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WELCOME TO NEW BOARD MEMBERS 

 

 

 

 
Welcome to the Eastern Highlands Health District. You have been appointed as a Board member 

because you have an interest in promoting public health in your community. We are providing you 

with this manual as a source of information that will assist in making your involvement in the Health 

District beneficial to you personally and to the community/district that your represent.  

The Health District Board is a governing board and has the legislative authority to carry out specific 

public health duties and to establish and/or enforce regulatory rules and ordinances in multiple areas 

of jurisdiction. Among other responsibilities noted in the By-laws, the Board identifies community 

assets that may need to be mobilized to support the public health mission, develops and monitors the 

strategic plan and evaluates the performance of the Health Director.  

This Board Manual is to help you in your new job as a Board Member. Please take the time to read 

the information in this manual as it will give you some understanding of where the Health District 

started, where it is now and where it hopes to be in the future. We trust that it will serve as a resource 

that will assist you in identifying and clarifying the roles, responsibilities, functions and expectations 

of a governing board and its members.  

We are very pleased that you have decided to join the Health District Board and look forward to your 

involvement in the continuation of a healthy community.  

 

 

 

 

 

 

 

Elizabeth Paterson     Robert L. Miller  

 Board Chairperson                                             Director of Health 
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Eastern Highlands Health District 

Policies and Procedures 
 

Board Development/Orientation 
 

POLICY 

In order to function effectively as a Board of Health, members of the Eastern Highlands Health District 

Board of Directors need a basic understanding of the Health District’s mission and goals and 

knowledge of its public health programs and services, the environment in which it functions; and the 

trends and issues affecting the Health District.  Board members also need an understanding and 

knowledge of their legal mandates, duties and responsibilities as a Board. 

 

It is the policy of the Eastern Highlands Health District (“the Health District”) that all new Board 

members receive a comprehensive orientation to the Health District, the Board of Health and public 

health within three months of their appointment to the Board.  

 

In addition to the initial orientation, the Board will make available the opportunity for on-going 

professional development to ensure that all Board members maintain or improve their skills.  As Board 

needs are identified, board development activities shall be planned and provided to Board members by 

the Health District. 

 

The Director of Health and agency staff will support and facilitate specific new Board orientation and 

development activities for Board members. 

 

PURPOSE: 

The purpose of this policy is to ensure all members of the Board receive the information and training 

needed to fulfill their governance roles and responsibilities. 

 

PROCEDURE 

Orientation 

1. The Director of Health will send a welcome letter to new members upon their appointment. 

2. The Director of Health will arrange to meet with the new board member prior to or soon after 

their first Board meeting.  At this time introductions to EHHD staff will be done and a tour of 

headquarters will be arranged.  Field visits will be provided as needed and requested.  

3. New Board members shall receive a Board orientation manual prior to their first board 

meeting. 

4. Within three months of taking office each new member will participate in a group or 

individual orientation session, with the Director of Health and the Board Chair. 

5. As appropriate, the Director will provide an overview of applicable personnel policies, the 

Health District’s financial plan and governance issues. 

 

Board Development 

1. When feasible, the Board will make funds available for board development activities. 

2. As Board needs are identified, board development activities shall be planned and provided to 

board members by the Health District.   
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RESPONSIBILITIES: 

1. The Chairperson of the Board is responsible for assuring that board development activities are 

planned and provided and for designation of one or more individuals to provide new board member 

orientation. 

2. The Director of Health is responsible for support and facilitation of specific orientation activities 

for new Board members and general board development activities.  These includes provision of an 

orientation manual and materials prior to their first Board meeting; participation in new Board 

member orientation; and arrangements for field observations or meetings with program staff as 

needed. 

3. New Board members are expected to attend and participate in the Board orientation process and to 

provide feedback as requested.  New Board members are also responsible for identifying individual 

needs for orientation outside of the formal process. 

4. All Board members are responsible for identifying individual and collective needs for board 

development and for participation in opportunities offered. 

 

RELATED REFERENCES, POLICIES, AND PROCEDURES 

1. Section 19a-241(a) of the Connecticut general statutes (District Board of Health) 

2. Section 19a-241(b) of the Connecticut general statutes (Board appointments) 

3. Article IV of the Bylaws of theEHHD Board (Board functions) 

4. Article V of the Bylaws of the EHHD Board (Standing Committees) 

 

 

 

 

 

 

 

 

 

APPROVED BY EASTERN HIGHLANDS HEALTH DISTRICT BOARD OF DIRECTORS 

ON  

EFFECTIVE DATE:   



What is a Health District? 

 

Health Districts are much like full-time municipal health departments in the services they 

provide. They are governmental entities that carry out critical local health functions that include:  

infectious disease control, code enforcement and health education.  Through a binding 

relationship with member towns (provided for in state statutes), services are offered to a group 

of towns that may not otherwise have a full-time health department without district membership.  

Joining a health district is an attractive option for towns because they are provided with access 

to full-time public health services at minimal cost.  District membership increases the ability of a 

town to benefit from grant-funded public health programs.  Towns that are members of health 

districts provide annual per capita contributions to support health district operations.  

 

 

 

10 Essential Services of Local Public Health1 

1. Monitor health status to identify community health problems.  
2. Diagnose and investigate health problems and health hazards in the community.  
3. Inform, educate and empower people about health issues.  
4. Mobilize community partnerships to identify and solve health problems.  
5. Develop policies and plans that support individual and community health efforts.  
6. Enforce laws and regulations that protect health and ensure safety.  
7. Link people to needed personal health services and assure the provision of health care 

when otherwise unavailable.  
8. Assure a competent public and personal health care workforce.  
9. Evaluate effectiveness, accessibility and quality of personal and population-based 

health services.  
10. Research for new insights and innovative solutions to public health problems. 

 

 

 
1National Association of County and City Health Officials, “Operational Definition of a functional health department”, 
November 2005 

 

 



 

Top 10 Benefits Your Community Receives as a Member of a Public Health District: 

 

1.   A professionally staffed department with fully trained and certified personnel. 

2.  Improved availability of services; seven days a week, 24 hours a day for emergencies. 

3.  Less fragmentation of services. 

4.  Uniform enforcement of state laws and regulations, codes and ordinances. 

5.  A regional approach to public health problems that cross town lines. 

6.  Pooling of manpower for backup services in times of need. 

7. The capability to address a wider scope of public health problems and issues than your          

community could manage on its own. 

8.  Reduction of waste and maximized effectiveness through problem identification, priority 

setting, improved coordination and more efficient use of resources. 

9.  Eligibility for extensive state and federal funding, bringing services to the local level that 

might not otherwise be possible. 

 10.  An opportunity for your town to network with other local health departments and state      

agencies. 
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State of Connecticut - Local Health Departments and Districts, June 2019

±

1.  Bristol-Burlington Health District
2.  Central Connecticut Health District
3.  Chatham Health District
4.  Chesprocott Health District
5.  CT River Area Health District
6.  East Shore District Health Department
7.  Eastern Highlands Health District
8.  Farmington Valley Health District
9.  Ledge Light Health District
10. Naugatuck Valley Health District
11. Newtown Health District
12. North Central District Health Department
13. Northeast District Department of Health
14. Plainville-Southington Regional Health District
15. Pomperaug Health District
16. Quinnipiack Valley Health District
17. Torrington Area Health District
18. Uncas Health District
19. West Hartford-Bloomfield Health District
20. Westport Weston Health District

Health Districts 1

1 Health Districts are towns, cities, and 
boroughs united to form local departments of 
health and have a full-time Director of Health.

1.  Mashantucket Pequot Health Department
2.  Mohegan Tribal Health

Sovereign Nations

June 20, 2019

Key
! Sovereign Nations

Full-Time Municipal Local Health Department
Part-Time Municipal Local Health Department
Health District



Eastern Highlands Strategic Plan 2013 - 2017 
 
 

 

MISSION:   
 
Eastern Highlands Health District is committed to enhancing the quality of life in its 
communities through the prevention of illness, promotion of wellness and 
protection of our human environment. 
 

 
 

 
VISION: 

 
Healthy people, healthy communities … healthier future 

 
 

 

 
GOALS: 
 
Goal 1:  Improve organizational capacity, governance and maintain financial stability 
 
Goal 2:  Enhance delivery of environmental services 
 
Goal 3:  Deliver quality programming to meet District’s public health needs 
 
Goal 4:  Enhance visibility and public awareness of the District 
 
Goal 5:  Promote and apply best practices within the District 
 

 

 

 
Goal 1:  Improve organizational capacity, governance and maintain 
financial stability 

 
Objectives: 

 
 Increase Board’s attention to governance issues including: Board composition, 

Board member job description, committee assignments, orientation and 
development 



 Monitor grants and other revenue sources and prepare multi-year forecasts 
 Upgrade the technological infrastructure to improve services and communications 
 Analyze feasibility of pursuing PHAB accreditation and pursue if approved  
 Research options for expanded office space, relocate if necessary 
 Improve staff communications across Health District’s programs and services 
 Develop and expand partnerships with academic institutions 
 Analyze feasibility of and implement addition of towns to the Health District 
 Review and consider revising the staffing model to include recruitment, retention 

and succession planning 
 Conduct Board training including new member orientation and ongoing education 

sessions 

 
 
Goal 2:  Enhance delivery of environmental services 
 

Objectives: 
 

 Improve communications within Health District staff and between Health District 
and towns 

 Improve customer service  
 Identify and implement staffing and productivity improvements (e.g. use of tablets 

in the field) to increase mandated inspection rates 
 

 
Goal 3:  Deliver quality programming to meet District’s public health 
needs 

 

Objectives: 
 

 Support improvement of school food programs in the Health District 
 Conduct a community health assessment  
 Increase advocacy for healthy lifestyles – youth middle age and seniors.   
 Seek additional funding for community health programs 

 

 
 

Goal 4:  Enhance visibility and public awareness of the District 
 

Objectives: 
 

 Draft and implement agency plan to improve agency visibility and public awareness 
 
 

 



Goal 5:  Promote and apply best practices within the District 
 
Objectives: 
 

 Develop and implement a standard methodology for program evaluation and 
quality improvement  

 Identify and incorporate performance measures 
 Be an advocate with legislators and state officials for public health issues 

 

 
 
 
 



 

EASTERN HIGHLANDS HEALTH 

DISTRICT 

 

History 

 

Serving the towns of: 

Andover, Ashford, Bolton, Chaplin, Columbia, Coventry, Mansfield, Scotland, Tolland, and 

Willington 

 

 Population:  80 

Service Area: Approximately 204668 Square Miles 

 

As one of 53 full time health departments in Connecticut, the Eastern Highlands Health 

District provides services to a little more than two percent of the state’s population.  The 

district was formed in June of 1997, when the town leaders and residents of Bolton, 

Coventry and Mansfield realized that pooling resources could increase the scope and 

quality of public health services by providing a full-time public health staff while 

reducing expenses.  In 2000, the Town of Tolland joined the District, and subsequently, 

the Towns of Willington (in 2001) and Ashford (in 2004) also joined.  In June of 2005, four 

other contiguous towns (Andover, Chaplin, Columbia and Scotland) became part of the 

Health District.  Each of these ten towns now has the benefits of full-time public health 

services, ensuring that the essential services of local public health are met for these 

communities. 

 

        



Name / Work Adress/Phone - Fax No.'s End of Term Email

Town of Andover

17 School Road

Andover, CT 06232

860-742-7305 February, 2023 eanderson@andoverct.org

Town of Ashford

 

5 Town Hall Road

Ashford, CT  06278

 

Town of Ashford (Alternate)

Town of Bolton

Joshua Kelly jkelly@boltonct.org

222 Bolton Center Rd

Bolton CT 06043

(W) 649-8066 x 115(F) 643-0021 (C) 604-9720 December, 2020

Town of Bolton (Alternate)

Robert Morra robertmorra@snet.net

15 Tinker Pond Road

Bolton CT 06043 December, 2021

Town of Chaplin vacant

Town of Columbia

Mark Walter townadministrator@columbiact.org

323 Route 87 jlavoie@columbiact.org

Columbia CT 06237

(W) 228-0110 (F) 228-1952 August, 2019

Town of Coventry

John Elsesser jelsesser@coventryct.org

1712 Main Street

Coventry CT 06238

(W) 742-6324 (H) 742-7025   (F) 742-8911  (C)982-6034 June, 2022  

Town of Coventry

M. Deborah Walsh debwalshbell@gmail.com

110 Nathan Hale Road

Coventry CT 06238

742-7116 March, 2020

Town of Mansfield

William Kaufold wjkaufold@yahoo.com

240 Mulberry Road

Mansfield Center, CT 06250

860-230-6577 June, 2023

Eastern Highlands Health District

Board of Directors Roster

mailto:eanderson@andoverct.org#
mailto:firstselectman@ashfordtownhall.org#
mailto:jkelly@boltonct.org#
mailto:robertmorra@snet.net#
mailto:townadministrator@columbiact.org#
mailto:jelsesser@coventryct.org#
mailto:debwalshbell@gmail.com#


Town of Mansfield

Elizabeth Paterson  betsypaterson725@GMail.com

79 Independence Dr

Mansfield Center CT 06250

(W) 486-1676 (H) 456-8553

  (F)429-6863 Town Hall or 486-5234 at UCONN October, 2021

Town of Mansfield

Ryan Aylesworth aylesworthrj@mansfieldct.org

4 South Eagleville Rd

Mansfield CT 06268

(W) 860-429-3336 June, 2023

Town of Scotland  

Barbara Syme barbarasyme@yahoo.com

349 Brooklyn Turnpike

Hampton, CT 06247

860-617-0835 February, 2022

Town of Tolland

Tammy Nuccio tnuccio@tolland.org

71 Webber Road cc emails to:

Tolland CT 06084 November, 2020 lbielawiec@tolland.org

Town of Tolland

Michael Rosen mrosen@tolland.org

21 Tolland Green

Tolland CT 06084 September, 2022

Town of Willington  

Town of Willington ewiecenski@willingtonct.org

Erica Wiecenski

40 Old Farms Road

Willington, CT 06279

487-3100(p) 487-3103 (f) May, 2021

Updated November, 2020

Finance Committee  

Elizabeth Paterson, Chair  betsypaterson725@GMail.com  

John Elsesser jelsesser@coventryct.org  

Joshua Kelly jkelly@boltonct.org

Staff: Charmaine Bradshaw-Hill bradshaw-hillc@mansfieldct.org

Personnel Committee

Deb Walsh, Chair debwalshbell@gmail.com

Elizabeth Paterson  betsypaterson725@GMail.com

Mark Walter townadministrator@columbiact.org

Michael Rosen mrosen@tolland.org

Executive Committee

Elizabeth Paterson, Chair  betsypaterson725@GMail.com  

John Elsesser, Asst Chair jelsesser@coventryct.org  

Mark Walter, Asst Treasurer townadministrator@columbiact.org

mailto:betsy_paterson@hotmail.com#
mailto:aylesworthrj@mansfieldct.org#
mailto:barbarasyme@yahoo.com#
mailto:tnuccio@tolland.org#
mailto:lbielawiec@tolland.org#
mailto:mrosen@tolland.org#
mailto:ewiecenski@willingtonct.org#
mailto:betsy_paterson@hotmail.com#
mailto:jelsesser@coventryct.org#
mailto:jkelly@boltonct.org#
mailto:bradshaw-hillc@mansfieldct.org#
mailto:betsy_paterson@hotmail.com#
mailto:mrosen@tolland.org#
mailto:betsy_paterson@hotmail.com#
mailto:jelsesser@coventryct.org#


BOARD OF DIRECTORS- COMMITTEE MEMBERSHIP 2020 

 

Executive Committee 

 E. Paterson, Board Chair 

J. Elsesser, Board Vice Chair 

M. Walter, Asst. Treasurer 

Finance Committee 

 E. Paterson, Chair  

J. Elsesser 

 J. Carrington 

J. Kelly 

Personnel Committee 

 D. Walsh, Chair 

 E. Paterson 

 M. Walter 

M. Rosen 
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Proposed Fiscal Year 2021/2022 
Eastern Highlands Health District Organizational Chart 

 
 
Andover Ashford Bolton      Chaplin Columbia Coventry Mansfield Scotland Tolland Willington 
Board of Board of Board of Board of Board of Town  Town  Board of Town  Board of 
Selectmen Selectmen Selectmen Selectmen Selectmen Council Council Selectmen Council Selectmen 
Appoints Appoints Appoints Appoints Appoints Appoints Appoints Appoints Appoints Appoints 
One  One  One  One  One  Two  Three  One  Two  One 
Member to Member to Member to Member to Member to Member to Member to Member to Member to Member to 
District  District  District  District  District  District  District  District  District  District 
Board of Board of Board of Board of Board of Board of Board of Board of Board of Board of 
Directors Directors Directors Directors Directors Directors Directors Directors Directors Directors 
 
 
 
 
 
 

EHHD Board of Directors 
14 Members 

 
 

               
               
        Director of Health                                        Medical Advisor 

 
          

 
 
    Chief Sanitarian 
           (FTE 1.0) 

 
                                                                                                                                         
 
 

Environmental 
Health 
Inspector 

(FTE 0.49) 

Sanitarian 

II 

(1.0FTE) 

Sanitarian 

II 

(1.0FTE) 

 

Sanitarian 

II 

(1.0FTE) 

 

Environmental 
Health 

Inspector 

(1.0 FTE) 

Office 

Manager 

(1.0 FTE) 

Emergency 

Response 

Coordinator 
(.5 FTE, 

100% grant 

funded) 
Contracted 

Community Health 

& Wellness 

Coordinator 

(.81 FTE, 78% grant 

funded) 

Public Health 

Project 

Specialist .49 
FTE 

100% Grant 

funded 

Public 
Health 

Nurse 1 

FTE 100% 

grant funded 





















Eastern Highlands Health District Staff Roster 
 

Name / Work Address Contact Numbers 

Glenn Bagdoian, Sanitarian II 

Town of Columbia & Coventry 

1721 Main Street 

Coventry, CT 06238 

(H) 860-230-7366 

(W) 860-742-4064 

(Fax) 860-742-4059 

(Cell) 860-208-9942 

bagdoiangh@ehhd.org 

Millie Brosseau, Office Manager 

4 South Eagleville Road 

Mansfield, CT 06268 

(W) 860-429-3325 

(Fax) 860-429-3321 

(Personal Cell) 860-420-8169 

mbrosseau@ehhd.org 

Dr. Ken Dardick, Medical Advisor 

Mansfield Family Practice 

40 Professional Park Road 

Mansfield, CT 06268 

(H) 860-487-0422 

(W) 860-487-0002 

(Fax) 860-429-1663 

kdardick@dardick.com 

Holly Hood,  Sanitarian II 

Towns of Tolland & Willington 

22 Tolland Green Rd 

Tolland, CT 06084 

(H) 860- 508-1719 

(W) 860-871-3608 

(Fax) 860-871-3628 

(Cell) 860-377-3909 

hoodhd@ehhd.org 

Zachary Jezek, Environmental 

Health Inspector 

4 South Eagleville Road 

Mansfield, CT 06268 

(H) 860-334-6631  

(W) 860-429-3325 

(Fax) 860-429-3321 

(Cell) 860-550-8796 

hoodhd@ehhd.org 

Thad King,  Sanitarian II 

Towns of Andover, Bolton, 

Mansfield 

4 South Eagleville Road 

Mansfield, CT 06268 
 

(H) 860- 304-8466 

(W) 860-429-3325 

(Fax) 860-429-3321 

(Cell) 860-208-9941 

kingtd@ehhd.org 

Derek May, Public Health 

Emergency Preparedness 

Coordinator 

4 South Eagleville Road 

Mansfield, CT 06268 

 

(H) 860-928-4408 

(W) 860-429-3378 

(Fax) 860-429-3321 

maydn@ehhd.org 



Robert L. Miller, Director of Health 

Town of Mansfield 

4 South Eagleville Road 

Mansfield, CT 06268 

(H) 860-742-2348 

(W) 860-429-3325 

(Fax) 860-429-3321 

(Cell) 860-209-8990 

millerrl@ehhd.org 

Cecile Serazo, Community Health & 

Wellness Coordinator 

4 South Eagleville Road 

Mansfield, CT 06268 

(H) 860-938-9333 

(W) 860-429-3325 

(Fax) 860-429-3321 

(Cell) 860-208-9943 

serazocc@ehhd.org 

Lynette Swanson, Chief Sanitarian 

Towns of Ashford, Chaplin & 

Scotland 

4 South Eagleville Road 

Mansfield CT 06268 

(H) 860-774-9184 

(W) 860-429-3325 

(Fax) 860-429-3321 

swansonls@ehhd.org 

Ande Bloom, Public Health Project 

Specialist 

(W) 203-446-8823 

blooma@ehhd.org 

David Oellerich, Public Health 

Nurse 

4 South Eagleville Road 

Mansfield, CT 06268 

(W) 860-429-3325 

oellerichdj@ehhd.org 

Charmaine Bradsaw-Hill, Chief 

Financial Officer 

Town of Mansfield 

4 South Eagleville Road 

Mansfield, CT 06268 

(W) 860-429-3344 

 

 

Revised 12/2/2020 



Job Descriptions 

 

 Director of Health 

 Chief Sanitarian 

 Sanitarian II 

 Office Manager 

 Community Health & Wellness Coordinator 

 Public Health Preparedness Coordinator 

 Environmental Health Inspector 

 Public Health Project Specialist 

 Public Health Nurse 



 

DIRECTOR OF HEALTH 
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GENERAL DESCRIPTION 
 
This is a responsible position, work is performed with considerable latitude for 
independent judgment and action subject to the requirements of applicable laws, rules, 
regulations and established policies.  Work is performed primarily in a professional 
office environment.  May be some exposure to infectious or contagious disease/s.  May 
require the use of protective clothing or gear.  May work in confined or restricted areas 
and may occasionally involve incidental exposure to physical harm. 
 
SUPERVISION RECEIVED 
 
Work is performed under the direction of the Eastern Highlands Health District Board. 
 
ESSENTIAL JOB FUNCTIONS 
 
Consults with and advises the District Board on the development and review of strategic 
district plans and policies as well as issues concerning the management and 
administration of the Health District; researches information and makes 
recommendations to the Board. 
 
Acts as Treasurer and Secretary to the Health District Board, and as Executive Officer 
of the District. 
 
Identifies community health needs, develops and coordinates programs, implements 
legislative changes and disseminates public health information; oversees and directs all 
environmental health inspections and activities; communicates to educate and persuade 
other agencies, appropriate public and private entities and various other community 
organizations on health issues; conducts hearings, appeals, and investigations 
regarding health issues, practices and enforcement actions. 
 
Establishes goals, objectives and performance standards and conducts administrative 
reviews and program evaluations in order to monitor and improve the effectiveness and 
efficiency of District services. 
 
Appoints employees in the District, conducts and reviews performance evaluations; 
approves salary adjustments and disciplinary actions; participates in employee relations 
and acts as a liaison with the Board; adjusts employee grievances. 
 
Identifies programmatic needs and strives toward the development of comprehensive 
health district programs; develops effective working relationships with town agencies 
and appropriate public and private entities, and various community groups and 
organizations.   
 
 
 



 

DIRECTOR OF HEALTH 
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Conducts a variety of administrative tasks, including budget preparation, authorizing 
and monitoring expenditures, preparing reports and grant applications, monitoring 
staffing patterns and workloads, and establishing employee performance standards and 
goals. 
 
ADDITIONAL JOB RESPONSIBILITIES 
 
Performs the duties associated with the position of Sanitarian as required. 
 
Performs related work as required. 
 
KNOWLEDGE, SKILLS AND ABILITIES 
 
Extensive knowledge of laws and regulations governing communicable disease 
prevention and control; thorough knowledge of clinical manifestations of communicable 
diseases and measures for their control and eradiction. 
 
Thorough knowledge of public health laws, ordiances and regulations. 
 
Extensive knowledge of modern environmental sanitation practices and requirements. 
 
Knowledge of causes, methods of transmission, treatment and control of communicable 
diseases. 
 
Knowledge of principles of epidemical, disease pathogenesis and treatment. 
 
Knowledge of health promotion/risk reduction strategies and program implementation; 
ability to develop a plan of care to meet identified individual, family, school or 
community health problems. 
 
Extensive managerial abiity including the ability to plan and set objectives, direct and 
control diverse programs, develop and train employees, and work with advisory boards, 
citizen groups and various local, state, and federal officials. 
 
Skill in expressing ideas clearly and logically both written and orally. 
 
Skill in decision making under uncertain conditions with limited data. 
 
Ability to analyze data in order to determine 
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Class Title:     Chief Sanitarian 

Group:      Eastern Highlands Health District 

Pay Grade:  Health District Grade TBA 

FLSA:      Exempt    

Effective Date:  July 1, 2007 

 

 

General Description/Definition of Work 

This is a working professional supervisory position for all environmental health programs and services of the 

Eastern Highlands Health District. Primary responsibilities include assisting the Director with the supervision 

of environmental health staff, coordination of assignments and program implementation.  Position requires 

both administrative skills and field experience.  Responsible for development of environmental health 

procedures and policies to ensure consistent implementation of environmental inspections, appraisals and 

oversight.  Responsible for enforcement of the Connecticut Public Health Code and other applicable laws, 

regulations, codes and ordinances pertaining to environmental health.  Duties include inspections, 

investigations, surveying and report preparation.  This position has the responsibility for making difficult 

public health regulatory decisions. The work requires that the employee understand the laws, rules and 

regulations governing the enforcement of environmental health codes. This position works under the direction 

and supervision of the Director of Health. 

 

Essential Job Functions/Typical Tasks   

 Supervises and trains environmental health staff in inspections and enforcement work to ensure 

competency, consistency and standardization.  Monitors and recommends training as needed.   

 Monitors and evaluates environmental health programs and services, activity levels and assignments 

and makes adjustments and recommendation to senior management as necessary to ensure objectives 

are met.   

 Assists in the development and recommends environmental health policies and procedures to the 

Director of Health as public health treads change. Assists in the development and maintenance of the 

environmental health policies and procedures manual.     

 Serves as the lead field Inspector on the day to day activities, and supports the development and 

maintenance of adequate environmental health records, statistical data and reporting.   

 Investigates environmental complaints regarding housing, garbage and rubbish disposal, rodent and 

insect infestations, noise, air and water quality, disease vectors, mosquito control, lead paint, 

unsanitary environmental conditions and food or water-borne diseases.   

 Assists the Director of Health in enforcement of the Connecticut Public Health Code, Connecticut 

General Statutes and all other applicable laws, regulations, codes and ordinances.  Develops and 

recommends environmental health enforcement orders.   

 Serves as the lead Sanitarian and reviews construction plans and makes necessary inspections and 

investigations of regulated facilities and installations including food service establishments, day care 

centers, motels, public swimming pools, septic systems and drinking water supply wells.  Issues 

permits.  

 Issues notices of violation and assists in the training and implementation of all environmental health  

enforcement.   
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 Coordinates public education on environmental health matters including the education of owners, 

operators and staff of regulated facilities.  Promotes training programs, gives public health advice to 

the public and facility personnel.   

 Responds by telephone, in person, or in writing to persons seeking information regarding health rules 

and regulations, specific complaints, license requirements, and other environmental health problems.  

 Contributes to the maintenance of the Health District’s web page by providing current and relevant 

environmental health information/notices for posting.   

 Prepares monthly reports, reports of inspections and investigations and other reports.   

 Evaluates environmental health staff performance and reports results to the Director of Health.  

 Performs related work as required.  

 Serves as the agent of the Director of Health. 

 

Knowledge, Skills, and Abilities 

 Thorough knowledge of the modern methods, principles and practices of public health.  Knowledge of 

inspection and investigation techniques; knowledge of the causes, impacts of, and solutions to current 

public health problems. 

 Considerable knowledge of the sanitary sciences, including bacteriology, biology, chemistry and 

personal hygiene. 

 Considerable knowledge of and the ability to interpret, analyze, explain and to firmly and tactfully 

enforce the laws, ordinances and regulations pertaining to environmental health. 

 Ability to communicate effectively, both orally and in writing and to follow oral and written 

directions. 

 Ability to read and understand complex written material and to interpret statistical data, laboratory test 

results, maps and construction plans. 

 Ability to establish, prepare and maintain various complex records, files and reports, including 

computerized records and reports. 

 Ability to be a team player and a team leader and to establish and maintain effective working 

relationships with Health District staff and the public.  

 Ability to deal effectively with individuals in highly sensitive and confidential matters. 

 Strong organizational skills and an ability to work effectively with minimum direct supervision. 

 Strong interpersonal skills with a desire to work collaboratively with individuals, groups, multiple 

agencies, the general public, and diverse communities. 

 Strong computer skills and ability to use the computer software utilized by the division. 

 Knowledge of disease and injury causation and control techniques. 

 Understanding of the structural aspects of buildings including plumbing, electrical wiring, heating 

systems, ventilation, waste disposal and water supply. 

 Knowledge of public health sampling and testing techniques, and laboratory procedures. 

 Ability to prepare and present oral and written statistical, narrative and technical reports. 
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 Ability to investigate, analyze and evaluate environmental health problems and propose solutions. 

 Ability to identify and respond to emergency situations in the absence of the Director of Health. 

 

Additional Duties 

 May be required to attend night meetings of local commissions and boards. 

 May be required to work evenings and weekends. 

 Provides emergency “on-call” coverage as needed. 

 Participates in professional education/training. 

 

Education and Experience 

 Bachelor’s Degree from an accredited college or university in Environmental Health, Public Health, or 

related field and five years of experience in the field of environmental health or related field, one of 

which are directly related to staff supervisor and management; or, Master’s Degree from an accredited 

college or university in Environmental Health, Public Health, or related field and one year of 

experience in the field of environmental health or related field which are directly related to staff 

supervisor and management.  

 

Physical Demands and Work Environment 

Required for essential duties.  Reasonable accommodations will be considered under the Americans with 

Disabilities Act.  This list is not all inclusive and may be supplemented as necessary. 

