fulfiR my job 
requirements. I must fitst obtain the approval of the Executive Director and/or his/her designee before 
any diSClosure is made. 

I hereby agree to avoid any activity that results in a real or apparent conBict of interest. I will not accept 
any fee or payment from an}'One seeking to do business with NECCOG. I will not take advantage of any 
business opportunity learned of at work, and I wiD not use confidential information for personal gain under 
any circumstances. 

I understand and agree that any violation of this Agreement is grounds for disciplinary action, up to and 
including discharge. 

Signature of Employee Date 

Employee's Printed Name 

Executive Director and/or his/her designee 
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Receipt of Employee Handbook 

I have this day received a copy of Northeastern Connecticut NECCOG of Governments' Employee 
Handbook. and I understand that I am responsible for readfng the personnel poHcles and practices 
described wfthfn 1t. I understand that this Employee Handbook replaces any and all prior handbooks, 
poHcfes and practices of Northeastem Connectfcut NECCOG of Governments rNECCOG,. I agree to 
abide by the policies and procedures contained herefn. I acknowfedge that this Emp!oyee Handbook Is 
intended for my Information and guidance. 

NECCOG may amend or terminate at any time the practices, pollees, plans and benefits descnbed In this 
Employee Handbook as the need arises and experience dictates. Any changes wDJ supersede the 
contents of this Employee Handbook. 

I understand that neither this Employee Handbook nor any other written or verbal communication 
by a NECCOG representative is Intended to, In any way, create a contract of employment. His not 
an employment contract, either expressed or Implied, and It does not guarantee any fixed tenns 
or conditions of employment. I understand that my employment can be tennlnated, with or 
without cause, and with or without notice, at either my option or the option of NECCOG. Only the 
Executive Director and/or his/her designee has the authority to enter into agreements for 
employment for any specified period of time, or an agreement that is contrary to employment at 
will, and any such agreement must be in writing and signed by the Executive Director and/or his/ 
her designee. 

If I have any questions regardfng the content or interpretation of this Employee Handbook, 1 witl bring 
them to the attention of my Supervisor or the Executive Director and/or his/her designee. 

Please sign and return this fonn to the Executive Director and/or his/her designee. 

EMPLOYEE'S NAME DATE 

EMPLOYEE'S SIGNATURE 
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Attorneys-At-Law 

October 16, 2015 

Russell Gray 
Chair - Board of Directors 
Northeastern Connecticut Council of Governments 
P.O. Box 759 
Dayville, CT 06241 

Re: Investigation of Complaint 

Dear Mr. Gray: 

Eileen C. Duggan 
Direct Dial: (860) 271-2241 

E-mail: eduggan@sswbgg.com 

I am writing as a follow up to the verbal complaint made to you by Sharon Aguiar 
in later July 2015. The complaint, in general, alleged that, during Mr. Aguiar's 
employment with NECCOG (and particularly while she served as a dispatcher in 
the front office), Executive Director John Filchak made comments or statements 
to her which she found to be verbally abusive, vulgar and/or intimidating. On 
July 21 , 2015, you requested that our firm invest igate the complaint. My 
investigation report, f inding that no evidence of violation of NECCOG policy 
and/ or state or federal law exists, and a letter to Ms. Aguiar regarding the 
completion of the investigation, are enclosed. 

Of note, despite four attempts (beginning with a scheduled interview on July 23, 
2015 and ending with a request to Ms. Aguiar's attorney on September 18, 2015) 
to meet with Ms. Aguiar in person, she did not participate in an in person 
interview and /or submit documentation in support of her complain t. In 
attempting to schedule an interview with Ms. Aguiar, I spoke briefly with her on 
two occasions, wherein she asserted that Mr. Filchak acted like a tyrant and that 
Mr. Filchak's behavior caused her to cry on more than one occasion and 
ultimately resulted in her request to transfer from dispatch back to 
transit/driving. Given the above, I completed the investigation without the 
benefit of significant involvement on Ms. Aguiar's part. 

As described more fully in the enclosed investigation report, and on the basis of 
the information gathered through, for example, interviews, document review 
and policy and legal review, I have determined that Mr. Filchak's conduct in 
interacting with employees has violated neither NECCOG policy and/or the law. 
Nonetheless, given that Ms. Aguiar and one other employee expressed 
experiendng some difficulty in interactions with Mr. Filchak, I am recommending 
that these two employees meet separately with Mr. Filchak for a mediated 
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Russell Gray 
October 16, 2015 
Page 2 ofl 

discussion (utilizing either an attorney from my office or a clinidan from an Employee 
Assistance Program as a fadlftator), to assist in workins on productive and positive lines of 
communication going forward. I trust that you are comfortable with this recommendation, 
and ask for your confirmation that I may proceed in coordinating the meetings. 

