
ParmaTownBoardmeetingheldonTuesday, January6, 2015atthe
ParmaTownHall, 1300HiltonParmaCornersRoad, Hilton, NewYork.  

ATTENDANCE

Supervisor JamesSmith
Councilperson GaryComardo
Councilperson JamesRoose
Councilperson KyleMullen

Absent Councilperson TinaBrown

HighwaySupt.  BrianSpeer
TownClerk DonnaK. Curry

DirectorofParksandRecreation TomVenniro
BuildingandDevelopmentCoordinator DennisScibetta

OTHERSINATTENDANCE
MikeWeldon, TammyMullen, EmilyMullen, TylerMullen, MaroCirigliano, Lon
Jacobs, andothermembersofthepublic.  

CALLTOORDER
SupervisorSmithcalledthemeetingtoorderat7:04p.m. andleadthosepresent

inthePledgeofAllegiancetotheFlag, followedbyamomentofsilence.  Emergency
exitprocedureswerenoted.  

SWEARINGIN - KYLEMULLENPARMATOWNBOARD

KyleMullenwassworninasTownCouncilpersonforthetermofJanuary1, 2015
throughDecember31, 2015bySupervisorSmith.  

MINUTES – DECEMBER16, 2014
RESOLUTIONNO. 1-2015 MotionbyCouncilpersonComardo, secondedby

CouncilpersonMullen, toaccepttheMinutesoftheDecember16, 2014
meeting.  

Motioncarried:  Aye4 (Smith, Comardo, Roose, Mullen) Nay0
Absent1 (Brown)  

MINUTES – DECEMBER30, 2014
RESOLUTIONNO. 2-2015 MotionbyCouncilpersonMullen, secondedby

CouncilpersonRoose, toaccepttheMinutesoftheDecember30, 2014
meeting.  

Motioncarried:  Aye3 (Comardo, Roose, Mullen)  Nay0
Absent1 (Brown)      Abstain1 (Smith)  
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TOWNCLERKREPORT
TheTownClerkandVFWReportsforDecemberhasbeencompletedandfiled.  The
MunicipalShelterReportwascompletedonDecember2, 2014bytheNewYorkState
DepartmentofAgricultureandMarketsfortheTownofHamlinDogShelter.  Thereport
indicatesthatthedogshelterserviceswereratedsatisfactoryandallareasreviewedwere
met.  

NewlyelectedandappointedofficialswhoparticipateintheNYSRetirementSystem
willbereceivingtheirtimetrackingpacketsbeforetheirnextmeetings.  Thisiswherea
threemonthtimeperiodistrackedwhichisrepresentativeofwhattheywillbecredited
forastimetowardsretirement.  

TheAssociationofTownshassenttheirAnnualmeetingandtrainingschoolpackets,  
requestingthatitbeprovidedtotheBoard.  Itincludesproposedlegislationforapproval
attheannualmeetingandproposedby-lawchanges.  Acopyhasbeenplacedonthe
Boarddeskforreview.  Therewasdiscussiononwhetherourproxycouldbeturnedover
tosomeonefromanothermunicipalityifsomeonefromourBoardwouldnotbe
attending.  SupervisorSmithwilllookintothis.  

HIGHWAYDEPARTMENTREPORT
Supt. Speerreportedstaffhasbeencleaninguptheyard, paintedbarricadesalongwith
weatherrelatedwork.  HeisstillhavingissueswiththetruckfixedatCaledoniaDiesel.   
Theworkbeingdoneisbyourcrew.  

HereportedPaulZarpentinewillberetiringlaterinthemonth.  Hewillbelookingto
replacehimassoonaspossible.  SupervisorSmithnotedhehadbeentoaVeterans
Outreachprogramandnotedthereweresomepotentiallyqualifiedindividualsin
attendance.  Supt. Speerstatedhehadsomepeopleinmindandheisworkingonit.  

Supt. SpeerprovidedinformationontheHoustonGalvestonAreaCouncilPurchasing
Consortiumforthepurchaseofthetake-alongtrailer.  HeaskedtheBoardtolookover
theinformationandhewillprovidemoreinformationforthenextmeeting.  Healso
providedinformationfromGeneralMunicipalLawregardingconsortiumsandalistof
otherlocalentitiesthatusethisoption.  Therewasdiscussiononwhowouldbethe
contactperson. ItwasfeltaresolutionwouldbeneededtoauthorizetheSupervisorto
enterintoacontracttobelongtotheconsortiumandtheauthorizationtomakethe
purchase.  Itwasnotedthatitemsotherthanhighwayequipmentcanalsobepurchased.   
Theirwebsitehasalistofwhatisavailable.  

BUILDINGDEPARTMENTREPORT
Mr. Scibettareportedthemonthlyandyearendreportsforthedepartmenthavebeen
completedandfiled.  Overallfortheyeartheyaredownaboutseventeenpermits.  He
notedwhereastwopermitsmayhavebeenissuedinthepast, hehascombinedsome
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thingsintoonepermitsincehehascomeonboard.  Hereportedtherehasbeensome
housekeepingissuescompletedandifyouarebackintheofficeyou’llnoticesomethings
havechangedinthatregard.  Healsoreportedhehasbeenlookingatgrantpossibilities
fortheMasterPlanUpdateProject.  Hehasnotfoundanythingyetthatisspecifictoour
needbuttheremybeanoptionthroughNYSERDA.  

Heparticipatedinabriefpresentationaboutourtechnologyoptionsgoingforwardsowe
couldseewhatkindofoptionswehavetoworkmoreefficientlybypossiblyusingtablets
forfieldwork, applicationscomeinelectronicallyandaneyetowardssavingtime, costs
andpaper.  Theyhavelookedatthepotentialforalargeformatscannerandplotter.   
Thereisanopportunityforfundingifwecouldcombinewithotherareamunicipalities
andthepotentialforsomerevenuesbecausewewouldnothavetosendoutforprinting.   
Areabuildersandresidentscouldusethisserviceandeliminateacostlyturnaroundand
itwouldallowtheTowntodosomethingsin-housethatwehavehadtoshipoutinthe
past.  

HeisrecommendingthathisstafftaketheentireMonroeCountyPlanningtraining
classesofferedthisspring.  HefeltitwouldbebeneficialtoallBoardsandCommittees
especiallytheSEQRportion.  Itisagoodrefresherandupdatesindividualsonany
changes.  

RECREATIONDEPARTMENTREPORT
Mr. Venniroreportedthe2015WinterSpringbrochurewillbeouttomorrowinhard
copyandonlineasa .pdfdocumentandforonlineregistration.  TheClerkandthe
RecreationDepartmentswillbemaintainingtwocalendarswhichwilllisteventsTown
wideandspecifictoRecreation.   

TheWinterFestwillbebackthisyear.  ItwilltakeplaceoutoftheVFWLodgeon
Saturday, January31, 2015from6:00pmto8:00pm.  Thereareavarietyofwinter
activitiessuchascrosscountryskiing, snowmobilerides, MascotMadness (areaMascots
willvisit), campfire, hotchocolate, s’moresandmore.  

Hewillbeworkingonyear-endreportsandnotedtherewillnotbealottocompareitto
inthattherewasnoyear-endreportsforlastyearbecausetheprogramisinaccessible.   

PUBLICFORUM
SupervisorSmithaskediftherewasanycitizenwhowouldliketoaddresstheTown
Boardwithanyconcerns.  Therewasnoresponse.  

BUSINESSITEMS

ORGANIZATIONALMEETING
SupervisorSmithexplainedtheorganizationalmeetingestablishesthepoliciesandour
proceduresfortheupcomingyear.    
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MILEAGEAGREEMENTFORREIMBURSEMENTTOEMPLOYEES
WHOUSEPERSONALVEHICLESFOROFFICIALTOWNOFPARMA

BUSINESSFOR2015

RESOLUTIONNO. 3-2015 MotionbyCouncilpersonComardo, secondedby
CouncilpersonRoose, toapprovetheamountof $.50permiletobepaidto
employeeswhousetheirpersonalvehiclesforofficialTownofParma
business.  

Motioncarried:  Aye4 (Smith, Comardo, Roose, Mullen) Nay0
Absent1 (Brown)  

2015SUPERVISOR’SAPPOINTMENTS

SupervisorSmithinformedtheTownBoardofthefollowingappointmentsfor2015.  
DeputySupervisor GaryComardo
DirectorofFinance MaryGavigan
SecretarytoSupervisor MarianAprilano
HistorianPT DaveCrumb
HistorianPT JamesStilson

TOWNCLERKAPPOINTMENTSFOR2015

TownClerkCurryinformedtheTownBoardofthefollowingappointmentsfor2015.  

DeputyTownClerkandReceiverofTaxes CarrieWebster
DeputyTownClerk KerriScoccia

TOWNJUSTICEAPPOINTMENTSFOR2015

ThefollowingappointmentsweremadebytheTownJusticesfor2015.  

CourtClerk BarbSpeer
OfficeClerkIVP.T.    WendyPinzon
CourtAttendant KatieEdenhofer
CourtAttendant JoeSilivestro
CourtAttendant MichaelSilivestro
CourtAttendant WilliamButler
CourtAttendant SteveZajac
CourtAttendant DonWarney

HIGHWAYSUPERINTENDENTAPPOINTMENTFOR2015

HighwaySuperintendentSpeerinformedtheTownBoardofthefollowingappointment
for2015.  

DeputyHighwaySuperintendent AlLeone
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2015TOWNBOARDAPPOINTMNETS

ThefollowingappointmentsweremadebytheTownBoardfor2015.  

RESOLUTIONNO. 4-2015 MotionbyCouncilpersonRoose, secondedby
CouncilpersonMullen, toappoint

Registrar DonnaK. Curry
TaxReceiver DonnaK. Curry
RecordsManagementOfficer DonnaK. Curry
DogControlOfficer ArthurFritz

Motioncarried:  Aye4 (Smith, Comardo, Roose, Mullen) Nay0
Absent1 (Brown)  

APPROVALOFBLANKETUNDERTAKING

RESOLUTIONNO. 5-2015 MotionbyCouncilpersonMullen, secondedby
CouncilpersonComardo, toacknowledgeassufficient, perPublicOfficers
LawSection11(2), theblanketundertakingcoveringTownOfficer, Clerks
andemployeesassetforthbelow:   
1. TownSupervisor, TownClerk/Receiver  $ 500,000Limit

ofTaxes, DeputyTownClerk/Receiver
ofTaxes, DirectorofFinance, Couriers, and
AssistantDirectorofFinance.    

2. Employees (includingClerks, CourtClerk,  $ 100,000Limit
TownOfficersandemployeesnotdescribed  $ 1,000Deductible
above)  

Motioncarried:  Aye4 (Smith, Comardo, Roose, Mullen) Nay0
Absent1 (Brown)  

OFFICIALDEPOSITORIESOFTHETOWNOFPARMA

RESOLUTIONNO. 6-2015 MotionbyCouncilpersonComardo, secondedby
CouncilpersonRoose, toapproveM&TBankandFirstNiagaraBankas
theofficialdepositoriesfortheTownofParmafor2015.  

Motioncarried:  Aye4 (Smith, Comardo, Roose, Mullen) Nay0
Absent1 (Brown)  

OFFICIALNEWSPAPERSOFTHETOWNOFPARMA

RESOLUTIONNO. 7-2015 MotionbyCouncilpersonRoose, secondedby
CouncilpersonMullen, todesignatetheSuburbanNewsNorthandSouth
EditionsastheofficialnewspaperfortheTownofParmafor2015.   
Shouldtherebeaneed, orifadeadlineismissedwiththeSuburbanNews
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thesecondarynewspapertobeusedwillbetheRochesterDemocrat &  
Chronicle.  

Motioncarried:  Aye4 (Smith, Comardo, Roose, Mullen) Nay0
Absent1 (Brown)  

OFFICIALMEETINGDATESFORTHERECREATIONCOMMISSION - 2015

ThefollowingdatesfortheRecreationCommissionmeetingswereapprovedbythe
RecreationCommissionandsubmittedasinformational.  TheCommissionnormally

thmeetsonthe4 Wednesdayofeachmonth.  Meetingsstartat7:00p.m. andareheldat
theVillageCommunityCenter.  