 Must be mobile with the ability to get from one location in the office or work site(s) to other locations 

in and outside from the primary office or work site(s).   

 Ability to reach and bend, and push/pull or lift objects less than fifty pounds. 

 Mobility to inspect sites which may include walking over rough terrain and climbing and crawling in 

the examination of test pits, crawl spaces, confined areas, basements, attics and other restricted 

quarters. 

 Ability to perform manipulative skills such as writing, using a keyboard and/or calculator with 

accuracy. 

 Ability to see and read objects closely as in reading/proof reading narrative or financial reports.  

Ability to read plans, maps or diagrams and read from a computer monitor.  Ability to see objects far 

away as in driving.  Ability to discriminate between colors. 

 Ability to hear normal sounds with background noise as in hearing/using a telephone.  Ability to 

distinguish verbal communication and communicate through speech. 

 Ability to maintain files and records and make mathematical calculations using a calculator. 

 Ability to concentrate on complicated detail and complex issues for more than three hours at a time 

with some interruption, pressure and changing priorities. 

 Memory to perform multiple and diverse tasks over long periods of time and ability to remember 

information that has been read, studied or previously learned. 

 Ability to use knowledge and reasoning to solve complex problems. 
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 Ability to learn and apply new information, methodologies, techniques and legislation applicable to 

departmental activities. 

 Work is performed in various settings including normal business office, food service establishments, 

and in residential or commercial properties. Typical office setting subject to interruptions, heavy traffic 

flow and heavy work volume expectations. Performs outside inspections, which include exposure to 

fluctuations in temperature and seasonal weather.  Work includes exposure to hazards that may require 

special safety precautions. Will require occasional work outside normal business hours.  Required to 

travel to inspection sites. May interact with agitated individuals. 

 

Special Requirements 

 Must possess a valid Connecticut motor vehicle operator’s license and a driving record, which meets 

the appropriate driving standards.  

 

 Certification as a Connecticut Registered Sanitarian. 

 

 Phase I and II Subsurface Sewage Disposal Certification from the State of Connecticut. 

 

 Food Establishment Inspector Certification from the State of Connecticut. 

 

 Lead Inspector Certification from the State of Connecticut. 

 

 An employee must maintain such certification(s) as a condition of employment.  

 

 

The above description is illustrative of tasks and responsibilities.  It is not meant to be all-inclusive of every 

task or responsibility.  The description does not constitute an employment agreement between the Health 

District and the employee and is subject to change by the Health District as the needs of the Health District and 

requirements of the job change. 

 

 

Approved by:  ___________________________________  Date: __________________ 

   Robert L. Miller, Director of Health 
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GENERAL DESCRIPTION 
 
This is a responsible professional sanitary inspection work at the full performance level 
involving enforcement of the public health code. 
 
Work involves responsibility for maintaining environmentally safe town conditions 
through the enforcement of the Public Health Code and Statutes and local ordinances 
pertaining to environmental health.  Duties include inspections, investigations, surveying 
and report preparation.  This position also has the responsibility for making difficult 
health and safety decisions.  The work requires that the employee understand the laws, 
rules and regulations governing the enforcement of environmental health codes for 
which they are responsible. 
 
SUPERVISION RECEIVED 
 
Works under the direction of the Director of Health. 
 
ESSENTIAL FUNCTIONS OF WORK 
 
Review plans and inspects sites for septic system installation including consultation with 
owners and contractors, and soil testing.  Issues septic permits. 
 
Review plans and makes necessary inspection for approval of new restaurants, food 
stores, day care centers and other businesses, as provided by statute. 
 
Regulates new water supply wells including site inspections of property, issuing permits 
to well drillers and reviewing water sample analysis reports.  Issue well permits. 
 
Investigates environmental complaints such as garbage and rubbish disposal, rodent 
and insect infestations, noise, air and water quality, disease vectors, mosquito control, 
obnoxious weeds and unsanitary environmental conditions.   
 
Educates food handlers, promotes training programs, gives advice to food service 
personnel on proper food sanitation techniques, and investigates food-borne illnesses. 
 
Responds by telephone, in person, or in writing to persons seeking information 
regarding health rules and regulations, specific complaints, license requirements, and 
other environmental health problems. 
 
Prepares reports of inspections and investigations. 
 
Prepares reports for supervisor as requested. 
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ESSENTIAL FUNCTIONS OF WORK CONTINUED 
 
Performs related work as required. 
 
Participates in public health programming as required. 
 
ADDITIONAL DUTIES 
 
Participates in professional education/training. 
 
May be required to attend night meetings of commissions and boards. 
 
May provide supervision and guidance to Sanitarian I as well as other staff. 
 
PHYSICAL AND MENTAL REQUIREMENTS/WORK ENVIRONMENT 
 
Required for essential duties; reasonable accommodations will be considered under the 
Americans with Disabilities Act; this list is not all inclusive and may be supplemented as 
necessary. 
 
Must be mobile with the ability to get from one location in the office or work site/s to 
other locations in and outside from the primary office or work site/s.  Ability to sit and/or 
stand for prolonged periods of time. 
 
Ability to reach and bend, and push/pull or lift objects less than twenty pounds. 
 
Mobility to inspect sites that  may include walking over rough terrain and climbing and 
crawling in the examination of test pits. 
 
Ability to perform manipulative skills such as writing, using a keyboard and/or calculator 
with accuracy. 
 
Ability to see and read objects closely as in reading/proof reading narrative or financial 
reports.  Ability to read plans, maps or diagrams and read from a computer monitor.  
Ability to see objects far away as in driving.  Ability to discriminate between colors. 
 
Ability to hear normal sounds with background noise as in hearing using a telephone.  
Ability to distinguish verbal communication and communicate through speech. 
 
Ability to communicate effectively in oral and written form. 
 
Ability to maintain files and records. Makes mathematical calculations using a 
calculator.   
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PHYSICAL AND MENTAL REQUIREMENTS/WORK ENVIRONMENT CONTINUED 
 
Ability to concentrate on complicated detail and complex issues for more than three 
hours at a time with some interruption, pressure and changing priorities. 
 
Memory to perform multiple and diverse tasks over long periods of time and ability to 
remember information that has been read, studied or previously learned. 
 
Ability to use knowledge and reasoning to solve complex problems. 
 
Ability to learn and apply new information, methodologies, techniques and legislation 
applicable to departmental activities. 
 
Works in typical office setting subject to interruptions, heavy traffic flow and heavy work 
volume expectations and performs outside inspections which include exposure to 
fluctuations in temperature and seasonal weather.   May be exposed to dust and 
electromagnetic radiation from computer monitors.  May be exposed to body fluids, 
hazardous wastes material, toxins and poisonous substances. 
 
QUALIFICATIONS 
 
Graduation from a four year college or university or university course work of study with 
major course work in environmental health, bacteriology or a closely related field, plus 
three years of experience in environmental health, laboratory work or related field. 
 
SPECIAL REQUIREMENTS 
 
Must have a valid Connecticut Class 3 driver’s license.  Must be a Connecticut 
Registered Sanitarian. 
 
Phase I and II Subsurface Sewage Disposal Certification from the State of Connecticut; 
Certification as a Food Establishment Inspector from the Connecticut Department of 
Public Health. 
 
Must have completed and passed “Qualified Lead Inspector” Training Program. 
 
 
 
 
 
 
 
Adopted August 21, 1997 
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Class Title:   Office Manager 

Group:    Eastern Highlands Health District 

Pay Grade:    

FLSA:    Exempt  

Effective Date:   September 2019  

 

General Description/Definition of Work 

The Office Manager assists the Director of Health in aspects of district administration, operations, 

financial and general management for a local governmental public health district. Provides a variety 

of advanced administrative support activities through selecting appropriate use of procedures in 

order to meet the District’s goals. The position will serve as the hub of the main office operations so 

that support can be given to all staff. Work is performed in a normal business office setting.  Some 

assignments may occur outside the office setting, and outside normal business hours. This position 

reports to the Director of Health. 

 

Essential Job Functions/Typical Tasks 

 Responsible for financial controls and processes within the main office setting including collections, 

purchasing, and works in cooperation with accounting services, and auditor. 

 Makes recommendations and collaboratively implements internal improvements that streamline 

administrative functions and increases cost effectiveness across the District. 

 Responsible for the performance and maintenance of all health district electronic data platforms and 

systems. Modifies and updates platform content, workflows, and reports as needed.  Liaises with IT 

services, and software vendors to assure performance and maintenance of electronic data 

management systems. 

 Identifies and employs technology improvements for customer, administrative, permitting, and 

financial systems where appropriate. 

 Supports Director with oversight with purchasing; makes recommendations on the purchasing of 

services, and equipment based on cost analysis, function and quality. 

 Collects, records and deposits revenue from all sources including grants, per capita fees, 

licensing fees, etc.  Processes all invoices and prepares all payments, follows up as needed.  

 Performs research and technical work in the preparation of the Health District’s operating 

budget as directed. 

 Responsible for the generation of data collection and statistical analysis associated with district and 

agency reporting requirements (e.g. activity statistics, annual report, performance management 

system). 

 Assures and coordinates administrative support for the Director, and all front office customer and 

administrative services. Supervises clerical and intern support staff as necessary.  

 Establishes and maintains property files, confidential records, receipts, financial 

expenditures, grant reporting and correspondence for various health programs as they occur. 

 Responsible for upkeep of website material including timely posting of meeting agendas and 

minutes. 

 Assists and leads as needed in promoting, planning, scheduling, and implementing District 

programs. 

 As needed, may type and/or transcribe confidential letters, reports, statistics, records, agendas 

and minutes of meetings from rough draft. 

 Provides administrative support to emergencies, and local public health occurrences of an urgent 

nature during and beyond the standard hours of operation. 
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 Attends meetings of various boards and commissions; takes and transcribes minutes; assists with the 

preparation and dissemination of agenda. 

 Performs related tasks as required. 

 

Knowledge, Skills and Abilities: 

 

 Ability to follow oral and written instructions; ability to communicate ideas effectively in both oral and 

written forms. 

 Ability to read and understand complex written material. 

  

 Strong interpersonal skills with a desire to work collaboratively with individuals, groups, multiple 

agencies, the general public, and diverse communities. 

 Strong organizational and time management skills, ability to competently manage multiple tasks, and an 

ability to work effectively with minimum direct supervision 

 Computer skills and proficiency of office, accounting, and data management software 

packages 

 Knowledge of business management principals and bookkeeping 

 Knowledge of and skill in procurement procedures and practices 

 Computer skills and proficiency in the maintenance and manipulation of database, financial, 

and other software applications used by the District 

 Problem analysis and sound decision-making  

 Ability to identify and respond to situations requiring immediate attention in the absence of 

the Director 

 Ability to deal effectively and courteously with District staff, and the public 

 Ability to deal with individuals in highly sensitive and confidential matters 

 Adaptability and ability to deal with ambiguity 

 

 

Education and Experience: 

 

Four (4) year degree from accredited college or university with one year of administrative and/or 

business experience, OR associates degree with three years experience with increasingly 

responsible skilled administrative or office management responsibilities; OR and equivalent 

combination of experience and training. 
 

Physical Demands and Work Environment: 

(The physical demands and work environment characteristics described here are representative of those 

that must be met by an employee to successfully perform the essential functions of this job.  The list is 

not all-inclusive and may be supplemented as necessary.  Reasonable accommodations may be made to 

enable individuals with disabilities to perform the essential functions.) 

 

 This is sedentary work requiring the exertion of up to 10 pounds of force occasionally, and a negligible 

amount of force frequently or constantly to move objects. 
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 Work requires fingering, grasping, and repetitive motions. 

 Vocal communication is required for expressing or exchanging ideas by means of the spoken word. 

 Hearing is required to perceive information at normal spoken word levels. 

 Visual acuity is required for preparing and analyzing written or computer data, operation of machines, 

determining the accuracy and thoroughness of work, and observing general surroundings and activities. 

 The worker is not subject to adverse environmental conditions. 

 

Special Requirements: 

May require Notary Public certification. 

 

The above description is illustrative of tasks and responsibilities.  It is not meant to be all-inclusive of 

every task or responsibility.  The description does not constitute an employment agreement between the 

Eastern Highlands Health District and the employee and is subject to change by the health district as the 

needs of the health district and requirements of the job change. 

 

 

 

Approved by:  ___________________________________  Date: __________________ 

   Robert L. Miller, Director of Health 
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Class Title:   Community Health & Wellness Coordinator 

Group:    Eastern Highlands Health District 

Pay Grade:   EHHD Management/Supervisor 

FLSA:    Exempt    

Effective Date:   July 1, 2012 

 

General Description/Definition of Work 

This position performs advanced professional work in planning, designing, and coordinating the 

implementation of a wide range of community health and wellness activities as well as related work as 

required. Duties include: program design and implementation; researching and writing educational 

materials; promotion; outreach; agency communications; public relations; grant writing and grant 

administration; and administrative support.  Supervises staff assigned to community health and wellness 

activities. Position reports to the Director of Health. 

 

Essential Job Functions/Typical Tasks 

 Plans, designs, implements and evaluates a variety of risk reduction and health education programs 

that educate and empower residents to make healthy lifestyle choices, including but not limited to 

employee wellness coordination, and enhanced existing services offered by the Health District. 

 Works collaboratively with Health District staff, local agencies and organizations to advance disease 

prevention and health education and promotion initiatives.  

 Sustains existing and develops new partnerships with community agencies, state agencies, and other 

organizations to further departmental goals and objectives, which includes but is not limited to 

management of Health District sponsored community coalitions. 

 Assesses the community’s health status through the collection and analysis of data from various 

sources. 

 Manages contracted programs and services as assigned. 

 Develops grant proposals that respond to identified community health issues and needs; oversees 

implementation of grant awards; ensures compliance with requirements of grant funded 

activities/agencies; prepares grant applications and related material; researches grant opportunities. 

 Supervises community health and wellness staff, assigned volunteers, and student interns as needed. 

 Performs promotion, outreach, and communication tasks including but not limited to writing press 

releases, serving as media point of contact, maintaining and updating EHHD website, developing and 

implementing media campaigns addressing public health needs in the community.  

 Provides health education and information for groups and individuals with diversified public health 

needs; develops guides, manuals and teaching aids. 

 Maintains Health District’s health education materials and records. 

 Provides technical information and referrals for the public regarding disease, disability, prevention, 

treatment resources and appropriate services. 

 Administration support includes but is not limited to development of EHHD annual report, program 

reporting and analysis, and consultation to Director in areas of community health & wellness. 

 Ability to support the Director of Health with the development, and administration of grant and 

contract operating budgets. 

 Supports public health emergency preparedness, and response efforts as needed. 

 Performs related tasks as required. 

 

Knowledge, Skills and Abilities: 
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 General knowledge of public health, behavioral science, community health assessment methods, 

individual health and wellness, program planning and evaluation methods, statistical analysis and 

community, and coalition organizing practices. 

 General knowledge and appreciation of the influence of socioeconomic status, culture and 

race/ethnicity on health practices and health outcomes; general knowledge of public health systems 

and interaction of health system; some knowledge of education theory and practice. 

 Considerable ability to communicate ideas effectively both orally and in writing; considerable ability 

to organize and facilitate groups and meetings; some experience with public speaking. 

 Ability to establish and maintain effective working relationships with coworkers, various municipal 

officials and the general public; ability to exercise leadership; ability to foster team building, 

negotiation and conflict resolution. 

 Ability to prepare grant and contract proposals and to develop/sustain grant funded and contracted 

programs and services; ability to analyze problems and issues, and to make sound recommendations 

to resolve the same. 

 Computer proficiency required in the areas of Mircosoft Word, Outlook, Powerpoint, Publisher, with 

proficiency in internet/web assets, and social media. 

 Ability to supervise the work of others. 

  

Education and Experience: 

Graduation from an accredited college or university with a bachelor’s degree in public health, community 

health education, nursing or a related field, with fours years’ related experience.  Master’s degree in 

public health, nursing, community health education or related field highly desirable.  Consideration may 

be given to equivalent training and experience. 

 

Physical Demands and Work Environment: 

(The physical demands and work environment characteristics described here are representative of those 

that must be met by an employee to successfully perform the essential functions of this job.  The list is 

not all-inclusive and may be supplemented as necessary.  Reasonable accommodations may be made to 

enable individuals with disabilities to perform the essential functions.) 

 

 Sedentary work requiring the exertion of up to 10 pounds of force occasionally, and a negligible 

amount of force frequently or constantly to move objects, and some light work requiring the exertion 

of up to 20 pounds of force occasionally, up to 10 pounds of force frequently, and a negligible 

amount of force constantly to move objects. 

 Work requires reaching, standing, walking, grasping, and repetitive motions 

 Vocal communication is required for expressing or exchanging ideas by means of the spoken word. 

 Hearing is required to perceive information at normal spoken word levels. 

 Visual acuity is required for preparing and analyzing written or computer data, operation of motor 

vehicles or equipment, determining the accuracy and thoroughness of work, and observing general 

surroundings and activities. 

 Worker is not subject to adverse environmental conditions. 

 

Special Requirements: 

Must have a valid Connecticut Class 3 driver’s license. 

 

The above description is illustrative of tasks and responsibilities.  It is not meant to be all-inclusive of 

every task or responsibility.  The description does not constitute an employment agreement between the 

Health District and the employee and is subject to change by the Health District as the needs of the 

Health District and requirements of the job change. 
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Approved by:  ___________________________________  Date: __________________ 

   Robert L. Miller, Director of Health 
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Class Title:  Public Health Preparedness Coordinator 

Group:   Eastern Highlands Health District 

Pay Rate:  Hourly Wage 

FLSA:   Non-Exempt 

Effective Date:  December 1, 2007 

 

 
General Description/Definition of Work 

 
This is a high level technical position involving planning and coordination of the local health 

department response to public health emergencies, including those that result from terrorist acts.  

The Public Health Emergency Response Coordinator will report directly to the Health Director,  

but will serve the  Health District towns as directed. 

 
Essential Job Functions 

 

 Maintain and update a public health emergency plan for the Health Department 

pertaining primarily to biological agents, but inclusive of other hazards, and provide 

assistance to the Health District towns with public health preparedness as needed. 

 Participate in established municipal emergency planning committees and lend support to 

the process. 

 Recruit lay and medical volunteers to assist with local and regional response to public 

health emergencies, and particularly the implementation of points of dispensing (POD) 

clinics or mass dispensing of drugs. 

 Update and develop job descriptions for all emergency response volunteer roles and 

identify specific volunteers who are qualified to fill all positions. 

 Maintain and update a database of all volunteers with contact information, credentials, 

days and hours of availability, assigned job roles and other pertinent data. 

 Maintain and update a rapid and secure communications system to summon volunteers 

and paid staff to respond to public health emergencies. 

 Assist with and/or provide training for volunteers and paid staff. 

 Maintain and update a local health alert network to be used by the Health District to 

communicate with key groups, such as health care providers, veterinarians and others on 

timely issues involving the protection of public health. 

 Provide staff support to regional planning efforts to develop an all-hazards response plan 

for DEMHS region 4. 

 Assist with the development of mutual aid agreements between towns and agencies in the 

Health District that will assure a coordinated and adequate response to public health 

emergencies. 

 Plan, orchestrate and/or assist with drills of local and regional public health emergency 

response plans and other related exercises. 

 Provide ongoing communication to Health District staff and all key players on emergency 

planning issues, bioterrorism and related subjects. 

 Attend state and federal bioterrorism preparedness and emergency response planning 

meetings and trainings as directed. 
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 Develop written communications and resources for the public, the media and policy 

makers on issues of public health emergency response and bioterrorism. 

 Contribute to maintenance of Health District webpage on emergency response and 

bioterrorism. 

 Administer related grants, grant budgets and prepare grant progress reports and other 

public health grant proposals as directed. 

 Assist with actual response to local and regional public health emergencies as needed. 

 All other public health duties as assigned by the director. 

 
Knowledge, Skills and Abilities 

 

 Working knowledge of public health systems and interaction of health system and 

emergency response sectors. 

 Strong oral, interpersonal and written communication skills. 

 Training and experience in risk communications. 

 Computer proficiency in work processing programs, Power Point, spreadsheet and other 

document formatting techniques, ability to create and maintain rapid electronic 

communications networks and maintain webpage. 

 Familiarity with operation of emergency communications equipment. 

 Ability or organize and facilitate groups. 

 Knowledge of public health emergency response planning models and ability to create 

plans. 

 Ability to work with diverse organizations and interests and to work collaboratively. 

 Ability to develop and conduct training programs. 

 Willingness to take direction. 

 Strong initiative and ability to work independently. 

 
Physical Demands and Work Environment 

 

Required for essential duties; reasonable accommodations will be considered under the 

Americans with Disability Act.  This list is not all-inclusive and may be supplemented as 

necessary. 

 Must be mobile with the ability to get from location in the office or work site(s) to other 

locations in and outside from the primary office or worksite(s).  Ability to sit and/or stand 

for prolonged periods of time. 

 Ability to reach and bend, and push/pull or lift objects less than twenty (20) pounds. 

 Ability to perform manipulative skills, such as writing, using a keyboard and/or 

calculator with accuracy. 

 Ability to see and read objects closely, as in reading/proofreading narrative or financial 

reports.  Ability to read plans, maps or diagrams and read from a computer monitor.  

Ability to see objects far away, as in driving.  Ability to discriminate between colors. 

 Ability to hear normal sounds with background noise, as in hearing using a telephone.  

Ability to distinguish  verbal communication and communicate through speech. 

 Ability to communicate effectively in oral and written form. 
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 Ability to maintain files and records.  Makes mathematical calculations using calculator. 

 Ability to concentrate on complicated detail and complex issues for more than three 

hours at a time with some interruption, pressure and changing priorities. 

 Memory to perform multiple and diverse tasks over long periods of time and ability to 

remember information that has been read, studied or previously learned. 

 Ability to use knowledge and reasoning to solve complex problems. 

 Ability to learn and apply new information, methodologies, techniques and legislation 

applicable to departmental activities. 

 
Education and Experience 
 

Bachelors degree in public health, clinical health, public safety, or related field required, with 

three or more years of professional experience in a public health agency or comparable setting. 

Masters degree preferred.  Planning background and emergency response orientation desirable. 

 

Special Requirements: 
 

Must have a valid Connecticut Class 3 driver’s license. 

 
 

The above description is illustrative of tasks and responsibilities.  It is not meant to be all-inclusive of 

every task or responsibility.  The description does not constitute an employment agreement between the 

Health District and the employee and is subject to change by the Health District as the needs of the 

Health District and requirements of the job change. 

 

 

Approved by:_______________________________________     Date:________________________ 

                       Robert L. Miller, Director of Health 
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Class Title:  Environmental Health Inspector 

Group:   Eastern Highlands Health District 

Pay Grade:  Health District Grade 6 

FLSA:   Non-exempt 

Effective Date:  July 1, 2007 

 

 

General Description/Definition of Work 

 

This is a responsible professional sanitary inspection position involving enforcement of the public health 

code.  Primary responsibilities include: maintaining environmentally safe Health District conditions 

through the enforcement of the Public Health Code and Statutes and local ordinances pertaining to 

environmental health; inspections; investigations; surveying; and report preparation. The work requires 

that the employee understands the laws, rules and regulations governing the enforcement of 

environmental health codes for which they are responsible.  The position works under the direction and 

supervision of the Chief Sanitarian. 

 

Essential Job Functions 

 

 Inspects restaurants and other food service establishments, enforces ordinances, rules and 

regulations governing sanitary conditions of such establishments, and enforces Health District 

and State laws in environmental health. 

 

 Performs water samplings of pools, wells, rivers, lakes, etc. for environmental surveys as 

required. 

 

 Investigates environmental complaints, such as garbage and rubbish disposal, rodent and insect 

infestations, noise, air and water quality, disease vectors, mosquito control, obnoxious weeds, 

housing concerns and unsanitary environmental conditions. 

 

 Prepares inspection/investigation reports, confers with supervisor regarding deficiencies  and the 

measures necessary to correct them, performs follow-up inspections to ensure conditions have 

been remedied. 

 

 Responds by telephone, in person or in writing to persons seeking information regarding health 

rules and regulations, specific complaints, license requirements and other environmental health 

issues. 

 

 Provides friendly, courteous and responsive service to the residents and constituents of the Health 

District. 

 

 Prepares reports for Supervisor as requested. 

 

 Performs related work as required. 

 

 Participates in public health programming as required. 
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Knowledge, Skills and Abilities 
 

 Ability to read and understand complex written material and to interpret statistical data, 

laboratory test results, maps and constructions plans. 

 

 Ability to be a team player  and to establish and maintain effective working relationships with 

Health District staff and the public. 

 

 Computer skills and ability to use the computer software utilized by the division. 

 

 Knowledge of public health sampling and testing techniques, and laboratory procedures. 

 

 Ability to prepare and present oral and written statistical, narrative and technical reports. 

 

 Ability to investigate, analyze and evaluate environmental health problems and propose solutions. 

 

Additional Duties 
 

 May be required to attend night meetings of commissions and boards. 

 

 May be required to work evenings and weekends. 

 

 Participates in professional education/training. 

 

Physical Demands and Work Environment 
 

Required for essential duties; reasonable accommodations will be considered under the Americans with 

Disabilities Act.  This list is not all-inclusive and may be supplemented as necessary. 

 

 Must be mobile with the ability to get from one location in the office or work site(s) to other 

locations in and outside from the primary office or work site(s). 

 

 Ability to reach and bend and push/pull or lift objects less than fifty pounds. 

 

 Mobility to inspect sites, which may include walking over rough terrain and climbing and 

crawling in the examination of crawl spaces, confined areas, basements, attics and other restricted 

quarters. 

 

 Ability to perform manipulative skills such as writing, using a keyboard and/or calculator with 

accuracy. 

 

 Ability to see and read objects closely as in reading/proof reading narrative or financial reports.  

Ability to read plans, maps or diagrams and read from a computer monitor.  Ability to see objects 

far away as in driving.  Ability to discriminate between colors. 

 

 Ability to hear normal sounds with background noise as in hearing/using a telephone.  Ability to 

distinguish verbal communication and communicate through speech.  

 Ability to maintain files and records. Makes mathematical calculations using a calculator. 
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 Ability to concentrate on complicated detail and complex issues for more than three hours at a 

time with some interruption, pressure and changing priorities. 

 

 Memory to perform multiple and diverse tasks over long periods of time and ability to remember 

information that has been read, studied or previously learned. 

 

 Ability to use knowledge and reasoning to solve complex problems. 

 

 Ability to learn and apply new information, methodologies, techniques and legislation applicable 

to departmental activities. 

 

 Work is performed in various settings including normal business office, food service 

establishments, and in residential or commercial properties. Typical office setting subject to 

interruptions, heavy traffic flow and heavy work volume expectations. Performs outside 

inspections, which include exposure to fluctuations in temperature and seasonal weather.  Work 

includes exposure to hazards that may require special safety precautions. Will require occasional 

work outside normal business hours.  Required to travel to inspection sites. May interact with 

agitated individuals. 

 

Education and Experience 
 

Graduation from a four-year college or university.  Prefer college course work of study with major course 

work in environmental health, bacteriology or a closely related field.  Prefer two years of experience in 

environmental health, laboratory work or related field.   

 

Special Requirements 
 

Must have a Connecticut Driver’s license. 

 

Food establishment Inspector Certification from the Connecticut Department of Public Health, or ability 

to obtain such certification within one year. 

 

 

The above description is illustrative of tasks and responsibilities.  It is not meant to be all-inclusive of 

every task or responsibility.  The description does not constitute an employment agreement between the 

Health District and the employee and is subject to change by the Health District as the needs of the 

Health District and requirements of the job change. 

 

 

Approved by:_______________________________________     Date:________________________ 

                       Robert L. Miller, Director of Health 
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Class Title:  Public Health Project Specialist 

Group:   Eastern Highlands Health District 

Pay Rate:  Hourly Wage 

FLSA:   Non-Exempt 

Effective Date:  August 17, 2020 

 

 
General Description/Definition of Work 

 
This is a high level technical position that involves planning, coordination and operations of the 

local health department response to all types of public health emergencies. The Public Health 

Project Specialist will report directly to the EHHD Director but will provide service to the ten 

towns that the Health District supports as directed. This is a grant funded durational appointment. 

 
Essential Job Functions 

 

 Provide assistance to the Health District towns with public health preparedness as 

needed. 

 Engage in as directed infection disease control activities such as contract tracing, 

infectious case interviews, and health monitoring of identified contacts. 

 Participate in established municipal emergency planning committees and lend support to 

the process. 

 Recruit lay and medical volunteers to assist with local and regional response to public 

health emergencies, and particularly the implementation of points of dispensing (POD) 

clinics, vaccinations or mass dispensing of drugs. 

 Engage in as directed the coordination and administration of seasonal flu and emergency 

vaccination clinics. 

 Update and develop job descriptions for all emergency response volunteer roles and 

identify specific volunteers who are qualified to fill all positions. 

 Maintain and update a database of all volunteers with contact information, credentials, 

days and hours of availability, assigned job roles and other pertinent data. 

 Maintain and update a rapid and secure communications system to summon volunteers 

and paid staff to respond to public health emergencies. 

 Assist with and/or provide training for volunteers and paid staff. 

 Provide staff support to regional planning efforts to develop an all-hazards response plan 

for DEMHS region 4. 

 Provide ongoing communication to Health District staff and all key players on emergency 

planning issues. (i.e.  bioterrorism, pandemic and other related subjects) 

 Participate in State and Federal preparedness and emergency response planning meetings 

and trainings as directed. 

 Develop written communications and resources for the public, the media and policy 

makers on issues of public health emergency response. 

 Assist with actual response to local and regional public health emergencies as needed. 

 All other public health duties as assigned by the Director. 
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Knowledge, Skills and Abilities 

 

 Working knowledge of public health systems and interaction of health systems. 

 Strong oral, interpersonal and written communication skills. 

 Training and experience in risk communications. 

 Computer proficiency in word processing programs, Power Point, spreadsheet and other 

document formatting techniques, ability to create and maintain rapid electronic 

communications networks and maintain webpage. 