Thank you for your patience as I completed the investigation, and please contact me with any 
questions. 

Sincerely. 

~~ 
Eileen C. Duggan 

Enc· Investigation Report 
Correspondence to Ms. Aguiar dated October 16, 2015 

cc: John Filchak, Executive Diredor- NEE COG 
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Attorneys-At-Law 

October 16, 2015 

Sharon Aguiar 
Northeastern Connecticut Council of Governments 
P.O. Box 759 
Dayville, CT 06241 

Re: Investigation of Complaint 

Dear Ms. Aguiar: 

Eileen C. Duggan 
Direct Dial: (860) 271-2241 

E-mail: eduggan@sswbgg.com 

I am writing as a follow up to the verba l complaint you made to NECCOG Board 
Chair Russell Gray in July 2015. The complaint, in general, alleges that, during 
your employment with NECCOG (and particularly while you served as a dispatcher 
in the front office), Executive Director John Filchak has made comments or 
statements to you which you have found to be verbally abusive, vulgar and/or 
intimidating. On July 21 , 2015, Mr. Gray requested that our firm investigate your 
complaint. 

While I spoke with you briefly on the telephone on two occasions, you did not 
participate in an in person interview or otherwise provide documentation to 
support your allegations. As a result, I completed the investigation without the 
benefit of significant involvement on your part. On the basis of the information 
gathered through, for example, interviews, document review, policy and legal 
review, I have determined that Mr. Filchak's conduct in interacting with 
employees has violated neither NECCOG policy and/ or the law. Nonetheless, 
given that you have expressed that you have experienced difficulty in your 
interactions with Mr. Filchak, I am recommending that you and Mr. Filchak 
participate in a mediated discussion, utilizing either an attorney from my office 
or a clinician from an Employee Assistance Program as a facilitator, to assist in 
working on productive and positive Lines of communication going forward . Please 
anticipate a follow up communication from me coordinating that mediated 
discussion. 

It is important that employees are able to bring workplace concerns forward and 
have those concerns reviewed. In this case, I trust that you understand that 
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Sharon Aguiar 
October 16, 2015 
Page2of 2 

NECCOG has taken your complaint seriously, and attempted, as best possible under the 
drcumstances, to investigate and resolve the same. 