January28, 2015 July22, 2015
February25, 2015 August26, 2015
March25, 2015 September23, 2015
April22, 2015 October28, 2015
May27, 2015 November18, 2015
June24, 2015 December16, 2015

WillbemodifiedasneededbytheCommission.    

TOWNBOARDMEETINGDATESANDTIME -2015

RESOLUTIONNO. 8-2015 MotionbyCouncilpersonMullen, secondedby
CouncilpersonComardo, toapprovethe2015meetingdatesfortheParma
TownBoardasfollows:  

January6, 2015 July21, 2015
January20, 2015 August18, 2015
February3, 2015 September1, 2015
February17, 2015 September15, 2015
March3, 2015 October6, 2015
March17, 2015 October20, 2015
April7, 2015 November4, 2015 Wednesday) 
April21, 2015 November17, 2015
May5, 2015 December1, 2015
May19, 2015 December15, 2015
June16, 2015 December30, 2015 Wednesday)( timeto

bedetermined) 

Meetingtimewillbe7:00p.m. attheParmaTownHall, 1300HiltonParmaCorners
Road

Motioncarried:  Aye4 (Smith, Comardo, Roose, Mullen) Nay0
Absent1 (Brown)  
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PLANNINGBOARDMEETINGDATESANDTIME -2015

RESOLUTIONNO. 9-2015 MotionbyCouncilpersonComardo, secondedby
CouncilpersonRoose, toapprovethe2015meetingdatesfortheParma
PlanningBoardasfollows:  

January5, 2015 July20, 2015
January19, 2015 August6, 2015
February5, 2015 August17, 2015
March5, 2015 September3, 2015
March16, 2015 September21, 2015
April2, 2015 October1, 2015
April20, 2015 October19, 2015
May7, 2015 November5, 2015
May18, 2015 November16, 2015
June4, 2015 December3, 2015
June15, 2015 December21, 2015
July2, 2015 January7, 2016

Meetingtimewillbe7:00p.m. attheParmaTownHall, 1300HiltonParmaCorners
Road.  

Motioncarried:  Aye4 (Smith, Comardo, Roose, Mullen) Nay0
Absent1 (Brown)  

ZONINGBOARDOFAPPEALSMEETINGDATES – 2015

RESOLUTIONNO. 10-2015 MotionbyCouncilpersonRoose, secondedby
CouncilpersonMullen, toapprovethe2015meetingdatesfortheParma
ZoningBoardofAppealsasfollows:  

January15, 2015 July16, 2015
February19, 2015 August20, 2015
March19, 2015 September17, 2015
April16, 2015 October15, 2015
May21, 2015 November19, 2015
June18, 2015 December17, 2015

January21, 2016

Meetingtimewillbe7:00p.m. attheParmaTownHall, 1300HiltonParmaCorners
Road.  

Motioncarried:  Aye4 (Smith, Comardo, Roose, Mullen) Nay0
Absent1 (Brown)  
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CONSERVATIONBOARDMEETINGDATES – 2015

RESOLUTIONNO. 11-2015 MotionbyCouncilpersonMullen, seconded
byCouncilpersonComardo, toapprovethe2015meetingdatesforthe
ParmaConservationBoardasfollows:  

January6, 2015 July7, 2015
January20, 2015 July21, 2015
February3, 2015 August4, 2015
February17, 2015 August18, 2015
March3, 2015 September1, 2015
March17, 2015 September15, 2015
April7, 2015 October6, 2015
April21, 2015 October20, 2015
May5, 2015 November4, 2015 Wednesday) 
May19, 2015 November17, 2015
June2, 2015 December1, 2015
June16, 2015 December15, 2015

Meetingtimewillbe7:00p.m. attheParmaTownHall, 1300HiltonParmaCorners
Road.  

Motioncarried:  Aye4 (Smith, Comardo, Roose, Mullen) Nay0
Absent1 (Brown)  

STANDARDWORKDAYSESTABLISHEDFORRETIREMENTPURPOSES
FORTHETOWNOFPARMA

RESOLUTIONNO. 12-2015 MotionbyCouncilpersonComardo, secondedby
CouncilpersonRoose, toapprovethe2015standardworkdayasfollows:  

A7-hourworkdaywillbeestablishedforretirementpurposesforthefollowingpositions:   
AssessmentClerk Assessor
AssistantAssessor BuildingandDevelopmentCoordinator
ChairmanofConservationBoard CivilDefenseAdministrator
ClerkPT ClerktoTownJustice
ConservationBoardMember Councilperson
CourtAttendantPT DeputySupervisor
DeputyTownClerk DeputyTownClerk/Receiverof Taxes
DirectorofFinance DirectorofParksandRecreation
DogControlOfficer FireMarshalPT
FoodServicePT HistorianPT
Laborer Librarian1
LibraryDirector LibraryPage
LibraryTrainee Lifeguard – Seasonal
OfficeClerkPT OfficeClerkIII
OfficeClerkIV OfficeClerkIVPT
OfficeClerkIV – Seasonal PlanningBoardMember
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PrincipalLibraryClerk ReceiverofTaxes/Assessments
RecreationAssistantSeasonal RecreationDirector
RegistrarofVitalStatisticsPT SecretarytoPlanningBoard
SecretarytoZoningBoard SecretarytoSupervisor
SeniorLibraryClerk Supervisor
TownJustice TownClerk
ZoningBoardMembers ZoningInvestigator - PT

A7.5hourworkdayhasbeenestablishedforretirementpurposesforthefollowing
positions:  

AssistantRecreationDirector RecreationLeader
RecreationSupervisor SeniorCitizenProgramSpecialist

An8hourworkdayhasbeenestablishedforretirementpurposesforthefollowing
positions:  

DeputySuperintendentof HeadGroundsEquipmentOperator
Highways
HeavyMotorEquipment Laborer-Highway/Building & Grounds
Operator
LaborerPT-Highway/Building MaintenanceMechanicIII

Grounds
MotorEquipmentOperator ParksForeman
SuperintendentofHighway

Motioncarried:  Aye4 (Smith, Comardo, Roose, Mullen) Nay0
Absent1 (Brown)  

TOWNOFPARMAHOURSOFOPERATION

RESOLUTIONNO. 13-2015 MotionbyCouncilpersonRoose, secondedby
CouncilpersonMullen, toapprovetheTownofParmahoursofoperation
asfollows:  

TownHall Monday –Friday 8:00A.M.- 4:00P.M.  
anyotherchangeswillbe

posted) 
ParksDepartment Monday –Friday 7:00A.M.- 3:30P.M.  
RecreationDepartment Monday –Friday 8:00A.M.- 4:30P.M.  
HighwayDepartment Monday –Friday 7:00A.M.- 3:30P.M.  
TownParkHours April1st – October31st 9:00A.M. – 9:00P.M.   

November1st – March31st 9:00A.M. – 5:00P.M.   

ChangedsothatParkStaffcancleartheparksafelyandefficiently.    
Therearecertaincircumstanceswherethesehoursmayneedtobemodifiedwiththe
DepartmentHeadortheSupervisor’sapproval.  
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Motioncarried:  Aye4 (Smith, Comardo, Roose, Mullen) Nay0
Absent1 (Brown)  

TOWNOFPARMAOFFICIALHOLIDAYS – 2015

RESOLUTIONNO. 14-2015 MotionbyCouncilpersonMullen, secondedby
CouncilpersonComardo, toapprovetheTownofParmalegalHolidaysfor
2015asfollows:  

Thursday, January1, 2015 NewYear’sDay
Monday, January19, 2015 MartinLutherKingDay
Monday, February16, 2015 Presidents’ Day
Friday, April32015 GoodFriday
Monday, May25, 2015 MemorialDay
Friday, July3, 2015 IndependenceDay (observed)  
Monday, September7, 2015 LaborDay
Monday, October12, 2015 ColumbusDay
Wednesday, November11, 2015 Veteran’sDay
Thursday, November26, 2015 ThanksgivingDay
Friday, November27, 2015 ThanksgivingHoliday
Thursday, December25, 2015 ChristmasDay

ThepossibilityofclosingforChristmasEveand /orNewYear’sEvewillbesetatalater
timeiftheTownBoardoptstodoso.  

Motioncarried:  Aye4 (Smith, Comardo, Roose, Mullen) Nay0
Absent1 (Brown)  

BOARDANDCOMMISSIONAPPOINTMENTS

PLANNINGBOARD

RESOLUTIONNO. 15-2015 MotionbyCouncilpersonComardo, secondedby
CouncilpersonRoose, toapprovetheappointmentstotheTownofParma
PlanningBoardastheyhavebeenpresentedfor2015.   

MarkAcker TermJan1, 2015toDec31, 2019
MaureenWerner, Sec. TermJan1, 2015toDec31, 2015

Motioncarried:  Aye4 (Smith, Comardo, Roose, Mullen) Nay0
Absent1 (Brown)  

ZONINGBOARDOFAPPEALS

RESOLUTIONNO. 16-2015 MotionbyCouncilpersonRoose, secondedby
CouncilpersonMullen, toapprovetheappointmentstotheTownofParma
ZoningBoardofAppealsastheyhavebeenpresentedfor2015. 
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DanMelville TermJan1, 2015toDec31, 2019
DeanSnyder – Alternate TermJan1, 2015toDec31, 2015
CarrieWebster, Rec. Sec. TermJan1, 2015toDec31, 2015

Motioncarried:  Aye4 (Smith, Comardo, Roose, Mullen) Nay0
Absent1 (Brown)  

CONSERVATIONADVISORYBOARD

RESOLUTIONNO. 17-2015 MotionbyCouncilpersonMullen, secondedby
CouncilpersonComardo, toapprovetheappointmentstotheTownof
ParmaConservationAdvisoryBoardaspresentedfor2015. 

MichaelWhite TermJan. 1, 2015toDec. 31, 2016
ScottHarter TermJan. 1, 2015toDec. 31, 2016
PeterStoller TermJan. 1, 2015toDec. 31, 2016
DianeBrisson, Secretary TermJan. 1, 2015toDec. 31, 2015

Motioncarried:  Aye4 (Smith, Comardo, Roose, Mullen) Nay0
Absent1 (Brown)  

LIBRARYBOARD

RESOLUTIONNO. 18-2015 MotionbyCouncilpersonComardo, secondedby
CouncilpersonRoose, toapprovetheappointmenttotheLibraryas
presentedfor2015. 

MariCrumb, President TermJan. 1, 2015toDec. 31, 2019

Motioncarried:  Aye4 (Smith, Comardo, Roose, Mullen) Nay0
Absent1 (Brown)  

ASSESSMENTREVIEWBOARD

RESOLUTIONNO. 19-2015 MotionbyCouncilpersonRoose, secondedby
CouncilpersonMullen, toapprovetheappointmentstotheTownofParma
AssessmentReviewBoardaspresentedfor2015. 

JosephReinschmidt TermOct. 1, 2014toSeptember31, 2019

Motioncarried:  Aye4 (Smith, Comardo, Roose, Mullen) Nay0
Absent1 (Brown)  

RECREATIONCOMMISSION

RESOLUTIONNO. 20-2015 MotionbyCouncilpersonMullen, secondedby
CouncilpersonComardo, toapprovetheappointmenttotheRecreation
Commissionaspresentedfor2015. 
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ArtCosgrove TermJan. 1, 2015toDec. 31, 2018

Motioncarried:  Aye4 (Smith, Comardo, Roose, Mullen) Nay0
Absent1 (Brown)  

FARMLANDANDOPENSPACEPRESERVATIONCOMMITTEE

RESOLUTIONNO. 21-2015 MotionbyCouncilpersonComardo, secondedby
CouncilpersonRoose, toapprovetheappointmentstotheTownofParma
FarmlandandOpenSpacePreservationCommitteeaspresentedfor2015. 