 Ability or organize and facilitate groups. 

 Ability to work with diverse organizations and interests and to work collaboratively. 

 Ability to develop and conduct training programs. 

 Willingness to take direction. 

 Strong initiative and ability to work independently. 

 
Physical Demands and Work Environment 

 

Required for essential duties; reasonable accommodations will be considered under the 

Americans with Disability Act.  This list is not all-inclusive and may be supplemented as 

necessary. 

 Must be mobile with the ability to get from location in the office or work site(s) to other 

locations in and outside from the primary office or worksite(s).  Ability to sit and/or stand 

for prolonged periods of time. 

 Ability to reach and bend, and push/pull or lift objects less than twenty (20) pounds. 

 Ability to perform manipulative skills, such as writing, using a keyboard and/or 

calculator with accuracy. 

 Ability to see and read objects closely, as in reading/proofreading narrative or financial 

reports.  Ability to read plans, maps or diagrams and read from a computer monitor.  

Ability to see objects far away, as in driving.  Ability to discriminate between colors. 

 Ability to hear normal sounds with background noise, as in hearing using a telephone.  

Ability to distinguish verbal communication and communicate through speech. 

 Ability to communicate effectively in oral and written form. 

 Ability to maintain files and records.  Makes mathematical calculations using calculator. 

 Ability to concentrate on complicated detail and complex issues for more than three 

hours at a time with some interruption, pressure and changing priorities. 

 Memory to perform multiple and diverse tasks over long periods of time and ability to 

remember information that has been read, studied or previously learned. 

 Ability to use knowledge and reasoning to solve complex problems. 

 Ability to learn and apply new information, methodologies, techniques and legislation 

applicable to departmental activities. 
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Education and Experience 
 

Bachelor’s degree in public health, clinical health or related field required, with three or more 

years of professional experience in a public health agency or comparable setting. Masters degree 

preferred.  Planning background, and program management desirable. 

 

Special Requirements: 
 

Must have a valid Connecticut Class 3 driver’s license. 

 
 

The above description is illustrative of tasks and responsibilities.  It is not meant to be all-inclusive of 

every task or responsibility.  The description does not constitute an employment agreement between the 

Health District and the employee and is subject to change by the Health District as the needs of the 

Health District and requirements of the job change. 

 

 

Approved by:_______________________________________     Date:________________________ 

                       Robert L. Miller, Director of Health 
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Class Title:  Public Health Nurse 

Group:   Eastern Highlands Health District 

FLSA:   Exempt 

Effective Date:  October 1, 2020 

 

 
General Description/Definition of Work 

 
The Eastern Highlands Health District is seeking a full time Public Health Nurse to support the local 

health department response to the COVID-19 pandemic. The Public Health Nurse position will play a key 

role in prevention and minimizing the spread of COVID-19 throughout our communities. This position 

will report directly to the Director of Health. This is a grant-funded durational appointment. 

 
Essential Job Functions 

 

 Develop infectious/communicable disease prevention strategies, including education 

materials and community presentations. 

 Develop and maintain infectious/communicable disease response protocols and case 

management, including but not limited to COVID-19 contact investigations, and Direct 

Observation Therapy, Food Borne Illness Investigations sexually transmitted disease 

follow-up and other diseases requiring follow-up as required. 

 Play an agency leadership role in the local and regional response to public health 

emergencies, and particularly the implementation of points of dispensing (POD) clinics, 

vaccinations or mass dispensing of drugs. 

 Engage in as directed the coordination and administration of seasonal flu and emergency 

vaccination clinics. 

 Serve as a resource for community partners regarding communicable disease prevention, 

health and wellness. 

 Support the EHHD Medical Reserve Corps unit by assisting with recruiting, planning 

activities and meetings, assisting with screenings and health fairs, orienting new 

volunteers, training, entering data into the federal MRC website and coordinating MRC 

response to public health emergencies. 

 Facilitate trainings and conduct speaking engagements, participate in health fairs, 

researching resources and providing referrals, as needed. 

 Represent the District at state and local preparedness and emergency response planning 

meetings and trainings as needed. 

 Provide vaccinations to all ages. Direct volunteers, staff and other organizations in 

providing vaccinations. This will include planning, delegating tasks, logistics and 

ensuring competencies. 

 Manage vaccine inventories as needed in compliance with state and federal guidance. 

 Enter data into CT DPH and CDC data platforms. 

 Develop written communications and resources for the public, the media, and policy 

makers on issues of public health emergency response and bioterrorism. 

 Prepare grant progress and other reports. 
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 Engage in as directed infection disease control activities such as contact tracing, 

infectious case interviews, and health monitoring of identified contacts, which may 

involve some on call periods outside of normal business hours. 

 Assist with actual response to local and regional public health emergencies as needed. 

 This position will provide for flexible work hours with the ability to work some nights 

and weekends. 

 All other public health duties as assigned by the Director. 

 
Knowledge, Skills and Abilities 

 

 Working knowledge of public health systems and interaction of health system.  

 Strong oral, interpersonal and written communication skills. 

 Training and experience in risk communication is desirable.  

 Computer proficiency in work processing programs, Power Point, spreadsheet and other 

document formatting techniques.  

 Ability or organize and facilitate groups. 

 Ability to work with diverse organizations and interests and to work collaboratively. 

 Ability to develop and conduct training programs. 

 Willingness to take direction. 

 Strong initiative and ability to work independently, and with a team. 

 Ability to administer vaccinations to all ages. 

 Must be able to be fitted and wear a NIOSH 95 mask for extended period of time. 

 

 

 
Physical Demands and Work Environment 

 

Required for essential duties; reasonable accommodations will be considered under the 

Americans with Disability Act.  This list is not all-inclusive and may be supplemented as 

necessary. 

 Must be mobile with the ability to get from location in the office or work site(s) to other 

locations in and outside from the primary office or worksite(s).  Ability to sit and/or stand 

for prolonged periods of time. 

 Ability to reach and bend, and push/pull or lift objects less than twenty (20) pounds. 

 Ability to perform manipulative skills, such as writing, using a keyboard and/or 

calculator with accuracy. 

 Ability to see and read objects closely, as in reading/proofreading narrative or financial 

reports.  Ability to read plans, maps or diagrams and read from a computer monitor.  

Ability to see objects far away, as in driving.  Ability to discriminate between colors. 

 Ability to hear normal sounds with background noise, as in hearing using a telephone.  

Ability to distinguish verbal communication and communicate through speech. 

 Ability to communicate effectively in oral and written form. 

 Ability to maintain files and records.  Makes mathematical calculations using calculator. 

 Ability to concentrate on complicated detail and complex issues for more than three 

hours at a time with some interruption, pressure and changing priorities. 
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 Memory to perform multiple and diverse tasks over long periods of time and ability to 

remember information that has been read, studied or previously learned. 

 Ability to use knowledge and reasoning to solve complex problems. 

 Ability to learn and apply new information, methodologies, techniques and legislation 

applicable to departmental activities. 

 
Education and Experience 
 

Bachelor’s Degree in Nursing granted by an accredited college or university. Master’s Degree in 

nursing, public health, or health services administration is desirable. 

 

Must hold current license as an RN, APRN, or PA in the State of Connecticut. Minimum of three 

years of nursing experience as a professional nurse in a position involving clinical practice, staff 

supervision, health education, nursing consultation, or nursing/health administration.  

 

Special Requirements: 
 

Must have a valid Connecticut Class 3 driver’s license. 

 
 

The above description is illustrative of tasks and responsibilities.  It is not meant to be all-inclusive of 

every task or responsibility.  The description does not constitute an employment agreement between the 

Health District and the employee and is subject to change by the Health District as the needs of the 

Health District and requirements of the job change. 

 

 

Approved by:_______________________________________     Date:________________________ 

                       Robert L. Miller, Director of Health 
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Memo 

To: Board of Directors 

From: Robert L Miller, Director of Health 

Date: 10/18/2019 

Re: Approved 2020 Regular Meeting Schedule EHHD Board of Directors 

Below is the approved regular meeting schedule for 2020 calendar year: 

    January 16 (Typically, Budget Public Hearing) 

    February 20 

    April 23 

    June 18 

    August 20 

    October 15 

    December 10 

Location and time of each meeting will be the Coventry Town Hall, Annex at 4:30 pm, unless otherwise 
indicated.  (With the exceptions of April 23 & December 10, all dates fall on the third Thursday of the Month.) 

 

 



Minutes 
 October 15, 2020 

 August 20, 2020 

 June 18, 2020 

http://ehhd.org/filestorage/99/123/125/BODDraftMinutes10152020.pdf
http://ehhd.org/filestorage/99/123/125/BODDraftMinutes08202020.pdf
http://ehhd.org/filestorage/99/123/125/BODminutes06182020.pdf


Eastern Highlands Health District

Summary of Revenues and Expenditures for FY19/20

Fund:      634         Eastern Highlands Health District

Activity:  41200 

Adopted/Amended

Adopted Estimated Budget % Dollar

Object Description 18/19 18/19 19/20 change change

Revenues:

40220 Septic Permits 40,080             40,080          52,840          31.8         12,760       

40221 Well Permits 15,960             15,960          13,890          (13.0)        (2,070)        

40491 State Grant-In-Aid            123,280         133,327         119,990 (2.7)          (3,290)       

40630 Health Inspec. Service Fees 4,980            4,980          3,301          (33.7)        (1,679)     

40633 Health Services-Bolton            26,180         26,180         26,640 1.8           460         

40634 Health Services-Coventry            66,020         66,020         67,420 2.1           1,400      

40635 Health Services-Mansfield          137,900       137,900       140,440 1.8           2,540      

40636 Soil Testing Service 32,550             32,550          35,610          9.4           3,060        

40637 Food Protection Service 73,400             73,400          74,900          2.0           1,500        

40638 B100a Review 30,700             30,700          29,680          (3.3)          (1,020)       

40639 Engineered Plan Rev 9,190               9,190            30,700          234.1       21,510      

40642  Health Services - Ashford            22,490         22,490         23,000 2.3           510         

40643 Health Services - Willington            31,180         31,180         32,090 2.9           910         

40645 Nonengineered Rev 15,340             15,340          -               (100.0)     (15,340)     

40646 GroupHome/Daycare inspection 1,320               1,320            1,380            4.5           60             

40647 Subdivision Review 1,940               1,940            1,050            (45.9)        (890)          

40648 Food Plan Review 2,820               2,820            2,440            (13.5)        (380)          

40649 Health Services - Tolland            78,540         78,540         79,790 1.6           1,250      

40685 Health Services - Chaplin            11,930         11,930         12,150 1.8           220         

40686 Health Services - Andover            17,270         17,270         17,600 1.9           330         

40687 Health Services - Columbia            28,850         28,850         29,370 1.8           520         

40688 Health Services - Scotland              8,910           8,910           9,090 2.0           180         

Cosmotology Inspections           6,800 6,800      

40999 Appropriation of Fund Balance 31,407             48,360          26,211          (16.5)        (5,196.0)  

Total Revenues 812,237           839,237        836,382     3.0           24,145    

Expenditures:

51050 Grant deductions (82,542)           (82,542)         (40,938)         (50.4)        41,604    

51601 Regular Salaries - Non-Union 584,555           584,555        585,660        0.2           1,105      

52001 Social Security 36,240             36,240          36,320          0.2           80           

52002 Workers Compensation 10,150             10,150          10,160          0.1           10           

52007 Medicare 8,430               8,430            8,500            0.8           70           

52010 ICMA (Pension) 33,980             33,980          31,260          (8.0)          (2,720)     

52103 Life Insurance 2,450               2,450            2,250            (8.2)          (200)        

52105 Medical Insurance 116,220        116,220     98,130       (15.6)        (18,090)   

52117 RHS 2,210            2,210          2,260          2.3           50           

52112 LTD 640                 640               650               1.6           10             

52203 Dues & Subscriptions 2,000               2,000            2,000            -           -            

52210 Training 2,000               2,000            3,500            75.0         1,500        

52212 Mileage Reimbursement 600                 600               600               -           -            

53120 Professional & Tech                7,120             7,120             7,120 -           -            

53122 Legal 2,000               9,000            2,000            -           -            

53125 Audit Expense 6,800               6,800            6,900            1.5           100           

53303 Vehicle Repair & Maintenance 3,200               3,200            3,200            -           -            

53801 General Liability 15,800             15,800          15,800          -           -            

53924 Advertising 1,000               1,000            1,000            -           -            

53925 Printing & Binding 1,000               1,000            1,000            -           -            

53926 Postage 1,500               1,500            1,500            -           -            

53940 Copier maintenance 1,000               1,000            1,000            -           -            

53960 Other Purchased Services 11,340             11,340          11,340          -           -            

53964 Voice Communications 3,800               3,800            3,800            -           -            

54101 Instructional Supplies 800                 800               800               -           -            

54214 Books & Periodicals 200                 200               200               -           -            

54301 Office Supplies 2,000               2,000            2,000            -           -            

54601 Gasoline 2,600               2,600            2,600            -           -            

55420 Office Equipment 3,000               3,000            3,000            -           -            

55430 Equipment - Other 600                 600               600               -           -            

56302 Admin. Overhead 28,544             28,544          29,170          2.2           626           

56303 Other General Expenditures -                  -               -               -           -            

56312 Contingency -                  -               -               -           -            

58410 Capital Nonrecurring Fund 3,000               23,000          3,000            na -            

Total Expenditures 812,237           839,237        836,382     3.0           24,145      

Adopted/Amended 3-21-19



Fee Schedule

Adopted FY20/21

$95

$175

$245

$135

$255

$355

$380

$420

$65

$30

$20

$200

$50

$120

$135

$40

$60

$75

$90

$90

$120
Farmer & Non-farmer Food Vendor License - High Risk Food Preparation $220

$220

$185

Permit - Construction by owner occupant $275

$100

$350

$460

$130

$60

$40

$60

$50

$90

$110

$30

Septic Tank/System Abandonment

Plan Review for Tank Replacement 

Review plans revised more than once

Private well Water Treatment Waste disposal plan review

Subsurface Sewage Disposal

Permit – New

Permit – Major Repair

Permit/inspection– Minor Repair

Permit – Design Flow >2000 GPD

Design Flow  ≥  5000 GPD/ DEP system Inspection

Plan Review (per plan)

Soil Testing

Percolation (perc) Test

Deep Hole Test (fee includes 3 pits per site)

Each Additional Pit

Class III & IV Plan Review 

                                                         One market location

Farmers Market Food Vendor Seasonal License Categories

Non-farmer Food Vendor License - Cold samples only

                                                         Multiple-market locations

Temporary Food Event Permit

Non-farmer Food Vendor License - Low Risk Food Preparation

Food Service Fees*

Farmer Food Vendor License - Cold samples only

Farmer Food Vendor License - Low Risk Food Preparation

                                                        One market location

                                                        Multiple-market locations

Application Review**

Late License renewal/operating without License (In addition to renewal/app fee)

Class I & II Plan Review

Temporary Permit - samples only

Temp Food Permit late fee***

CFPM/QFO Process Fee (No CFPM/QFO in place)

Re-Inspection fee

2
nd

 Re-inspection fee

Class I License

Class II License

Class III License

Class IV License

Grocery Store >10,000ft2 - Class II&III



Fee Schedule

Adopted FY20/21

$50

$70

Subdivision Plan Review (per lot) (Fee includes review of one set of revisions) $125

Subdivision Plan Revisions Reviewed (per lot) (Fee is for each added set of revisions) $40

$115

$130

$110

$80/hr

$75

$105

$100

$150

$125

*License application fees waived for non-profit and municipal entities.  Late fees and re-inspection fees still apply. 

All food service fees apply to public school food operations.

**deducted against total plan review fee

***Application of late fee is subject to written policy established by the Director

****Application of this service fee is subject to written policy established by the Director

Cosmotology Registration/Inspection - One or two chairs

Cosmotology Registration/Inspection - Three chairs or more

Miscellaneous

B100a Review (Building/Zoning Permit - building addition/ change of use)

Mortgage Inspection/Report for FHA,VA

Pool Inspection

Well Permit

B100a & Subdivision Reviews

Commercial Bank Mortgage Inspection/Report

Family Campground Inspection

Group Home/Daycare /Other Institution Inspection

Misc. Inspection/consulation fee per Sanitarian****

B100a Review (Building/Zoning Permit - assessory structure/ lot line change)
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Eastern Highlands Health District 
By-Laws 

 

Article I 
Name 

 
The name of the district shall be the Eastern Highlands Health District, or EHHD. 
 

Article II 
Objective 

 
The purpose of the district shall be to preserve and improve the status of the public health in the 
member towns by: 
 

(1) Upholding and enforcing the Connecticut Public Health Code, relevant State Statutes 
pertaining to public health, local ordinances and such regulations as may be adopted 
by the Board, and, 

 
(2) Working with other providers of health services in the member towns to coordinate 

existing programs and to plan and implement new public health programs. 

 

Article III 
Membership 

 
Section I – The Eastern Highlands Health District shall be composed of municipalities, which by vote of 
their respective legislative bodies, have joined the District. The Board of Health of the Eastern 
Highlands Health District shall vote upon the admission of other towns to the District provided the 
legislative body of the requesting municipality has voted to enter the District and has duly applied for 
admission. 
 
Section 2 – Representation – Each municipality in the District shall appoint one member to the Eastern 
Highlands Health District for each 10,000 population or part thereof, but no municipality shall have 
more than five representatives. 
 
Section 3 – Withdrawal – Any member municipality by vote of the legislative body may withdraw 
from the Eastern Highlands Health District in conformance with State Statute. 

 

Article IV 
Board of Health 

 
Section1 – Membership – Each municipality which has voted to become a part of the District shall, by 
its duly elected body, appoint a representative(s) to serve on the Eastern Highlands Health District 
Board of Health, as called for in Article III, Section 2. Alternate representative(s) may be appointed to 
the Board at the option of the appointing authority. 
 
Section 2 – Duties of the Board – The Board may make and promulgate reasonable rules and 
regulations for the promotion of general health within the District not to conflict with law and with 
the Public Health Code. The powers of the Board shall include, but are not limited to, the following 
enumerated powers: 
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To sue or be sued; to make and execute contracts and other instruments necessary or convenient to 
the exercise of the powers of the Health District; to make and from time to time amend and repeal by-
laws, rules and regulations; to acquire real estate and to have whatever other powers are necessary to 
properly carry out their powers and an independent entity of government. The Board functions as the 
general policy making body for the District and has overall budget adoption authority. However, the 
Board does not have any direct administrative authority over the daily operations of the District. 
 
Section 3 – Officers – The Board at its December meeting shall elect a Chairperson, Vice Chairperson 
and Assistant Treasurer. The Director of Health will serve as Secretary and Treasurer. 
 
Section 4 – Term of Office – The term of office for members of the Board shall be for three (3) years 
and they may be appointed for successive terms. 
 
Section 5 – Meetings – The Board shall meet at least quarterly or at other times determined by the 
Chairperson. Notice of the meetings shall conform to the requirements of the Freedom of Information 
Act. 
 
Section 6 – Minutes and Meeting Notices – The Board shall transmit all meeting notes and minutes of 
each meeting to the respective Town Clerk’s Offices. 
 
Section 7 – Quorum –The presence of at least one representative member or alternate from a majority 
of towns in the District shall constitute a quorum. In a district having an even number of member 
towns, a quorum will be one-half the member towns with appointed representation plus one. A 
quorum shall not include any member town who fails to appoint representation to the Board. 
 
Section 8 – Attendance – Each Board member will earnestly try to attend all meetings of the Board. In 
the event of the continued absence of a member, the Board will contact the appointing authority with 
its concerns. The appointing authority shall have the power to request that the member resign and 
another member shall be appointed. 
 
Section 9 – Conflict of Interest – In the event that an apparent or real conflict of interest exists, the 
member will disqualify him(her)self from discussion or voting on the issue. 

 

Article V 
Standing Committees 

 
Section 1 – Personnel Committee – The Personnel Committee will be appointed by the Chairperson 
and will include at least three members, including the Chairperson. The committee is empowered to 
consult with non-members for advice and recommendations as the need arises. The committee will 
meet at least yearly to study and recommend changes in policies, position and salary ranges. The 
committee will present recommendations on all personnel policies and practices to the Board of 
Health for approval. 
 
Section 2 –Finance Committee – The Finance Committee will be appointed by the Board Chairperson 
and consist of at least three (3) members, including the Board Chairperson who may or may not serve 
as the committee chair, with no one town having more then one representative.  The Director of 
Health and Chief Financial Officer shall serve without a vote. The committee is empowered to consult 
with non-members as needed. The duties of the Finance Committee shall include preparation and 
presentation of the budget to the Board at a special budget meeting held prior to April 1 of each year 
; monitoring fiscal transactions of the District; representing the District on fiscal matters before 
appropriate organizations; and, may review  and approve program and grant proposal budgets prior 
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to their submission to the funding sources. Any budget so approved shall be submitted to the full 
Board for approval at the next regularly scheduled meeting. 
 
Section 3 – Executive Committee – The Board may elect an executive committee, consisting of at least 
three (3) members that shall include the Chairperson, Vice Chair and Assistant Treasurer. The Director 
of Health shall serve without a vote.  The committee is empowered to consult with non-members as 
needed. Meetings may be held as necessary and called by the Chairperson. Only when necessary 
because of time constraints, this committee is empowered to act in the interim between sessions of 
the full Board. Activities and actions taken by the Executive Committee shall be reported to the board 
membership prior to the next regularly scheduled Board meeting. The full Board shall have the 
authority, upon a majority vote, to reverse or modify any action or decision made by the Executive 
Committee.  The Executive Committee may serve as either the Personnel Committee or the  Finance 
Committee or both, if authorized by a majority vote of the full Board. 

 

Article VI 
Director of Health 

 
Section 1 – Qualifications – The Director of Health shall be trained in public health and hold a Master’s 
Degree in Public Health and shall have at least two (2) years public health administration experience. 
 
Section 2 – Duties – The Director of Health shall serve in a full-time capacity and perform such duties 
as are required of Directors of Health by the general statutes or the Public Health Code and as the 
Board specifies in its by-laws, regulations and policies. The Director of Health shall act as Secretary and 
Treasurer of the Board, without the right to vote. The Director of Health shall be the Executive Officer 
of the District. The Director of Health is an ex officio member of all standing committees. 
 
Section 3 – Appointment – The Board, by majority vote shall, after approval of the Commissioner of 
Health Services, appoint some discreet person, possessing the qualifications specified in Section 1, 
Article VI to be Director of Health. The Board may appoint a person to serve as the acting Director of 
Health during such a time as the Director of Health is absent or a vacancy exists, provided such acting 
Director shall meet the qualifications for Directors of Health in Section 1, Article VI. 
 
Section 4 – Removal – The Director of Health may be removed pursuant to Connecticut General 
Statutes. 

 

Article VII 
Finances 

 
Section 1 – Fiscal Years – The fiscal year of the District shall be from July 1 to June 30, inclusive. 
 
Section 2 – Annual Budget – Prior to January 1 of each year, the Board shall estimate the amount of 
money required to pay the costs and expenses of the District during the ensuing year. A cash flow 
analysis for the budget year, indicating a plan for receipt of cash matching proposed expenditures, 
shall accompany the budget. Before February 1 of each year, the Board shall hold a public hearing on 
its proposed budget, two weeks notice of which shall be given in a newspaper having a circulation in 
each constituent municipality. Notice of the anticipated per capita costs to the member towns shall be 
sent as soon as possible to the chief executive officer of the towns, and quarterly bills sent to the 
towns beginning July 1. The Board of Health will appear before and present its budget to each Town 
Council, Board of Selectmen and/or Board of Finance during each council’s budget adopting process. 
 
Section 3 –An affirmative vote of three-quarters majority of members present at a meeting must be 
cast to approve the budget, with a quorum as defined in Article IV, Section 7.   
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Section 4 – Budget Amendments – The Board may amend a legally adopted budget without holding 
a public hearing, provided the per capita costs to the member towns do not increase as a result of the 
amendment. In the event that the District does not have adequate funds available, the Board shall 
notify each Chief Executive Officer of the anticipated increase in the per capita cost and schedule a 
public hearing for the supplemental appropriation. With the exception of payroll, social security, 
workers compensation, medicare, retirement, health insurance and life insurance, the Director of 
Health may make necessary line item transfers in the operating portion of the budget without Board 
approval providing the total operating portion of the budget does not increase.  Transfers greater 
then $5,000 shall be reported to the Finance committee. Changes in payroll, social security, workers 
compensation, medicare, retirement, health insurance and life insurance line items shall be approved 
by the finance committee.    
 
The Director of Health must obtain the Board’s approval for transferring money from reserve or 
depreciation accounts to any other part of the budget. The budget change must be brought to the 
attention of the Board at its next regularly scheduled meeting. 
 
Section 5 – Audit – The Board shall require an annual audit of the finances of the Eastern Highlands 
Health District and the Board shall select the auditor annually. 
 
Section 6 – Borrowing – Borrowing by the Board is prohibited unless the Town Council of each of the 
appointing towns affirmatively approve same. 
 
Section 7 – Bonding – The Board shall purchase bonds with a surety company authorized to transact 
business in the state, for the faithful performance of the duties of Treasurer and Assistant Treasurer, in 
such sum and upon such conditions as the Board requires. 
 
Section 8 – Insurances – The Eastern Highlands Health District shall purchase the following 
insurances; Professional Liability, Auto Liability, General Liability, Public Officials Liability and Workers’ 
Compensation. The Board shall determine the appropriate levels of insurance with input from outside 
sources. 
 
Section 9 – Fiscal Agent – The Town of Mansfield shall serve as Fiscal Agent for the Health District and 
the Director of Finance for the Town shall serve as the Chief Financial Officer for the Health District. 
 

Article VIII 
Amendments 

 
Amendments to the by-laws of the Eastern Highlands Health District shall be made only at a regularly 
scheduled meeting. Notice of the proposed changes shall be included in the notice of meeting at 
which the amendments will be considered. An affirmative vote of three-quarters majority of members 
present at a meeting must be cast to approve the amendment, with a quorum as defined in Article IV, 
Section 7.   
 
 
 
 
 
Amended June 17, 2004 
Amended April 20, 2006  
Amended October 18, 2007 
Amended August 20, 2015 
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Fee Schedule

Adopted FY20/21

$95

$175

$245

$135

$255

$355

$380

$420

$65

$30

$20

$200

$50

$120

$135

$40

$60

$75

$90

$90

$120
Farmer & Non-farmer Food Vendor License - High Risk Food Preparation $220

$220

$185

Permit - Construction by owner occupant $275

$100

$350

$460

$130

$60

$40

$60

$50

$90

$110

$30

Temporary Permit - samples only

Temp Food Permit late fee***

CFPM/QFO Process Fee (No CFPM/QFO in place)

Re-Inspection fee

2
nd

 Re-inspection fee

Class I License

Class II License

Class III License

Class IV License

Grocery Store >10,000ft2 - Class II&III

Temporary Food Event Permit

Non-farmer Food Vendor License - Low Risk Food Preparation

Food Service Fees*

Farmer Food Vendor License - Cold samples only

Farmer Food Vendor License - Low Risk Food Preparation

                                                        One market location

                                                        Multiple-market locations

Application Review**

Late License renewal/operating without License (In addition to renewal/app fee)

Class I & II Plan Review

Class III & IV Plan Review 

                                                         One market location

Farmers Market Food Vendor Seasonal License Categories

Non-farmer Food Vendor License - Cold samples only

                                                         Multiple-market locations

Plan Review (per plan)

Soil Testing

Percolation (perc) Test

Deep Hole Test (fee includes 3 pits per site)

Each Additional Pit

Subsurface Sewage Disposal

Permit – New

Permit – Major Repair

Permit/inspection– Minor Repair

Permit – Design Flow >2000 GPD

Design Flow  ≥  5000 GPD/ DEP system Inspection

Septic Tank/System Abandonment

Plan Review for Tank Replacement 

Review plans revised more than once

Private well Water Treatment Waste disposal plan review



Fee Schedule

Adopted FY20/21

$50

$70

Subdivision Plan Review (per lot) (Fee includes review of one set of revisions) $125

Subdivision Plan Revisions Reviewed (per lot) (Fee is for each added set of revisions) $40

$115

$130

$110

$80/hr

$75

$105

$100

$150

$125

*License application fees waived for non-profit and municipal entities.  Late fees and re-inspection fees still apply. 

All food service fees apply to public school food operations.

**deducted against total plan review fee

***Application of late fee is subject to written policy established by the Director

****Application of this service fee is subject to written policy established by the Director

Commercial Bank Mortgage Inspection/Report

Family Campground Inspection

Group Home/Daycare /Other Institution Inspection

Misc. Inspection/consulation fee per Sanitarian****

B100a Review (Building/Zoning Permit - assessory structure/ lot line change)

B100a Review (Building/Zoning Permit - building addition/ change of use)

Mortgage Inspection/Report for FHA,VA

Pool Inspection

Well Permit

B100a & Subdivision Reviews

Cosmotology Registration/Inspection - One or two chairs

Cosmotology Registration/Inspection - Three chairs or more

Miscellaneous



  

 

 

 

 

 

 

 

 

 

EASTERN HIGHLANDS HEALTH DISTRICT 

 

PERSONNEL RULES 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Adopted 9/18/97 

Amended 10/18/07 

Amended 6/19/08 

Amended 4/24/14 

Amended 7/29/14 
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DEFINITIONS OF PERSONNEL TERMS 

 
Appointing Authority means the Director of Health except where it pertains to personnel action 

in regard to the Director of Health position, in which case it shall mean the District Board of 

Directors. 

 

District Board of Directors means the appointed municipal representatives from Andover, 

Ashford, Bolton, Chaplin, Columbia, Coventry, Mansfield, Scotland, Tolland, Willington and/or 

other member Towns. 

 

Class means a group of positions established under these rules sufficiently similar with respect to 

the duties, authority and responsibilities. 