Sincerely, 

~~~ 
cc: Russell Gray, Chair- NECCOG Board of Directors 
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I. Introduction 

On or about July 21, 2015, Russel Gray, Chairman of the Board of the 
Northeastern Connecticut Council of Governments rNECCOG1 received a verbal 
complaint from Sharon Aguiar. Ms. Aguiar, cunantly a bus driver with Northeastem 
Connecticut Transit District, asserted that John Filchak. Executive Director of NECCOG, 
had •harassedD her during her recent employment as a dispatcher with NECCOG1• 
NECCOG determined it necessary to conduct an investigation Into the alleged 
misconduct by Mr. FDchak. As my law firm serves as employment counsel for 
NECCOG, I conducted the investigation, focusing on whether the alleged cond~ct 
occurred and, if so, whether it violated any NECCOG policy and/or law. 

II. NECCOG PoDcies and Legal Standards 

NECCOG maintains written Personnel Policies which were last formally updated 
in 1997. Although the PoUcles are due for revision, the PoDcles contain a general 
statement prohibiting discrimination on the bases of protected class status as otherwise 
outlined In state and federal law. An environment is considered hostile or harassing 
under the law when, as a result of a protected class status (presumably gender in this 
case). the workplace is permeated with discriminatory Intimidation, ridicule and Insult 
that Is sufficiently severe or pervasive to alter an individual's employment and create an 
abusive working environment 

In addition, the PoHcles provide a general statement on "demeanor", Indicating 
that NECCOG aemployees are expected to demonstrate and maintain a professional 
level of conduct at all times when representing the Council and In dealing in general 
with the general public and other employees." 

IU. Investigation Chronology 

on July 21, 2015, Attomey Kriati Kelly (another attomey In my office) and 1 
learned that a verbal complaint that had been lodged by Ms. Aguiar agal~st Mr. Fifchak, 
and that NECCOG requ8sted that our finn Investigate. As part of the investigation, I 
reviewed NECCOG's Personnel Policies, state and federal law regarding hostile work 

1 Ms. Aguiar was hired as a driver with NortheaSIBm Conneclfcut Transit DfstJtct en September 8, 2011; 
this posllon Is part of a bargalnfng uniL She left Nartheaslam Connaclfcut TIBII&ft Dlatrfct to take a 
posflfon as Dlspafdterwllh NECCOG on OciDber 31, 2014; this posfllon Is not part of a balgafnfng unit. In 
May 2016, Ms. Aguiar returned to the position of DJiver with Northeastern Connectfcut T18n8lt Dfstrfct. 
With the same wage n1te she earned as a Dispatcher (I.e., higher than a Driver), as well as the same 
seniority she held In the bargaining unit at the time she took the posltfon as a Dispatcher. 
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environment. and documents provided to me by an Interviewee, and took the following 
steps: 

7/22/15 

7122/15 

7123115 

7/23115 

7/23/15 

7123/15 

7123/15 

7/23115 

I spoke with Mr. Gray to obtain background information. Mr. 
Gray described Ms. Aguiar's complaint to allege that Mr. 
Fllchak has used wlgar or Inappropriate language in the 
workplace and/or has been verbally abusive to staff 

I spoke briefly with Ms. Aguiar by telephone. During the 
conversation with Ms. Aguiar, I reviewed that NECCOG had 
requested that my firm investigate her complaint. Ms. Aguiar 
provided some additional infonnation (e.g., she alleged that 
Mr. Filchak acted like a tyrant; Mr. Fllchak's behavior caused 
her to cry on more than one occasion and ultimately resulted 
fn her request to transfer from dispatch back to 
transit/driving). Ms. Aguiar and I scheduled an in-person 
Interview for July 23, 2015, at 10 a.m. at NECCOG 

Ms. Aguiar left me a voice mall message In the early evening 
stating that she appreciated my call earlier in the day, but 
that she was declining to be interviewed at that time 

I met with Jennifer Cobb, Disp~cher 

I met with Sam Alexander, Regional Project Analyst 
(Planning) 

I met with Maureen Adams. Finance Director 

I met with Dianne Collette, Director for Animal Services 

I met with Katie Britt. Dispatcher 

I met with John Fllchak, Executive Director 

7/27-7/31/15 Ms. Aguiar unavailable for interview/out of work 

7129/15 I met with Brlanna Fold, Animal Control Ofllcer 

7/29/15 

7128115 

7129/15 

7129115 

I met wfth Melissa Frink. Kennel M8nager 

I met with Rlla Aguiar, Trap, Neuter and Retum Diector 

I met with Jim Larkin, Associate Dlractor 

I met with John Filchak. Executive Director 
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813-817/15 Ms. Aguiar unavailable for interview/out of work 

8/5-817/15 Ernm1 Maureen Adams regarding retum to work date for Ms. 
Aguiar for purposes of rescheduling intervfevl; Ms. Adams 
anticipated Ms. Aguiar's retum on Bn/16 (1\ns. Aguiar did not 
retum on that date) 

8/8/15 & 8/13/15 Request via email and receive information from 

8/13/15 

8/14115 

8/19/15 

Maureen Adams regarding fanner employees identified by 
an intervieWee as potentially having relevant information 