ScottCopey, Chairperson TermJan1, 2015toDec31, 2016
MarilynDeMeyer TermJan1, 2015toDec31, 2016
PatBuskey TermJan1, 2015toDec31, 2016

Motioncarried:  Aye4 (Smith, Comardo, Roose, Mullen) Nay0
Absent1 (Brown)  

LIAISONASSIGNMENTSFORTOWNDEPARTMENTS, BOARDS
ANDCOMMISSIONSFOR2015

ThefollowingaretheLiaisonAssignmentsfor2015:  

SupervisorSmith Personnel
UnionNegotiations
Library
VillageofHilton
Historian

CouncilpersonComardo ParksandRecreationDepartment
UnionNegotiations
FarmlandandOpenSpace

CouncilpersonRoose DogControl
ZoningEnforcement
SpecialPolice

CouncilpersonBrown Assessor
PlanningBoard
ConservationBoard

CouncilpersonMullen GIS
ZoningBoard
HighwayDepartment

AllFireDistrictsaresendingmeetingminutestous.  Therewillnotbealiaisonassigned.   
Shouldtherebeamatterthatrequiresourattention, thedistrictswillletusknowandwe
candeterminewhowillattendthemeetingatthattime.    
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RESOLUTIONNO. 22-2015 MotionbyCouncilpersonRoose, secondedby
CouncilpersonMullen, toapprovetheLiaisonAssignmentsforTown
Departments, BoardsandCommissionsaspresentedfor2015. 

Motioncarried:  Aye4 (Smith, Comardo, Roose, Mullen) Nay0
Absent1 (Brown)  

ELECTIONEXPENSESFOR2015

RESOLUTIONNO. 23-2015 MotionbyCouncilpersonMullen, secondedby
CouncilpersonComardo, toapprovethefollowingfor2015for
ElectionInspectors:  

Hourlyrateofpay     $ 10.00
PayforReview/Training/Testing (one-timefee) $ 25.00
AmounttobepaidtositechairmanwillbebasedonBoardofElectionformula.    

Motioncarried:  Aye4 (Smith, Comardo, Roose, Mullen) Nay0
Absent1 (Brown)  

PETTYCASHAPPROVALS

RESOLUTIONNO. 24-2015 MotionbyCouncilpersonComardo, secondedby
CouncilpersonRoosetoapprovethefollowingpettycashamountsforthe
followingdepartmentsfor2015:  

FinanceDepartment   $ 100.00
HighwayDepartment   $ 100.00
TownClerk    $ 340.00
Library    $ 100.00
Recreation     $  75.00

Motioncarried:  Aye4 (Smith, Comardo, Roose, Mullen) Nay0
Nay0
Absent1 (Brown)  

TOWNOFPARMAPAVILIONRENTALANDVFWRENTALFEESFOR2015

RESOLUTIONNO. 25-2015 MotionbyCouncilpersonRoose, secondedby
CouncilpersonMullen, toapprovethefollowingpereventrentalfeesfor
2015effectiveJanuary1, 2015:  

PavilionRentals: Resident  $  75.00
Non-resident  $ 150.00

CancellationFee:     30.00

Motioncarried:  Aye4 (Smith, Comardo, Roose, Mullen) Nay0
Absent1 (Brown)  
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ESTABLISHVFWHALLRENTALRATESFOR2015

RESOLUTIONNO. 26-2015 MotionbyCouncilpersonMullen, secondedby
CouncilpersonComardo, toestablishthefollowingratesforrentaloftheVFWfor2015:  
VFWRentals: 

Regular-Full $ 225.00 + $50.00Non-+ $ 100
Day refundablecleaningfee Security

Deposit
ActiveVFW $ 50.00 + $ 50.00Non-+ $ 100

refundablecleaningfee SecurityMember
Deposit

InactiveVFW $ 75.00 + $ 50.00Non-+ $ 100
refundablecleaningfee SecurityMember

Deposit
CancellationFees:  30.00forVFWHallrentals

Motioncarried:  Aye4 (Smith, Comardo, Roose, Mullen) Nay0
Absent1 (Brown)  

ATTORNEYSFORTHETOWNFOR2015

RESOLUTIONNO. 27-2015 MotionbyCouncilpersonComardo, secondedby
CouncilpersonRoose, tonametheofficialAttorneysfortheTownof
Parmafortheyear2015asLacyKatzen, LLP; Badain & Crowder, Harter
Secrest & Emery, LLP, KnaufShaw, LLP, andMcConville, Considine,  
Cooman & MorinPC.   

Motioncarried:  Aye4 (Smith, Comardo, Roose, Mullen) Nay0
Absent1 (Brown)  

APPOINTMENTOFSPECIALPROSECUTORS

RESOLUTIONNO. 28-2015 MotionbyCouncilpersonRoose, secondedby
CouncilpersonMullen,   

WHEREAS, theTownBoardoftheTownofParma, MonroeCountyhasbeenadvised
thatinordertoproperlyprosecutecertainviolationsoftheTownofParmaOrdinances
andLocalLaws, itisnecessarytoobtaintheappointmentoftheAttorneys’ forthetown
asSpecialProsecutor; and

WHEREAS, theTownBoarddesirestheAssistantCounselfortheTown, LaraBadain,  
Esq., beappointedasSpecialProsecutorforthispurpose; and,   

WHEREAS, theTownBoarddesirestheAssistantCounselfortheTown, PeterRodgers,  
Esq., beappointmentasSpecialProsecutorforthispurpose; and,  

WHEREAS, theTownBoard, onceithassoappointedtheAttorneyfortheTown, would
asktheDistrictAttorneyoftheCountyofMonroetoapprovetheappointmentandtake



ParmaTownBoard
January6, 2015
Page15

whateverstepsarenecessarytoauthorizetheAssistantCounselfortheTowntoactas
SpecialProsecutorforthesepurposes.    

NOW, THEREFORE, BEITRESOLVED, thattheTownBoardoftheTownofParma
herebyappointsAttorneysfortheTownLaraBadain, Esq. andPeterRodgers, Esq. toact
asaSpecialProsecutorforthepurposeofprosecutinganyallegedviolationsofor
offensesagainsttheOrdinances, LocalLawsandCodeoftheTownofParma, inandfor
theTownofParma, intheCountyofMonroeandrequeststheDistrictAttorneyofthe
CountyofMonroetoapprovetheappointmentmadehereinandtakewhateverstepsare
necessarytoproperlyauthorizeLaraBadain, Esq. andPeterRodgers, Esq. toactasa
SpecialProsecutorassetforthherein.  

Motioncarried:  Aye4 (Smith, Comardo, Roose, Mullen) Nay0
Absent1 (Brown)  

ENGINEERINGFIRMSFORTHETOWNOFPARMAFOR2015

RESOLUTIONNO. 29-2015 MotionbyCouncilpersonMullen, secondedby
CouncilpersonComardo, tonameLarsenEngineersandChatfield
EngineersasengineeringfirmsfortheTownofParmafor2015.  

Motioncarried:  Aye4 (Smith, Comardo, Roose, Mullen) Nay0
Absent1 (Brown)  

OFFICIALELECTRICALINSPECTIONAGENCIESFOR2015

RESOLUTIONNO. 30-2015 MotionbyCouncilpersonComardo, secondedby
CouncilpersonRoose, tonameCommonWealthandMiddleDepartment
aselectricalinspectionagenciesfortheTownofParmafor2015.  

Motioncarried:  Aye4 (Smith, Comardo, Roose, Mullen) Nay0
Absent1 (Brown)  

DOGCONTROLOFFICERCOVERAGEFOR2015

RESOLUTIONNO. 31-2015 MotionbyCouncilpersonRoose, secondedby
CouncilpersonMullen, tohaveMichaelInghamprovidecoverageforthe
DogControlOfficerwhenheisoutoftownduringthe2015calendaryear.   
Afeeof $25.00willbepaidforeachcallherespondsto.  

Motioncarried:  Aye4 (Smith, Comardo, Roose, Mullen) Nay0
Absent1 (Brown)  

DOGCONTROLKENNELFOR2015

RESOLUTIONNO. 32-2015 MotionbyCouncilpersonMullen, secondedby
CouncilpersonComardo, toapproveHamlinDogKennelastheofficial
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kennelfortheTownofParmaandLollipopFarmsasthesecondarykennel
fortheyear2015.  Kennelfeeswillbe $25.00perday.    

Motioncarried:  Aye4 (Smith, Comardo, Roose, Mullen) Nay0
Absent1 (Brown)  

DOGFINESFOR2015

RESOLUTIONNO. 33-2015 MotionbyCouncilpersonComardo, secondedby
CouncilpersonRoose, toapprovethedogfinesfor2015asfollows:  

PenaltiesfordogordinancesintheTownofParmafor2015willbesubjectto
communityserviceand/orafineofnotlessthan $250.00andnomorethan
1,000.00foreachoffense.  

Motioncarried:  Aye4 (Smith, Comardo, Roose, Mullen) Nay0
Absent1 (Brown)  

STATEMENTOFNON-COLLUSION

RESOLUTIONNO. 34-2015 MotionbyCouncilpersonRoose, secondedby
CouncilpersonMullen, toapprovetheStatementofNon-Collusion.  

Motioncarried:  Aye4 (Smith, Comardo, Roose, Mullen) Nay0
Absent1 (Brown)  

SeeendofMinutesforStatementofNon-Collusion

SupervisorSmithnotedthefollowingresolutionsarerelatedtoofficialpoliciesofthe
TownofParmaandthatTownBoardmembershavereviewedandarepreparedto
commentand/orvoteonthem.  Copiesofthefollowingpolicieshavebeenincludedatthe
endoftheminutes

EMPLOYEEREIMBURSEMENT/CREDITCARDPOLICY

RESOLUTIONNO. 35-2015 MotionbyCouncilpersonMullen, secondedby
CouncilpersonComardo, toapprovetheTownofParmaEmployee
Reimbursement/CreditCardPolicy.  

Motioncarried:  Aye4 (Smith, Comardo, Roose, Mullen) Nay0
Absent1 (Brown)  

ONLINEBANKINGPOLICY

RESOLUTIONNO. 36-2015 MotionbyCouncilpersonComardo, secondedby
CouncilpersonRoose, toapprovetheTownofParmaOnlineBanking
Policy.  

Motioncarried:  Aye4 (Smith, Comardo, Roose, Mullen) Nay0
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Absent1 (Brown)  

TOWNOFPARMAINVESTMENTPOLICY

RESOLUTIONNO. 37-2015 MotionbyCouncilpersonRoose, secondedby
CouncilpersonMullen, toapprovetheTownofParmaInvestmentPolicyassubmitted.  

Motioncarried:  Aye4 (Smith, Comardo, Roose, Mullen) Nay0
Absent1 (Brown)  

PROCUREMENTPOLICIESANDPROCEDURESFOR
THETOWNOFPARMA

SupervisorSmithnotedoneadditionalrevisionthathewishedtobringtotheBoard’s
attentionregardingthesigningofcontractswithTownBoardapprovalandspecifically
fforwhentwosignaturesarerequired.  

RESOLUTIONNO. 38-2015 MotionbyCouncilpersonMullen, secondedby
CouncilpersonComardo, toapprovetheProcurementPoliciesand
ProceduresfortheTownofParmafor2015.  

Motioncarried:  Aye4 (Smith, Comardo, Roose, Mullen) Nay0
Absent1 (Brown)  

WHISTLEBLOWERPOLICY

RESOLUTIONNO. 39-2015 MotionbyCouncilpersonComardo, secondedby
CouncilpersonRoose, toapprovetheTownofParmaWhistleBlower
Policyfor2015.  

Motioncarried:  Aye4 (Smith, Comardo, Roose, Mullen) Nay0
Absent1 (Brown)  

ANNUALREVIEWOFWORKPLACEVIOLENCEPOLICY

RESOLUTIONNO. 40-2015 MotionbyCouncilpersonRoose, secondedby
CouncilpersonMullen, thattheTownBoardhasreviewedandacceptedtheWorkplace
ViolencePolicyfortheTownofParmafor2015.  

Motioncarried:  Aye4 (Smith, Comardo, Roose, Mullen) Nay0
Absent1 (Brown)  

GUIDELINESFORPUBLICCOMMENTPOLICY

RESOLUTIONNO. 41-2015 MotionbyCouncilpersonMullen, secondedby
CouncilpersonComardo, thattheTownBoardhasreviewedandacceptedtheGuidelines
forPublicCommentPolicyfortheTownofParmafor2015.  

Motioncarried:  Aye4 (Smith, Comardo, Roose, Mullen) Nay0
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Absent1 (Brown)  

GUIDELINESFORDISASTERRECOVERYPLAN

RESOLUTIONNO. 42-2015 MotionbyCouncilpersonComardo, secondedby
CouncilpersonRoose, thattheTownBoardhasreviewedandacceptedtheGuidelinesfor
theDisasterRecoveryPlanfor2015.  