 

Continuous Service means employment by the District without a break or interruption in 

service. Leaves of absence with pay and approved leaves without pay for 12 weeks or less shall 

not interrupt continuous service nor be deducted therefrom. Military service does not constitute a 

break in service. All unapproved leaves and suspension of more than five days shall constitute a 

break in service. Health District staff members who were previously employed by a member town 

will retain their accrual status for vacation and sick time, and the length of service for these 

employees will be based on their actual date of full time hire with the member town. 

 

District means the Eastern Highlands Health District.  

 

Exempt Employee means any employee who is not subject to minimum wage and overtime 

requirements as provided by Connecticut law, the Fair Labor Standards Act and related 

regulations. 

 

Non-Exempt Employee means any employee subject to minimum wage and overtime 

requirements as provided by Connecticut law, the Fair Labor Standards Act and related 

regulations. 

 

Regular Full-time Employee means an employee who is employed on an hourly or salaried 

basis and who works at least 37 hours per week and who has successfully completed a 

probationary period. 

 

Regular Part-Time Employee means an employee who is employed on an hourly, or salaried 

basis and who works less than thirty seven (37) hours per week and who has successfully 

completed a probationary period.  

 

Seasonal Employee means an employee who works full or part-time only during specific months 

or seasons of the year. 

 

Temporary Employee means an employee who works a regularly established position in the 

District created for a designated period of time not to exceed 24 months and includes seasonal 

employees as defined above. 
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Management/Supervisor class employee includes the Director of Health, the Chief Sanitarian 

or any other health district position with permanent management and/or supervisory 

responsibilities. 

 

 

Article 1 

GENERAL POLICY 

 

1.1 Personnel Policy. It is hereby the declared personnel policy of the Eastern Highlands 

Health District that: 

 

Employment with the Health District shall be based on merit, and free of personal or 

political considerations; 

 

Just and equitable incentives and conditions of employment shall be established and 

maintained to promote efficiency and economy in the operation of the Health District; 

 

Positions having similar duties and responsibilities shall be classified and compensated 

on a uniform basis; 

 

Appointments, promotions and other actions requiring the application of merit principles 

shall be based on systematic tests and evaluations; 

 

Every consideration shall be given to the rights and interests of employees consistent 

with the best interests of the public and the Health District; 

 

Every employee is expected to comply with the spirit and intent of this merit system. 

 

1.2  Equal Opportunity Employer. The Eastern Highlands Health District is an equal 

opportunity employer. Except in the case of a bona fide occupational qualification or 

need, the Health District does not discriminate in hiring or other personnel actions on the 

basis of: race; color; religious creed; age; sex; sexual orientation; marital status; national 

origin or ancestry; veteran’s status; genetic information; or present or past history of 

mental disability, mental retardation, learning disability or physical disability, including 

but not limited to blindness. 

 

1.3 The Eastern Highlands Health District reserves the right to amend and/or revise these 

Rules at its discretion. 
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Article 2 

PURPOSE AND SCOPE 

 

2.1 Purpose of Rules. These Personnel Rules have been established to ensure equitable and 

uniform treatment of all employees of the Eastern Highlands Health District; to avoid any 

misunderstanding of the rights, privileges and benefits available to such employees; and to 

promote sound and effective administrative principles and practices.  

 

2.2  Administration. The Director of Health or designee shall be responsible for the 

development of personnel procedures to implement these Personnel Rules. In addition, 

the Director of Health or designee shall be responsible for the employment, training, 

supervision and termination of all employees, subject to such rules, regulations and 

procedures established by the District Board of Directors. 

 

2.3  Amendments and/or Revisions. Amendments and/or revisions to these Rules shall be 

made by a properly warned action of a quorum of the District Board of Directors based 

upon the recommendation of a designated committee thereof. Such amendments and/or 

revisions become effective upon passage by the District Board of Directors. 

 

2.4 Scope. The classified service shall include appointees to all positions now or hereafter 

created except the members of the District Board of Directors. 

 

2.5  Omission. Provisions relating to the employment and tenure of employees to whom these 

Rules are applicable and which provisions are not specifically addressed by these Rules 

shall be determined by the District Board of Directors. 

 

 

Article 3  

PAY PLAN 

 

3.1  Guidelines for Establishing Salaries. In order to assure the recruitment and retention of 

personnel necessary to maintain a continued high level of public service, it is the goal of 

the Eastern Highlands Health District that the level of compensation of Health District 

employees should compare equitably with prevailing rates in the relevant labor market. In 

determining actual compensation, consideration shall be given the various positions, rates 

paid for comparable services in public and private employment, experience in recruiting 

for such positions and availability of funds. 

 

3.2  Pay Surveys. The Director of Health or designee shall make comparative compensation 

studies for positions within the Health District periodically. On the basis of the 

information derived from the studies, requests for adjustments in salary ranges or other 

benefits shall be initiated by the Director of Health and submitted to the District Board of 

Directors for action.   

 

3.3  Pay Increases by Merit. An employee may receive an annual salary increase for 

meritorious service consistent with the approved pay plan. Increments are not to be 
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considered automatic or based on length of service alone. Such increases shall be given 

upon the recommendation of the Director of Health.   

 

3.4 Entrance Salary Rates. 

 

a.  Starting Rate on Initial Employment. The beginning pay rate of a class shall 

normally be offered for recruitment purposes. The Director of Health may 

approve initial compensation at a rate higher than the minimum in the pay range 

for the class when the needs of the service make such action necessary and the 

Personnel Committee has approved the recommendation. The following is an 

illustrative list of some situations that may warrant initial compensation at a rate 

higher than the minimum pay range specified for the class: 

 

(1)  The qualifications of the applicant are outstanding in relation to those of 

competing applicants; the qualifications of the applicant are substantially 

in excess of the requirements of the class; and the applicant cannot be 

hired at the minimum rate and/or, 

 

(2) There is a shortage of qualified applicants available at the minimum rate 

of the range.   

 

 

3.5 Salary Advancement Within Range  

 

(a) Completion of Probation. Upon satisfactory completion of a probationary period 

following initial appointment or promotion, the salary of a regular full or part-

time employee may be advanced a half-step. 

 

(b) Advancement in the Base Range. Upon the completion of the first 52 weeks of 

service, the employee may, on recommendation of the Director of Health, be 

advanced another half-step to the next higher rate above the hiring rate in the 

appropriate salary range provided performance has been satisfactory. Subsequent 

advancement within the range shall be dependent upon the recommendation of the 

Director of Health as follows: 

 

(1) An employee whose performance is considered to be satisfactory may 

receive one step each 52 weeks until the base maximum is reached. 

 

(2) An employee whose performance is considered to be outstanding may receive 

one additional step each 52 weeks until the base maximum is reached. No 

employee shall be granted more than two step increases in any one year. 

 

(c) Advancement in the range for Management and Supervisor class positions. 

Pursuant to Article 3.3, an employee may receive merit increases within budgeted 

amounts annually, which shall be part of their base salary until the maximum of 

the base range is reached, unless otherwise specified and approved by the 
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Personnel Committee. 

 

 

3.6 Longevity Advancement for Regular Full-time Employees.   

 

a.  Amount. Longevity pay is provided in the pay plan as financial recognition for 

long and faithful service of regular full-time employees to the Health District. 

Annual longevity payments shall be based on the following schedule: 

 

Continuous Full-Time Service Annual Payment 
6 years but less than 10 $475 
10 years but less than 15 $550 
15 years but less than 20 $650 
20 years or more $800 

 

b. Payment. Longevity pay shall be earned on the employee’s anniversary date and 

payable in the second pay period of November each fiscal year. An employee who 

has received his/her annual longevity payment but is separated from employment 

before reaching his/her anniversary date that year shall reimburse the Health 

District for a pro-rated portion of that longevity payment.  

 

c. Eligibility. Longevity is to be determined on the basis of total years of continuous 

full-time service in Health District employment. A Health District employees who 

was previously employed by a member towns shall have his/her years of full time 

service with the member town credited to his/her service with the Health District.  

For purposes of this section, an employee’s years of credited service with a 

member town shall not extend back to a date prior to the formation of the Health 

District. All Health District employees appointed after January 1, 2009 by either a 

member town or the health district shall not be eligible to receive longevity 

payments. 

 

3.7  Full-Time Basis of Salary Schedule. Salary rates are based on full-time employment at 

normal working hours for each group specified in Article 4.  Initial hourly rates are 

computed by dividing the annual salary by the standard annual scheduled hours of work 

for each group.  Part-time employees in any of the groups will be compensated on a 

proportional basis for actual hours worked.   

 

3.8  Implementation of Pay Adjustments. Pay changes resulting from satisfactory 

completion of a probationary period, merit, promotion, demotion, cost-of-living or related 

salary adjustments shall occur the Sunday following the effective date of the change. 

 

3.9  Compensation for Work in a Higher Classification. When assigned to work in an 

acting capacity in a higher classification for more than ten (10) days, an employee except 

when filling in for an employee on vacation, shall be considered for additional 

compensation to be determined by the Director of Health.   

 

Article 4 
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HOURS OF WORK AND OVERTIME 

 

4.1 Hours of Work. 

 

a. Normal Work Week. The normal workweek for full-time regular and temporary 

employees shall total 37 hours.  

 

b. Normal Work Day. The normal workday for full-time regular and temporary 

employees shall be determined by the Director of Health and shall normally be 

consistent with the hours of operation of the town in which the staff are located. 

 

c. Rest Periods. The Director of Health may authorize the inclusion of a ten-minute 

rest period during each half of the daily schedule as time actually worked. In 

addition, employees receive a maximum one (1) hour unpaid lunch break which 

shall be scheduled at the convenience of the Health District and its operations. 

 

4.2 Overtime. 

 

a. Overtime Administration. In an emergency as defined by the Director of Health, 

the Director may prescribe reasonable periods of overtime work to meet 

operational needs. Complete records of overtime of nonexempt employees shall 

be maintained by the Health District. 

 

b. Authorization. Overtime shall be compensated only when properly authorized in 

advance as prescribed by the Director of Health. 

 

c. Positions Exempt from Overtime. Exemption from overtime eligibility shall be 

determined in accordance with applicable state and federal law. Because 

supervisory, professional and administrative personnel have an obligation that 

goes beyond fixed work schedules, these employees shall not be paid for 

overtime work except under exceptional circumstances and with prior written 

approval of the Director of Health.  However, such employees may be eligible for 

compensatory time in lieu of overtime as set forth in subsection e below.   

 

d. Overtime Payment. When a nonexempt employee is required to work in excess 

of 37 hours per week, he or she will receive straight-time payment. When a 

nonexempt employee is required to work in excess of 40 hours per week, he or 

she will receive overtime payment in accordance with the Fair Labor Standards 

Act.  Such payment shall be at time and one-half the employee’s regular hourly 

rate for all hours worked in excess of forty (40) hours.  

 

e. Compensatory Leave in Lieu of Overtime Payment. 

 

(1) Non-Exempt. In lieu of payment, a regular non-exempt full-time 

employee may request compensatory leave equivalent to the amount of 

overtime earned. Non-exempt part-time employees are not eligible for 
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compensatory leave in lieu of overtime. At the end of the fiscal year all 

unused compensatory leave shall be paid out as overtime payment. 

 

(2) Exempt. All regular exempt full time employees will accrue straight (i.e., 

on an hour for hour basis) compensatory time after working 40 hours in 

any one week. Paid leave received during any one week shall not be 

considered time worked. Compensatory time will not be accrued by 

employees while on administrative leave for training purposes pursuant to 

Article 8.12.a. of these rules. Exempt part-time employees and 

management/supervisory staff are not eligible for compensatory leave.  

 

(3) Usage. The compensatory time can only be taken with the approval of the 

Director of Health and must be used by the employee during the two (2) 

quarters following the quarter in which the time was earned. Time not 

used in the following two (2) quarters will be lost. In special instances, the 

Director of Health may approve a request to carry to compensatory time 

over into the future quarters. However, if the Health District specifically 

requests that the compensatory time not be taken within the two (2) 

quarters following the one in which the time was earned, then the time will 

not be lost. 

 

(4) Termination/Separation. Upon termination or separation for any reason, 

an employee will be paid for compensatory time and which has not been 

used. There shall be no payment for compensatory time lost pursuant to 

article 4.2 e.(3). 

 

4.3 Call-Back Time. In the case of an emergency as defined by the Director of Health, the 

Director may order an employee to report to work after departing from his or her regular 

scheduled shift. 

 

a. Non-Exempt. When an non-exempt full-time employee is officially ordered to 

report back to work for emergency service after departing from his or her 

regularly scheduled shifts, the employee shall be compensated for all hours 

worked at the rates set forth in Article 4.2.d or two (2) hours pay at his or her 

regular rate, whichever is greater. If overtime payment does apply, at his/her 

option, the employee may earn compensatory time in lieu of overtime.  Part-time 

employees shall be paid straight time only, unless he/she is eligible for overtime 

pursuant to state or federal law.  Part-time employees shall not be eligible to 

receive compensatory time.  

 

b. Exempt. When a full-time employee in an exempt position is officially ordered to 

report back to work for emergency service after departing from his or her 

regularly scheduled shifts, the employee shall receive straight compensatory time 

for all call-back time served. Part-time employees shall be paid straight time only. 

 

4.4 On-Call Time. To assist in the emergency response responsibilities of the Health 
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District, the Director of Health shall establish staff on-call policies to assure 

24/7emergency response capacity. 

 

a. On-call duty shall not be credited as hours of work towards a normal work week. 

However, when a full-time employee is scheduled for on-call duty he/she shall 

receive one (1) hour of compensatory time for each holiday and weekend day 

served.  

  

b. The Director of Health and other management and supervisor class staff are not 

eligible for on-call compensatory time. 

 

 

Article 5 

RECRUITMENT, SELECTION AND APPOINTMENT OF EMPLOYEES 

 

5.1 Recruitment of Employees. 

 

a. Recruitment Policy. Individuals shall be recruited from a geographic area as 

wide as is necessary to attain a sufficient number of well-qualified candidates for 

the various types of positions/vacancies. 

 

b. Announcement. The Director of Health shall cause vacancies for all positions in  

the Health District  to be advertised by posting announcements of such vacancies 

on official bulletin boards, in print and electronic and in other such places as the 

Director deems advisable. 

 

5.2 Selection of Employees. 

 

a. Application Forms. Applications for employment shall be accepted only when 

openings are announced. Each candidate shall make application on the standard 

form prescribed and provided by the Health District. Such information may be 

required as is deemed necessary in order to judge the applicant's fitness for 

service in the Health District. Applications shall not be returned to the applicant, 

but will remain on file for two (2) years, after which they may be destroyed in 

accordance with the State’s records retention schedule and with the approval of 

the State’s Records Administrator. 

 

b. Background Investigations. Prior to certification of employment, the Director of 

Health or designee may investigate the candidate's educational record, previous 

work history, personal record and character. 

 

c. Rejection of Applications. The Director of Health or designee may reject any 

application which indicates that the applicant does not possess the minimum 

qualifications required for the position or which was not filed by the announced 

closing date for receiving applications, unless prior to such date an extension had 

been publicly announced. 
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d. Disqualification of Applications. The Director of Health or designee may 

remove from further consideration the application of any person who has an 

unsatisfactory employment or personal record as evidenced by reference or other 

inquiry; has made false statements of any material fact or practiced deception in 

his or her application; is unable to perform the essential functions of the position 

to which he or she seeks appointment, with or without reasonable 

accommodation, or for other good and sufficient reasons. 

 

e. Policy of Non-Discrimination. (See Article 1.2) 

 

f. Eligibility for Competitive Examinations. Only applicants who meet the 

minimum qualifications shall be permitted to take the examination for a position 

with the Health District. The Health District may limit the number of applicants 

accepted for an examination. Advancement within the Health District shall be 

through promotional tests, which shall be open to all current employees who meet 

the necessary requirements as determined by the Director of Health, except as 

provided for in section 7.1.    

 

g. Competitive Examination. All appointments to positions in the Health District 

shall be made according to merit and fitness.  Examinations shall be constructed 

to reveal the capacity of the candidate for the particular class for which the 

applicant is being considered and/or to appraise the applicant's general 

background and related knowledge. These examinations may include written, 

oral, physical, or performance tests, or any combination of these.  Education, 

experience, aptitude, knowledge, character and physical fitness shall be 

considered with weights assigned to each factor as may be deemed proper by the 

Director of Health. 

 

h. Evaluation Boards. When an oral examination forms a part or all of the 

examination for a position, the Director of Health or his or her designee shall 

appoint an evaluation board. This board shall normally consist of three (3) or 

more members, of whom at least one shall be a supervisory or management 

person technically familiar with the character of the work in the position for 

which the applicants will be examined. All applicants who qualify for the oral 

examination shall be rated by the same evaluation board. 

 

i.  Certification and Notice. Applicants shall be certified in order of their 

competence as demonstrated in the testing procedure, and any candidate who has 

failed to achieve a passing score on the competitive examination of 70% shall be 

removed from further consideration. The top five (5) applicants shall be certified 

to the appointing authority and appointment shall normally be made from these 

top five persons. If the top five persons are shown to be unsuitable by the 

appointing authority, a second list of top five persons will be submitted to the by 

Director of Health. All applicants shall be notified of the results of the hiring 

procedure in writing as soon as possible following the close of the recruitment 
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process. 

 

j. Right of Test Review. Candidates who wish to review their test scores must 

submit a written request to do so within seven (7) days of receiving notice of the 

status of their candidacy. At its option, the Health District will schedule such 

review or send a copy of such test scores within thirty (30) calendar days of 

receiving a candidate's written request. 

 

k. Certification List to Remain Active. Rosters of eligible applicants shall remain 

in effect for one (1) year unless the roster is exhausted sooner. During the time 

when such roster is in effect, vacancies occurring in applicable positions in the 

Health District may be filled from among applicants on the roster. 

 

5.3 Medical Examination. For certain job categories as determined by the Director of 

Health, upon receiving a conditional offer of employment and prior to the 

commencement of employment, each entering employee will be required to take a 

medical examination to determine the individual's fitness for duty. The Health District 

may condition an offer of employment on the results of such an examination.  

 

The Health District will treat the results of all medical examinations as confidential and 

will maintain all documents resulting from such medical examinations in separate 

medical files. The Health District will pay the cost of all medical examinations which are 

required by the Health District and will arrange to have such examinations performed by 

physicians chosen by the Health District. 

 

5.4 Appointment of Employees. 

 

a. Method of Filling Vacancies. All vacancies shall be filled by regular 

appointment, temporary appointment, regular part-time, or seasonal appointment. 

Appointment to a vacancy in the Health District shall be by the Director of Health 

from the list of certified candidates. 

 

b. Regular Appointment. Every regular employee shall serve a probationary period 

after the initial or promotional appointment, in accordance with the provisions of 

Article 6 of these rules. The status of the employee shall be probationary until the 

Director of Health notifies the employee that his/her performance has been 

satisfactory and that the probationary period is ended.  Regular appointments can 

be part-time or full-time. 

 

c. Temporary Appointment. A temporary appointment indicates that the employee 

is to work for the Health District for a period of not more than 24 months. When 

an employee has served 24 months in a temporary appointment, he/she shall be 

appointed to a regular position or separated from service. 

 

(1) When the appointment of an employee is changed from temporary to 

regular, annual leave and sick leave shall be credited retroactive to the 



 11 

date of the initial appointment, provided there has been no break in 

service. 

 

(2) A temporary employee may be separated at any time within the 24 month 

appointment when, in the opinion of the Director of Health, his/her 

services are no longer required. The separation shall not be subject to any 

appeal including but not limited to an appeal under the Personnel Rules. 

 

(3) Temporary appointments can be part-time or full-time. 

 

d. Seasonal Positions. A seasonal position may be full or part-time and is filled only 

during certain months or seasons of the year. Employees serving in a seasonal 

position are not eligible for fringe benefits, and the appointment shall not extend 

for a period in excess of one hundred eighty (180) calendar days. A seasonal 

employee may be separated at any time when, in the opinion of the Director of 

Health, his/her services are no longer required.  Such separation shall not be 

subject to any appeal including but not limited to an appeal under the Personnel 

Rules. 

 

 

Article 6 

PROBATIONARY PERIOD 

 

6.1  Objective of Probationary Period. The probationary or working test period shall be 

regarded as an integral part of the examination process and shall be utilized by 

supervisors, the Director of Health and the District Board of Directors to closely observe 

the employee's work to secure the most effective adjustment of each new employee to his 

or her position, and to reject any employee whose performance does not meet the 

required work standards or for any other reason. 

 

6.2  Duration. Every person appointed to a regular position or promoted to a higher or new 

classification shall be required to successfully complete a probationary period which 

shall be of sufficient length to enable the supervisor, the Director of Health or the District 

Board of Directors to observe the employee's ability to perform the principal duties 

pertaining to the position. The probationary period shall begin immediately upon 

appointment or promotion and shall continue for not less than six (6) months or more 

than twelve (12) months. 

 

6.3  Evaluation of Performance. At the end of the third (3RD) month of employment during 

the probationary period and at intervals of three (3) months thereafter for the duration of 

the probationary period, an evaluation report shall be prepared by the supervisor, and 

reviewed by the Director of Health. Such reports shall give an accurate and fair appraisal 

of the employee's work, the person's willingness and ability to perform the duties of the 

position satisfactorily, as well as observations concerning work habits and dependability. 

Evaluation of the Director of Health will be conducted by the District Board of Directors 

on the same basis. 
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6.4  Successful Completion of Probationary Period. If, after a minimum of six (6) months,  

the supervisor, the Director of Health or the District Board of Directors determines that 

the employee's performance is satisfactory, the probationary period may be determined to 

be ended.  If the supervisor, Director of Health or the Board of Directors determines that 

additional time is needed to review the probationary employee’s performance, the 

probationary period may be extended for up to an additional six (6) months.  Notification 

regarding the successful or unsuccessful completion of the probationary period shall be in 

writing to the employee. Similar notification will be given to the Director of Health by 

the District Board of Directors concerning the completion of his or her probation. When 

the probation period has been successfully completed, the employee shall be deemed a 

regular employee of the Health District.   

 

6.5  Termination. At any time during the probationary period, the Director of Health or the 

District Board of Directors may terminate an employee if the working test indicates that 

such employee is unable or unwilling to perform the duties of the position satisfactorily 

or that the individual's habits and dependability do not merit continuance in. the position. 

Such action shall be in writing to the employee.  

 

Termination of the Director of Health shall be in accordance with state law. 

 

An employee appointed through promotion who does not successfully complete the 

probationary period in the higher class shall be reinstated in a position in the class 

occupied by the employee immediately prior to promotion if the position is still available. 

If such position is not available, the individual shall be terminated and his or her name 

placed on a reappointment list. 

 

Any termination made during the probationary period shall not be subject to any appeal 

including but not limited to an appeal under the Personnel Rules. 

 

6.6 Benefits During Probationary Period. Probationary employees shall accrue the same 

benefits as regular employees with the following exceptions: 

 

a. Vacation and Personal days may not be utilized for first six (6) months of the 

probationary period.  

 

b. Promotional opportunities shall not be available to probationary employees. 

 

c. Insurances shall take effect after an initial waiting period as determined by the 

District insurance carriers. 

 

 

 

Article 7 
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PROMOTION, TRANSFERS,  

DEMOTIONS AND RE-EMPLOYMENT 

 

7.1 Promotion Policy. The Health District encourages employees to develop skills, attain 

greater knowledge of their work and make known their qualifications for promotion to 

more responsible and difficult positions. When the Health District determines that an 

insufficient number of well-qualified employees are available from within the Health 

District, outside applicants may be considered in order to provide an adequate number of 

candidates for consideration. 

 

7.2  Re-Employment Policy. Permanent Employees with a satisfactory employment record 

who are separated from service in good standing may be considered in the future for 

positions/vacancies for a period up to two years. It shall be the responsibility of the 

employee to notify the Health District of any change in mailing address. Provisions of 

Article 5 may be waived for such re-employments as specified and approved by the 

Personnel Committee. 

 

 

Article 8 

LEAVE 
 

8.1  General Policy. Leave is any authorized absence during regularly scheduled work hours 

that is approved by proper authority. Leave may be authorized with or without pay and 

shall be granted in accordance with these rules on the basis of the work requirements of 

the Health District, and, whenever possible, the personal preferences of the employee. 

 

8.2 Types. The following types of leave are officially established: 

 

a. Holiday Leave f. Bereavement Leave 
b. Vacation Leave g. Family Leave 
c. Sick Leave h. Other Leave With Pay 
d. 

e. 

Injury Leave 

Compensatory Leave 

i. Leave Without Pay 

 

8.3  Procedure for Requesting Leave. For all leave (other than holiday, sick, injury and 

bereavement leave), a written request on forms prescribed by the Health District 

indicating the kind of leave, duration, and dates of departure and return must be approved 

by the Director of Health prior to the taking of leave. In the case of sick, injury or 

bereavement leave, the employee shall notify their immediate supervisor prior to or 

during the morning of the first day of such leave.  Such notification can be delayed due to 

extenuating circumstances. In the case of sick, injury or bereavement leave, the leave 

forms shall be completed and submitted for approval immediately upon the employee's 

return to duty. Unless an absence is substantiated by an approved leave form, an 

employee shall not be paid for any absence from scheduled work hours. 

 

8.4 Holiday Leave. The following holidays for regular employees shall be granted with pay 

subject to the conditions set forth below: 
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New Year's Day Martin Luther King Day President's Day 
Good Friday Memorial Day Independence Day 
Labor Day Columbus Day Thanksgiving Day 
Friday following 

Thanksgiving 

 Christmas Day 

Two Floating Holidays   
 

The use of floating holidays is to be consistent with the holidays observed at the 

respective work location. 

 

When a holiday falls on a Saturday, it shall be observed on the preceding Friday; when a 

holiday falls on a Sunday, the following Monday shall be observed. 

 

a. Holidays for Regular Part-Time Employees. Part-time employees shall be paid 

on a pro rata basis according to the hours worked during their normal workweek. 

 

b. Holidays for Temporary Full-Time Employees. Temporary full-time 

employees shall receive holiday leave with pay. 

 

c. Holidays During Paid Status. In order to receive pay for an observed holiday, an 

employee must be in work or a paid leave status on both the scheduled workdays 

immediately preceding and following the holiday. 

 

8.5 Vacation Leave. Regular employees whose normal work week is thirty-seven (37) hours 

or more and who have completed six (6) months employment are eligible for vacation 

leave as follows. 

 

Length of Continuous Service  Earned Vacation Leave 

 

Six months     5 days (.83 per mo.) 

1 year up to but not including 5 years  10 days (.83 per mo.) 

5 years up to but not including 10 years 15 days (1.25 per mo.) 

10 years and over    20 days (1.66 per mo.) 

 

Vacation leave shall be accrued on a monthly pro-rata basis, based on the schedule set 

forth above. 

 

Vacation leave earned in any month of service may be used in any subsequent month 

provided that the employee has completed at least six (6) months of service. 

 

a. Benefits for Director of Health: The Director of Health with less than ten (10) 

years' service shall receive vacation time accrued at the rate of 1.25 days per 

month.  Upon ten (10) years of service, the Director of Health shall receive 

vacation time in accordance with the schedule set forth above. 

 

b. Vacation for Regular Part-Time Employees. Regular part-time employees shall 
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receive vacation leave in proportion to their normal workweek. 

 

c. Vacation Scheduling. To apply for vacation leave, employees shall submit a 

Request for Leave form to the Director of Health. Vacations shall be scheduled in 

accordance with departmental requirements, as determined by the Director of 

Health, giving preference to employee choice according to seniority. 

 

d. Request for Vacation. In order to assure the orderly performance and continuity 

of those services provided by the employees, each employee wishing to schedule 

a vacation should request such leave as far in advance as reasonably possible, but 

usually at least one (1) week in advance of the requested vacation period.   

 

e. Maximum Accumulation of Vacation Leave. A regular employee may 

accumulate from year to year a maximum of ten (10) earned vacation days in 

addition to his or her yearly earned vacation leave, up to a maximum of thirty (30) 

days in the aggregate. The maximum number of days must be at or below the 

prescribed limit on November first of each year, and any excess accumulated 

vacation time will be forfeited on that date. In special instances, the Director of 

Health may approve a request to carry vacation time over into the next year. 

 

f. Break in Service. Vacation leave shall be determined by length of continuous 

service.  For purposes of computing vacation leave, employees who leave the 

Health District service and are later restored shall be considered as new 

employees. Special provisions covering employees serving in the military are 

contained in Article 8.11.d. 

 

g. Transfer of Accrued Leave Balances. An employee of the Health District who 

was previously employed by a member town prior to the town’s membership in 

the Health District shall have his/her accrued vacation leave balance transferred to 

the Health District.  

 

h. Advanced Vacation. An employee may take vacation leave beyond the amount 

earned only in the most unusual cases. Requests for advanced vacation must be 

submitted to the Director of Health in writing, and no advanced vacation shall be 

approved without a written agreement signed by the employee ensuring to 

reimburse the Health District for any paid leave granted under this provision if 

termination occurs before the vacation time is otherwise earned. Forms are 

available in the Health District office. 

 

i. Holiday Celebrated During Vacation Leave. Observed holidays established by 

these rules shall not be considered in the computation of vacation credit or as part 

of the vacation leave.   

 

j. Use of Vacation Credit. An employee may take earned vacation leave with 

proper authorization except that no employee may take vacation leave in 

increments of  less than one-half the normal work day.  There shall be no payment 
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in lieu of vacation during active employment. 

 

k. Sickness While on Vacation. An employee who becomes ill while on vacation 

leave may not charge such illness to sick leave unless the employee files a 

physician's certificate describing the nature and duration of the illness.   

 

l. Payment of Earned Leave Time upon Separation or Dismissal. Employees 

who separate from Health District service in good standing shall receive payment 

for their accumulated vacation days. However, the maximum allowed is one 

year's vacation time plus five (5) days, subject to deduction for any indebtedness 

pursuant to Article 9.3.  