I spoke with Ms. Aguiar by telephone and scheduled an in­
person inteNiew for 8/17/15 

I received a voice mall message from Ms. Aguiar cancelling 
the interview on 8/17/15 and indicating that I would be 
contacted by her attomey 

I sent a letter to Ms. Aguiar Indicating that I had not heard 
from her attomey and scheduling an interview on 9111/15. 
See Attachment 1. 

8127-9/25/15 Ms. Aguiar unavailable for interview/out of work 

9/11/15 

9/11/15 

9/11/15 

9/18/15 

9/18/15 

I met with Chris Fafaltl, Animal Control Officer 

I met with Syl Pauley. Regional Engineer 

I met with John Filchak 

I spoke on the telephone with AprD Martin, former Dispatcher 

I sent a letter to Attorney Robert E. Scalise, Identified as Ms. 
Aguiar's attorney in a CHRO complaint. to schedule an 
Interview of Ms. Aguiar. I requested that Attorney Scalise 
respond to me on or before 9/23115. I did not receive any 
response from Attomey Scalise. See Attachment 2. 

IV. Summary and Ana1y818 of Information Galhe~ad 

In a typical Investigation. the Investigator raceives a written complaint and/or 
interviews the complaining party In-depth to enstiJ8 a dear understanding of the nature 
of the allegations. Here, Ms. Aguiar refused and/or failed to partlcfpata In an in-depth 
Interview. I have gleaned 1he nature of her complaint through a telephone dlscuasion 
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with Mr. Gray to confinn that I would be Investigating the allegations and two brief 
telephone discusalons with Ms. Aguiar, where the focus was on scheduling an In-person 
interview. NECCOG is a relatively 8111811 employer, and aDegatlons of misconduct 
against the Executive Director bear a particular urgency In addressing and resoMng. 
As a result, I considered It Important to Investigate as thoroughly and efficiently as 
possible, anticipating throughout the process that Ms. Aguiar would ultimately meet with 
me and express her specific ooncems. In the interest of maintaining Ms. Aguiar's 
anonymity as much as possible while also trying to understand whether Mr. Fllchak 
engaged in behavior which could be deemed problematic or abusive to staff, I began 
each meeting with staff members (and prior staff member April Martin) by reciting the 
following: 

I'm meeting with employees due to concems raised to the Board of 
Directors regarding John Filchak's interactions with staff. More 
specifically, the Board Chair has been infonned that Mr. Filchak at times 
uses wlgar or inappropriate language in the workplace or has been 
verbally abusive to staff. 

I'm meeting with employees to get a better understanding of the work 
environment I cannot tell you that everything you share will remain 
confidential, but I can tell you that your participation in this review cannot 
and will not serve as the basis for retaliatory conduct on the part of 
NECCOG. In other words, it is important that you be truthful and honest, 
with the understanding that your job cannot be Impacted by what you 
share. 

While I cannot be certain, the indiViduals I met and/or spoke with seemed at ease 
and willing to discuss the work environment at NECCOG, and in tum appeared credible. 
In general, no employee stated that Mr. Filchak swore or used wrgar language at them; 
no employee stated that Mr. Fllchak caUed them names. Some employees indicated 
that Mr. Filchak swore at times, but none suggested that this was anything aregular' or 
'typical"; rather. on limited occasions. Mr. Fllchak might swear out of frustration with a 
particular situation. Consistent with staff Interviewed, Mr. Filchak stated that he does 
not swear or use wlgar language directed at anyone, and he acknowledged that on 
occasion he swears In the office. It Is clear that Mr. Fllchak, on limited occasions, has 
swom In the office and has vented In this manner. I do not. however, find that this Is 
frequent, demeaning to othel8 In the office. takes away from the professional 
atmosphere In the offtce and/or otherwise violates NECCOG pofiCJ. To limit the 
behavior even further, I cautioned Mr. Fllchak during the investigation to limit swearing 
In the ofllce, and he agreed to make this effort. 
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The vast majority of employees generally descnbed the work environment as 
good, and Identified Mr. FUchak as approachable. Some stressed, When describing a 
workplace problem 1hat may have cropped up with Mr. FDchak, that such a problem was 
an aberration. and that they had no Issue with Mr. Fllchak. A few noted that Mr. FDchak 
might retreat to his office if frustrated, stated that they knew it was best not to approach 
him at that point. and described that when Mr. Rlchak then came out of his otflce he 
would be In a better or more positive mood. 

Some noted that Mr. Filchak has strong or firm opinions regarding operations 
which may clash with those of other employees, with the result that some employees 
feel that he Is not open to their ideas or input. A couple employees described Mr. 
Rlchak's position on operational issues at times as "his way or the highway... Various 