Motioncarried:  Aye4 (Smith, Comardo, Roose, Mullen) Nay0
Absent1 (Brown)  

SupervisorSmithnotedthispolicyaddressesourtechnologybutnotourTown
infrastructure.  Hewillbelookingataddressingthiswithdepartmentsandthehelpof
TownBoardmembers.  

TOWNOFPARMAACTIVEEMPLOYEELISTFOR2015

RESOLUTIONNO. 43-2015 MotionbyCouncilpersonRoose, secondedby
CouncilpersonMullen, toaccepttheActiveEmployeeListfortheyear
2015aspresented.  

Motioncarried:  Aye4 (Smith, Comardo, Roose, Mullen) Nay0
Absent1 (Brown)  

AUTHORIZATIONFORREIMBURSEMENTFORTOWNBOARDAPPROVED
ATTENDANCEATMUNICIPALOFFICERS

TRAININGSCHOOLSORCONFERENCESFOR2015

RESOLUTIONNO. 44-2015 MotionbyCouncilpersonMullen, secondedby
CouncilpersonComardo, toauthorizeTownOfficialsoftheTownofParmatoattendany
trainingschoolorconferenceofMunicipalOfficersduringtheyear2015uponprior
approvaloftheTownBoardandthatanynecessaryexpenseincurredbechargeableto
andreimbursedbytheTownofParma; andthatofficialsandemployeeswhoattend
meetingsuponapprovaloftheTownBoardoutsideoftheTownofParma, onmatters
concerningtheTownofParmabedulycompensatedfornecessaryexpenses; andthat
within30daysofsaidmeetings, trainingschools, orconferences, theofficeroremployee
shallmakeareportofsaidmeeting.   

Motioncarried:  Aye4 (Smith, Comardo, Roose, Mullen) Nay0
Absent1 (Brown)  

AUTHORIZATIONFORATTENDANCEATSEMINARSFOR2015

RESOLUTIONNO. 45-2015 MotionbyCouncilpersonComardo, secondedby
CouncilpersonRoose, toapproveattendanceat allseminarsfor2015thatdonotexceed
150and/oroneday, aslongastheyareapprovedandbudgetedforbytherespective

departmentheadsandTownSupervisor.   
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Motioncarried:  Aye4 (Smith, Comardo, Roose, Mullen) Nay0
Absent1 (Brown)  

ThisconcludedtheOrganizationalportionofthemeetingandtheregularTownBoard
meetingcontinued.  

BUSINESSITEMS
SURPLUSEQUIPMENT – PARKSDEPARTMENTKUBOTA

Mr. VennirorequestedthattheTownBoarddeclaretheoldKubotaassurplusequipment
openingthewaytoseekbidsforitssale.  Thedepartmenthasnoneedforitandthereis
nospacetostoreit.  HeconfirmedthatBentleyBrothersofferedatradeof $5,000during
thebidprocessforthenewvehicle.  Itwassuggestedthatwedoourduediligencetoget
thebestpricewecanforit, havetheminimumofferbe $5,000, researchwhatan
equivalenttoa “bluebook” valuewouldbeandthatweshouldadvertiseforpurchase
bids.  

RESOLUTIONNO.  46-2015 MotionbySupervisorSmith, secondedby
CouncilpersonComardo, todeclaretheoldKubotawithplowattachment
assurplusandauthorizetheDirectorofParksandRecreationtosolicit
bidswithaminimumpurchaseofferof $5,000.  

Motioncarried:  Aye4 (Smith, Comardo, Roose, Mullen) Nay0
Absent1 (Brown)  

RECREATIONDEPARTMENTCOPIERLEASE

Mr. Venniroreportedhedidmoreresearchonleasinganewcopierandobtainedthree
quotes.  HerecommendedtheTownenterintoacontractwithEasternCopierforthe
XeroxmachineasaleaseontheStateGovernmentContract #072633300. Thefollowing
informationwasprovided:  

ItwillbeforCopierW7835PT (W7835PTTANDEM) featuringa3-hole
Punch(fin-lx), stapler, 3-sizepaperoption, email/faxscanning, 1LineFax,  Office
FinisherLx, etc. atafixedrateof $122.05permonthpluspercopypricingstated
incontract.  Heestimates60,000copiesatarounded $.01percopybyaveraging
color/blackandwhite = Additional $600.00.  Thegrandtotalcostperyearis
estimatedat $2,070.00.  
ThisspecialcontractpricingisaNYSContractStateandLocalGovernment
calledPEPPMpricingcontract #072633300.   Thiscontractwasapprovedandis
stillineffect.  
Wecurrentlyarespending $2,100.00peryeartooperateonfour (primarilythree)  
machinesthatdonothavehalfofthecapabilitiesoftheproposedmachine.   
Essentially, thecostisthesameaswhatwecurrentlypayandcouldpresentan
opportunitytoactuallysave.  
Trainingisincluded.  
Allserviceandmaterialsareincludedwiththeexceptionofpaper.  
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Weareabletocanceloutofthethreeexistingmachineswithasimplenoticeand
nopenaltiesoutsideofpayingtheamountdueorapro-ratedamountbasedonthe
contracttimeline.  Additionally, themachineswecurrentlyhavearetheTowns
andcaneitherbeusedelsewhereordeclaredsurplusforpotentialrevenue.  
AsafollowuptotheTownBoard’spriorquestions:  

ThereisNOfeeforgoingovertheestimatedcopiesmonthprovidedbyo
theTown.  
ThereisNOdiscountontwomachines.  o
Harddrivescanbedestroyedifweselltheoldmachinesbackbutweowno
them.  
ThereisLaserfichecompatibilityaccordingtoXerox.  Thiswasalsoo
confirmeddirectlythroughLaserfiche.  
Oneofthetwocurrentcolorcopierswillbekeptasabackup.  o

RESOLUTIONNO.  47-2015 MotionbyCouncilpersonRoose, secondedby
SupervisorSmith, toauthorizetheSupervisortoenterintoafiveyear
leaseagreementwithEasternCopierforaXeroxW7835PTunderState
ContractNumber0726330atacostof $2,070peryear.  

Motioncarried:  Aye4 (Smith, Comardo, Roose, Mullen) Nay0
Absent1 (Brown)  

BUDGETTRANSFERS
BUDGETTRANSFERS Dec-14

FROMTO
ACCT # DESCRIPTIONAMT. ACCT # DESCRIPTIONAMT. REQUESTED

AOO590.9010.810.00NYSRETIREMENT60,000.00AOO511.1110.110.00JUSTICES1,441.00GAVIGAN
AOO590.9060.810.00MEDICALINSURANCE42,962.00AOO511.1110.120.00COURTCLERK1,720.00GAVIGAN

AOO511.1110.130.00OFFICECLERKIV1,225.00GAVIGAN
AOO512.1220.110.00SUPERVISOR1,000.00GAVIGAN
AOO513.1310.110.00DIRECTOROFFINANCE2,524.00GAVIGAN
AOO513.1310.130.00ASSISTANCEFINANCE917.00GAVIGAN
AOO514.1330.110.00RECEIVEROFTAXES706.00GAVIGAN
AOO514.1410.110.00TOWNCLERK1,818.00GAVIGAN
AOO514.1410.120.00DEPUTYTOWNCLERK1,573.00GAVIGAN
AOO515.1355.110.00ASSESSOR3,095.00GAVIGAN
AOO515.1355.120.00ASSISTANTASSESSOR1,748.00GAVIGAN
AOO516.1480.110.00COURIER287.00GAVIGAN
AOO535.3510.110.00DOGCONTROL 1,287.00GAVIGAN
AOO550.5010.110.00HIGHWAYSUPERINTENDENT2,993.00GAVIGAN
AOO550.5010.120.00OFFICECLERKIII1,300.00GAVIGAN
AOO570.7020.110.00RECREATIONDIRECTOR42,735.00GAVIGAN
AOO570.7020.120.00ASSTRECREATIONDIRECTOR2,881.00GAVIGAN
AOO570.7020.140.00RECREATIONSUPERVISOR3,976.00GAVIGAN
AOO570.7140.110.01SUMMERHELP15,562.00GAVIGAN
AOO570.7989.110.06KITCHENHELP3,735.00GAVIGAN
AOO571.7110.110.00PARKSFOREMAN2,918.00GAVIGAN
AOO571.7110.120.00ASSTPARKSFOREMAN2,151.00GAVIGAN
AOO571.7110.170.00PARKSATTENDENT4,940.00GAVIGAN
AOO5757510.110.00HISTORIAN237.00GAVIGAN
AOO5757510.120.00CURATOR193.00GAVIGAN

BOO590.9010.810.00NYSRETIREMENT7,018.00BOO514.4020.110.00REGISTRAR67.00GAVIGAN
BOO537.3620.110.00BUILDINGINSPECTOR3,113.00GAVIGAN
BOO537.3620.130.00ZONING 2,138.00GAVIGAN
BOO537.3620.140.00CLERKIII1,700.00GAVIGAN

LOO574.7410.160.00CLERKS14,050.00LOO574.7410.110.00LIBRARYDIRECTOR3,169.00GAVIGAN
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LOO574.9010.810.00NYSRETIREMENT3,034.01LOO574.7410.120.00LIBRARIAN16,136.00GAVIGAN
LOO574.7410.130.00PRINCIPALLIBRARIAN1,316.00GAVIGAN
LOO574.7410.140.00LIBRARIAN13,102.00GAVIGAN
LOO574.7410.492.00VISITINGARTIST0.01GAVIGAN
LOO574.9030.810.00SOCIALSECURITY315.00GAVIGAN
LOO574.9040.810.00WORKERCOMP547.00GAVIGAN
LOO574.9060.810.00MEDICALINSURANCE2,499.00GAVIGAN

DA550.9010.810.00NYSRETIREMENT1,278.00DA550.9030.810.00SOCIALSECURITY1,072.00GAVIGAN
DA550.9030.820.00MEDICARETAX206.00GAVIGAN

AOO5121220.410.00OFFICESUPPLIES8.00AOO512.1220.450.00PERSONALCARUSE8.00GAVIGAN
AOO516.1440.475.00ENGINEERING2,600.00AOO516.4120.474.00LEGAL/TOWN2,600.00GAVIGAN
AOO516.1680.410.00OFFICESUPPLIES114.00AOO516.1680.460.00CONTRACTEDSERVICES114.00GAVIGAN
AOO576.7520.444.00WATERVFW230.00AOO576.7520.480.00MISCEXPENSE264.00GAVIGAN
AOO576.7520.441.00GAS/ ELECTRIC34.00GAVIGAN
AOO590.9010.810.00NYSRETIREMENT2,286.00AOO590.9030.810.00SOCIALSECURITY2,286.00GAVIGAN
AOO570.7310.492.32BASEBALLCAMP399.00AOO570.7310.493.02VACATIONCLUB 349.00VENNIRO

AOO570.7020.430.00EDUCATIONAL/ PROF50.00VENNIRO
AOO514.1330.480.00MISCEXPENSE103.24AOO514.1330.410.00OFFICESUPPLIES103.24CURRY

134,116.25134,116.25

RESOLUTIONNO. 48-2015 MotionbySupervisorSmith, secondedbyCouncilperson
Comardo, toapprovethe2014BudgetTransfersaspresented.  

Motioncarried:  Aye4 (Smith, Comardo, Roose, Mullen) Nay0
Absent1 (Brown)  

INFORMATIONALITEMS

SupervisorSmithreportedhehasbeenapproachedbyanengineering, contracting
companytodoanenergyauditofTownfacilities.  Hereferencedanenergyperformance
contractinconnectionwithcurrentpublicbuildingsandfacilities.  Hesummarizedthis
as:  theywouldcomeinanddoanauditofwhateverfacilitieswerequest; lookatcurrent
theelectricalandnaturalgasusage; theefficiencyofourcurrentequipment; make
recommendationsforwhatcouldbedonetoimprove; preparearequestforbidsand
submitthemoutforbid.  Hewouldliketodomorehomeworkonthis.  Hefeltthis
companymakestheassumptionthattheycanputtogetherthelowestbidthusgivingthem
theworkfortheproject.  FortheTownitshouldsavedollarsandprovideanestimateof
whatcanbesavedoverthenextfiveyears.  Forthisparticularcompany, theywill
estimatewhattheyexpectcanbesaved.  Ifthisgoalisnotreachedtheywillwriteusa
checkforthedifferencebetweenwhatwasestimatedandwhatwasnotactuallysaved.   
Questionswereraisedonwhatthebaselinewouldbeandhowtoaccountfordemand
consistency – veryhotsummers, verycoldwinters, volumeofbuildingusage.  There
needstobefurtherreviewandinformationgathering.    

