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City of Biddeford
Personnel Committee

June 16, 2020 3:00 PM 205 Main Street

1. Call to Order 
2. Acceptance of Minutes

2.1. Acceptance of Minutes
2-18-20 Minutes.doc

3. Discussion
3.1. Compensation Review

3.2. Safety Update
Safety Brief.docx
Safety Attachment.pdf
Safety- Risk Management Incentive Attachment.pdf

3.3. Alternative Work Arrangements
AWA Brief.docx

3.4. Domestic Partnerships for MMEHT Health Insurance

3.5. Performance Review 2020
PR Brief.docx
PR Documents.pdf

4. Other Business 
5. Adjourn
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PERSONNEL COMMITTEE MEETING

Tuesday February 19, 2020
Human Resources Department

3 PM

Minutes

ITEM 1 Call to order

Chair Councilor Michael Ready called the meeting to order at 3 PM with Councilors 
William Emhiser, Norman Belanger, and Robert Quattrone Jr. present. Also present was 
James Bennett, City Manager, and Diana DePaolo, Human Resources Director

ITEM 2 Acceptance of Minutes

Minutes from January 21, 2020 meeting accepted 

ITEM 3

Item 3.1 Allow Domestic Partners for MMEHT Enrollees 
Discussion of process with agreement to table decision until discussed at full council, 

including the change of language in employee handbook. 

Item 3.2 Engage2Empower Program
Discussion of past sessions and recommendations for future sessions from City Manager 

James Bennett and HR Director, Diana DePaolo. Agreement of 
continued support from committee. 

ITEM 4 Other Business

Item 4.1 Hours of Operation
Information and data will be reviewed at next meeting.  HR Director, Diana DePaolo will 

present information gathered. 

Item 4.2 Proposed Legislature Changes
City Manager, James Bennett presented information regarding proposed bills, LD 900 

and LD 2090, their expected outcomes, and what it would mean to the 
city. 

ITEM 5 Unfinished Business/Future Business  

It was decided that the next meeting, to be held on March 17, 2020, would include the 
following topics: Comp Plan, safety, and hours of operation

ITEM 5 Adjourn  
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Personnel Committee Members:

Councilor Michael Ready, Chair
Councilor Norman Belanger
Councilor Robert Quattrone Jr.
Councilor William Emhiser
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Personnel Committee

Meeting Date: Tuesday, June 16, 2020
Meeting Time: 3pm

Agenda Item No: 2
Item Description: Safety Update

Submitted by: Diana DePaolo, HR Director

Supporting Information/Documentation:

Information regarding new City processes, contacts, forms and MMA new risk management 
program attached

Key Terms:

Executive Summary:

Work is being done on a city wide and departmental basis to increase awareness, training, 
and protocols for safety.

Detailed Review:

For approximately one year, the City staff have been working diligently to get safety 
processes up to speed.  We have completed several trainings by MMA, such as loss 
prevention and committee best practices.  We have formed subcommittees and 
appointment Department Safety Coordinators to attend city wide meetings and own the 
safety role for their departments.  Sub-committees have create goals and have plans to work 
towards those.  I have attached information/forms regarding the first report of injury, the 
investigation of injury, the procedural flow for injury, and city wide contact information.

Recently, MMA has rolled out a Loss Prevention incentive program.  We will be meeting as a 
City Wide committee at the end of this month and reviewing this program, refocusing goals 
around this program and assigning tasks.  The program is a great way to insure we have 
completed the most important tasks to keep employees safe and also provides credits 
towards our Workers Compensation premium as you achieve each tier.  We may want to 
have conversation around potential savings and an internal program to put some of these 
funds back into safety equipment or trainings for departments.

Funding Source:

n/a

Staff Recommendation:

*just providing update to committee
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Personnel Committee Meeting

Meeting Date: Tuesday June 19, 2020
Meeting Time: 3pm

Agenda Item No: 3
Item Description: Alternative Workplace Hours

Submitted by: Hillary Owens, Management Analyst

Supporting Information/Documentation:

Comparable City Data

City Customer Data

Key Terms:

N/A

Executive Summary:

During the February Personnel Committee meeting, it was decided that Human Resources 
would explore the topic of alternative workplace hours, as an effort to encourage retention 
and employee wellness. 