employees described Ms. Aguiar as someone with strong opinions or ideas as to how to 
do things, that she frequently shared those opinions with Mr. Fllchak, and that she might 
become frustrated or upset if Mr. Fllchak chose not to accept her opinions. 

A longtime employee descnbed that over the course of an 11 year career, there 
have been a few instances where the employee has clashed with Mr. Filchak, causing 
the employee to cry, but nothing in the last couple years, at least. The employee stated 
that the employee had seen Ms. Aguiar cry on a couple occasions, but that Ms. Aguiar 
did not say why she was crying. The employee described that Mr. Fllchak is strong 
minded regarding his opinions on operations, and that the employee rarely argues an 
operational issues with him anymore. The employee stated that Mr. Fllchak has caused 
stress at times; the employee also acknowledged the employee's own performance 
issues. but felt that Mr. Fflchak addressed performance issues more harshly with the 
employee than with others. 

I provided this longtime employee with the opportunity to offer additional written 
informatiOn, whfch I have reviewed; the documentation included performance related 
infonnation (e.g •• investigation, fitness and/or discipline documents) as well as a list of 
prior employees who might have relevant lnfonnatlon and/or who left due to Issues with 
Mr. F'dchak. The performance related documentation appears appropriate In tone. 
nature and content The list of employees included three who left employment In 2005, 
two who left employment in 2007, and one who left In approximately 2009 and retumed 
In 2015. Given the length of time that had passed since their employment. I did not 
attempt to contact those Individuals who separated in 2005 and 2007. as I did not 
consider any fnfonnatlon they might share to be relevant to allegations In 2015. I did 
meet with the employee who returned In 2015, and the employee indicated that the 
employee left pravlously for flnanclai188S0n8 and has no problems with Mr. Fflchak. In 
adcfdlon, and given some suggestion that an employee, who had worked as a 
dispatcher, left employment In 2014 for reasons related to Mr. Fllchak, I contacted that 

Pagel off 



fonner employee. The former employee clearly indfcated she enjoyed her work, thought 
the world of Mr. Fllchak. and left NECCOG to take care of her grandchild. 

The information gathered Indicates that while a few employees on a limited 
number of occasions have described interaCting with Mr. Fllchak to be difficult, primarily 
due to what they view as Mr. Fllchak's unbending P.Q8itfons on.operationallssues, 
employees have not found that Mr. Fllchak engages fn abusive and/or demeaning 
behaviors towards them. No workplace is perfect for everyone all the time. Here. some 
employees feel that Mr. Fftchak does not always listen to their opinions on operations 
and they do not like how he delivers the message that a matter will be handled as he 
has outlined; this (rejection of employee opinions and exercise of managerial 
prerogatives) happens In a workplace, but does not mean that the workplace is 
penneated with abusive behavior. The Information gathered suggests that Mr. FDchak's 
interactions with employees are generally consistent and positive, and otherwise does 
not support a findfng that Mr. Filchak has created a hostile work environment on the 
basis of any protected class status and/or violated NECCOG policy. 

V. Conclusion 

Without more detaDed Input from Ms. Aguiar regarding her complaint. 1 
completed the investigation as thoroughly as possible. On the basis of the information 
gathered and the application of state law, federal law and NECCOG policy to the same, 
I find that Mr. Filchak has not violated state law, federal law and/or NECCOG policy. 
Nonetheless, as Ms. Aguiar and one longtime employee have expressed difficulty, at 
times, fn interacting with Mr. Fllchak, I suggest that these two individuals be afforded the 
opportunities to participate (separately) in a mediated meeting with Mr. Filchak, with the 
emphasis on fostering open and productive lines of communication. Such meetings 
may occur with the assistance of an attomey in my office or through the use of a 
clinician affiliated wJth an Employee Assistance Program. 
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Attorneys-At-law 

August 19, 2015 

Sharon Agutar 
Northeastern ConnectJOJt Coundl of Governments 
P.O. Box759 
Dayville, CT 06241 

Re: Investigation of Complaint 

Dear Ms. Aguiar: 

Bleen c. Duggan 
Dlr8ct Olal: (860) 21~-2241 

E-malt edug~g.com 

I am writing as a follow up to the verbal complaint you made to NECCOG Board 
Chair Russell Gray fn July 2015. 1lle complaint, 1n general, alleges that, during 
your employment with NECCOG (and particularly while you served as a cHspatcher 
in the front office), Executive Director John.Fflchak has made comments or 
statements to you whfch you have found to be verbally abusive, vulgar and/or 
intimidating. On July 21, 2015, Mr. Gray requested that our firm investigate your 
complaint. 