MonroeCountyEnvironmentalManagementCouncilhasrequestedtheTownnominate
anindividualtothatBoardtobeinvolvedinavarietyofactivitiesconcerning
environmentalmanagementissues.  TheywouldprefersomeonefromtheConservation
Boardalthoughitdoesnothavetobe.  HewillprovidetoMr. Scibettaandthendecide
whowillbenominatedtoparticipate.  

RedCrossCitizenPreparednessTraining – SupervisorSmithremindedeveryonepresent
ofthesessiontobeheldthisThursdaynightattheFireDepartmentTrainingRoom.  
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SolarEnergySeminarandEnergyAuditInformation – Theseminarwillbeheldon
March4, 2015withalikelystarttimeof6:30p.m.  Itwillbetwobacktobacktraining
seminarstofamiliarizepeoplewithrooftopsolartechnologyandthevariousgrantsand
incentivesavailable.  Thesecondwillbehowtogetahomeenergyauditandhaveitpaid
forandincomebasedfinancingthatmightbeavailablefortheoptionsidentified.  The
solarpresenterwillbeaconsultingfirmfromNewEnglandandtheformatwillbea
webinar.   Geothermalandwindmillsmaybefuturetopics.    

DrugCoalition – Therewillbeanupcomingseriesofinformationalmeetingson
ththththmeetingsFebruary4, 18, andMarch4 and25.  

LIAISONREPORTS
CouncilpersonComardoreportedtheFarmlandandOpenSpaceCommitteeis

planningtheinformationalmeetingforfarmlandownerswhohaverespondedtothe
mailingforlateFebruary.  TheDrugCoalitionprescriptiondrop-offeventwasvery
successful.  Mr. Comardowillbetheirdataanalysispersonandwillbegatheringdataon
substanceabuse.  

CouncilpersonRoosereportedthecommitteeforthedevelopmentoftheSpecialPolice
willmet.  TheyinterviewedamemberoftheGreeceSpecialPolicetoheadupthisgroup.   
Oncethepositionhasbeenfilled, thingsareexpectedtomovequicklyasthereareseveral
upcomingevents.  AsmalladwillbeplacedinupcomingRecreationbrochuresfor
membership.  Onceestablished, thegroupwillgothroughfulltrainingeventhoughthe
dutieswillbelimited.  Thisisbeingdonetomeetinsurancerequirementsandforthe
protectionofmembers.  

CouncilpersonMullenpresentedtotheZoningBoardofAppealsonbehalfofthe
HistoricalSocietyregardingletteringsignageforthewestsideofthemuseum.  The
requestwasapprovedandtheotheragendaitemwastabled.  Henotedhemettodiscuss
technologyoptionsintheBoardroomsoMs. Gavigancanputtogetherrequestsfor
information.  TheywillbelookingatWi-FiversushardwiringtheBoardtable.  The
informationgleanedfromtheZoningBoardmeetingandtheinteractionitcouldprovide
onaprojectwillbeusedforsettinguptheBoardRoomforthispurpose.  Healsonoted
thatsolar, geothermalandwindoptionsmayneedtobeaddressedaspartofourMaster
Planreview.  

TherebeingnofurtherbusinessbeforetheTownBoard, SupervisorSmithmadeamotion
toadjournthemeetingat9:00p.m., secondedbyCouncilpersonMullen.  

Respectfullysubmitted,  

DonnaK. Curry
ParmaTownClerk
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STATEMENTOFNON-COLLUSION

BySubmissionoftheBidofProposal, theBidderCertifiesthat:  

1. Thisbidorproposalhasbeenindependentlyarrivedatwithoutcollusionwithany
othercompetitororpotentialcompetitor;  

2. Thisbidproposalhasnotbeenknowinglydisclosedandwillnotbeknowingly
disclosedpriortotheopeningofbidsorproposalsforthisproject, toanyother
bidder, competitor, orpotentialcompetitor;  

3. Noattempthasbeenmadetoinduceanyotherperson, partnershiporcorporation
tosubmitornottosubmitabidorproposal;  

4. Thepersonsigningthisbidorproposalcertifiesthathehasfullyinformedhimself
regardingtheaccuracyofthestatementscontainedinthiscertification, andunder
thepenaltiesofperjury, affirmsthetruththereof, suchpenaltiesbeingapplicable
tothebidderaswellastothepersonsigninginitsbehalf;  

5. Thatattachedhereto (ifacorporatebidder) isacertifiedcopyofaresolution
authorizingtheexecutionofthecertificatebythesignatoryofthisbidorproposal
onbehalfofthecorporatebidder.  

CompanyName

Address

Signature

Title

Date
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EMPLOYEEREIMBURSEMENT /CREDITCARDPOLICY

TheTownofParmaauthorizestheuseofindividualstorecreditcards.  Thestorecredit
cardaccountwillbeopenwiththeauthorizationofthefinancedepartment.   

Financeofficeanddepartmentheadshavecustodyofthecreditcards

CardsaretobeusedforpurchasesrelatedtoTownbusinessONLY

Theoriginalitemizedreceiptmustbeattachedtoavoucher, signedbythe
departmentheadandsubmittedforapprovalbytheTownBoard atthenextbill
payingsession

Ifreimbursementisformorethanoneperson (ex.-twoorthreeindividuals
attendaluncheon) eachpersonshouldbenotedonvoucherand/orreceipt.  

Authorizedstorecreditcardsare:  

VENDOR CREDITLIMIT LOCATION

Lowes    $ 8,000.00 ParksDept.,Highway
Sam’sClub   $  3,000.00 RecreationDept.,TownHall, Parks, Library
Staples    $ 10,000.00 FinanceDept., library
Wegmans   $  2,000.00 RecreationDept.  
CVS    $     500.00 RecreationDept.  

AllCREDITCARDSAREKEPTINLOCKEDCABINETS / SAFESWITHINTHE
DEPARTMENTS*  

Localgovernmentofficialsandemployeesareprohibitedfromusinggovernmentcredit
cardsformakingpersonalcharges.  Allbillingstatementsaretobereconciledto
supportingdocumentationthatadequatelyidentifiesALLchargesasbeingvalidand
propermunicipalexpenses. Governmententityistoseekrepaymentfromthose
responsibleforincurringunauthorizedorinappropriatecharges.  

WhenanemployeemakesapurchaserelatedtoTownbusinessandpaysoutofpocket,  
usingcash, personalcreditcardorstoreTownCreditCard, theymustfollowthe
followingprocedureforreimbursement:  

Anypurchasesnotfortownbusinesswillbepaidpersonallybyemployee

AnyemployeepersonalcreditcardusedforTownpurchaseswillrequirethe
sameprocedureslistedabovetobefollowed
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ONLINEBANKINGPOLICY

ThedesignatedofficialsgivenauthoritybytheTownBoardtoutilizeonlinetransfersof
moniesaretheTownofParmaFinanceandtheAssistantFinanceDirectors.  The
designatedbankusedforelectronicbankingisFirstNiagaraBank.  Onlinebankingis
necessaryfortransferringmoniesfromoneaccounttoanother. Theonlinebankingpolicy
incorporatesthefollowingprocedures:  

FinanceDirectorandAssistantFinanceDirectorauthorizedtoinitiatetransactions

Printeddocumentationoftransactiontobekeptasreceiptoftransaction

AlltransactionsarerecordedbytheFinanceDirectorandenteredintotheTowns
financialsoftwareprogram, “Incode”.  

TheTownClerksofficereviews, reconcilesandauditsthebankstatementsona
monthlybasis.  

AllTownemployeeswhoareinvolvedwiththetransactionoftheTownfundsarebonded
throughtheTown’sinsuranceprogram.  Thisprogramisreviewedandupdatedannually.  

TOWNOFPARMAINVESTMENTPOLICY

A. InvestmentPolicy

TheobjectivesoftheInvestmentPolicyoftheTownofParmaaretominimizerisk, to
insurethatinvestmentsmaturewhenthecashisrequiredtofinanceoperationsandto
insureacompetitiverateofreturn.  TheTownBoardwouldliketomaximizeinterest
incomeonallfundsnotimmediatelyneededforpaymentofobligations.  Investments
ofexcessfundsshallbegovernedbytheregulationscontainedintheTownLaw,  
GeneralMunicipallawandLocalFinancelaw.  Theprioritiesforinvestmentoffunds
shallbe:  

1. Toconformwithallapplicablefederal, stateandotherlegalrequirements
2. Toadequatelysafeguardprincipal
3. Toprovidesufficientliquiditytomeetalloperatingrequirements
4. Toobtainareasonablerateofreturn

B.  DelegationofAuthorityforInvestingTownMoney

TheTownBoarddelegatestheauthoritytomakethedaytodayinvestmentdecisions
withintheguidelinesandlimitationsofthispolicytothe:  
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1. TownSupervisorasChiefFiscalOfficer
2. DirectorofFinance

C.  InvestmentRegulations

Thecustodialagreementshallprovidethatsecuritiesheldbythebankoragentofand
custodianforthelocalgovernmentwillbeseparateandapartfromthegeneralassets
ofthecustodialbankandwillnotinanycircumstancesbeco-mingledwithorbecome
partofthebackingforanyotherdepositorotherliabilities.  Theagreementshould
alsodescribethatthecustodianshallconfirmthereceipt, substitutionorreleaseofthe
securities.  Theagreementshallprovideforthefrequencyofrevaluationofeligible
securitiesandforthesubstitutionofsecuritieswhenachangeintheratingofa
securitymaycauseineligibility.  Suchagreementshallincludeallprovisions
necessarytoprovidethelocalgovernmentaperfectedinterestinthesecurities.    

AsauthorizedbyGeneralMunicipalLaw, Section11, theTownofParmaauthorizes
thechieffiscalofficertoinvestmoniesnotrequiredforimmediateexpenditurefor
termsnottoexceeditsprojectedcashflowneedsinthefollowingtypesof
investments:    

Certificatesofdeposit
Specialtimedepositaccounts
ObligationsoftheUnitedStatesofAmerica
ObligationsoftheStateofNewYork

AllinvestmentobligationsshallbepayableofredeemableattheoptionoftheTownof
Parmawithinsuchtimesastheproceedswillbeneededtomeetexpendituresfor
purposesforwhichthemonieswereprovidedandinthecaseofobligationspurchased
withtheproceedsofbondsornotes, shallbepayableorredeemableattheoptionofthe
TownofParmawithintwoyearsofthedateofpurchase.  

Banksauthorizedforthedepositofmoniesuptothefollowingmaximumamountare:  

Manufacturers & TradersTrust (M&T)  $ 8,000,000.00
FirstNiagaraBank     $ 3,000,000.00

D.InvestmentSecurity

TheprimaryobjectiveofthispolicyistoenhancethesafetyandavailabilityofanyTown
fundsinvested.  RegulationsoftheFederalDepositInsuranceCorporationstatethateach
officialcustodianoffundsofanycountry, municipalityofpoliticalsubdivision
depositingsuchfundsinaninsuredbanklocatedinthesameStateshallbeinsuredupto
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100,000.00forthetimeandsavingsaccountsperbankandupto $100,000.00for
demanddepositsperbank. (12CodeFederalRegulationsSection330.8)  

TheFinanceDepartment, withSupervisor’sapprovalshoulddetermineonaregularbasis
whether:  

Thetransactionsarerecordedonthebooksofthecustodialbank.  
Theproperobligationshavebeenpledgedandwheneverpossiblesuch
obligationsshouldbedeliveredtoabankortrustcompanyotherthanthe
institutionwithwhichtheinvestmentismade.  
Theobligationshaveanadequatemarketvaluetocoverthedeposits /  
investments.  
Theobligationshavebeensegregatedeitherphysicallyorbyappropriate
bookentry.  
Thefiscalofficer’swrittenconsentisrequiredforthereleaseand
substitutionofthepledgedobligations.  