 

8.6  Sick Leave. Regular full-time employees whose normal work week is thirty-seven (37) 

hours or more shall be eligible for sick leave with pay at a rate of fifteen (15) days per 

year. All regular full-time employees shall earn sick leave credit with pay at the rate of 

1.25 working days for each month of continuous service. Sick leave earned in any month 

of service may be used in any subsequent month. 

 

Regular part-time employees shall earn sick leave on a pro-rata basis, according to the 

hours worked during their normal workweek.  

 

Employees of the Health District who were employed by a member town prior to the 

town’s membership in the Health District shall have their balance of sick leave 

transferred to the Health District. Sick leave may be accrued up to a maximum of one 

hundred (100) days. Employees who  have accrued the maximum of one hundred 

(100) days shall have their sick days deducted from the days they would have earned in 

that fiscal year had they not been at the maximum. After utilizing the available excess 

days, any other sick leave shall be deducted from their one hundred (100) days. 

 

Sick leave shall be utilized in no less than one-quarter day increments. 

 

a. Use of Sick Leave. Sick leave may be allowed for the following purposes:  

 

(1) Personal illness, physical incapacity or non-compensable bodily injury or 

disease, and disability due to pregnancy and/or childbirth. 

 

(2) Enforced quarantine in accordance with public health regulations. 

 

(3) To meet medical and dental appointments in excess of two (2) hours in 

duration when an employee has made reasonable effort to secure 

appointments outside of normal working hours and provided the Director 

of Health is notified at least one (1) day in advance of the absence. 

 

(4)  Illness or incapacity in the employee's immediate family, requiring his or 

her personal attention and resulting from causes beyond his or her control, 

up to a maximum of five (5) days per year.  Immediate family defined as 
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set forth in Section 8.9. 

 

b. Report of Illness. Illness shall be reported to the employee's supervisor prior to 

the beginning of the scheduled work assignment, except in cases where a relief 

employee is required such report must be made at least one hour prior to the 

beginning of the scheduled work assignment. Nothing in this section shall 

preclude the payment of sick leave to an employee who cannot comply with 

provisions of this section due to extenuating circumstances.   

 

c. Proof of Illness. Proof of illness may be required for authorized sick leave.  Such 

proof may include a doctor's certificate or other documentation from the 

employee's physician indicating the nature and duration of the illness. Proof of 

illness will not ordinarily be needed for absences of less than three (3) days. For 

absences of three (3) days or more, such proof will normally be required.  

However, the Health District reserves the right to investigate any absence for 

which sick leave is requested. 

 

d. Accumulated Sick Leave Upon Separation or Termination. If an employee 

leaves Health District employment for any reason, there shall be no payment for 

accumulated sick leave. 

 

8.7  Injury Leave. Injury leave, as distinguished from sick leave, shall mean paid leave given 

to an employee due to absence from duty caused by an accident, injury, or occupational 

disease that occurred while the employee was engaged in the performance of work-

related duties. 

 

a. Proof of Injury. Injuries arising out of an accident in the course of employment 

and while engaged in the performance of one's duties shall be reported 

immediately by the employee to his or her supervisor who shall make a full report 

on an Employee's First Report of Work Injury form to the Director of Health. 

Receipt of this report and a doctor's certificate shall be a condition of payment of 

injury leave benefits. 

 

b. Payments. Employees of the Health District are covered by workers' 

compensation. All payments while on injury leave shall be made subject to the 

rules and regulations established by the as workers' compensation insurance 

carrier and state law. Lost time under injury leave shall not be charged to vacation 

or sick leave accruals. 

 

(1)  In the case of injuries causing temporary disability and for absences of 

three days or less, the Health District shall pay the employee's full net base 

pay for that time, since payments are not made under workers' 

compensation insurance for such accidents. For periods in excess of three 

days but not exceeding three (3) months, the Health District shall 

supplement the payments of the insurance company so that the employee 

will receive full net pay during such absence.   
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During this six-month period, the employee will accrue sick and vacation 

benefits as though he or she had been on the job.  Health insurance will 

continue as long as the employee is receiving workers' compensation 

benefits, as required by law. The Health District will pay the same 

proportion of the employee's insurance that it would have paid during this 

six-month period had the employee been on the job.   

 

(2) In the event of permanent total disability resulting from an accident 

occurring on the job, supplemental payments shall be made for a period 

not to exceed six (6) months. 

 

(3) At an appropriate time, the Director of Health will require a fitness for 

duty certification from a physician prior to the employee’s return to work.  

The Director of Health may grant a leave of absence without pay when 

appropriate or as otherwise required by law. The Director of Health may 

provide a temporary light duty option when appropriate to facilitate an 

employee’s return to work. 

  

(4) The Health District reserves the right to have the Director of Health or his 

agent conduct an investigation into the facts and circumstances affecting 

an employees status under Section 8.7 of these personnel rules. 

 

8.8 Compensatory Leave. Refer to Article 4.2 

 

8.9  Bereavement Leave. Each regular full-time and regular part-time employee shall be 

eligible for bereavement leave.  In the event of a death in the immediate family, 

employees will be entitled to up to three (3) days paid leave through the date of the 

funeral. Immediate family includes only spouse, party to a civil union, children, step-

children, mother, father, brother, sister, mother-in-law, father-in-law, brother-in-law, 

sister-in-law, daughter-in-law, son-in-law, grandparents, grandchildren, great 

grandparents, and any other relative domiciled in the employee's household.  Regular 

part-time employees shall be eligible for bereavement leave on a pro rata basis according 

the hours worked during their normal workweek. 

 

If the funeral of a member of the immediate family takes place further than one hundred 

(100) miles from the employee's residence, he or she shall be granted an additional 

consecutive workday off with pay. 

 

8.10  Family and Medical Leave. In accordance with the Federal Family and Medical Leave 

Act (FMLA) of 1993, eligible employees may be allowed up to 12 weeks of unpaid leave 

of absence in any one-year period in the event of the birth or adoption of a child, or to 

care for a serious illness of a child, spouse or parent, or in the event of serious illness of 

the employee. An employee who takes leave pursuant to this section shall comply with 

the Health District’s separate policy on family and medical leave. 
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8.11.1 Other Leave With Pay. Regular full or part-time employees may be granted leave with 

pay in accordance with the following: 

 

a. Administrative Leave. 

 

(1) Training. With the prior approval of the Director of Health and/or District 

Board of Directors, a leave of absence with pay may be granted by for the 

purpose of allowing a regular employee to participate in conferences, 

seminars, training courses and official meetings, which enhance the 

employee's value to the Health District.   

 

(2) Special. The Director of Health and/or District Board of Directors may 

authorize either full or partial days off with pay in addition to those 

already authorized in these rules to permit closing some or all District 

offices in such instances as severe snow storms, public celebrations and 

days of mourning. 

 

b. Jury Duty. A regular full or part-time employee called to jury duty shall be 

granted leave with full pay for the period of service, provided that the juror's 

salary designated by the court shall be included in the computation of full pay. 

Upon receipt of a jury summons, the employee shall notify the Director of Health 

of the scheduled jury duty.   

 

c. Court Appearance or Administrative Hearing. A regular employee 

subpoenaed or directed by proper authority to appear as a witness for a unit of 

federal, state, county or municipal government, in a matter not related to official 

duty (such as providing expert testimony), shall be granted leave with full pay for 

the period he or she is to appear. No leave shall be required for any appearance in 

connection with official duty. 

 

An employee who is a principal in, or is subpoenaed in connection with private 

litigation whether or not subpoenaed, must use vacation leave, personal leave or 

leave without pay in order to appear in court. 

 

d. Military Leave. Any regular employee participating in required field training in 

the Federal Reserve or National Guard shall be entitled to be absent from his or 

her District duties while engaged in such training. Such employee shall not be 

subjected to any loss or reduction of vacation or holiday privileges. The period of 

absence in any calendar year shall not exceed thirty (30) days. 

 

During this period, the compensation paid to the employee for such leave of 

absence shall be the difference between the compensation for his or her military 

service as evidenced by an official military statement listing rank, pay and 

allowances, and the amount of salary or wages due as an employee of the Health 

District. If the compensation for military service is equal to or greater than the 
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salary or wages due as a Health District employee for the period covered by such 

military leave, then no payment shall be made.  In such event and where the 

employee on military leave has elected to continue his/her health insurance, the 

employee must make arrangements to have his/her employee premium cost 

sharing remitted to the Health District during such leave.   

 

An employee participating in such reserve military training shall give the Director 

of Health sufficient advance notice and shall provide a copy of his or her military 

orders. Regular full-time or part-time employees who are drafted or enlist in the 

armed services, or who are members of the Federal Reserve or National Guard 

and are activated for service, shall be granted additional leave in accordance with 

applicable state and federal laws.   

 

e.  Personal Leave. Regular full-time employees who have completed their 

probationary period may request, and the Director of Health may grant, up to a 

maximum of three (3) personal leave days per year with pay for good and 

sufficient personal reasons.  Personal leave may be used in no less than one-

quarter day increments. 

 

8.12 Other Leave Without Pay. The Director of Health or District Board of Directors may 

grant a leave of absence without pay to an employee if such leave is deemed to be in the 

best interest of the Health District, provided the position remains vacant or is filled by 

temporary appointment until the expiration of such leave. No benefits or seniority will be 

earned by the employee during such unpaid leave. 

 

a. Professional Development. The Director of Health or District Board of Directors 

may grant a regular full-time employee leave of absence without pay for travel or 

study for a period not to exceed one (1) year. Such leave shall be granted only 

after consideration of the service record of the employee and when it will not 

present an undue hardship to the interests of the Health District.  

 

8.13 Absence Without Leave. Absence of an employee from duty, including an absence for a 

whole or part of a day, that is not authorized by a specific grant of leave of absence under 

the provisions of these rules shall be deemed an absence without leave. Any such 

absence shall be without pay and may be subject to disciplinary action. Any employee 

who is absent from work for three (3) consecutive work days, or on three (3) separate 

occasions for less than a total of three (3) days without notifying the Director of Health 

of the reason for such absence(s) shall be considered to have resigned from service. 

 

 

Article 9 

SEPARATIONS 
 

9.1  Separation. Except as otherwise provided in these Rules, the tenure of an employee shall 

continue during good behavior and the satisfactory performance of assigned duties.  All 

separations of employees from positions in the Health District  shall be designated as one 
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of the following types and accomplished in accordance with the manner indicated. 

 

a. Removal. At any time during the probationary period, the Director of Health 

and/or District Board of Directors may separate, in accordance with Article 6 of 

these Rules, an employee whose performance does not meet the required 

standards or for any other reason. 

 

b. Resignation and Retirement. An employee may resign or retire from the District 

service in good standing by submitting in writing the reasons therefore and the 

effective date to the Director Health at least fourteen (14) calendar days in 

advance. The Director of Health may permit a shorter period of notice because of 

extenuating circumstances. Failure to comply with this rule may be cause for 

denying future employment with the District and/or payment of any accrued 

vacation time for which the employee would otherwise be eligible to receive. 

 

c. Lay-off. When and if deemed necessary by reason of shortage of work, financial 

resources or restructuring for increased cost savings, the abolition of a position or 

positions may be required for reasons beyond the Health District’s control. If the 

District Board of Directors determines that a layoff is required, the employees 

shall be laid off by class considering seniority and/or performance at the Health 

District’s sole discretion.  The Health District reserves the right to freeze step 

and/or merit increases as an alternative to lay-offs. 

 

d. Dismissal. Refer to Article 10.1d 

 

e. Non-Disciplinary Separation. An employee shall be subject to non-disciplinary 

separation in the following circumstances: 

 

(1) Inability to perform the essential functions of the position; 

 

(2) Failure to comply with educational, licensing or other requirements for the 

position; 

 

(3) Lack of a position following the expiration of a leave of absence without 

pay/position not held. 

 

f.  Death. Separation shall be effective as of the date of death. All compensation due 

in accordance with Article 9.3 shall be paid to the estate of the employee, except 

for such sums as by law may be paid to the surviving spouse. 

 

9.2  Notice of Lay-off. Regular full and part-time employees subject to lay-off shall be 

notified in writing four (4) calendar weeks prior to the effective date, but in case of an 

emergency as defined by the Director of Health or District Board of Directors, no less 

than two (2) calendar weeks notice shall be provided. The affected employee(s) name 

will then be placed on a recall list for six (6) months. It is the employee’s responsibility to 

notify the Health District of any change in mailing address during this period . The 
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Director of Health reserves the right not to rehire an employee from the re-employment 

list if the Director of Health deems it in the best interest of the Health District. Upon the 

expiration of the six (6) month period, the employee's name will be removed from the 

recall list.  . 

 

9.3  Conditions of Separations. At the time of separation, all records, assets, and other items 

of District property in the employee's custody shall be returned to the Director of Health.  

An employee shall be required to reimburse the employer for any unreturned property at 

the time of separation.  In the event of any failure to employee to do so, the District shall 

engage in other appropriate means to collect such reimbursement or take other 

appropriate legal action as deemed necessary.  

 

At the time of separation, the employee shall be required to reimburse the District for any 

salary provided to the employee while on advanced sick leave or advanced vacation 

leave. In the event of any failure to employee to do so, the District shall engage in other 

appropriate means to collect such reimbursement or take other appropriate legal action as 

deemed necessary   

 

9.4  Payment of Earned Compensation and Leave Upon Separation. Employees who 

separate from District service in good standing shall receive payment for all earned 

salary, compensatory time, and vacation leave subject to the limitations set forth in 

Article 9.3.  

 

 

Article 10 

Discipline 
 

10.1  Disciplinary Actions. The action to be taken depends on the seriousness of the incident 

and the whole pattern of the employee's past performance and conduct. In some instances 

a specific incident in and of itself may justify severe disciplinary action including 

demotion or dismissal. If appropriate and justified, a reasonable period of time for 

improvement may be allowed before initiating a disciplinary action. 

 

a. Oral Reprimand. If at any time performance, attitude, work habits, or personal 

conduct fall below a desirable level, the Director of Health, supervisor or 

appointing authority shall inform the employee promptly and specifically of such 

lapses and give counsel and assistance.  Such oral reprimand shall be confirmed in 

writing and a copy placed in the employee’s personnel file. 

 

b. Written Reprimand. In situations where an oral reprimand has not resulted in 

expected improvements or where more severe initial action is warranted, a written 

reprimand shall be sent to the employee and a copy shall be placed in the 

employee's personnel file. 

 

c. Suspension. An employee may be suspended by the Director of Health or 

appointing authority with or without pay for reasons of misconduct, negligence, 
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inefficiency, insubordination, disloyalty, unauthorized absence or other justifiable 

reasons when alternate personnel actions are not appropriate in the sole discretion 

of the Health District. Within 48 hours, exclusive of Saturday, Sunday or 

holidays, the Director of Health or appointing authority and the employee shall be 

furnished with a written statement of such action specifically setting forth the 

reasons for the suspension and the appeals procedure. Except as otherwise 

provided in these Personnel Rules, any employee so suspended shall have the 

right to appeal as provided in Article 11of these Rules. If the employee fails to 

appeal, the action of the Director of Health or appointing authority shall be 

effective on the date specified.   

 

c. Dismissal or Demotion. The Director of Health and/or appointing authority may 

dismiss or demote an employee for the good of the Health District. Reasons for such 

action may include but shall not be limited to: 

 

 

(1) Activities prohibited by the respective Town Charters or Town Ordinances 

of District member towns. 

 

(2) Failure to meet prescribed standards of work, morality, or ethical 

standards applicable to the performance of the employee's duties. 

 

(3) Theft, misuse or destruction of Health District property. 

 

(4) Incompetence, inefficiency or negligence in the performance of duties. 

 

(5) Insubordination 

 

(6) Unwillingness to perform normal quality or quantity of work as required. 

 

(7) Conviction of a job-related criminal offense. 

  

(8) Use of abusive language toward a co-worker or a member of the public. 

 

(9) Personal conduct that impairs the employee's ability to effectively carry 

out his or her duties. 

 

(10) Fraudulently obtaining sick or injury leave. 

 

(11) Unauthorized absences or abuse of leave privileges. 

 

(12) Acceptance of any valuable consideration, which was given with the 

expectation of influencing the employee in the performance of his or her 

duties or such other conduct as would constitute an actual or perceived 

conflict of interest. 
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(13) Falsification of records or use of official position for personal advantage. 

 

(14) Dishonesty, deliberate untruthfulness, reckless conduct, habitual tardiness, 

drunkenness, drug abuse or other misconduct either on-the-job or 

otherwise job related. 

 

(15) Action or conduct, which affects or impairs the effectiveness or efficiency 

of the Health District service or which may bring the District into 

disrepute. 

 

The above list shall not be construed as all-inclusive.  The Director of Health 

and/or appointing authority reserve the right to dismiss or demote an employee for 

other reasonable grounds not listed above. 

 

Within forty-eight (48) hours, exclusive of Saturday, Sunday or holidays, the 

Director of Health or appointing authority shall furnish the employee with a 

written statement of such action specifically setting forth the reasons for the 

action and the appeals procedure. Any regular employee dismissed or demoted 

shall have the right to appeal as provided in Article 11.1 of these Rules. If the 

employee fails to appeal, the action of the Director of Health or appointing 

authority shall be effective on the date specified.   

 

It is the policy of the Health District not to rehire former employees who have 

been dismissed or who resigned while charges were pending. 

 

 

 

 

Article 11 

APPEALS 

 

11.1 Appeals Procedure. An aggrieved employee shall be entitled to an appeal as provided in 

these Rules. Such request for appeal shall be made to the Chairperson of the District 

Board of Directors, in writing, setting forth the reasons therefore, within ten (10) days of 

his or her notice of reprimand, suspension, demotion or dismissal. The Chairperson of the 

District Board of Directors, upon receipt of the appeal shall refer the matter to the 

Personnel Committee of the Board. The Personnel Committee shall hear the appeal 

within fifteen (15) days of the receipt of the appeal.  The hearing will be informal with 

the employee, the employee's representative (if any) and the supervisor present and such 

other Health District Representatives as necessary and/or requested. The hearing shall be 

private, consistent with the provisions of the Connecticut Freedom of Information Act.  

 

The Personnel Committee shall then report back to the District Board of Directors at the 

Board’s next regularly scheduled or specially called meeting.  However, the Board 

reserves the right to table such action until the next regularly scheduled or specially 

called meeting.  The Board of Directors shall then take action by quorum majority, based 
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on the report of the Personnel Committee, and shall notify in writing the employee and 

the Director within five (5) days of the Board's decision.    Such appeal shall not stay any 

reprimand, suspension, demotions or dismissal during the period in which the appeal 

process is carried out. 

 

 

Article 12 

EMPLOYEE PERFORMANCE 

 

12.1 Outside Employment. An employee may engage in additional employment upon proper 

notification and approval by the Director of Health. Approval shall be granted unless the 

additional employment could interfere with the proper and effective performance of the 

duties of his or her position, result in an actual or perceived conflict of interest, or if it is 

reasonably anticipated that such employment may subject the District to public criticism 

or embarrassment in the sole discretion of the Director of Health. Upon the employee’s 

receipt in writing from the Director of Health that the employee’s outside employment is 

disadvantageous to the Health District, the employee shall be offered the choice to either 

terminate his/her outside employment or resign from the District’s employ.  

 

a. Injury and Illness. The District shall in no respect be liable nor be required to 

grant sick leave in case of an injury to an employee while he or she is engaged in 

outside employment or any occupational illness attributed thereto.   

 

b. Preference of District Employment. Any employee who engages in employment 

outside of his or her regular working hours shall be subject to recall to perform his 

or her assigned Health District duties first.   

 

12.2  Political Activity. All employees of the Health District shall be able to exercise their 

rights as citizens consistent with Section 7-421 of the Connecticut General Statutes. 

 

12.3  Obligation to Work. All employees of the Health District are obliged to fulfill the duties 

and responsibilities of their positions for compensation received. Accordingly, no 

individual employee may contract out or subcontract to other employees or individuals 

for the performance of his or her assigned duties.  The Health District reserves the right 

to subcontract out functions when such is deemed to be in the best interest of the District 

or its members.   

 

12.4  Performance Appraisal. The Director of Health may, in cooperation with appointing 

authorities and others, develop, adopt, and amend a structured system of appraising the 

performance of employees in the classified service for purpose of employee development, 

improving work performance, promotion and salary advancement. The Director of Health 

shall perform annual evaluations of employees, which will serve as the basis for merit 

increases. The District Board of Directors will perform an annual evaluation of the 

Director of Health.   

 

Article 13 
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STAFF DEVELOPMENT 

 

13.1 Staff Development. The Health District encourages staff development and will seek to 

provide professional development opportunities for staff through supervision, in-service 

training, staff meetings, and attendance at related seminars, conference and workshops 

within the limits of the Health District budget and work schedule. 

 

13.2  Administration. The District Board of Directors and/or Director of Health shall: 

 

a. Establish standards for training programs and see that training is carried out as 

approved. 

 

b. Develop and conduct training sessions to meet the specific needs of the staff. 

 

c. Develop supervisory and management training for the Director of Health. 

 

d. Provide assistance to department heads in establishing standards of performance 

and procedures for evaluating employee efficiency. 

 

e. Maintain a record of all approved training courses and programs, and a record of 

employees who successfully complete such courses and programs. 

 

13.3 Management and supervisor class employees shall receive at a minimum the scope of 

benefits provided for in this article unless otherwise specified and approved by the Board 

of Directors. 

 

 

 

Article 14 

RETIREMENT PLAN 

 

 

14.1 Retirement Plan. Participation in the Health District retirement plan is mandatory for all 

regular employees not participating in the retirement plan of a member town government, 

and who work twenty-five (25) or more hours per week and meet the eligibility criteria 

stipulated by the plan.  The retirement plan shall consist of a Section 401(a) Money 

Purchase Plan, which shall be a qualified defined contribution pension plan established in 

conformance with Section 401(a) of the Internal Revenue Code (IRC). Plan criteria shall 

include: a mandatory two-percent contribution of annual salary by the employee; a six-

percent contribution of annual salary by the employer; and a graduated vesting schedule 

with an employee 100-percent vested after seven years of completed service. 

 

 A regular employee working twenty-five (25) or more hours a week and who transfers to 

Health District employment from a member town shall have his/her years of service with 

the member town credited to the vesting schedule of the Health District’s retirement plan 
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14.2 Deferred Compensation Plans. The Health District may establish one or more deferred 

compensation plans.  Participation in the deferred compensation plans is optional for all 

employees who meet the eligibility criteria stipulated by the plan. 

 

14.3 Social Security and Medicare (FICA). Compensation paid to eligible employees shall 

be subject to deductions for the tax under the Federal Insurance Contributions Act (Social 

Security). 

 

14.4 Management and supervisor class employees shall receive at a minimum the scope of 

benefits provided for in this article unless otherwise specified and approved by the Board 

of Directors. 

 

 

 

Article 15 

GROUP INSURANCE 

 

15.1 Group Insurance.  On behalf of the employees and their dependents, the Health District 

shall maintain health, dental and life insurance plans as set forth more fully below and in 

the plan documents.  

 

a. Eligibility.  Employees who work twenty-five (25) or more hours per week shall 

be eligible to enroll in the Health District’s insurance plans upon appointment.  

For employees working less than full-time but who meet the above-referenced 

eligibility requirements, the Health District shall pay a prorated share of the 

employee’s premium based on hours worked.  

 

a. Health Insurance.  The group health insurance plan offered by the Health 

District shall offer substantially equivalent benefits and privileges on the whole to 

those offered to the employees of the member towns. By resolution of its Board of 

Directors, the District shall determine the percentage of the premium that shall be 

paid by the employer on an annual basis.  The employee shall be required to pay 

the remaining cost of such coverage.  Full details of the group health insurance 

coverage in effect can be found in the plan documents.  

 

b. Dental Insurance. Eligible employees and their dependents may enroll in the 

Dental program offered under the group health insurance plan.  Employees will be 

responsible for the full payment of premium for such dental coverage. 

 

c. Life Insurance. In addition, for eligible employees the Health District shall 

provide, a term life insurance policy in an amount equal to one and one half (1 

1/2) times the employee's base salary on July 1 of each year.  Accidental death 

and dismemberment will also be offered in an amount equal to one and one half 

(1 1/2) times the employee's base salary on July 1 of each year. The Health 

District shall provide the group life insurance coverage at no cost to the employee. 
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d. Payment in lieu of Health Insurance. This program is designed for those 

employees who currently have dual health insurance coverage or who have the 

ability to acquire health insurance from another source. The program provides 

some reimbursement for employees who terminate their coverage with the 

District. The program is limited to group health insurance only and does not 

include dental or life insurance. 

 

(1) To enroll in this program, employees must complete the “Waiver of 

Insurance Agreement” and provide documentation of coverage from their 

spouse, partner to a civil union or another source. Employees may enroll 

in the program in June of each year. New employees may enroll at the 

time of employment or may enroll during the month of June following the 

date of employment. 

 

The annual payments in lieu of coverage shall be determined by resolution 

of the Health District Board of Directors. Such resolution shall not be 

revised more then annually.  

 

These payments shall be prorated accordingly based on the number of 

hours worked in the case of part-time employees. 

 

(2) Payments will be made in two installments during the fiscal year, in 

January and July. If an employee terminates or joins the program at any 

time following the June enrollment period for that fiscal year, the 

payments will be prorated on a monthly basis. 

 

(3) Payments are considered taxable in accordance with the Internal Revenue 

Code. 

 

(4) Participating employees can re-enroll in the Health District’s Group 

Health Insurance Plan under the following circumstances: 

 

 The coverage that the employee had through another plan is terminated 

and documents supporting the termination are provided. 

 Employee and/or his/her dependents become ineligible for coverage 

under the other plan. 

 The employee acquires a new dependent through marriage, civil union, 

birth or adoption, and the dependent is not covered by the other plan. 

 The coverage that is provided by the other plan is substantially 

reduced or the cost of that plan becomes prohibitive. 

 The employee has not been enrolled in the Health District’s Group 

Health Insurance Plan for the past two years from his/her date of 

cancellation and now wishes to renew coverage. 

 The employee is eligible to retire under the District’s retirement plan 

and wishes to purchase health insurance from the District in 
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retirement. The employee must re-enroll one year prior to retirement. 

 

15.3  Insurance for Retirees. Employees who retire from service with the District shall be 

eligible to continue their insurance coverage at the retiree group rate until age 65 or until 

eligible for Medicare, and Anthem Medicare Supplement Plan F for those over 65. 

However, the premiums will be at their own expense. This insurance may be subject to 

certain restrictions that are set by the insurance carrier and/or provider.  Employees are 

considered eligible for retirement (a) upon completing twenty-five (25) years of 

aggregate service; or (b) upon attaining the age of fifty-five (55) years provided such 

employee has had ten (10) years of continuous service or fifteen (15) years of aggregate 

service 

 

15.4 Change of Carriers. The Health District may change insurance carriers or plans or self-

insure any of the foregoing insurance plans provided that any substitute plan will offer 

substantially equivalent benefits and privileges provided by the plans in effect on the 

whole, except that differences in the participating physicians network may occur with 

such changes. 

 

15.5  Employee Assistance Program. This program is designed to offer employees and their 

families confidential counseling for personal problems that may be affecting job 

performance. Early intervention and treatment are available through a referral system. 

Initial evaluation to determine need will be paid for through the Employee Assistance 

Program. Cost of actual treatment is the responsibility of each employee, but is generally 

covered by medical insurance. 

 

15.6  Insurance for Individuals No Longer Eligible as District Employees and/or Their 

Dependents. The Consolidated Omnibus Budget Reconciliation Act (U. S. Public Law 

99-272), known as COBRA, makes former employees and their dependents eligible to 

continue their group health insurance benefits when they would otherwise end. 

Additional provisions for these individuals are stipulated in CGS 38a-538 as amended by 

Public Act 92-158. The Health District will extend these benefits as provided by law with 

the cost to be borne by the subscriber. 

 

15.7 Management and supervisor class employees shall receive at a minimum the scope of 

benefits provided for in this article unless otherwise specified and approved by the Board 

of Directors. 

 

 

Article 16 

FLEXIBLE SPENDING ACCOUNTS 

 

16.1 By resolution of the Health District’s Board of Directors, regular employees will be 

allowed to participate in the a Flexible Benefits Plan, established in accordance with 

federal and state guidelines.  The Plan design is at the discretion of the Health District 

and this Article is not subject to the appeals procedure set forth in Article 11 of these 

Rules.   
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Article 17 

RECORDS AND REPORTS 

 

17.1  Personnel File. The Director of Health or designee shall be responsible for the 

maintenance of a personnel file for each employee to include all records that may be 

pertinent to the employee's service. This record shall include position classification, 

annual salary, performance reviews and any other personnel records that the Director or 

designee determines to be in the best interest of the Health District. These records will be 

maintained for the time period stipulated by state statute. 

 

17.2  Financial Record. The chief financial officer of the Health District shall be responsible 

for the maintenance of a financial record of each employee. This record shall include 

payroll, and any other financial records that the chief financial officer determines to be in 

the best interest of the Health District or otherwise as required by law. 

 

17.3  Sick Leave Records. All sick leave shall be recorded in the attendance records of the 

Director of Health or designee. Such records shall reflect the current amount of 

accumulated sick leave, the amount and date when the sick leave was taken, and the 

current balance available to each employee. 

 

17.4  Schedules of Compensation. The Health District shall maintain complete schedules of 

compensation for all classes of positions. Compensation paid all employees shall be in 

accordance with these schedules and/or these rules as they may be amended from time to 

time. 

 

17.5  Public Access to Personnel Records. Employee personnel files are public records 

subject to disclosure under the Freedom of Information Act with limited exceptions.  

 

The decision whether or not to release information in a personnel file will be made by the 

Director of Health or designee. If, after applying the appropriate legal standards, the 

Director of Health or designee reasonably believes that disclosure of information about 

an employee would constitute an invasion that employee's personal privacy, the 

employee will be notified and will be provided an opportunity for objection to the 

disclosure in accordance with state law. 