We spoke briefly by telephone initially on July 22, 2015. I reviewed that NECCOG 
had requested that rtrJ finn investigate your complaint and you provided some 
additional Information (e.g., Mr. Fflchak acted Uke a tyrant; Mr. Filchak's 
behavior caused you to cry on more than one occasfon and ulttmately resulted fn 
your request to transfer from dispatch back to transit/driving). We scheduled an 
in-person interview for July 23, 2015, at 10 a.m. In the earty evening on July 22, 
2015, you left me a vofce man message that you appreciated my call, but were 
declfnfns to be interviewed at that time. 

Gfven the seriousness of your allegations, and fn the Interests of you and 
NECCOG, ft was necessary for the Investigation to proceed. As a result, 1 have 
Interviewed several fndlvfduals over the course of two days, and the fnfonnat:ion 
gathering portfon of the tnvesUgatfon is almost complete. I contacted you by 
telephone on Thursday, A1JBUSt 13, 2015, and scheduled an fn·person Interview 
with you on Monday, August 17, 2015. On Frtday, August 14, 2015, however, you 
contac:ted I!JY offfce, canceled the fntervfew, and fndfcated that I would hear 
from your attorney. I have not heard anything to date from an attorney on your 
behalf. Your partfdpatlon 1n the fnvestlgatfon is a1tfcal tD ensurfng that your 
concerns have been fully nwtewed and that NECCOG takes the necessary steps to 
address any tnapproprfate conduct that the fnvesttptfon reveals. As a result, 1 
am rescheduling yourtntemew fDr Frtday, September 11, 2015 at 11:00 a.m.; 

A Tradition of Innovative Solutions 
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should you have any notes or other documentation related to your aUegations, 
please bring them with you. Should you choDse not to parttdpate fn the interview, the 
investigation, regrettably, will be completed without the benefit of further input fram you. 

I trust that you understand that NECCOG has taken your complaint seriously and intends to 
address any Inappropriate conduct that may be tdentlfled in the investigation. Ycu further 
participation In this process fs desired, and I look forward to meeting with yau on September 
11,2015. 
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Attomeys-At-Law 

September 18, 2015 

Robert E. ScaHse 
150 Mafn Street, Sutte 7 
PO Box205 
Putnam, CT 06260 

Eileen c. Duaan 
Direct aat (880) 271·2241 

&mail:~com 

Re: Investigation of Complaint filed by Sharon Aguiar 

Dear Attorney Scalise: 

At the request of the Ncrtheastem Connecticut Coundl of Governments 
(NECCOG), our offtce has been Investigating a verbal complaint made by Sharon 
Aguiar to NECCOG Board Chair Russell Gray in July 2015. The complaint, fn 
general, alleges that, during Ns. Aguiar's employment with NECCOG (and 
particularly whfte she served as a dispatcher fn the front office), fxecutlve 
Director John fllchak made comments or statements to her which she found to 
be verbally abusive, vulgar and/or fntiridating. My efforts to meet with 1M. 
Aguiar have not been successful, and I am writing you for the purpose of 
providing her agafn with the cppcrtunity to offer further Input before I complete 
my investigation and report. 

Of note, after speaking with Mr. Gray on July 21, 2015, I spoke With Ms. Agutar 
briefly by telephone on July 22, 2015, and scheduled an in-peBOn interview with 
her for July 23, 2015 at 10 a.m. rn the early eventng on July22, 2015, Ms. Aguiar 
left me a vofCe mail message that she appreciated my caU, but was decUnfng to 
be interviewed at that ume. The investigation proceeded and I contacted Ms. 
Aguiar by telephone on Thursday, August 13, 2015, and scheduled an fn·person 
fntervlew for Monday, August 17,2015. On Friday, August 14, 2015, Ms. Aguiar 
canceled the Interview, and fndfcated that I would hear from her attorney. 
When I did not hear further from Ms. Aguiar or an attorney, I sent the enclosed 
letter to her on August 19~ 2015, rescheclutfng her interview for Friday, 
September 11, 2015 at 11:00 a.m. On September 4, 2015, NECCOG received a 
CHRO complaint filed by your office on behalf of Ms. Aguiar; the CHRO 
complaint, however, does not in and of Itself halt the onBOfnllnvestigatlon. Ms. 
Aguiar othelwlse was aut af work and unavaflable for the scheduled tntervtew on 
September 11, 2015. 
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Attamey Robert Scalise 
September 18, 2015 

Page2of2 

In short. when Ms. Aaufar made a verbal camplatnt alleging misconduct by Mr. Fllchak, 
NECCOG taak the complal~ seriously and fmmedfately Initiated an Investigation. Ms. Aguiar 
has been provfded multiple opportUnities to participate further In the flwestfgation and has 
decUned. Please kindly advise by Wednesday, September 23, 2015, whether Ms. Aguiar will 
partfdpate further tn this fnvestfptfon; fn the absence of your n~pty and/or the scheduUna of 
an interview with Ms. Aguiar, the Investigation, R!Jrettabty, wiU be completed without 
further Input from her. 

7$i)fr 
Eileen C. Duggan 

Enc: August 19, 2015 Letter to Ms. Aguiar 
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