E.  BondingPolicy

AllTownemployeeswhoareinvolvedwiththetransactionsoftheTownfundsare
bondedthroughtheTown’sinsuranceprogram.  Thisprogramisreviewedandupdated
annually.  

PROCUREMENTPOLICIESANDPROCEDURESFOR
THETOWNOFPARMA

ThisdocumentsetsforththepoliciesandproceduresofTheTownofParmatomeet
therequirementsofGeneralMunicipalLaw, Section104-b.  

Purpose

Goodsandserviceswhicharenotrequiredbylawtobeprocuredpursuantto
competitivebiddingmustbeprocuredinamannersoastoassuretheprudentand
economicaluseofpublicmoneys, inthebestinterestsofthetaxpayers, tofacilitatethe
acquisitionofgoodsandservicesofmaximumqualityatthelowestpossiblecostunder
thecircumstances, andtoguardagainstfavoritism, improvidence, extravagance, fraud
andcorruption.  Tofurthertheseobjectives, theParmaTownBoardisadoptinginternal
policiesandproceduresgoverningallprocurementsofgoodsandserviceswhicharenot
requiredtobepursuanttothecompetitivebiddingrequirementsoftheGeneralMunicipal
Law, Section103orofanyothergeneral, specialorlocallaw.  

ProceduresforDeterminingWhetherProcurementsareSubjecttoBidding
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Theproceduresfordeterminingwhetheraprocurementofgoodsandservicesis
subjecttocompetitivebiddinganddocumentingthebasisforanydeterminationthat
competitivebiddingisnotrequiredbylawisasfollows:  

FormalBids – Purchasesover $20,000and $35,000forPublicWorks

GeneralMunicipalLaw103providesthatallpurchasecontractsinvolving
expendituresinexcessof $20,000andallcontractsforpublicworkinvolving
expendituresinexcessof $35,000beawardedthroughthecompetitivebiddingprocess
forpoliticalsubdivisions. AlthoughnotdefinedinGeneralMunicipalLaw103, the
OfficeoftheStateComptrollerhasexpressedtheopinionthattheterm “purchase”  
appliestotheprocurementofcommodities, whiletheterm “contractforpublicwork”  
encompassescontractsforservices, labororconstruction. Indeterminingthenecessity
forcompetitivebidding, thecumulativeamounttobeexpendedforanitemorcommodity
inafiscalyearmustbeconsidered.  

FormalBidProcedures:  

A.TheDepartmentHeadmustreceiveapprovalfromtheTownBoardforthebid
processtostartandestablishthedateandtimethebidopeningwillbeheld.  

B. TheDepartmentHeadshouldpreparesufficientspecificationsanddescribethe
purchaseinenoughdetailtogeneratefaircompetitionamongmultiplevendors.   
UseofRequestsforProposal (RFP) orRequestsforInformation (RFI) shouldbe
usedinestablishingspecifications.  

C. FormalbidsareprocessedandpublishedbytheTownClerk’sofficewithdirect
assistancefromtheusingdepartmentsinthepreparationoftechnicalspecifications,  
plansanddrawingswhererequired.  

D. Formalbidswillbereceivedandopenedpubliclyatthespecifieddate, timeand
placesetforthinthebiddocuments.  

E. Allbidsreceivedwillbetabulatedandgiventotheusingdepartment.  Theusing
departmentwillprepareareportfortheTownBoardcontainingtheir
recommendationsfortheawardtothelowestandbestresponsiblebiddermeeting
theTown’sspecifications.  AresolutionispassedatthenextTownBoardmeeting.  

F. TheTownClerkisresponsibleforsecuringandfilingallbids, legalnotices, and
resolutions.  Everytransactionshouldfallwithintheprovisionsofapplicablelaw
andregulationsandshouldbecompletelydocumentedforsubsequentbid
inspectionbyTownauditors, federalandstateagencies, thebiddersorany
interestedcitizens.  

Non-BidProcurements (seechartatend)  

Purchasesunder $10,000aresubjecttoapprovalsspecifiedonthechartattheend
ofthepolicy.  EachDepartmentHeadisresponsibleforcompliancewiththe
purchasingproceduresadoptedinthispolicy. Theprocedureforstandardpurchasingis
asfollows:  



ParmaTownBoard
January6, 2015
Page29

A.TheDepartmentHeaddetermineswhetherthepurchaseisabidornon-bid
purchase.  

B. TheDepartmentHeadshouldpreparesufficientspecificationstogeneratefair
competitionamongmultiplevendorsateachoftheselevels.  

C. TheDepartmentHeadreceivesthecorrectnumberofquotesand/orapprovalsfor
thedollaramountofthepurchase. Everyattemptshouldbemadetopurchase
locallyprovidingthecostsarecompetitive. Allverbalorwrittenquotes
documentationwillbeattachedtothevoucherwhensubmittedforpayment. A
verbalquoteformcanbeobtainedfromtheFinanceoffice.  Novoucherwillbe
processedwithouttheproperdocumentation.  

D. AnyquotesthatwillbereviewedbytheSupervisorandTownBoardshouldbe
submittedwithsufficienttimeforreviewpriortoordering.  Thewrittenquotes
mustbesubmittedwiththepaymentvoucher.  

E. AnyquotesthatwillbereviewedandapprovedbytheTownBoardshouldbe
submittedtotheTownClerktoputintheTownBoardminutesandtobefiledin
theTownClerk’soffice.  

F. Iftherecommendedvendorcontactsarenotachieved, writtenjustificationshould
besubmittedbytheDepartmentHeadtotheFinanceDirectorbeforethepurchase
canbemade/authorized.   

G. TheappropriatedepartmentalGeneralLedgeraccountshouldhavesufficient
fundsavailable.  Ifnot, abudgettransferformshouldbesubmittedtotheFinance
officeforapprovalbytheTownBoardwhenthebillisrequestedtobepaid.  

StatePricingContracts

TheStateofNewYorkandothergovernmentalentitiesestablishcontractsthatare
extendedtoallNewYorkmunicipalities.  Alistanddetailsofthecontractscanbe
obtainedthroughtheInternet.  Suchprocurementsshallberegardedasnoncompetitive
transactions.  Ifpurchasingonanyapprovedcontracts, documentationofthecontract

Non-BidProcurementsmustbeprovidedasnotedin D, EandF.  

StatutoryExceptionsfromthesePoliciesandProcedures

ExceptwhendirectedbytheTownBoard, nosolicitationofwrittenproposalsor
quotationsshallberequiredunderthefollowingcircumstances.  
A.Through countycontracts – GeneralMunicipalLaw103(3)  
B. Throughstatecontracts – GeneralMunicipalLaw104
C. Throughagenciesfortheblindorseverelyhandicapped – StateFinanceLaw

Section175-b
D. Througharticlesmanufacturedincorrectionalinstitutions – CorrectionLaw

Section186
E. Solesourcesituation
F. Personalservicecontracts – accountants, engineer, architectorattorney
G. Emergencypurchases - An"emergency" existswhenabreakdowninmachinery,  

equipment, and/orathreatenedterminationofessentialservices, including
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maintenanceandrepairofessentialofficeequipment; oradangerouscondition
develops; orwhensuppliesareneededforimmediateuseinworkwhichmay
vitallyaffectthesafety, health, orwelfareofthepublic.  

H. TheDepartmentheadsofthevariousdepartmentsoftheTownofParmabeand
herbyareauthorizedtopurchaseequipment, machinery, goodsandsuppliesfrom
anyState, County, Town, VillageorSchoolDistrictwhohavesecuredanawardfor
suchitemsofequipment, machineryorsuppliesthroughthesolicitationofthe
competitivebiddingprocessinaccordancewiththeprovisionsofGeneral
MunicipalLawSection103andwithintheparametersoftheTownofParma
ProcurementPolicy.  

AdequateDocumentation

Agoodfaitheffortshallbemadetoobtaintherequirednumberofwritten (3) or
verbal (2) quotes. AllwrittenquotesaretobefiledwiththeTownClerkandacopyto
befiledwithvoucher.  VerbalquotesaretheresponsibilityoftheDepartmentHead
andmustbesubmittedwiththepaymentvoucher. 

Contracts

AlldepartmentheadsmustreceivepriorapprovalfromtheTownBoardforall
contractsthatareenterintoonbehalfoftheTown. TheSupervisorshouldbethe
designatedpersontosignthecontract, ifnotavailable, thedeputySupervisorwillhave
thatauthority.  Inthecasewhereacontractrequirestwosignaturestheprimary
individualsdesignatedtosignwillbetheSupervisorandtheDeputySupervisorifone
isnotavailabletheTownClerkwillhavethatauthority.  

AwardstoOtherThantheLowestBidder

Thelowestproposalorquoteshallbeawardedthepurchaseorpublicworkscontract
unlessthepurchaserpreparesjustificationprovidingreasonswhyitisinthebest
interestofthetownanditstaxpayerstomakeanawardtootherthanthelowestbidder.  

DisposalofObsoleteorSurplusMaterial

Duringthecourseofdepartmentaloperations, materialsandequipmentmaybecome
obsoleteorsurplustotheneedsofthedepartment.  Thedispositionofobsoleteor
surplusTownpropertyishandledthroughnotificationtotheFinanceOfficeonthe
SurplusorObsoletePropertyForm.  
A. TheReportofSurplusorObsoletePropertyFormiscompletedbytheDepartment
Headand forwardedtotheFinanceOffice.  
B. Theonlywaytoeliminateasurplusitemfromyourrecordedfixedassetaccount
istocompletetheformandprocessitthroughtheFinanceOffice.  
C. Ifthedepartmentknowsofanotherdepartmentoragencythatcanusethesurplus
item, theRemarksSectionoftheReportofSurplusorObsoletePropertyFormcanbe
usedtoidentify.    
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D. TheFinanceOfficewillhavetheresponsibilityfordeterminingtheeventual
dispositionofthesurplusmaterial.  Thefirstconsiderationwillbewhethertotransfer
toanotherDepartmentormunicipalagencythatmayneedtheitems.  Thesecond
considerationwillbewhattodowiththeitemifitcannotbeusedbyanother
Departmentormunicipalagency.  TheFinanceOfficewiththeaidoftheusing
Departmentwillthendeterminethebestmethodofdisposition (Auction, transfer,  
discard, etc.) whichwillbeinthebestinterestoftheTownofParma.  
E. AResolutionidentifyingtheobsoleteorsurplusmaterialandmethodof
dispositionwillbepreparedandadoptedbytheTownBoardpriortothedisposition.  

INSURANCEGENERAL

A. Duringthetermofanycontractforservice, thevendorenteringintothecontract
shallprovideevidenceofinsuranceintheamountsstated.  OnlytheTownBoard,  
basedonrecommendationfromtheSupervisor, canamendtheserequirements.  
B. AllreferencesinthisSectiontotheTownrefertotheTownofParma, Monroe
CountyapoliticalsubdivisionofNewYorkState.  
C. TheFinanceDirectorshallhavetherighttorepresenttheTown, itsofficials,  
employees, andvolunteersinallmattersrelatingtothisSection.  (S) Heshallprovide
information, assistance, andrecommendationstotheSupervisorintheadministration
ofinsurancerequirementsimposedunderthisSection.  

INSURANCEREQUIREMENTS

A. Nocontractforbuilding, construction, reconstruction, renovation, demolition, or
maintenance; orforanyactivityrelatedtobuilding, construction, reconstruction,  
renovation, demolition, ormaintenanceshallbeawardedbytheTowntoanyperson
untilthatpersonshallassure; byaffidavit, thatallthecontractorsandsubcontractors
employed, orthatwillbeemployedundertheprovisionofthecontract; shallbein
compliancewithNewYorkrequirementsforworker'scompensationinsurance,  
unemploymentinsuranceandallotherlegalregulations.  
B. IfdeemednecessarybytheTown, thevendorenteringintoacontractforservice
agreestomaintaincontinuousprofessionalliabilitycoveragewrittenonanoccurrence
basisor, ifonaclaimsmadebasis, withanextendedcoverageprovision (ERP) ofnot
lessthanthreeyears.  Coveragewillbeprovidedthroughinsurancecompanies
authorizedtodobusinessintheStateofNewYorkwiththeBestRatingofA- or
better.  
C.  Professionalliabilitycoverageshallbeprovidedinthefollowingminimum
amounts (ifapplicable):  

a.   $1,000,000perclaimand
b.   $1,000,000perannualaggregate

D.  Thevendorenteringintoacontractforserviceshallmaintainallotherinsurance
requirementsinaccordancewiththefollowing:  

1.       Theinsurancerequiredshallbewrittenfornotlessthanthefollowing:  
a.   Worker'sCompensation: obtainformfromNYSWorkersComp

website:  
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1. C-105.2orU-26.3
SI-12orGSI105.22.  
CE -2003.  