 

17.6  Written and Oral Reprimands. Written and documented oral reprimands shall remain a 

part of an employee's personnel record for twenty-four (24) months from the date of the 

reprimand. However, if another written or documented oral reprimand for the same type 

of offense is received within the 24 month period, both reprimands shall be a permanent 

part of the employee’s personnel record.  Other more severe disciplinary actions shall 

remain a permanent part of the employee's personnel record.   

 

Written and documented oral reprimands will become null and void in keeping with the 

above; however, they will not be literally destroyed by the District unless or until official 
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permission is received from the State Public Records Administrator.   

 

17.7 Employee Request to Remove Material from File. An employee who objects to the 

placement of any information in his/her personnel file on the grounds that it is inaccurate 

or misleading may add to the material a signed statement relating to it, or may seek, 

through the appeals procedure in Article 11 of these Rules, to have the material altered or 

removed from the personnel record. It is understood that no material may be destroyed 

without the express approval of the State Public Records Administrator. 

 

 

 

 

EMPLOYEE RELATED POLICIES AND PROCEDURES 

 

 

Addendum A  Anti-Harassment Policy 

 

Addendum B  Family and Medical Leave Policy 

 

Addendum  C  Drug Free Work Place Statement 

 

Addendum D  Cell Phone Use Policy 

 

Addendum E  Staff Confidentiality Pledge 

 

Addendum F  Fraud Policy 

 

Addendum  G  Recruitment Process 

 

Addendum H  Vehicle Use Policy  



Polices & Procedures 

EHHD Refund Policy 

Complaint Records on FileMaker Database 

As-Staked or “Red-Lined” plan  

Child Care Inspections 

Guidelines regarding the application of Code relative to pending sewer construction 

Inspection records for temporary food service events 

Electronic water test reports 

QFO Violations 

New food service license numbers 

Instructions to Installers 

 

 













































THE CONNECTICUT FREEDOM OF INFORMATION ACT 

AS CODIFIED IN CHAPTER 14 OF CONNECTICUT 

GENERAL STATUTES 

(INCLUDING 2013 AMENDMENTS)* 
 

 

 Sec. 1-200.  (Formerly Sec. 1-18a).  Definitions.  As used in this chapter, the 

following words and phrases shall have the following meanings, except where such terms 

are used in a context which clearly indicates the contrary: 

 

 (1)  “Public agency” or “agency” means: (A) Any executive, administrative or 

legislative office of the state or any political subdivision of the state and any state or town 

agency, any department, institution, bureau, board, commission, authority or official of 

the state or of any city, town, borough, municipal corporation, school district, regional 

district or other district or other political subdivision of the state, including any 

committee of, or created by, any such office, subdivision, agency, department, institution, 

bureau, board, commission, authority or official, and also includes any judicial office, 

official, or body or committee thereof but only with respect to its or their administrative 

functions, and for purposes of this subparagraph, “judicial office” includes, but is not 

limited to, the Division of Public Defender Services; (B) Any person to the extent such 

person is deemed to be the functional equivalent of a public agency pursuant to law; or 

(C) Any “implementing agency”, as defined in section 32-222. 

 

 (2)  “Meeting” means any hearing or other proceeding of a public agency, any 

convening or assembly of a quorum of a multimember public agency, and any 

communication by or to a quorum of a multimember public agency, whether in person or 

by means of electronic equipment, to discuss or act upon a matter over which the public 

agency has supervision, control, jurisdiction or advisory power.  “Meeting” does not 

include:  Any meeting of a personnel search committee for executive level employment 

candidates; any chance meeting, or a social meeting neither planned nor intended for the 

purpose of discussing matters relating to official business; strategy or negotiations with 

respect to collective bargaining; a caucus of members of a single political party 

notwithstanding that such members also constitute a quorum of a public agency; an 

administrative or staff meeting of a single-member public agency; and communication 

limited to notice of meetings of any public agency or the agendas thereof.  A quorum of 

the members of a public agency who are present at any event which has been noticed and 

conducted as a meeting of another public agency under the provisions of the Freedom of 

Information Act shall not be deemed to be holding a meeting of the public agency of 

which they are members as a result of their presence at such event. 

 

                                                    

*NOTE:  This compilation of the Freedom of Information Act is unofficial and for the 

convenience of the public only.  While every effort was made to attain complete accuracy 

herein, the reader is advised to consult the Connecticut General Statutes for the official 

codification of the law. 
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(3)  “Caucus” means (A) a convening or assembly of the enrolled members of a 

single political party who are members of a public agency within the state or a political 

subdivision, or (B) the members of a multimember public agency, which members 

constitute a majority of the membership of the agency, or the other members of the 

agency who constitute a minority of the membership of the agency, who register their 

intention to be considered a majority caucus or minority caucus, as the case may be, for 

the purposes of the Freedom of Information Act, provided (i) the registration is made 

with the office of the Secretary of the State for any such public agency of the state, in the 

office of the clerk of a political subdivision of the state for any public agency of a 

political subdivision of the state, or in the office of the clerk of each municipal member 

of any multitown district or agency, (ii) no member is registered in more than one caucus 

at any one time, (iii) no such member's registration is rescinded during the member's 

remaining term of office, and (iv) a member may remain a registered member of the 

majority caucus or minority caucus regardless of whether the member changes his or her 

party affiliation under chapter 143.  

(4)  “Person” means natural person, partnership, corporation, limited liability 

company, association or society. 

 

 (5)  “Public records or files” means any recorded data or information relating to 

the conduct of the public's business prepared, owned, used, received or retained by a 

public agency, or to which a public agency is entitled to receive a copy by law or contract 

under section 1-218, whether such data or information be handwritten, typed, tape-

recorded, printed, photostated, photographed or recorded by any other method. 

 

 (6)  “Executive sessions” means a meeting of a public agency at which the public 

is excluded for one or more of the following purposes: (A) Discussion concerning the 

appointment, employment, performance, evaluation, health or dismissal of a public 

officer or employee, provided that such individual may require that discussion be held at 

an open meeting; (B) strategy and negotiations with respect to pending claims or pending 

litigation to which the public agency or a member thereof, because of the member's 

conduct as a member of such agency, is a party until such litigation or claim has been 

finally adjudicated or otherwise settled; (C) matters concerning security strategy or the 

deployment of security personnel, or devices affecting public security; (D) discussion of 

the selection of a site or the lease, sale or purchase of real estate by the state or a political 

subdivision of the state when publicity regarding such site, lease, sale, purchase or 

construction would adversely impact the price of such site, lease, sale, purchase or 

construction until such time as all of the property has been acquired or all proceedings or 

transactions concerning same have been terminated or abandoned; and (E) discussion of 

any matter which would result in the disclosure of public records or the information 

contained therein described in subsection (b) of section 1-210. 

 

 (7)  “Personnel search committee” means a body appointed by a public agency, 

whose sole purpose is to recommend to the appointing agency a candidate or candidates 

for an executive-level employment position.  Members of a “personnel search 

committee” shall not be considered in determining whether there is a quorum of the 

appointing or any other public agency. 
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 (8)  “Pending claim” means a written notice to an agency which sets forth a 

demand for legal relief or which asserts a legal right stating the intention to institute an 

action in an appropriate forum if such relief or right is not granted. 

 

 (9)  “Pending litigation” means  (A)  a written notice to an agency which sets 

forth a demand for legal relief or which asserts a legal right stating the intention to 

institute an action before a court if such relief or right is not granted by the agency;  (B)  

the service of a complaint against an agency returnable to a court which seeks to enforce 

or implement legal relief or a legal right;  or (C)  the agency's consideration of action to 

enforce or implement legal relief or a legal right. 

 

 (10)  “Freedom of Information Act” means this chapter.  

 

(11)  “Governmental function” means the administration or management of a 

program of a public agency, which program has been authorized by law to be 

administered or managed by a person, where (A) the person receives funding from the 

public agency for administering or managing the program, (B) the public agency is 

involved in or regulates to a significant extent such person’s administration or 

management of the program, whether or not such involvement or regulation is direct, 

pervasive, continuous or day-to-day, and (C) the person participates in the formulation of 

governmental policies or decisions in connection with the administration or management 

of the program and such policies or decisions bind the public agency.  “Governmental 

function” shall not include the mere provision of goods or services to a public agency 

without the delegated responsibility to administer or manage a program of a public 

agency.  (P.A. 75-342, §1; P.A. 77-421; P.A. 77-609, §1; P.A. 83-67, §1; P.A. 83-372; 

P.A. 84-546, §3; P.A. 87-568, §1; P.A. 90-307, §2; P.A. 91-140, §1; P.A. 93-195, §1; 

P.A. 95-79, §2; P.A. 97-47, §1; P.A. 00-136, §1; P.A. 01-169, §1; P.A. 02-130, §17; P.A. 

11-220, §1; P.A.13-263, §7). 

  

Sec. 1-201.  (Formerly Sec. 1-19c).  Division of Criminal Justice deemed not 

to be public agency, when.  For the purposes of subdivision (1) of section 1-200, the 

Division of Criminal Justice shall not be deemed to be a public agency except in respect 

to its administrative functions.  (P.A. 84-406, §12; P.A. 00-66, §4.)  

 

 Sec. 1-202.  (Formerly Sec. 1-20e).  Application of freedom of information 

provisions to agency committee composed entirely of individuals who are not 

members of the agency.  Any public agency may petition the Freedom of Information 

Commission before establishing a committee of the public agency which is to be 

composed entirely of individuals who are not members of the agency, to determine 

whether such committee may be exempted from the application of any provision of the 

Freedom of Information Act.  If the commission, in its judgment, finds by reliable, 

probative and substantial evidence that the public interest in exempting the committee 

from the application of any such provision clearly outweighs the public interest in 

applying the provision to the committee, the commission shall issue an order, on 

appropriate terms, exempting the committee from the application of the provision.  (P.A. 

93-195, §2; P.A. 97-47, §7.) 
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Secs. 1-203 and 1-204.  Reserved for future use. 

 

Sec. 1-205.  (Formerly Sec. 1-21j).  Freedom of Information Commission.   
 

(a) There shall be established, within the Office of Governmental Accountability 

established under section 58 of Public Act 11-48, a Freedom of Information Commission 

consisting of nine members. (1) Five of such members shall be appointed by the 

Governor, with the advice and consent of either house of the General Assembly. Such 

members shall serve for terms of four years from July first of the year of their 

appointment, except that of the members appointed prior to and serving on July 1, 1977, 

one shall serve for a period of six years from July 1, 1975, one shall serve for a period of 

four years from July 1, 1975, and one shall serve for a period of six years from July 1, 

1977.  Of the two new members first appointed by the Governor after July 1, 1977, one 

shall serve from the date of such appointment until June 30, 1980, and one shall serve 

from the date of such appointment until June 30, 1982. (2) On and after July 1, 2011, four 

members of the commission shall be appointed as follows: One by the president pro 

tempore of the Senate, one by the minority leader of the Senate, one by the speaker of the 

House of Representatives and one by the minority leader of the House of Representatives. 

Such members shall serve for terms of two years from July first of the year of their 

appointment. (3) No more than five members of the commission shall be members of the 

same political party. Any vacancy in the membership of the commission shall be filled by 

the appointing authority for the unexpired portion of the term. 

 

 (b)  Each member shall receive two hundred dollars per day for each day such 

member is present at a commission hearing or meeting, and shall be entitled to 

reimbursement for actual and necessary expenses incurred in connection therewith, in 

accordance with the provisions of section 4-1. 

 

 (c)  The Governor shall select one of its members as a chairman.  The commission 

shall maintain a permanent office at Hartford in such suitable space as the Commissioner 

of Administrative Services provides.  All papers required to be filed with the commission 

shall be delivered to such office. 

 

 (d)  The commission shall, subject to the provisions of the Freedom of 

Information Act promptly review the alleged violation of said Freedom of Information 

Act and issue an order pertaining to the same.  Said commission shall have the power to 

investigate all alleged violations of said Freedom of Information Act and may for the 

purpose of investigating any violation hold a hearing, administer oaths, examine 

witnesses, receive oral and documentary evidence, have the power to subpoena witnesses 

under procedural rules adopted by the commission to compel attendance and to require 

the production for examination of any books and papers which the commission deems 

relevant in any matter under investigation or in question.  In case of a refusal to comply 

with any such subpoena or to testify with respect to any matter upon which that person 

may be lawfully interrogated, the superior court for the judicial district of Hartford, on 

application of the commission, may issue an order requiring such person to comply with 

such subpoena and to testify; failure to obey any such order of the court may be punished 

by the court as a contempt thereof. 

 



5  

 

 (e)  The Freedom of Information Commission, and the Department of 

Administrative Services with respect to access to and disclosure of computer-stored 

public records, shall conduct training sessions, at least annually, for members of public 

agencies for the purpose of educating such members as to the requirements of sections 1-

7 to 1-14, inclusive, 1-16 to 1-18, inclusive, 1-200 to 1-202, inclusive, 1-205, 1-206, 1-

210 to 1-217, inclusive, 1-225 to 1-232, inclusive, 1-240, 1-241 and 19a-342. 

 

 (f)  Not later than December 31, 2001, the Freedom of Information Commission 

shall create, publish and provide to the chief elected official of each municipality a model 

ordinance concerning the establishment by a municipality of a municipal freedom of 

information advisory board to facilitate the informed and efficient exchange of 

information between the commission and such municipality.  The commission may 

amend the model ordinance from time to time. 

 

(g)  When the General Assembly is in session, the Governor shall have the 

authority to fill any vacancy on the commission, with the advice and consent of either 

house of the General Assembly.  When the General Assembly is not in session any 

vacancy shall be filled pursuant to the provisions of section 4-19.  A vacancy in the 

commission shall not impair the right of the remaining members to exercise all the 

powers of the commission and three members of the commission shall constitute a 

quorum. 

 

 (h)  The commission shall, subject to the provisions of chapter 67, employ such 

employees as may be necessary to carry out the provisions of this chapter.  The 

commission may enter into such contractual agreements as may be necessary for the 

discharge of its duties, within the limits of its appropriated funds and in accordance with 

established procedures. 

 

 (i)  The Freedom of Information Commission shall not be construed to be a 

commission or board within the meaning of section 4-9a.  (P.A. 75-342, §15; P.A. 77-

609, §7; P.A. 77-614, §73; P.A. 78-280, §8; P.A. 78-315, §3; P.A. 79-560, §1; P.A. 79-

575, §1; P.A. 86-390, §§1, 2; P.A. 87-496, §5; P.A. 88-230, §1; P.A. 89-251, §57; P.A. 

90-98, §1; P.A. 91-347, §3; P.A. 93-142, §§4, 7; P.A. 95-220, §§4-6; P.A. 97-47, §13; 

June 18 Sp. Sess. P.A. 97-9, §§27, 50; P.A. 00-136, §§8, 10; P.A. 06-187, §69; P.A. 07-

202, §13.; P.A. 11-48, §62; P.A. 11-51, §§44, 76.) 

 

Sec. 1-205a.  Recommended appropriations.  Allotments.  (a)  Notwithstanding 

any provision of the general statutes, the appropriations recommended for the division of 

the Freedom of Information Commission within the Office of Governmental 

Accountability established under section 58 of Public Act 11-48, which division shall 

have a separate line item within the budget for the Office of Governmental 

Accountability, shall be the estimates of expenditure requirements transmitted to the 

Secretary of the Office of Policy and Management by the executive administrator of the 

Office of Governmental Accountability and the recommended adjustments and revisions 

of such estimates shall be the recommended adjustments and revisions, if any, transmitted 

by said executive administrator to the Office of Policy and Management.  
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(b) Notwithstanding any provision of the general statutes, the Governor shall not 

reduce allotment requisitions or allotments in force concerning the Freedom of 

Information Commission.  

 

(P.A. 04-204, §11; P.A. 11-48, §75.) 

 

 Sec. 1-206.  (Formerly Sec. 1-21i).  Denial of access to public records or 

meetings.  Appeals.  Notice.  Orders.  Civil penalty.  Service of process upon 

commission.  Frivolous appeals.  (a)  Any denial of the right to inspect or copy records 

provided for under section 1-210 shall be made to the person requesting such right by the 

public agency official who has custody or control of the public record, in writing, within 

four business days of such request, except when the request is determined to be subject to 

subsections (b) and (c) of section 1-214, in which case such denial shall be made, in 

writing, within ten business days of such request.  Failure to comply with a request to so 

inspect or copy such public record within the applicable number of business days shall be 

deemed to be a denial. 

 

 (b)(1)  Any person denied the right to inspect or copy records under section 1-210 

or wrongfully denied the right to attend any meeting of a public agency or denied any 

other right conferred by the Freedom of Information Act may appeal therefrom to the 

Freedom of Information Commission, by filing a notice of appeal with said commission.  

A notice of appeal shall be filed not later than thirty days after such denial, except in the 

case of an unnoticed or secret meeting, in which case the appeal shall be filed not later 

than thirty days after the person filing the appeal receives notice in fact that such meeting 

was held.  For purposes of this subsection, such notice of appeal shall be deemed to be 

filed on the date it is received by said commission or on the date it is postmarked, if 

received more than thirty days after the date of the denial from which such appeal is 

taken.  Upon receipt of such notice, the commission shall serve upon all parties, by 

certified or registered mail, a copy of such notice together with any other notice or order 

of such commission.  In the case of the denial of a request to inspect or copy records 

contained in a public employee's personnel or medical file or similar file under subsection 

(c) of section 1-214, the commission shall include with its notice or order an order 

requiring the public agency to notify any employee whose records are the subject of an 

appeal, and the employee's collective bargaining representative, if any, of the 

commission's proceedings and, if any such employee or collective bargaining 

representative has filed an objection under said subsection (c), the agency shall provide 

the required notice to such employee and collective bargaining representative by certified 

mail, return receipt requested or by hand delivery with a signed receipt.  A public 

employee whose personnel or medical file or similar file is the subject of an appeal under 

this subsection may intervene as a party in the proceedings on the matter before the 

commission.  Said commission shall, after due notice to the parties, hear and decide the 

appeal within one year after the filing of the notice of appeal.  The commission shall 

adopt regulations in accordance with chapter 54, establishing criteria for those appeals 

which shall be privileged in their assignment for hearing.  Any such appeal shall be heard 

not later than thirty days after receipt of a notice of appeal and decided not later than 

sixty days after the hearing.  If a notice of appeal concerns an announced agency decision 

to meet in executive session or an ongoing agency practice of meeting in executive 

sessions, for a stated purpose, the commission or a member or members of the 
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commission designated by its chairperson shall serve notice upon the parties in 

accordance with this section and hold a preliminary hearing on the appeal not later than 

seventy-two hours after receipt of the notice, provided such notice shall be given to the 

parties at least forty-eight hours prior to such hearing.  During such preliminary hearing, 

the commission shall take evidence and receive testimony from the parties.  If after the 

preliminary hearing the commission finds probable cause to believe that the agency 

decision or practice is in violation of sections 1-200 and 1-225, the agency shall not meet 

in executive session for such purpose until the commission decides the appeal.  If 

probable cause is found by the commission, it shall conduct a final hearing on the appeal 

and render its decision not later than five days after the completion of the preliminary 

hearing.  Such decision shall specify the commission’s findings of fact and conclusions of 

law. 

  

(2)  In any appeal to the Freedom of Information Commission under subdivision 

(1) of this subsection or subsection (c) of this section, the commission may confirm the 

action of the agency or order the agency to provide relief that the commission, in its 

discretion, believes appropriate to rectify the denial of any right conferred by the 

Freedom of Information Act.  The commission may declare null and void any action 

taken at any meeting which a person was denied the right to attend and may require the 

production or copying of any public record.  In addition, upon the finding that a denial of 

any right created by the Freedom of Information Act was without reasonable grounds and 

after the custodian or other official directly responsible for the denial has been given an 

opportunity to be heard at a hearing conducted in accordance with sections 4-176e to 4-

184, inclusive, the commission may, in its discretion, impose against the custodian or 

other official a civil penalty of not less than twenty dollars nor more than one thousand 

dollars.  If the commission finds that a person has taken an appeal under this subsection 

frivolously, without reasonable grounds and solely for the purpose of harassing the 

agency from which the appeal has been taken, after such person has been given an 

opportunity to be heard at a hearing conducted in accordance with sections 4-176e to 4-

184, inclusive, the commission may, in its discretion, impose against that person a civil 

penalty of not less than twenty dollars nor more than one thousand dollars.  The 

commission shall notify a person of a penalty levied against him pursuant to this 

subsection by written notice sent by certified or registered mail.  If a person fails to pay 

the penalty within thirty days of receiving such notice, the superior court for the judicial 

district of Hartford shall, on application of the commission, issue an order requiring the 

person to pay the penalty imposed.  If the executive director of the commission has 

reason to believe an appeal under subdivision (1) of this subsection or subsection (c) of 

this section (A) presents a claim beyond the commission's jurisdiction; (B) would 

perpetrate an injustice; or (C) would constitute an abuse of the commission's 

administrative process, the executive director shall not schedule the appeal for hearing 

without first seeking and obtaining leave of the commission.  The commission shall 

provide due notice to the parties and review affidavits and written argument that the 

parties may submit and grant or deny such leave summarily at its next regular meeting.  

The commission shall grant such leave unless it finds that the appeal:  (i) Does not 

present a claim within the commission's jurisdiction; (ii) would perpetrate an injustice; or 

(iii) would constitute an abuse of the commission's administrative process.  Any party 

aggrieved by the commission's denial of such leave may apply to the superior court for 
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the judicial district of Hartford, within fifteen days of the commission meeting at which 

such leave was denied, for an order requiring the commission to hear such appeal. 

 

(3)  In making the findings and determination under subdivision (2) of this 

subsection the commission shall consider the nature of any injustice or abuse of 

administrative process, including but not limited to:  (A) The nature, content, language or 

subject matter of the request or the appeal; (B) the nature, content, language or subject 

matter of prior or contemporaneous requests or appeals by the person making the request 

or taking the appeal; and (C) the nature, content, language or subject matter of other 

verbal and written communications to any agency or any official of any agency from the 

person making the request or taking the appeal. 

 

(4)  Notwithstanding any provision of this subsection to the contrary, in the case 

of an appeal to the commission of a denial by a public agency, the commission may, upon 

motion of such agency, confirm the action of the agency and dismiss the appeal without a 

hearing if it finds, after examining the notice of appeal and construing all allegations 

most favorably to the appellant, that (A) the agency has not violated the Freedom of 

Information Act, or (B) the agency has committed a technical violation of the Freedom of 

Information Act that constitutes a harmless error that does not infringe the appellant’s 

rights under said act. 

 

(c)  Any person who does not receive proper notice of any meeting of a public 

agency in accordance with the provisions of the Freedom of Information Act may appeal 

under the provisions of subsection (b) of this section.  A public agency of the state shall 

be presumed to have given timely and proper notice of any meeting as provided for in 

said Freedom of Information Act if notice is given in the Connecticut Law Journal or a 

Legislative Bulletin.  A public agency of a political subdivision shall be presumed to 

have given proper notice of any meeting, if a notice is timely sent under the provisions of 

said Freedom of Information Act by first-class mail to the address indicated in the request 

of the person requesting the same.  If such commission determines that notice was 

improper, it may, in its sound discretion, declare any or all actions taken at such meeting 

null and void. 

 

 (d)  Any party aggrieved by the decision of said commission may appeal 

therefrom, in accordance with the provisions of section 4-183.  Notwithstanding the 

provisions of section 4-183, in any such appeal of a decision of the commission, the court 

may conduct an in camera review of the original or a certified copy of the records which 

are at issue in the appeal but were not included in the record of the commission's 

proceedings, admit the records into evidence and order the records to be sealed or 

inspected on such terms as the court deems fair and appropriate, during the appeal.  The 

commission shall have standing to defend, prosecute or otherwise participate in any 

appeal of any of its decisions and to take an appeal from any judicial decision overturning 

or modifying a decision of the commission.  If aggrievement is a jurisdictional 

prerequisite to the commission taking any such appeal, the commission shall be deemed 

to be aggrieved.  Notwithstanding the provisions of section 3-125, legal counsel 

employed or retained by said commission shall represent said commission in all such 

appeals and in any other litigation affecting said commission.  Notwithstanding the 

provisions of subsection (c) of section 4-183 and section 52-64, all process shall be 
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served upon said commission at its office.  Any appeal taken pursuant to this section shall 

be privileged in respect to its assignment for trial over all other actions except writs of 

habeas corpus and actions brought by or on behalf of the state, including informations on 

the relation of private individuals.  Nothing in this section shall deprive any party of any 

rights he may have had at common law prior to January 1, 1958.  If the court finds that 

any appeal taken pursuant to this section or section 4-183 is frivolous or taken solely for 

the purpose of delay, it shall order the party responsible therefor to pay to the party 

injured by such frivolous or dilatory appeal costs or attorney's fees of not more than one 

thousand dollars.  Such order shall be in addition to any other remedy or disciplinary 

action required or permitted by statute or by rules of court. 

 

 (e)  Within sixty days after the filing of a notice of appeal alleging violation of 

any right conferred by the Freedom of Information Act concerning records of the 

Department of Environmental Protection relating to the state's hazardous waste program 

under sections 22a-448 to 22a-454, inclusive, the Freedom of Information Commission 

shall, after notice to the parties, hear and decide the appeal.  Failure by the commission to 

hear and decide the appeal within such sixty-day period shall constitute a final decision 

denying such appeal for purposes of this section and section 4-183.  On appeal, the court 

may, in addition to any other powers conferred by law, order the disclosure of any such 

records withheld in violation of the Freedom of Information Act and may assess against 

the state reasonable attorney's fees and other litigation costs reasonably incurred in an 

appeal in which the complainant has prevailed against the Department of Environmental 

Protection.  (P.A. 75-342, §14; P.A. 76-435, §25; P.A. 77-403; P.A. 77-603, §2; P.A. 77-

609, §6; P.A. 78-331, §57; P.A. 81-431, §2; P.A. 83-129, §1; P.A. 83-587, §69; June Sp. 

Sess. P.A. 83-31, §1; P.A. 84-112, §2; P.A. 84-136; P.A. 84-311, §1; P.A. 86-408, §1; 

P.A. 87-285, §2; P.A. 87-526, §4; P.A. 88-230, §1; P.A. 88-317, §39; P.A. 88-353, §2; 

P.A. 90-98, §1; P.A. 90-307, §1; P.A. 92-207, §2; P.A. 93-142, §§4, 7; P.A. 93-191, §1; 

P.A. 95-220, §§4-6; P.A. 97-47, §§10-12; P.A. 00-136, §6; P.A. 07-202, §11.) 

 

 Secs. 1-207 to 1-209.  Reserved for future use. 

 

 Sec. 1-210.  (Formerly Sec. 1-19).  Access to public records.  Exempt records.   
(a)  Except as otherwise provided by any federal law or state statute, all records 

maintained or kept on file by any public agency, whether or not such records are required 

by any law or by any rule or regulation, shall be public records and every person shall 

have the right to (1) inspect such records promptly during regular office or business 

hours, (2) copy such records in accordance with subsection (g) of section 1-212, or (3) 

receive a copy of such records in accordance with section 1-212.  Any agency rule or 

regulation, or part thereof, that conflicts with the provisions of this subsection or 

diminishes or curtails in any way the rights granted by this subsection shall be void.  