Detailed Review:

Using data from fifteen cities that would compare in size and scope of work, we have 
collected and compiled data for nine major departments, specifically looking for the hours of 
operation for those departments. 

The data shows that ten of the comparable cities are open less than forty hours during their 
workweek, with only five open forty. Further, it shows that there is a common pattern of 
varied business hours, both among the forty and less than forty hour workweek locations. 
There is also some variation among the hours of operation, per department, within some of 
the cities.  

It is important to note there are factors not represented, such as 40 hour workweeks that
have a half-hour paid lunch vs. and hour unpaid. 

*Update- beginning in mid-March the decision was made to close City Hall to the public due 
to the pandemic.  Most City Hall employees were deployed to work from home, at least on a 
part time basis.  Further, the hours of operation were shortened to 8am-4pm and City Hall 
was closed to everyone on Fridays.  We found that we were able to maintain business 
operations at a satisfactory level during the 10 week period. 

Currently, City Hall is continuing to run on an 8am-4pm schedule, with employees expected 
to work a half hour before their shift or after, and back up to 5 days a week.
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City Council – Item 6.e.
January 21, 2020

Page 2 of 2

Funding Source:

N/A

Staff Recommendation:

We believe that the data gathered warrants further research into the topic of alternative hours of 
operation. It is the recommendation that human resources continue researching this topic, 
expanding the scope to include employee productivity, any feeling of perceived benefit to 
employees, and any ancillary information deemed important, such as paid lunches, shorter lunch 
breaks, and varied start times.  

Allowing work from home scenarios on an as needed basis or varying degrees of shorter business 
days could certainly present an excellent too for not only recruitment but retention.
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Personnel Committee

Meeting Date: Tuesday, June 16, 2020
Meeting Time: 3pm

Agenda Item No: 5
Item Description: Performance Reviews

Submitted by: Diana DePaolo, HR Director

Supporting Information/Documentation:

Key Terms:

Executive Summary:

Performance reviews need to be updated to be user friendly, provide 360 feedback and be 
able to be uploaded to MUNIS next year.  Additionally, a new process has been outlined.

Detailed Review:

Performance reviews over the past few years have been completed for the most part, but 
are not always documented efficiently, sent to HR to be placed in the central employee file 
or done in a consistent manner across Department Heads.  All of this is particularly 
important as nonunion employees receive merit based wage increases where the amount of 
increase an employee gets is based on their annual performance review.

I reviewed many cloud based Performance Review programs in hopes that some software 
may help us to solve these issues.  My overall impression was it seemed expensive for our 
needs and most offered items far beyond performance reviews, such as onboarding, payroll, 
etc. which are not needed.  Most of the software was upwards of $3000 with many requiring 
an annual fee to keep the software going year to year.  

The City of Biddeford currently uses MUNIS for its HR software.  It is how payroll is 
completed and employee information is stored.  My department has a large scale project on 
the horizon to fix issues that were created during implementation.  The program was not set 
up properly and for us to actually use all of the processes available to us (such as FMLA 
tracking, job opening tracking, etc) we need to get the software set up properly.  I have
researched the potential for MUNIS to be used for performance reviews, since we have 
already purchased the module, and it looks like it could easily meet our need.  However, the 
corrections that need to be made to get the software running as it is supposed to will likely 
not be completed by June, when reviews are done.

Feedback from supervisors and staff are that the current reviews themselves are not easily 
completed or clear to understand.  
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Funding Source:

n/a

Staff Recommendation:

I recommend that for this year we provide Department Head training in May on the purpose, 
importance, legalities, and best practices of Performance Reviews.  There is a training 
provided by MMA that I would suggest we use combined with breaks to have discussion, 
give examples and keep engagement high.  We should implement a deadline one week 
earlier than the week of Department Heads meeting with their employees so that I can go 
over all of the Reviews with the Department Head to insure they are done and make any 
suggestions or recommendations regarding the written reviews and the conversations to be 
had.  This will also help to insure that there is consistency in ratings across departments.

Additionally, we will be implementing new review forms, including forms for employees to 
provide feedback on their supervisors, which can be completed electronically with ease and 
should be easier for both supervisors and employees to complete and understand.  The 
basics of this form is what will be uploaded into MUNIS to be completed in 2021 to provide 
continuity.
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