4. StatutoryEmployersLiabilityinsurancelimitsof $100,000
eachaccident, $100,000eachemployeeand $500,000policy
limitasrequiredforNewYorkState.  Thelimitshallbe
500,000inotherStates

5.   WorkersCompensationcoveragewillbewrittentoincludeall
employees, includingallexecutiveofficers.  

b.   NYSDisability: obtainfromwebsite
1.    DB-120.1
2.    DB-155
3.    CE-200

c.   LiabilityInsurance - General
1.  General - peroccurrence   $ 2,000,000
2.  Aggregate- PerProject   $ 2,000,000
3.  Personal/AdvertisingInjury (perperson/organization)  

1,000,000
4.  EachOccurrence (BodilyInjury & Propertydamage)          

1,000,000
5.  LimitperPersonMedicalExpense 5,000
6. NameTownofParmaasadditionalinsured

Inaddition;  
A)GLcoverageshallbewrittenonISOOccurrenceformCG0001 (10/01) ora

substituteformprovidingequivalentcoverageandshallcoverliability
arisingfrompremiseandoperations, independentcontractors, products- 
completedoperationsandpersonalandadvertisinginjuryandliability
assumedunderaninsuredcontract (includingthetortliabilityofanother
assumedinabusinesscontract).  

B)TownofParmaandallotherpartiesrequiredof ______________ shallbe
includedasadditionalinsuredsontheCGL, usingISOAdditionalInsured
EndorsementCG2010 (11/85) (ongoingandproductcompleted
operations) orbothCG2010 (10/01) (ongoingoperations) andCG2037
10/01) (productcompletedoperations) oranequivalentcoveragetothe

additionalinsured. Thisinsurancefortheadditionalinsuredshallbeas
broadasthecoverageprovidedforthenamedinsuredcontractor.  Itshall
applyasprimaryinsuranceonanon-contributingbasisbeforeanyother
insuranceorself-insurance, includinganydeductible, maintainedbyor
providedto, theadditionalinsured.  

C) ThereshallbenoendorsementofmodificationoftheContractorsCGL
policyarisingfrompollution, explosion, collapse, undergroundproperty
damageofworkperformedbysubcontractors.  

D)ContractorshallwaiveallrightsofsubrogationagainstTownofParmaand
Architectandtheiragents, officers, directorsandemployeesforrecoveryof
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damagestotheextentthesedamagesarecoveredbycommercialgeneral
liabilitypolicy (CGL).  

E) ContractorshallmaintainCGLcoverageforitselfandalladditionalinsureds
forthedurationoftheprojectandmaintaincompletedoperationscoverage
foritselfandeachadditionalinsuredforatleast3yearsaftercompletion

d.  AutomobileLiability:  
1.  BodilyInjury        $ 1,000,000combinedsinglelimit
2. NameTownofParmaasadditionalinsured

BusinessAutomobilemustincludecoverageforliabilityarisingoutoftheuseofall
owned, leased, hiredandnon-ownedautomobiles.  

e.  ExcessLiabilityUmbrellaForm(ifaggregateislessthan2million)  
1.  GeneralAggregate  $ 1,000,000
2.  EachOccurrence    $ 1,000,000
3.  NameTownofParmaasadditionalinsured
4.  UmbrellacoveragemustfollowformtheCGL

2.       Thefollowingpoliciesaretocontain, orbeendorsedtocontainthefollowing
provisions;  

COMMERCIALGENERALLIABILITY, CONTRACTUALLIABILITYAND
AUTOMOBILELIABILITYCOVERAGE:  

a.   TheTown, itsofficers, employees, andvolunteersaretobecoveredasinsured
asrespects:  liabilityarisingoutofactivitiesperformedby, oronbehalfof, thevendor
enteringintoacontractforserviceincludingtheinsured'sgeneralsupervisionofthe
premisesowned, occupiedorusedbythevendorenteringintoacontractforservice, or
automobilesowned, leased, hired, orborrowedbythevendorenteringintoacontract
forservice.  Thecoverageshallcontainnospeciallimitationsonthescopeof
protectionaffordedtotheTown, itsofficers, employees, andvolunteers.  

b.   Thevendor, enteringintoacontractforservice:  insurancecoverageshallbe
primaryinsuranceasrespectstheTown, itsofficers, employees, andvolunteers.  Any
insuranceorself-insurancemaintainedbytheTown, itsofficers, employees, and
volunteersshallbeexcessofthevendorenteringintoacontractforservice'sinsurance
andshallnotcontributetoit.  

c.   Anyfailuretocomplywithreportingprovisionsofthepoliciesshallnotaffect
coverageprovidedtotheTown, itsofficers, employees, andvolunteers.  

d.   Coverageistobewrittenonanoccurrencebasisthroughaninsurance
company, orcompanies, lawfullyauthorizedtodobusinessintheStateofNewYork
withatbestratingofnolessthanA-.  

e.   Thevendorenteringintoacontractforserviceaggresstoholdharmlessand
indemnifytheTown, itsofficers, employees, andvolunteersforallliabilityarisingout
ofthecontract, exceptthatarisingoutofthesolegrossnegligenceoftheTown.  
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PROPERTYINSURANCE
A.       IfdeemednecessarybytheTown, thevendorenteringintoacontractforservice
shallcarryBuilder'sRisk/InstallationFloater/Contractor'sEquipmentInsuranceagainst
theperilsoffire, extendedcoverage, vandalism, andmaliciousmischief.  Certificates
andcopiesthereofshallbesubmittedtotheTown, itsofficers, employees, and
volunteersfortheirapproval.  Suchinsuranceatalltimeswillcoverthefullcashvalue
ofallcompletedconstructioncoveredbythecontractwiththeexceptionoftheusual
undergroundexclusions, aswellasmaterialandequipmentinplaceand/orstoredatthe
site, whetherornotapartialpaymenthasbeenmadetherefore.  
B.       Allinsurancewillbewrittenthroughanadmittedinsurancecompanyor
companieslawfullyauthorizedtodobusinessintheStateofNewYorkwithaBest's
ratingofnolessthanA-.  

ALLCOVERAGE:  
A.       Eachinsurancepolicyrequiredshallbeendorsedtostatethatcoverageshallnot
besuspended, voided, cancelled, reducedincoverageorinlimitsexceptafterathirty
30) daypriorwrittennoticebycertifiedmail, returnreceiptrequested, hasbeengiven
totheTown.  
B.       Anydeductiblesorself-insuredretentionshouldbedeclaredto, andapproved
by, theTown.  

ThevendorenteringintoacontractforserviceshallfurnishtheTownwithcertificates
ofinsuranceandwithoriginalendorsementseffectingcoveragerequiredbythese
insurancerequirements.  Thecertificatesandendorsementsaretobesignedbyany
personsauthorizedbythatinsurertobindcoverageonitsbehalf.  Allendorsementsare
tobereceivedandapprovedbytheTownbeforeworkcommences.  TheTown
reservestherighttorequirecomplete, certifiedcopiesofallrequiredinsurancepolicies
atanytime.  

C.       Thevendorenteringintoacontractforserviceshallincludeallsubcontractorsas
insuredunderitspoliciesorshallfurnishseparatecertificatesofinsuranceand
endorsementsforeachsubcontractor. Allcoverageforsubcontractorsshallbesubject
toalloftherequirementsstatedinthisSection.  

ItemsExceptFromPoliciesandProceduresbytheBoard

TheParmaTownBoardwilldecidewhethertosolicitbidsorquotesforprofessional
servicesbasedontheirneedsatthetimeandwhetheritisinthebestinterestofthe
TownofParma.  

InputfromOfficers

Commentsconcerningthepoliciesandproceduresshallbesolicitedfromofficersof
thepoliticalsubdivisionordistrictthereininvolvedintheprocurementprocesstothe
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enactmentofthepoliciesandprocedures, andwillbesolicitedfromtimetotime
hereafter.  

AnnualReview

TheParmaTownBoardshallannuallyreviewthesepoliciesandprocedures.  The
ParmaTownSupervisorshallberesponsibleforconductinganannualreviewofthe
procurementpolicyandforanevaluationoftheinternalcontrolstructureestablishedto
ensurecompliancewiththeprocurementpolicy.  

UnintentionalFailuretoComply

TheunintentionalfailuretofullycomplywiththeprovisionsoftheGeneral
MunicipalLaw, Section104-bshallnotbegroundstovoidactiontakenorgiveriseto
acauseofactionagainsttheTownofParmaoranyofficeroremployeethereof.  

TheQuotationProcess
TheTownandalldepartmentswilladheretothefollowingtableforstimulating

competitivepricingforsmallpurchasesupto $10,000.  

StandardPurchases

Dollars Department Supervisor TownBoard Quotes
Head Required

0 - $1,999 Yes Verbalor
Written

2,000 - $4999 Yes Yes 2Written
5,000 - $9,999 Yes Yes Yes 3Written

10,000 SubjecttoBid
TheHighwaySuperintendentmayapprovehighwaypurchasesbetween $2,000 – 
4,999*  

Pre- ApprovedProjects

Dollars Department Supervisor TownBoard Quotes
Head Required

0 - $1,999 Yes Verbalor
Written

2,000 - $4999 Yes 2Written
5,000 - $9,999 Yes Yes Yes 3Written

10,000 SubjecttoBid
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TOWNOFPARMAWHISTLEBLOWERPOLICY

POLICY:  

TheprimarydutyofallTownemployeesistothepublicwhomweserve.  Ifyouobserve
whatyoubelievetobeanactoffraud, waste, abuse, misconduct, illegalactivityorother
violationoftheTown ‘sCodeofEthicsbyaTownofficeroremployee, youhaveaduty
toreportit.  Thispolicyisasafeguardagainstretaliatoryactionsthatcouldbetaken
againstaTownofficeroremployeeforsuchareportmadeingoodfaith.  

Provisions:  

1. IMPROPERCONDUCT:   IfyoubelieveactiontakenbytheTown, ora
Townofficeroremployeeintheperformanceofhis/herofficialduties,  
violatesafederal, stateorlocallaw, ruleorregulation, ortheTown’sCode
ofEthics, youhaveadutytoreportit.  

2. GOODFAITH:  Agoodfaithreportmeansyouhavereasonablegrounds
tobelievetheconductconstitutesimpropergovernmentalactionandis
true, evenifthebeliefshouldlaterprovetobeunsubstantiated.  

3. REPORTING:  Inmostcases, yourimmediatesupervisorisinthebest
positiontoaddressanareaofconcern; therefore, youshouldmakethe
goodfaithreporttoyourDepartmentHead.  However, itisunderstood
thatthecircumstanceswilldictatetheappropriateavenuetofollow.  Here
isthepreferredreportingorder:  

YourDepartmentHead
DirectorofFinance
TownSupervisor
TownBoard

YourDepartmentHeadortheDirectorofFinancewillreporttheconducttotheTown
Supervisor.  

4. ANONYMITY / CONFIDENTIALITY:   Yourreportcanbemade
anonymously.  Yourreportwillbekeptconfidentialtothebestextent
possible, consistentwiththeneedtomakeafairandcomplete
investigation.  
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5. RETALIATION:  TheTownshalltakenoretaliatoryactionagainstyou
becauseyoumadeagoodfaithreportofanyinformationregardingfraud,  
waste, abuse, misconduct, oranyallegedprohibitedorillegalactivityin
violationofanylaw, ruleorregulationgoverningofficersandemployees
oftheTown.  Ifyoufeelyouhavebeenretaliatedagainst, inviolationof
thispolicy, reportitimmediatelyusingthestepsoutlinedabove.  

Supervisor’sProceduresforImplementation:  

1. RECEIVINGTHEREPORT:  Supervisorsshouldmakenojudgmentupon
themeritsofthereportwhenreceivingitfromtheemployee.  Treatthe
reportseriouslyandifnotanonymous, assuretheemployeeitwillbe
treatedconfidentiallywithintheconstraintsoutlinedinstep4.  