Each such agency shall keep and maintain all public records in its custody at its regular 

office or place of business in an accessible place and, if there is no such office or place of 

business, the public records pertaining to such agency shall be kept in the office of the 

clerk of the political subdivision in which such public agency is located or of the 

Secretary of the State, as the case may be.  Any certified record hereunder attested as a 

true copy by the clerk, chief or deputy of such agency or by such other person designated 

or empowered by law to so act, shall be competent evidence in any court of this state of 

the facts contained therein.   
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 (b)  Nothing in the Freedom of Information Act shall be construed to require 

disclosure of: 

 

(1)  Preliminary drafts or notes provided the public agency has determined that 

the public interest in withholding such documents clearly outweighs the public interest in 

disclosure; 

 

(2)  Personnel or medical files and similar files the disclosure of which would 

constitute an invasion of personal privacy; 

 

(3)  Records of law enforcement agencies not otherwise available to the public 

which records were compiled in connection with the detection or investigation of crime, 

if the disclosure of said records would not be in the public interest because it would result 

in the disclosure of (A) the identity of informants not otherwise known or the identity of 

witnesses not otherwise known whose safety would be endangered or who would be 

subject to threat or intimidation if their identity was made known, (B) the identity of 

minor witnesses, (C) signed statements of witnesses, (D) information to be used in a 

prospective law enforcement action if prejudicial to such action, (E) investigatory 

techniques not otherwise known to the general public, (F) arrest records of a juvenile, 

which shall also include any investigatory files, concerning the arrest of such juvenile, 

compiled for law enforcement purposes, (G) the name and address of the victim of a 

sexual assault under section 53a-70, 53a-70a, 53a-71, 53a-72a, 53a-72b or 53a-73a, or 

injury or risk of injury, or impairing of morals under section 53-21, or of an attempt 

thereof, or (H) uncorroborated allegations subject to destruction pursuant to section 1-

216; 

 

(4)  Records pertaining to strategy and negotiations with respect to pending claims 

or pending litigation to which the public agency is a party until such litigation or claim 

has been finally adjudicated or otherwise settled; 

 

(5)  (A) Trade secrets, which for purposes of the Freedom of Information Act, are 

defined as information, including formulas, patterns, compilations, programs, devices, 

methods, techniques, processes, drawings, cost data, customer lists, film or television 

scripts or detailed production budgets that (i) derive independent economic value, actual 

or potential, from not being generally known to, and not being readily ascertainable by 

proper means by, other persons who can obtain economic value from their disclosure or 

use, and (ii) are the subject of efforts that are reasonable under the circumstances to 

maintain secrecy; and 

 

 (B) Commercial or financial information given in confidence, not required by 

statute; 

 

(6)  Test questions, scoring keys and other examination data used to administer a 

licensing examination, examination for employment or academic examinations; 

 

(7)  The contents of real estate appraisals, engineering or feasibility estimates and 

evaluations made for or by an agency relative to the acquisition of property or to 
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prospective public supply and construction contracts, until such time as all of the property 

has been acquired or all proceedings or transactions have been terminated or abandoned, 

provided the law of eminent domain shall not be affected by this provision; 

 

(8)  Statements of personal worth or personal financial data required by a 

licensing agency and filed by an applicant with such licensing agency to establish the 

applicant’s personal qualification for the license, certificate or permit applied for; 

 

(9)  Records, reports and statements of strategy or negotiations with respect to 

collective bargaining; 

 

(10) Records, tax returns, reports and statements exempted by federal law or the 

general statutes or communications privileged by the attorney-client relationship, marital 

relationship, clergy-penitent relationship, doctor-patient relationship, therapist-patient 

relationship or any other privilege established by the common law or the general statutes, 

including any such records, tax returns, reports or communications that were created or 

made prior to the establishment of the applicable privilege under the common law or the 

general statutes; 

 

(11)  Names or addresses of students enrolled in any public school or college 

without the consent of each student whose name or address is to be disclosed who is 

eighteen years of age or older and a parent or guardian of each such student who is 

younger than eighteen years of age, provided this subdivision shall not be construed as 

prohibiting the disclosure of the names or addresses of students enrolled in any public 

school in a regional school district to the board of selectmen or town board of finance, as 

the case may be, of the town wherein the student resides for the purpose of verifying 

tuition payments made to such school; 

 

(12)  Any information obtained by the use of illegal means; 

 

(13)  Records of an investigation or the name of an employee providing 

information under the provisions of section 4-61dd; 

 

(14)  Adoption records and information provided for in sections 45a-746, 45a-750 

and 45a-751; 

 

(15)  Any page of a primary petition, nominating petition, referendum petition or 

petition for a town meeting submitted under any provision of the general statutes or of 

any special act, municipal charter or ordinance, until the required processing and 

certification of such page has been completed by the official or officials charged with 

such duty after which time disclosure of such page shall be required; 

 

(16)  Records of complaints, including information compiled in the investigation 

thereof, brought to a municipal health authority pursuant to chapter 368e or a district 

department of health pursuant to chapter 368f, until such time as the investigation is 

concluded or thirty days from the date of receipt of the complaint, whichever occurs first; 
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(17)  Educational records which are not subject to disclosure under the Family 

Educational Rights and Privacy Act, 20 USC 1232g; 

 (18)  Records, the disclosure of which the Commissioner of Correction, or as it 

applies to Whiting Forensic Division facilities of the Connecticut Valley Hospital, the 

Commissioner of Mental Health and Addiction Services, has reasonable grounds to 

believe may result in a safety risk, including the risk of harm to any person or the risk of 

an escape from, or a disorder in, a correctional institution or facility under the supervision 

of the Department of Correction or Whiting Forensic Division facilities. Such records 

shall include, but are not limited to:  

(A)  Security manuals, including emergency plans contained or referred to in such 

security manuals;  

(B)  Engineering and architectural drawings of correctional institutions or 

facilities or Whiting Forensic Division facilities;  

(C)  Operational specifications of security systems utilized by the Department of 

Correction at any correctional institution or facility or Whiting Forensic Division 

facilities, except that a general description of any such security system and the cost and 

quality of such system may be disclosed;  

(D)  Training manuals prepared for correctional institutions and facilities or 

Whiting Forensic Division facilities that describe, in any manner, security procedures, 

emergency plans or security equipment;  

(E)  Internal security audits of correctional institutions and facilities or Whiting 

Forensic Division facilities; 

(F)  Minutes or recordings of staff meetings of the Department of Correction or 

Whiting Forensic Division facilities, or portions of such minutes or recordings, that 

contain or reveal information relating to security or other records otherwise exempt from 

disclosure under this subdivision;  

(G)  Logs or other documents that contain information on the movement or 

assignment of inmates or staff at correctional institutions or facilities; and  

(H)  Records that contain information on contacts between inmates, as defined in 

section 18-84, and law enforcement officers; 

(19)  Records when there are reasonable grounds to believe disclosure may result 

in a safety risk, including the risk of harm to any person, any government-owned or 

leased institution or facility or any fixture or appurtenance and equipment attached to, or 

contained in, such institution or facility, except that such records shall be disclosed to a 

law enforcement agency upon the request of the law enforcement agency.  Such 

reasonable grounds shall be determined (A) (i) by the Commissioner of Administrative 

Services, after consultation with the chief executive officer of an executive branch state 

agency, with respect to records concerning such agency; and (ii) by the Commissioner of 
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Emergency Services and Public Protection, after consultation with the chief executive 

officer of a municipal, district or regional agency, with respect to records concerning 

such agency; (B) by the Chief Court Administrator with respect to records concerning the 

Judicial Department; and (C) by the executive director of the Joint Committee on 

Legislative Management, with respect to records concerning the Legislative Department.  

As used in this section, “government-owned or leased institution or facility” includes, but 

is not limited to, an institution or facility owned or leased by a public service company, as 

defined in section 16-1, a certified telecommunications provider, as defined in section 16-

1, a water company, as defined in section 25-32a, or a municipal utility that furnishes 

electric, gas or water service, but does not include an institution or facility owned or 

leased by the federal government, and “chief executive officer” includes, but is not 

limited to, an agency head, department head, executive director or chief executive officer.  

Such records include, but are not limited to:  

(i)  Security manuals or reports; 

(ii)  Engineering and architectural drawings of government-owned or leased 

institutions or facilities;  

(iii)  Operational specifications of security systems utilized at any government-

owned or leased institution or facility, except that a general description of any such 

security system and the cost and quality of such system, may be disclosed;  

(iv)  Training manuals prepared for government-owned or leased institutions or 

facilities that describe, in any manner, security procedures, emergency plans or security 

equipment;  

(v)  Internal security audits of government-owned or leased institutions or 

facilities;  

(vi)  Minutes or records of meetings, or portions of such minutes or records, that 

contain or reveal information relating to security or other records otherwise exempt from 

disclosure under this subdivision;  

(vii)  Logs or other documents that contain information on the movement or 

assignment of security personnel;  

(viii)  Emergency plans and emergency preparedness, response, recovery and 

mitigation plans, including plans provided by a person to a state agency or a local 

emergency management agency or official; and 

(ix)  With respect to a water company, as defined in section 25-32a, that provides 

water service: Vulnerability assessments and risk management plans, operational plans, 

portions of water supply plans submitted pursuant to section 25-32d that contain or reveal 

information the disclosure of which may result in a security risk to a water company, 

inspection reports, technical specifications and other materials that depict or specifically 

describe critical water company operating facilities, collection and distribution systems or 

sources of supply; 
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(20)  Records of standards, procedures, processes, software and codes, not 

otherwise available to the public, the disclosure of which would compromise the security 

or integrity of an information technology system; 

(21)  The residential, work or school address of any participant in the address 

confidentiality program established pursuant to sections 54-240 to 54-240o, inclusive; 

(22)  The electronic mail address of any person that is obtained by the Department 

of Transportation in connection with the implementation or administration of any plan to 

inform individuals about significant highway or railway incidents; 

(23)  The name or address of any minor enrolled in any parks and recreation 

program administered or sponsored by any public agency; 

(24)  Responses to any request for proposals or bid solicitation issued by a public 

agency or any record or file made by a public agency in connection with the contract 

award process, until such contract is executed or negotiations for the award of such 

contract have ended, whichever occurs earlier, provided the chief executive officer of 

such public agency certifies that the public interest in the disclosure of such responses, 

record or file is outweighed by the public interest in the confidentiality of such responses, 

record or file; 

(25) The name, address, telephone number or electronic mail address of any  

person enrolled in any senior center program or any member of a senior center 

administered or sponsored by any public agency; 

 

 (26) All records obtained during the course of inspection, investigation, 

examination and audit activities of an institution, as defined in section 19a-490, that are 

confidential pursuant to a contract between the Department of Public Health and the 

United States Department of Health and Human Services relating to the Medicare and 

Medicaid programs;   

 

 (27) Any record created by a law enforcement agency or other federal, state, or 

municipal governmental agency consisting of a photograph, film, video or digital or other 

visual image depicting the victim of a homicide, to the extent that such record could 

reasonably be expected to constitute an unwarranted invasion of the personal privacy of 

the victim or the victim's surviving family members. 

(c)  Whenever a public agency receives a request from any person confined in a 

correctional institution or facility or a Whiting Forensic Division facility, for disclosure 

of any public record under the Freedom of Information Act, the public agency shall 

promptly notify the Commissioner of Correction or the Commissioner of Mental Health 

and Addiction Services in the case of a person confined in a Whiting Forensic Division 

facility of such request, in the manner prescribed by the commissioner, before complying 

with the request as required by the Freedom of Information Act.  If the commissioner 

believes the requested record is exempt from disclosure pursuant to subdivision (18) of 

subsection (b) of this section, the commissioner may withhold such record from such 
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person when the record is delivered to the person's correctional institution or facility or 

Whiting Forensic Division facility. 

(d)  Whenever a public agency, except the Judicial Department or Legislative 

Department, receives a request from any person for disclosure of any records described in 

subdivision (19) of subsection (b) of this section under the Freedom of Information Act, 

the public agency shall promptly notify the Commissioner of Administrative Services or 

the Commissioner of Emergency Services and Public Protection, as applicable, of such 

request, in the manner prescribed by such commissioner, before complying with the 

request as required by the Freedom of Information Act and for information related to a 

water company, as defined in section 25-32a, the public agency shall promptly notify the 

water company before complying with the request as required by the Freedom of 

Information Act.  If the commissioner, after consultation with the chief executive officer 

of the applicable agency or after consultation with the chief executive officer of the 

applicable water company for information related to a water company, as defined in 

section 25-32a, believes the requested record is exempt from disclosure pursuant to 

subdivision (19) of subsection (b) of this section, the commissioner may direct the agency 

to withhold such record from such person. In any appeal brought under the provisions of 

section 1-206 of the Freedom of Information Act for denial of access to records for any of 

the reasons described in subdivision (19) of subsection (b) of this section, such appeal 

shall be against the chief executive officer of the executive branch state agency or the 

municipal, district or regional agency that issued the directive to withhold such record 

pursuant to subdivision (19) of subsection (b) of this section, exclusively, or, in the case 

of records concerning Judicial Department facilities, the Chief Court Administrator or, in 

the case of records concerning the Legislative Department, the executive director of the 

Joint Committee on Legislative Management. 

 

(e)  Notwithstanding the provisions of subdivisions (1) and (16) of subsection (b) 

of this section, disclosure shall be required of: 

 

(1)  Interagency or intra-agency memoranda or letters, advisory opinions, 

recommendations or any report comprising part of the process by which governmental 

decisions and policies are formulated, except disclosure shall not be required of a 

preliminary draft of a memorandum, prepared by a member of the staff of a public 

agency, which is subject to revision prior to submission to or discussion among the 

members of such agency; 

 

(2)  All records of investigation conducted with respect to any tenement house, 

lodging house or boarding house as defined in section 19a-355, or any nursing home, 

residential care home or rest home, as defined in section 19a-490, by any municipal 

building department or housing code inspection department, any local or district health 

department, or any other department charged with the enforcement of ordinances or laws 

regulating the erection, construction, alteration, maintenance, sanitation, ventilation or 

occupancy of such buildings; and 

(3)  The names of firms obtaining bid documents from any state agency.  (P.A. 

57-428, §1; P.A. 63-260; P.A. 67-723, §1; P.A. 69-193; P.A. 71-193; P.A. 75-342, §2; 

P.A. 76-294; P.A. 77-609, §2; P.A. 79-119; P.A. 79-324; P.A. 79-575, §2; P.A. 79-599, 
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§3; P.A. 80-483, §1; P.A. 81-40, §2; P.A. 81-431, §1; P.A. 81-448, §2; P.A. 83-436; P.A. 

84-112, §1; P.A. 84-311, §2; P.A. 85-577, §22; P.A. 90-335, §1; P.A. 91-140, §2; P.A. 

94-246, §14; P.A. 95-233; P.A. 96-130, §37; P.A. 97-47, §4; P.A. 97-112, §2; P.A. 97-

293, §14; P.A. 99-156, §1; P.A. 00-66, §5; P.A. 00-69, §3; P.A. 00-134, §1; P.A. 00-136, 

§2; June Sp. Sess. P.A. 00-1, §20; P.A. 01-26, §1; P.A. 02-133, §§1, 2; P.A. 02-137, §2;  

P.A. 03-200, §17; June 30, Sp. Sess., P.A. 03-6, §104; P.A. 05-287, §26; P.A. 07-202, 

§12; P.A. 07-213, §22; P.A. 07-236, §5; P.A. 08-18, §1; P.A. 10-17; P.A. 11-51, §§44, 

134; P.A. 11-242, §§37, 38; P.A. 13-311, §§1, 2). 

 Sec. 1-211.  (Formerly Sec. 1-19a).  Disclosure of computer-stored public 

records.  Contracts.  Acquisition of system, equipment, software to store or retrieve 

nonexempt public records.  (a)  Any public agency which maintains public records in a 

computer storage system shall provide, to any person making a request pursuant to the 

Freedom of Information Act, a copy of any nonexempt data contained in such records, 

properly identified, on paper, disk, tape or any other electronic storage device or medium 

requested by the person, including an electronic copy sent to the electronic mail address 

of the person making such request, if the agency can reasonably make any such copy or 

have any such copy made.  Except as otherwise provided by state statute, the cost for 

providing a copy of such data shall be in accordance with the provisions of section 1-212, 

as amended by Public Act 11-150. 

 

 (b)  Except as otherwise provided by state statute, no public agency shall enter 

into a contract with, or otherwise obligate itself to, any person if such contract or 

obligation impairs the right of the public under the Freedom of Information Act to inspect 

or copy the agency's nonexempt public records existing on-line in, or stored on a device 

or medium used in connection with, a computer system owned, leased or otherwise used 

by the agency in the course of its governmental functions. 

 

 

 (c)  On and after July 1, 1992, before any public agency acquires any computer 

system, equipment or software to store or retrieve nonexempt public records, it shall 

consider whether such proposed system, equipment or software adequately provides for 

the rights of the public under the Freedom of Information Act at the least cost possible to 

the agency and to persons entitled to access to nonexempt public records under the 

Freedom of Information Act.  In meeting its obligations under this subsection, each state 

public agency shall consult with the Department of Administrative Services as part of the 

agency's design analysis prior to acquiring any such computer system, equipment or 

software.  The Department of Administrative Services shall adopt written guidelines to 

assist municipal agencies in carrying out the purposes of this subsection.  Nothing in this 

subsection shall require an agency to consult with said department prior to acquiring a 

system, equipment or software or modifying software, if such acquisition or modification 

is consistent with a design analysis for which such agency has previously consulted with 

said department.  The Department of Administrative Services shall consult with the 

Freedom of Information Commission on matters relating to access to and disclosure of 

public records for the purposes of this subsection.  The provisions of this subsection shall 

not apply to software modifications which would not affect the rights of the public under 

the Freedom of Information Act.  (P.A. 75-342, §4; P.A. 90-307, §3; P.A. 91-347, §1; 

P.A. 97-47, §5; June 18 Sp. Sess., P.A. 97-9, §26; P.A. 11-51, §76; P.A. 11-150, §21). 
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 Sec. 1-212.  (Formerly Sec. 1-15).  Copies and scanning of public records.  

Fees.  (a)  Any person applying in writing shall receive, promptly upon request, a plain, 

facsimile, electronic or certified copy of any public record. The type of copy provided 

shall be within the discretion of the public agency, except (1) the agency shall provide a 

certified copy whenever requested, and (2) if the applicant does not have access to a 

computer or facsimile machine, the public agency shall not send the applicant an 

electronic or facsimile copy. The fee for any copy provided in accordance with the 

Freedom of Information Act:    

 

(A)  By an executive, administrative or legislative office of the state, a state 

agency or a department, institution, bureau, board, commission, authority or official of 

the state, including a committee of, or created by, such an office, agency, department, 

institution, bureau, board, commission, authority or official, and also including any 

judicial office, official or body or committee thereof but only in respect to its or their 

administrative functions, shall not exceed twenty-five cents per page; and 

 

(B)  By all other public agencies, as defined in section 1-200, shall not exceed 

fifty cents per page.  If any copy provided in accordance with said Freedom of 

Information Act requires a transcription, or if any person applies for a transcription of a 

public record, the fee for such transcription shall not exceed the cost thereof to the public 

agency. 

 

 (b)  The fee for any copy provided in accordance with subsection (a) of section 1-

211 shall not exceed the cost thereof to the public agency.  In determining such costs for 

a copy, other than for a printout which exists at the time that the agency responds to the 

request for such copy, an agency may include only: 

 

(1)  An amount equal to the hourly salary attributed to all agency employees 

engaged in providing the requested computer-stored public record, including their time 

performing the formatting or programming functions necessary to provide the copy as 

requested, but not including search or retrieval costs except as provided in subdivision (4) 

of this subsection; 

 

(2)  An amount equal to the cost to the agency of engaging an outside professional 

electronic copying service to provide such copying services, if such service is necessary 

to provide the copying as requested; 

 

(3)  The actual cost of the storage devices or media provided to the person making 

the request in complying with such request; and 

 

(4)  The computer time charges incurred by the agency in providing the requested 

computer-stored public record where another agency or contractor provides the agency 

with computer storage and retrieval services.  Notwithstanding any other provision of this 

section, the fee for any copy of the names of registered voters shall not exceed three cents 

per name delivered or the cost thereof to the public agency, as determined pursuant to this 

subsection, whichever is less.  The Department of Administrative Services shall provide 

guidelines to agencies regarding the calculation of the fees charged for copies of 
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computer-stored public records to ensure that such fees are reasonable and consistent 

among agencies. 

 

 (c)  A public agency may require the prepayment of any fee required or permitted 

under the Freedom of Information Act if such fee is estimated to be ten dollars or more.  

The sales tax provided in chapter 219 shall not be imposed upon any transaction for 

which a fee is required or permissible under this section or section 1-227. 

 

 (d)  The public agency shall waive any fee provided for in this section when: 

 

(1) The person requesting the records is an indigent individual; 

 

(2)  The records located are determined by the public agency to be exempt from 

disclosure under subsection (b) of section 1-210;  

 

(3)  In its judgment, compliance with the applicant's request benefits the general 

welfare; or 

 

 (4)  The person requesting the record is an elected official of a political 

subdivision of the state and the official (A) obtains the record from an agency of the 

political subdivision in which the official serves, and (B) certifies that the record pertains 

to the official’s duties; or 

 (5) The person requesting the records is a member of the Division of Public 

Defender Services or an attorney appointed by the court as a special assistant public 

defender under section 51-296 and such member or attorney certifies that the record 

pertains to the member's or attorney's duties. 

 (e)  Except as otherwise provided by law, the fee for any person who has the 

custody of any public records or files for certifying any copy of such records or files, or 

certifying to any fact appearing therefrom, shall be for the first page of such certificate, or 

copy and certificate, one dollar; and for each additional page, fifty cents.  For the purpose 

of computing such fee, such copy and certificate shall be deemed to be one continuous 

instrument. 

 

(f)  The Secretary of the State, after consulting with the chairperson of the 

Freedom of Information Commission, the Commissioner of Correction and a 

representative of the Judicial Department, shall propose a fee structure for copies of 

public records provided to an inmate, as defined in section 18-84, in accordance with 

subsection (a) of this section.  The Secretary of the State shall submit such proposed fee 

structure to the joint standing committee of the General Assembly having cognizance of 

matters relating to government administration, not later than January 15, 2000. 

 

(g)  Any individual may copy a public record through the use of a hand-held 

scanner.  A public agency may establish a fee structure not to exceed twenty dollars for 

an individual to pay each time the individual copies records at the agency with a hand-

held scanner.  As used in this section, “hand-held scanner” means a battery operated 

electronic scanning device the use of which (1) leaves no mark or impression on the 
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public record, and (2) does not unreasonably interfere with the operation of the public 

agency.  (1949 Rev., §3625; P.A. 59-352, §1; P.A. 75-342, §5; P.A. 77-609, §3; P.A. 89-

251, §56; P.A. 90-307, §4; P.A. 91-347, §2; P.A. 93-188, §1; P.A. 94-112, §1; P.A. 95-

144, §1; P.A. 97-47, §§2, 3; June 18 Sp. Sess., P.A. 97-9, §25; P.A. 99-71, §2; P.A. 99-

156, §2; P.A. 00-66, §6; P.A. 02-137, §3; P.A. 09-03, §140; P.A. 11-51, §76; P.A. 11-

150, §22; P.A. 11-220, §3; P.A. 12-205, §1). 

 

 Sec. 1-213.  (Formerly Sec. 1-19b).  Agency administration.  Disclosure of 

personnel, birth and tax records.  Disclosure of voice mails by public agencies.  

Judicial records and proceedings.  (a) The Freedom of Information Act shall be: 

 

(1)  Construed as requiring each public agency to open its records concerning the 

administration of such agency to public inspection; and 

 

(2)  Construed as requiring each public agency to disclose information in its 

personnel files, birth records or confidential tax records to the individual who is the 

subject of such information. 

 

 (b)  Nothing in the Freedom of Information Act shall be deemed in any manner 

to: 

 

(1)  Affect the status of judicial records as they existed prior to October 1, 1975, 

nor to limit the rights of litigants, including parties to administrative proceedings, under 

the laws of discovery of this state;  

 

(2)  Require disclosure of any record of a personnel search committee which, 

because of name or other identifying information, would reveal the identity of an 

executive level employment candidate without the consent of such candidate; or 

 

(3)  Require any public agency to transcribe the content of any voice mail 

message and retain such record for any period of time.  As used in this subdivision, 

“voice mail” means all information transmitted by voice for the sole purpose of its 

electronic receipt, storage and playback by a public agency.  (P.A. 75-342, §3; P.A. 79-

118; P.A. 87-568, §3; P.A. 94-246, §15; P.A. 97-47, §6; P.A. 04-171, §1.) 

 

 Sec. 1-214.  (Formerly Sec. 1-20a).  Public employment contracts as public 

record.  Objection to disclosure of personnel or medical files.  (a)  Any contract of 

employment to which the state or a political subdivision of the state is a party shall be 

deemed to be a public record for the purposes of section 1-210. 

 

 (b)  Whenever a public agency receives a request to inspect or copy records 

contained in any of its employees' personnel or medical files and similar files and the 

agency reasonably believes that the disclosure of such records would legally constitute an 

invasion of privacy, the agency shall immediately notify in writing (1) each employee 

concerned, provided such notice shall not be required to be in writing where impractical 

due to the large number of employees concerned and (2) the collective bargaining 

representative, if any, of each employee concerned.  Nothing herein shall require an 

agency to withhold from disclosure the contents of personnel or medical files and similar 
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files when it does not reasonably believe that such disclosure would legally constitute an 

invasion of personal privacy. 

 

 (c)  A public agency which has provided notice under subsection (b) of this 

section shall disclose the records requested unless it receives a written objection from the 

employee concerned or the employee's collective bargaining representative, if any, within 

seven business days from the receipt by the employee or such collective bargaining 

representative of the notice or, if there is no evidence of receipt of written notice, not later 

than nine business days from the date the notice is actually mailed, sent, posted or 

otherwise given.  Each objection filed under this subsection shall be on a form prescribed 

by the public agency, which shall consist of a statement to be signed by the employee or 

the employee's collective bargaining representative, under the penalties of false 

statement, that to the best of his knowledge, information and belief there is good ground 

to support it and that the objection is not interposed for delay.  Upon the filing of an 

objection as provided in this subsection, the agency shall not disclose the requested 

records unless ordered to do so by the Freedom of Information Commission pursuant to 

section 1-206.  Failure to comply with a request to inspect or copy records under this 

section shall constitute a denial for the purposes of section 1-206.  Notwithstanding any 

provision of this subsection or subsection (b) of section 1-206 to the contrary, if an 

employee's collective bargaining representative files a written objection under this 

subsection, the employee may subsequently approve the disclosure of the records 

requested by submitting a written notice to the public agency.  (P.A. 73-271; P.A. 78-331, 

§1; P.A. 87-285, §1; P.A. 88-353, §1; P.A. 92-207, §1.) 

 

 Sec. 1-214a.  Disclosure of public agency termination, suspension or 

separation agreement containing confidentiality provision.  Any agreement entered 

into by any public agency, as defined in section 1-200, with an employee or personal 

services contractor providing for the termination, suspension or separation from 

employment of such employee or the termination or suspension of the provision of 

personal services by such contractor, as the case may be, that contains a confidentiality 

provision that prohibits or restricts such public agency from disclosing the existence of 

the agreement or the cause or causes for such termination, suspension or separation 

including, but not limited to, alleged or substantiated sexual abuse, sexual harassment, 

sexual exploitation or sexual assault by such employee or contractor, shall be subject to 

public disclosure under this chapter.  (P.A. 06-132, §1.) 

 

 Sec. 1-215.  (Formerly Sec. 1-20b).  Record of an arrest as public record.  

Exception.  (a)  Notwithstanding any provision of the general statutes to the contrary, 

and except as otherwise provided in this section, any record of the arrest of any person, 

other than a juvenile, except a record erased pursuant to chapter 961a, shall be a public 

record from the time of such arrest and shall be disclosed in accordance with the 

provisions of section 1-212 and subsection (a) of section 1-210, except that disclosure of 

data or information other than that set forth in subdivision (1) of subsection (b) of this 

section shall be subject to the provisions of subdivision (3) of subsection (b) of section 1-

210.  Any personal possessions or effects found on a person at the time of such person's 

arrest shall not be disclosed unless such possessions or effects are relevant to the crime 

for which such person was arrested. 
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 (b)  For the purposes of this section, “record of the arrest” means (1) the name and 

address of the person arrested, the date, time and place of the arrest and the offense for 

which the person was arrested, and (2) at least one of the following, designated by the 

law enforcement agency:  The arrest report, incident report, news release or other similar 

report of the arrest of a person.  (P.A. 83-272, §1; P.A. 94-117, §4; P.A. 94-246, §13.) 

 

 Sec. 1-216.  (Formerly Sec. 1-20c).  Review and destruction of records 

consisting of uncorroborated allegations of criminal activity.  Except for records the 

retention of which is otherwise controlled by law or regulation, records of law 

enforcement agencies consisting of uncorroborated allegations that an individual has 

engaged in criminal activity shall be reviewed by the law enforcement agency one year 

after the creation of such records.  If the existence of the alleged criminal activity cannot 

be corroborated within ninety days of the commencement of such review, the law 

enforcement agency shall destroy such records.  (P.A. 88-227, §2.) 

 

 Sec. 1-217.  (Formerly Sec. 1-20f).  Nondisclosure of residential addresses of 

certain individuals.  (a)  No public agency may disclose, under the Freedom of 

Information Act, from its personnel, medical or similar files, the residential address of 

any of the following persons employed by such public agency: 

 

(1)  A federal court judge, federal court magistrate, judge of the Superior Court, 

Appellate Court or Supreme Court of the state, or family support magistrate; 

 

(2)  A sworn member of a municipal police department, a sworn member of the 

Division of State Police within the Department of Emergency Services and Public 

Protection or a sworn law enforcement officer within the Department of Environmental 

Protection; 

 

(3)  An employee of the Department of Correction; 

 

(4)  An attorney-at-law who represents or has represented the state in a criminal 

prosecution; 

 

(5)  An attorney-at-law who is or has been employed by the Public Defender 

Services Division or a social worker who is employed by the Public Defender Services 

Division; 

 

(6)  An inspector employed by the Division of Criminal Justice;  

 

(7)  A firefighter;  

 

(8)  An employee of the Department of Children and Families;  

 

(9)  A member or employee of the Board of Pardons and Paroles; 

 

(10)  An employee of the judicial branch;  
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(11)  An employee of the Department of Mental Health and Addiction Services 

who provides direct care to patients; or 

 

(12)  A member or employee of the Commission on Human Rights and 

Opportunities. 

 

(b)  The business address of any person described in this section shall be subject 

to disclosure under section 1-210 of the 2008 supplement to the general statutes.  The 

provisions of this section shall not apply to Department of Motor Vehicles records 

described in section 14-10 of the 2008 supplement to the general statutes.   

 (c) (1) Except as provided in subsections (a) and (d) of this section, no public 

agency may disclose the residential address of any person listed in subsection (a) of this 

section from any record described in subdivision (2) of this subsection that is requested in 

accordance with the provisions of said subdivision, regardless of whether such person is 

an employee of the public agency, provided such person has (A) submitted a written 

request for the nondisclosure of the person's residential address to the public agency, and 

(B) furnished his or her business address to the public agency. 

(2) Any public agency that receives a request for a record subject to disclosure under this 

chapter where such request (A) specifically names a person who has requested that his or 

her address be kept confidential under subdivision (1) of this subsection, shall make a 

copy of the record requested to be disclosed and shall redact the copy to remove such 

person's residential address prior to disclosing such record, (B) is for an existing list that 

is derived from a readily accessible electronic database, shall make a reasonable effort to 

redact the residential address of any person who has requested that his or her address be 

kept confidential under subdivision (1) of this subsection prior to the release of such list, 

or (C) is for any list that the public agency voluntarily creates in response to a request for 

disclosure, shall make a reasonable effort to redact the residential address of any person 

who has requested that his or her address be kept confidential under subdivision (1) of 

this subsection prior to the release of such list. 

(3) Except as provided in subsection (a) of this section, an agency shall not be prohibited 

from disclosing the residential address of any person listed in subsection (a) of this 

section from any record other than the records described in subparagraphs (A) to (C), 

inclusive, of subdivision (2) of this subsection. 

 (d) The provisions of this section shall not be construed to prohibit the disclosure 

without redaction of any document, as defined in section 7-35bb, any list prepared under 

title 9, or any list published under section 12-55. 

 

 (e) No public agency or public official or employee of a public agency shall be 

penalized for violating a provision of this section, unless such violation is wilful and 

knowing. Any complaint of such a violation shall be made to the Freedom of Information 

Commission. Upon receipt of such a complaint, the commission shall serve upon the 

public agency, official or employee, as the case may be, by certified or registered mail, a 

copy of the complaint. The commission shall provide the public agency, official or 

employee with an opportunity to be heard at a hearing conducted in accordance with the 
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provisions of chapter 54, unless the commission, upon motion of the public agency, 

official or employee or upon motion of the commission, dismisses the complaint without 

a hearing if it finds, after examining the complaint and construing all allegations most 

favorably to the complainant, that the public agency, official or employee has not wilfully 

and knowingly violated a provision of this section. If the commission finds that the public 

agency, official or employee wilfully and knowingly violated a provision of this section, 

the commission may impose against such public agency, official or employee a civil 

penalty of not less than twenty dollars nor more than one thousand dollars. Nothing in 

this section shall be construed to allow a private right of action against a public agency, 

public official or employee of a public agency.  (P.A. 95-163; P.A. 96-83, §1; P.A. 97-

219, §2; P.A. 99-26, §27; P.A. 99-77, §1; P.A. 99-156, §3; P.A. 01-186, §17; P.A. 02-53, 

§1; P.A. 04-234, §2; P.A. 04-257, §114; P.A. 05-108, §2; P.A. 08-120, §1; P.A. 08-186, 

§1; P.A. 11-51, §134; P.A. 12-3, §§1, 2.) 

 

Sec. 1-218.  Certain contracts for performance of governmental functions.  

Records and files subject to Freedom of Information Act.  Each contract in excess of 

two million five hundred thousand dollars between a public agency and a person for the 

performance of a governmental function shall (1) provide that the public agency is 

entitled to receive a copy of records and files related to the performance of the 

governmental function, and (2) indicate that such records and files are subject to the 

Freedom of Information Act and may be disclosed by the public agency pursuant to the 

Freedom of Information Act.  No request to inspect or copy such records or files shall be 

valid unless the request is made to the public agency in accordance with the Freedom of 

Information Act.  Any complaint by a person who is denied the right to inspect or copy 

such records or files shall be brought to the Freedom of Information Commission in 

accordance with the provisions of sections 1-205 and 1-206.  (P.A. 01-169, §2.) 

 

Sec. 1-219.  Veterans' military records.  (a)  As used in this section: (1) "Armed 

forces" means the Army, Navy, Marine Corps, Coast Guard or Air Force of the United 

States; (2) "veteran" means any person honorably discharged from, or released under 

honorable conditions from active service or reserve status in the armed forces; (3) 

"military discharge document" means a United States Department of Defense form, 

including, but not limited to, a DD 214 form, or any valid paper that evidences the 

service, discharge or retirement of a veteran from the armed forces that contains personal 

information such as a service number or Social Security number; (4) "person" means any 

individual or entity, including, but not limited to, a relative of a veteran, a licensed 

funeral director or embalmer, an attorney-at-law, an attorney-in-fact, an insurance 

company or a veterans' advocate; and (5) "public agency" or "agency" means a public 

agency, as defined in section 1-200. 

 

 (b)  A veteran or designee may file a military discharge document with the town 

clerk of the town in which the veteran resides or with any other public agency if the 

military discharge document is related to the business of the town or other agency, and 

the town or agency shall maintain and record the military discharge document in 

accordance with this section. 

 

 (c)  Notwithstanding any provision of chapter 55, or any provision of section 11-8 

or 11-8a, any military discharge document filed by or on behalf of a veteran with a public 
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agency before, on or after October 1, 2002, except a military discharge document 

recorded before October 1, 2002, on the land records of a town, shall be retained by the 

agency separate and apart from the other records of the agency. The contents of such 

document shall be confidential for at least seventy-five years from the date the document 

is filed with the public agency, except that: 

 

 (1)  The information contained in the document shall be available to the veteran, 

or a conservator of the person of the veteran or a conservator of the estate of the veteran, 

at all times; 

 

 (2)  Any information contained in such military discharge document which is 

necessary to establish, or that aids in establishing, eligibility for any local, state or federal 

benefit or program applied for by, or on behalf of, the veteran, including, but not limited 

to, the name of the veteran, the veteran's residential address, dates of qualifying active or 

reserve military service, or military discharge status, shall be available to the public at all 

times; and  

 

 (3)  In addition to the information available under subdivision (2) of this 

subsection, any other information contained in the document shall be available to (A) any 

person who may provide a benefit to, or acquire a benefit for, the veteran or the estate of 

the veteran, provided the person needs the information to provide the benefit and submits 

satisfactory evidence of such need to the agency, (B) the State Librarian as required for 

the performance of his or her duties, and (C) a genealogical society incorporated or 

authorized by the Secretary of the State to do business or conduct affairs in this state or a 

member of such genealogical society.  

 

 (d)  The provisions of this section concerning the maintenance and recording of 

Department of Defense documents shall not apply to the State Library Board or the State 

Librarian.  (P.A. 02-137, §1.) 

 

 Secs. 1-220 to 1-224.  Reserved for future use. 

 

 Sec. 1-225.  (Formerly Sec. 1-21).  Meetings of government agencies to be 

public.  Recording of votes.  Schedule and agenda of meetings to be filed and posted 

on web sites.  Notice of special meetings.  Executive sessions.  (a) The meetings of all 

public agencies, except executive sessions, as defined in subdivision (6) of section 1-200, 

shall be open to the public.  The votes of each member of any such public agency upon 

any issue before such public agency shall be reduced to writing and made available for 

public inspection within forty-eight hours and shall also be recorded in the minutes of the 

session at which taken.  Not later than seven days after the date of the session to which 

such minutes refer, such minutes shall be available for public inspection and posted on 

such public agency's Internet web site, if available, except that no public agency of a 

political subdivision of the state shall be required to post such minutes on an Internet web 

site.  Each public agency shall make, keep and maintain a record of the proceedings of its 

meetings.  

 

 (b)  Each such public agency of the state shall file not later than January thirty-

first of each year in the office of the Secretary of the State the schedule of the regular 
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meetings of such public agency for the ensuing year and shall post such schedule on such 

public agency’s Internet web site, if available, except that such requirements shall not 

apply to the General Assembly, either house thereof or to any committee thereof.  Any 

other provision of the Freedom of Information Act notwithstanding, the General 

Assembly at the commencement of each regular session in the odd-numbered years, shall 

adopt, as part of its joint rules, rules to provide notice to the public of its regular, special, 

emergency or interim committee meetings.  The chairperson or secretary of any such 

public agency of any political subdivision of the state shall file, not later than January 

thirty-first of each year, with the clerk of such subdivision the schedule of regular 

meetings of such public agency for the ensuing year, and no such meeting of any such 

public agency shall be held sooner than thirty days after such schedule has been filed.  

The chief executive officer of any multitown district or agency shall file, not later than 

January thirty-first of each year, with the clerk of each municipal member of such district 

or agency, the schedule of regular meetings of such public agency for the ensuing year, 

and no such meeting of any such public agency shall be held sooner than thirty days after 

such schedule has been filed. 

 

 (c)  The agenda of the regular meetings of every public agency, except for the 

General Assembly, shall be available to the public and shall be filed, not less than 

twenty-four hours before the meetings to which they refer, (1) in such agency's regular 

office or place of business, and (2) in the office of the Secretary of the State for any such 

public agency of the state, in the office of the clerk of such subdivision for any public 

agency of a political subdivision of the state or in the office of the clerk of each 

municipal member of any multitown district or agency.  For any such public agency of 

the state, such agenda shall be posted on the public agency’s and the Secretary of the 

State’s web sites.  Upon the affirmative vote of two-thirds of the members of a public 

agency present and voting, any subsequent business not included in such filed agendas 

may be considered and acted upon at such meetings. 

 

 (d)  Notice of each special meeting of every public agency, except for the General 

Assembly, either house thereof or any committee thereof, shall be posted not less than 

twenty-four hours before the meeting to which such notice refers on the public agency’s 

Internet web site, if available, and given not less than twenty-four hours prior to the time 

of such meeting by filing a notice of the time and place thereof in the office of the 

Secretary of the State for any such public agency of the state, in the office of the clerk of 

such subdivision for any public agency of a political subdivision of the state and in the 

office of the clerk of each municipal member for any multitown district or agency.  The 

secretary or clerk shall cause any notice received under this section to be posted in his 

office.  Such notice shall be given not less than twenty-four hours prior to the time of the 

special meeting; provided, in case of emergency, except for the General Assembly, either 

house thereof or any committee thereof, any such special meeting may be held without 

complying with the foregoing requirement for the filing of notice but a copy of the 

minutes of every such emergency special meeting adequately setting forth the nature of 

the emergency and the proceedings occurring at such meeting shall be filed with the 

Secretary of the State, the clerk of such political subdivision, or the clerk of each 

municipal member of such multitown district or agency, as the case may be, not later than 

seventy-two hours following the holding of such meeting.  The notice shall specify the 

time and place of the special meeting and the business to be transacted.  No other 
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business shall be considered at such meetings by such public agency.  In addition, such 

written notice shall be delivered to the usual place of abode of each member of the public 

agency so that the same is received prior to such special meeting.  The requirement of 

delivery of such written notice may be dispensed with as to any member who at or prior 

to the time the meeting convenes files with the clerk or secretary of the public agency a 

written waiver of delivery of such notice.  Such waiver may be given by telegram.  The 

requirement of delivery of such written notice may also be dispensed with as to any 

member who is actually present at the meeting at the time it convenes.  Nothing in this 

section shall be construed to prohibit any agency from adopting more stringent notice 

requirements. 

 

 (e)  No member of the public shall be required, as a condition to attendance at a 

meeting of any such body, to register the member’s name, or furnish other information, 

or complete a questionnaire or otherwise fulfill any condition precedent to the member’s 

attendance. 

 

 (f)  A public agency may hold an executive session as defined in subdivision (6) 

of section 1-200, upon an affirmative vote of two-thirds of the members of such body 

present and voting, taken at a public meeting and stating the reasons for such executive 

session, as defined in section 1-200. 

 

 (g)  In determining the time within which or by when a notice, agenda, record of 

votes or minutes of a special meeting or an emergency special meeting are required to be 

filed under this section, Saturdays, Sundays, legal holidays and any day on which the 

office of the agency, the Secretary of the State or the clerk of the applicable political 

subdivision or the clerk of each municipal member of any multitown district or agency, 

as the case may be, is closed, shall be excluded.  (P.A. 57-468, §1; P.A. 67-723, §2; P.A. 

71-499; P.A. 75-342, §6; P.A. 76-435, §63; P.A. 77-609, §4; P.A. 83-67, §2; P.A. 83-

148; P.A. 84-546, §4; P.A. 85-613, §3; P.A. 97-47, §8; P.A. 99-71, §1; P.A. 00-66, §7; 

P.A. 07-213, §23; P.A. 08-18, §2; June 11 Sp. Sess., P.A. 08-3, §11; P.A. 10-171, §4.) 

 

 Sec. 1-226.  (Formerly Sec. 1-21a).  Recording, broadcasting or 

photographing meetings.  (a)  At any meeting of a public agency which is open to the 

public, pursuant to the provisions of section 1-225, proceedings of such public agency 

may be recorded, photographed, broadcast or recorded for broadcast, subject to such rules 

as such public agency may have prescribed prior to such meeting, by any person or by 

any newspaper, radio broadcasting company or television broadcasting company.  Any 

recording, radio, television or photographic equipment may be so located within the 

meeting room as to permit the recording, broadcasting either by radio, or by television, or 

by both, or the photographing of the proceedings of such public agency.  The 

photographer or broadcaster and its personnel, or the person recording the proceedings, 

shall be required to handle the photographing, broadcast or recording as inconspicuously 

as possible and in such manner as not to disturb the proceedings of the public agency.  As 

used herein the term television shall include the transmission of visual and audible 

signals by cable. 

 

 (b)  Any such public agency may adopt rules governing such recording, 

photography or the use of such broadcasting equipment for radio and television stations 
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but, in the absence of the adoption of such rules and regulations by such public agency 

prior to the meeting, such recording, photography or the use of such radio and television 

equipment shall be permitted as provided in subsection (a) of this section. 

  

(c)  Whenever there is a violation or the probability of a violation of subsections 

(a) and (b) of this section the superior court, or a judge thereof, for the judicial district in 

which such meeting is taking place shall, upon application made by affidavit that such 

violation is taking place or that there is reasonable probability that such violation will 

take place, issue a temporary injunction against any such violation without notice to the 

adverse party to show cause why such injunction should not be granted and without the 

plaintiff's giving bond.  Any person or public agency so enjoined may immediately 

appear and be heard by the court or judge granting such injunction with regard to 

dissolving or modifying the same and, after hearing the parties and upon a determination 

that such meeting should not be open to the public, said court or judge may dissolve or 

modify the injunction.  Any action taken by a judge upon any such application shall be 

immediately certified to the court to which such proceedings are returnable.  (P.A. 67-

851, §1; P.A. 69-706; P.A. 74-183, §161; P.A. 75-342, §12; P.A. 76-435, §24; P.A. 76-

436, §562; P.A. 77-609, §5; P.A. 78-280, §1; P.A. 05-288, §3.) 

 

 Sec. 1-227.  (Formerly Sec. 1-21c).  Mailing of notice of meetings to persons 

filing written request.  Fees.  The public agency shall, where practicable, give notice by 

mail of each regular meeting, and of any special meeting which is called, at least one 

week prior to the date set for the meeting, to any person who has filed a written request 

for such notice with such body, except that such body may give such notice as it deems 

practical of special meetings called less than seven days prior to the date set for the 

meeting.  Such notice requirement shall not apply to the General Assembly, either house 

thereof or to any committee thereof.  Any request for notice filed pursuant to this section 

shall be valid for one year from the date on which it is filed unless a renewal request is 

filed.  Renewal requests for notice shall be filed within thirty days after January first of 

each year.  Such public agency may establish a reasonable charge for sending such notice 

based on the estimated cost of providing such service.  (P.A. 75-342, §7.) 

 

 Sec. 1-228.  (Formerly Sec. 1-21d).  Adjournment of meetings.  Notice.  The 

public agency may adjourn any regular or special meeting to a time and place specified in 

the order of adjournment.  Less than a quorum may so adjourn from time to time.  If all 

members are absent from any regular meeting the clerk or the secretary of such body may 

declare the meeting adjourned to a stated time and place and shall cause a written notice 

of the adjournment to be given in the same manner as provided in section 1-225, for 

special meetings, unless such notice is waived as provided for special meetings.  A copy 

of the order or notice of adjournment shall be conspicuously posted on or near the door of 

the place where the regular or special meeting was held, within twenty-four hours after 

the time of the adjournment.  When an order of adjournment of any meeting fails to state 

the hour at which the adjourned meeting is to be held, it shall be held at the hour 

specified for regular meetings, by ordinance, resolution, by law or other rule.  (P.A. 75-

342, §8.) 

 

 Sec. 1-229.  (Formerly Sec. 1-21e).  Continued hearings.  Notice.  Any hearing 

being held, or noticed or ordered to be held, by the public agency at any meeting may by 
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order or notice of continuance be continued or recontinued to any subsequent meeting of 

such agency in the same manner and to the same extent set forth in section 1-228, for the 

adjournment of meeting, provided, that if the hearing is continued to a time less than 

twenty-four hours after the time specified in the order or notice of hearing, a copy of the 

order or notice of continuance of hearing shall be posted on or near the door of the place 

where the hearing was held immediately following the meeting at which the order or 

declaration of continuance was adopted or made.  (P.A. 75-342, §9.) 

  

Sec. 1-230.  (Formerly Sec. 1-21f).  Regular meetings to be held pursuant to 

regulation, ordinance or resolution.  The public agency shall provide by regulation, in 

the case of a state agency, or by ordinance or resolution in the case of an agency of a 

political subdivision, the place for holding its regular meetings.  If at any time any regular 

meeting falls on a holiday, such regular meeting shall be held on the next business day.  

If it shall be unsafe to meet in the place designated, the meetings may be held at such 

place as is designated by the presiding officer of the public agency; provided a copy of 

the minutes of any such meeting adequately setting forth the nature of the emergency and 

the proceedings occurring at such meeting shall be filed with the Secretary of the State or 

the clerk of the political subdivision, as the case may be, not later than seventy-two hours 

following the holding of such meeting.  (P.A. 75-342, §10.) 

 

 Sec. 1-231.  (Formerly Sec. 1-21g).  Executive sessions.  (a)  At an executive 

session of a public agency, attendance shall be limited to members of said body and 

persons invited by said body to present testimony or opinion pertinent to matters before 

said body provided that such persons' attendance shall be limited to the period for which 

their presence is necessary to present such testimony or opinion and, provided further, 

that the minutes of such executive session shall disclose all persons who are in attendance 

except job applicants who attend for the purpose of being interviewed by such agency. 

 

 (b)  An executive session may not be convened to receive or discuss oral 

communications that would otherwise be privileged by the attorney-client relationship if 

the agency were a nongovernmental entity, unless the executive session is for a purpose 

explicitly permitted pursuant to subdivision (6) of section 1-200.  (P.A. 75-342, §11; P.A. 

81-431, §5; P.A. 86-226; P.A. 97-47, §9.) 

 

 Sec. 1-232. (Formerly Sec. 1-21h).  Conduct of meetings.  In the event that any 

meeting of a public agency is interrupted by any person or group of persons so as to 

render the orderly conduct of such meeting unfeasible and order cannot be restored by the 

removal of individuals who are wilfully interrupting the meetings, the members of the 

agency conducting the meeting may order the meeting room cleared and continue in 

session.  Only matters appearing on the agenda may be considered in such a session.  

Duly accredited representatives of the press or other news media, except those 

participating in the disturbance, shall be allowed to attend any session held pursuant to 

this section.  Nothing in this section shall prohibit such public agency from establishing a 

procedure for readmitting an individual or individuals not responsible for wilfully 

disturbing the meeting.  (P.A. 75-342, §13.) 

 

 Secs. 1-233 to 1-239.  Reserved for future use. 
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 Sec. 1-240.  (Formerly Sec. 1-21k).  Penalties.  (a)  Any person who wilfully, 

knowingly and with intent to do so, destroys, mutilates or otherwise disposes of any 

public record without the approval required under section 1-18 or unless pursuant to 

chapter 47 or 87l, or who alters any public record, shall be guilty of a class A 

misdemeanor and each such occurrence shall constitute a separate offense. 

 

 (b)  Any member of any public agency who fails to comply with an order of the 

Freedom of Information Commission shall be guilty of a class B misdemeanor and each 

occurrence of failure to comply with such order shall constitute a separate offense.  (P.A. 

75-342, §16; P.A. 79-631, §24; P.A. 82-l88, §2.) 

 

 Sec. 1-241.  (Formerly Sec. 1-211).  Injunctive relief from frivolous, 

unreasonable or harassing freedom of information appeals.  A public agency, as 

defined in subdivision (1) of section 1-200, may bring an action to the Superior Court 

against any person who was denied leave by the Freedom of Information Commission to 

have his appeal heard by the commission under subsection (b) of section 1-206 because 

the commission determined and found that such appeal or the underlying request would 

perpetrate an injustice or would constitute an abuse of the commission’s administrative 

process.  The action authorized under this section shall be limited to an injunction 

prohibiting such person from bringing any further appeal to the commission which would 

perpetrate an injustice or would constitute an abuse of the commission’s administrative 

process.  If, after such an injunction is ordered, the person subject to the injunction brings 

a further appeal to the Freedom of Information Commission and the commission 

determines that such appeal would perpetrate an injustice or would constitute an abuse of 

the commission’s administrative process, such person shall be conclusively deemed to 

have violated the injunction and such agency may seek further injunctive and equitable 

relief, damages, attorney’s fees and costs, as the court may order.  (P.A. 93-191, §2; P.A. 

97-47, §14.) 

 

 Sec. 1-242.  Actions involving provisions of the Freedom of Information Act.  

Notice of litigation to the Freedom of Information Commission.  Intervention by 

commission.  (a)  In any action involving the assertion that a provision of the Freedom of 

Information Act has been violated or constitutes a defense, the court to which such action 

is brought shall make an order requiring the party asserting such violation or defense, as 

applicable, to provide the Freedom of Information Commission with notice of the action 

and a copy of the complaint and all pleadings in the action by first-class mail or personal 

service to the address of the commission's office. 

 

 (b)  Upon the filing of a verified pleading by the commission, the court to which 

an action described in subsection (a) of this section is brought may grant the 

commission's motion to intervene in the action for purposes of participating in any issue 

involving a provision of the Freedom of Information Act.  (P.A. 04-206, §1.) 

 

Secs. 1-243 to 1-259.  Reserved for future use. 

 

 



























Links to State, Local and National Organizations 

 

Central CT Health District (EHHD) www.ehhd.org  

 

American Public Health Association (APHA) www.apha.org 

 

CT Association of Directors of Health (CADH) www.cadh.org 

 

CT Department of Public Health   www.ct.gov/dph 

 

CT Public Health Association (CPHA) www.cpha.info 

 

CT Public Health Code  www.ct.gov/DPH/Public-Health-Code/View-Public-Health-

Code 

 

CT General Statutes   https://www.cga.ct.gov/lco/statutes.asp 

 

CT Freedom of Information Commission   https://portal.ct.gov/-
/media/FOI/The_FOI_ACT/2018FOIAincluding2018amendmentspdf.pdf?la=en 
 

National Assoc. of City and County Health Officials (NACCHO) www.naccho.org 

 

National Assoc. of Local Boards of Health (NALBOH) www.nalboh.org 

 

Public Health Accreditation Board (PHAB)   www.phaboard.org 

 

http://www.ehhd.org/
http://www.apha.org/
http://www.cadh.org/
http://www.cpha.info/
http://www.ct.gov/DPH/Public-Health-Code/View-Public-Health-Code
http://www.ct.gov/DPH/Public-Health-Code/View-Public-Health-Code
https://www.cga.ct.gov/lco/statutes.asp
https://portal.ct.gov/-/media/FOI/The_FOI_ACT/2018FOIAincluding2018amendmentspdf.pdf?la=en
https://portal.ct.gov/-/media/FOI/The_FOI_ACT/2018FOIAincluding2018amendmentspdf.pdf?la=en
http://www.naccho.org/
http://www.nalboh.org/
http://www.phaboard.org/


Eastern Highlands Health District 
Programs and Services 

Using the 10 Essential Local Public 
Health Services Framework

Updated October 2019



Vision

Healthy people, healthy communities…healthier 
future

Mission

EHHD is committed to enhancing the quality of 
life in its communities through the prevention of 
illness, promotion of wellness and protection of 
our human environment



Ten Essential Local Public Health 
Services (CGS 19a-207a)

1.  Monitor health status to identify and solve community health problems
2.  Investigating and diagnosing health problems and health hazards in the 

community concerning health issues
3.  Informing, educating and empowering persons in the community 

concerning health issues
4.  Mobilizing community partnerships and action to identify and solve health 

problems for persons in the community
5. Developing policies and plans that support individual and community 

health efforts
6.  Enforcing laws and regulations that protect health and ensure safety
7.  Connecting persons in the community to needed health care services when 

appropriate
8. Assuring a competent public health and personal care workforce
9. Evaluating effectiveness, accessibility and quality of peronal and population-

based health services
10. Researching to find innovative solutions to health problems



Essential Service #1 - Monitor health status 
to identify and solve community health 

problems

• Regular review of health district public health data 
provided by local, state, federal, and non-
governmental agencies

• Completed 2014 community health needs 
assessment for Tolland County via CTG

• EHHD centric community health assessment–Future 
goal



Essential Service #2 - Investigating and 
diagnosing health problems and health hazards 

in the community concerning health issues

• Complaint investigation program
– 120 – 160 complaints annually
– Laboratory services
– Provide 365/24/7 emergency response services (5 to 15 

incidents annually)

• Special Environmental Monitoring Projects
– Landfills, Road Salt, Farms, VOC’s

• Respond to school and town PH concerns, providing 
consultation, and subject matter expertise.
– IAQ, radon, lead, construction projects, regional water supply 

planning, individual water supplies, wastewater disposal, risk 
communication



Essential Service #2 - Investigating and 
diagnosing health problems and health hazards 

in the community concerning health issues

• Communicable Disease Surveillance and Control
– 900 to 1200 case reports reviewed annually for over 70 

reportable diseases
– 20 to 30 cases interviewed/investigated annually
– 4 to 8 outbreaks investigated annually
– Controls implemented when necessary, e.g. Ebola, goat farm 

Ecoli out break, restaurant closure

• Bathing Water Quality Monitoring Program
– weekly sampling from 26 locations during swimming season
– 300 to 350 samples grabbed
– 2- 3 beach closures annually



Essential Service #3 - Informing, educating and 
empowering persons in the community 

concerning health issues

• Media point of contact 
– Press releases
– Cable TV interviews
– Local HAN
– Social media FB, twitter
– Risk communication

• Child hood Lead Protection Education
– 15 to 35 cases annually 
– Provide ed. material and consultation



Essential Service #3 - Informing, educating and 

empowering persons in the community 
concerning health issues

• Ongoing Website topics, e.g. School initiatives (95210, 
POW) tobacco free initiatives, sun safety, tick borne 
diseases, Asthma, Rabies, many others!

• EHHD responds to public’s need for timely information, 
e.g. EEE, WNV, H1N1, Ebola, Zika, seasonal Influenza, 
localized responses 

• Employee Wellness Program (contracted services)

• Local Public Health resource and repository for a broad 
scope of educational material, and links to reference 
material, e.g. print, & electronic



Essential Service #4 - Mobilizing community 
partnerships and action to identify and solve health 

problems for persons in the community

• Leader and hub of local public health system, with established 
relationships with multiple community partners and stakeholders

• Community Health Action Response Team (CHART)
• Substance Abuse in Our Communities Workgroup

– Work group established (First responders, social services)
• Plan4Health initiative

– Planning/Public Health Partnership
– Tool kit: www.healthyeasternct.com

• Other community committees/groups
– Early Childhood Committees
– Health and Safety Committees
– UConn SHS Infection prevention committee
– LEPC’s

http://www.healthyeasternct.com/


Essential Service #5 - Developing policies and 
plans that support individual and community 

health efforts
• Review and comments on local codes, ordinances, polices, plans

– P&Z, housing, septic pumping, facilities plan, Plan of C&D, relocation plans, 
public school health policies (TB, lice, ILI), school safety plans, tobacco free 
campus

• Public Health Advocacy to state, local leaders, boards, commissions, 
general public
– CADH, CEHA 

• Board of Directors
– Strategic Planning
– Annual budget
– EHHD Sanitary Code adoption

• Lead Agency for Local Public Health Emergency Planning and 
Preparedness
– Develop plans (pandemic, Anthrax, smallpox, all Hazards), MRC, Local HAN, 

stockpiled supplies and equipment, staff/volunteer training 

• Community Health Improvement Plan – future goal



Essential Service #6 - Enforcing laws and 
regulations that protect health and ensure 

safety
• Food Protection Regulations

– 600 to 700 inspection annually 
– Licensing program for approximately 250 

establishments
– Temp event permitting

• 230 - 260 permits issued annually
• 100 to 150 temp vendor inspections annually

• Subsurface septic system program
– 220  to 260 permits/plan reviews annually
– 500 to 600 building permit reviews annually
– 1000 to 1500 test pits/perc tests annually



Essential Service #6 - Enforcing laws and 
regulations that protect health and ensure 

safety
• Well drilling permits

– 100 to 200 permits issues annually

– 80 to 120 site inspections annually

• Other mandated inspections (pools, group 
homes, daycares, camp grounds)
– 30 to 40 annually

• Lead Protection Regulations
– 1 to 3 inspections annually (approx 40 man 

hours/case)

– 10 to 15 cases managed



Essential Service #6 - Enforcing laws and 
regulations that protect health and ensure 

safety
• Planning and Zoning Commission referrals

– 10 to 30 annually

• Legal Abatement Orders Issued
– 4 to 10 annually

• Special Projects
– town sewer projects, FOG, town/school building 

projects, others

– ViewPoint online application, tracking, payments, 
complaints 



Essential Service #7 - Connecting persons in the 
community to needed health care services when 

appropriate
• Coordinate and promote area flu clinics with VNA’s

• Promote other community based health services 
when available, e.g. health screenings, dental clinics, 
wellness clinics

• Established relationships and maintain listing of area 
healthcare providers

• Link individuals to personal healthcare services
– Substance Abuse Treatment Resources pamphlet

• Tick testing program

• EHHD implemented flu clinics – future goal



Essential Service #8 - Assuring a competent 
public health and personal care workforce

• Environmental Field Staff (Sanitarians)
– Certified Food Inspectors (CEUs required)

– Certified Phase I & II subsurface sewage disposal

– Qualified Lead Inspectors (CEUs required)

• Annual performance reviews/set performance goals

• Monthly staff meetings – standardization/training

• PHEP/MRC Exercises and drills

• Professional development opportunities, e.g. customer 
service, code updates, best practices, etc.

• Workforce Development Plan 



Essential Service #9 - Evaluating effectiveness, 
accessibility and quality of personal and 

population-based health services
• Activity review of environmental health program 

areas

• Standardization of code enforcement/policy 
interpretation

• Evaluation protocols integrated in grant funded 
programs/initiatives

• Regulated Community Customer Service Survey 

• Viewpoint system measures

• FDA Food Code quality assurance program



Essential Service #10 - Researching to 
find innovative solutions to health 

problems

• Support Public Health Research and development 
of evidence based best practices
– PBRN/CADH

– Plan4Health

– CHART mission

– Block grant objectives

– Other research support

• Report/Present on experiences and practices at 
professional forums/events



Questions?

Robert L. Miller, MPH, RS
Director of Health

4 South Eagleville Road
Mansfield CT. 06268

860-429-3325
millerrl@ehhd.org

www.ehhd.org
Twitter: @RobMillerMPH

mailto:millerrl@ehhd.org
http://www.ehhd.org/
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