2. FORWARDINGTHEREPORT:  ForwardthereporttotheDirectorof
Finance, SupervisororTownBoardascircumstancesdictate.  

3. RETALIATION:   Employeeswhomakeacomplaintingoodfaithwillnot
beretaliatedagainstorpenalizedinanymanner.  Ifyouobserve
retaliationorreceiveareportofretaliation, reportitusingthesteps
outlinedinstep3.  
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MCMWCPMCMWCP
TownofParmaTownofParma

WorkplaceViolenceWorkplaceViolence
PreventionProgramPreventionProgram

RevisionDate: August2012
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TownofParmaWorkplaceViolencePrevention
Policy & IncidentReporting

iscommittedtothesafetyandsecurityofouremployees.  WorkplaceTheTownofParma
violencepresentsaseriousoccupationalsafetyhazardtoouragency, staff, and
clients. Threats, threateningbehavior, oractsofviolenceagainstemployees, visitors,  
guests, orotherindividualsbyanyoneontheTownofParmapropertyorworksites
willbethoroughlyinvestigatedandappropriateactionwillbetaken, including
summoningcriminaljusticeauthoritieswhenwarranted.  Allemployeesareresponsible
forhelpingtocreateanenvironmentofmutualrespectforeachotheraswellasclients,  
followingallpolicies, proceduresandprogramrequirements, andforassistingin
maintainingasafeandsecureworkenvironment. 

ThispolicyisdesignedtomeettherequirementsofNYSLaborLaw27bandhighlights
someoftheelementsthatarefoundwithinourWorkplaceViolencePreventionProgram.  
Theprocessinvolvedincomplyingwiththislawincludedaworkplaceevaluationthat
wasdesignedtoidentifytheworkplaceviolencehazardsouremployeescouldbe
exposedto. Othertoolsthatwereutilizedduringthisprocessincludedestablishinga
committeemadeupofmanagementandAuthorizedEmployeeRepresentativeswhowill
haveanongoingroleofparticipationintheevaluationprocess, recommendingmethods
toreduceoreliminatethehazardsidentifiedduringtheprocessandinvestigating
workplaceviolenceincidentsorallegations. Allemployeeswillparticipateintheannual
WorkplaceViolencePreventionTrainingProgram.  

Thegoalofthispolicyistopromotethesafetyandwell-beingofallpeopleinour
workplace. Allincidentsofviolenceorthreateningbehaviorwillberespondedto
immediatelyuponnotification. TownofParmahasidentifiedresponsepersonnelthat
includeamemberofmanagementandanemployeerepresentative. Ifappropriate, the
TownofParmawillprovidecounselingservicesorreferralsforemployees.  

AllTownofParmapersonnelareresponsiblefornotifyingthecontactperson
designatedbelowofanyviolentincidents, threateningbehavior, includingthreatsthey
havewitnessed, received, orhavebeentoldthatanotherpersonhaswitnessedor
received.     

DesignatedContactPerson:  

Name JamesSmith

Title:         TownofParmaSupervisor

Department:    Supervisor

Phone:       (585) 392-9462

Location:     1300HiltonParmaCornersRoad HiltonNY14468
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WorkplaceViolence
Prevention

Introduction

Workplaceviolencepresentsaseriousoccupationalsafetyhazardforworkers; duringthe
lastdecadehomicidewasthethirdleadingcauseofdeathofallworkersandtheleading
causeofoccupationaldeathforwomenworkers.  

Examplesofhighriskworkplacesincludinghealthcare settings, socialservices, working
aloneorinsmallnumbers, serviceworkers, publictransportationdriversandmanyother
typesofpublicemployment.   

NewYorkStaterequirespublicemployers (withtheexceptionofemployersasdefinedin
sectiontwenty-eighthundredone-aoftheeducationlaw) toperformaworkplace
evaluationofeachworksite. Theevaluationisintendedtoidentifyfactorswhichmay
placetheworkforceatrisktooccupationalassaultsorhomicides. Theresultsofthe
evaluationandtheRiskFactorsfoundshouldbesharedwithemployees; thisinformation
shouldbereviewedinitiallyandannuallythereafter. Employerswhohave20ormorefull
timeemployeesarerequiredtodevelopawrittenWorkplaceViolencePrevention
Program.  

Workplaceviolenceisphysicalassault, threateningbehaviororverbalabuse
occurringintheworksetting. 
Aslistedbelow:  

Verbalorphysicalharassment
Verbalorphysicalthreatsdirectedtowardanemployeebyanother

employeeornon-employee
Non-specificthreatsofviolencebyemployee
Specificthreatsofviolencebyemployee
Displayorpossessionofanyweapon
Violentconfrontationbyaspouseofsignificantotherwithanemployee

overapersonal/domesticdispute
Violentaltercationsbetweentwoemployeesoremployeeandsupervisor
Anyotherbehaviorthatcausesotherstofeelunsafe
e.g. bullying, sexualharassment, etc)  

2- 
WHATCANBEDONETOPREVENT
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WORKPLACEVIOLENCE?  

Anypreventivemeasuremustbebasedonathoroughunderstandingofriskfactors
associatedwiththevarioustypesofworkplaceviolence. And, eventhoughour
understandingofthefactorswhichleadtoworkplaceviolenceisnotperfect, sufficient
informationisavailablewhich, ifutilizedeffectively, canreducetheriskofworkplace
violence. However, strongmanagementcommitment, andtheday-to-dayinvolvementof
departmentheads, supervisors, employeesandlaborunions, isrequiredtoreducetherisk
ofworkplaceviolence.  

FOURTYPESOFWORKPLACEVIOLENCE

Preventionprogramsincludeallformsofviolence. Tohelpsortoutthedifferenttypesof
workplaceviolence, specialistsagreethatworkplaceviolencefallsintofourbroad
categories.  Theyare:  

TYPE1: Violentactsbycriminalswhohavenootherconnectionwiththeworkplacebut
entertocommitrobberyoranothercrime.  

Type1actsofviolenceaccountforthevastmajority—nearly80percent—ofworkplace
homicides. Intheseincidents, themotiveisusuallytheft, andinagreatmanycases, the
criminaliscarryingagunorotherweapon, increasingthelikelihoodthatthevictimwill
bekilledorseriouslywounded. Thistypeofviolencefallsheavilyonparticular
occupationalgroupswhosejobsmakethemvulnerable. Thisincludestaxidrivers (thejob
thatcarriesbyfarthehighestriskofbeingmurdered), late-nightretailorgasstation
clerks, aswellasotherswhoareondutyatnight, whoworkinisolatedlocationsor
dangerousneighborhoods, andwhocarryorhaveaccesstocash.  

Type1preventivestrategiesincludeanemphasisonphysicalsecuritymeasures, special
employerpolicies, andemployeetraining. Becausetheoutsidecriminalhasnoother
contactwiththeworkplace, theinterpersonalaspectsofviolencepreventionthatapplyto
theotherthreecategoriesarenormallynotrelevanttoType1incidents.   

TYPE2: Violencedirectedatemployeesbycustomers, clients, patients, students,  
inmates, oranyothersforwhomanorganizationprovidesservices. Ingeneral, the
violentactsoccurasworkersareperformingtheirnormaltasks. Insomeoccupations,  
dealingwithdangerouspeopleisinherentinthejob, asinthecaseofapoliceofficer,  
correctionalofficer, securityguard, ormentalhealthworker. Forotheroccupations,  
violentreactionsbyacustomerorclientareunpredictable, triggeredbyanargument,  
angeratthequalityofserviceordenialofservice, delays, orsomeotherprecipitating
event.  

EmployeesexperiencingthelargestnumberofType2assaultsarethoseinhealthcare
occupations—nursesinparticular, aswellasdoctorsandnursesaideswhodealwith
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psychiatricpatients; membersofemergencymedicalresponseteams; andhospital
employeesworkinginadmissions, emergencyrooms, andacutecareunits.  

TYPE3: Violencecommittedbyapresentorformeremployeeagainstcoworkers,  
supervisors, ormanagers.  

TYPE4: Violencecommittedintheworkplacebysomeonewhodoesn’tworkthere, but
hasapersonalrelationshipwithanemployee—anabusivespouseordomesticpartner.   

Types3and4arenolessormoredangerous, ordamaging, thananyotherviolentact.   
Butwhentheviolencecomesfromanemployeeorsomeoneclosetoanemployee, there
isamuchgreaterchancethatsomewarningsignwillhavereachedtheemployerinthe
formofobservablebehavior. Thatknowledge, alongwiththeappropriateprevention
programs, canattheveryleastmitigatethepotentialforviolenceorpreventitaltogether.  

RESPONSIBILITY

TheProgramAdministratorsforworkplacesecurityaretheHRDirectorandDepartment
Heads.  Theyhavetheauthorityandresponsibilityforimplementingtheprovisionsof
thisprogramfortheTownofParma

AllDepartmentHeadsandsupervisorsareresponsibleforimplementingandmaintaining
thisprogramintheirworkareasandforansweringemployeequestionsaboutthe
program. Acopyofthisprogramisavailablefromyourdepartmenthead.  

It’stheresponsibilityofallemployeestoreportallthreateningbehaviorto
managementimmediately. Thegoalofthispolicyistopromotethesafetyand
well-beingofallpeopleinourworkplace.  Allincidentsaretobereported
withinthefirst24hours

Management, supervisors, andallsafetypersonnelareresponsibleforthe
observationofallpersonnelandidentificationofpotentialworkplaceviolence
exposures.  Allmattersreportedand/oridentifiedaretobefullyinvestigated.   
Findingswillbepresentedtomanagementandanactionplandevelopedto
minimizeandeliminatethepotentialthreat.   
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THEROLEOFTHEEMPLOYER

TheTownofParmadoespromoteaworkenvironmentfreefromthreatsandviolence
and, inaddition, canfaceeconomiclossastheresultofviolenceintheformoflostwork
time, damagedemployeemoraleandproductivity, increasedworkers’ compensation
payments, medicalexpenses, andpossiblelawsuitsandliabilitycosts

TheTownofParmawilladoptaworkplaceviolencepolicyandpreventionprogram. The
Townwillberesponsibleforcommunicatingthepolicyandprogramtotheemployeesas
wellas:      

Supporting, notpunish, victimsofworkplaceordomesticviolence.  
Adoptingandpracticingfairandconsistentdisciplinaryprocedures.  
Fosteringaclimateoftrustandrespectamongworkersandbetweenemployees
andmanagement.  
Whennecessary, seekingadviceandassistancefromoutsideresources, including
threat-assessmentpsychologists, psychiatristsandotherprofessionals, social
serviceagencies, andlawenforcement.  
Providingregulartraininginpreventivemeasuresforallnew/currentemployees,  
supervisorsandmanagers.  

THEROLEOFTHEEMPLOYEES

Employeeshavetherighttoexpectaworkenvironmentthatpromotessafetyfrom
violence, threats, andharassment. Theycanactivelycontributetopreventivepracticesby
doingthefollowing:  

Acceptandadheretoanemployer’spreventivepoliciesandpractices.  
Becomeawareofandreportviolentorthreateningbehaviorbycoworkersorother
warningsigns.  
Followproceduresestablishedbytheworkplaceviolencepreventionprogram,  
includingthoseforreportingincidents.  
GotoHRDirectororDepartmentHeadifuncomfortable.  

Communication

TownofParmarecognizesthattomaintainasafe, healthyandsecureworkplacewemust
haveopen, two-waycommunicationbetweenallemployees, includingsupervisorsand
departmentheads, onallworkplacesafety, healthandsecurityissuesTownofParma
hasacommunicationsystemdesignedtoencourageacontinuousflowofsafety, health
andsecurityinformationbetweenmanagementandouremployeeswithoutfearof
reprisalandinaformthatisreadilyunderstandable.    
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RecordKeepingandReview
Inreviewingrecords, caremustbetakentoensureappropriateconfidentialityofmedical
andpersonnelrecords.  

Periodicupdatesandreviewsofthefollowingworkplaceviolencereportsandrecords
willbemade.  

DepartmentofSafetyandHealth (POSH) 900logs
Workplaceviolenceincidentreports
WorkplaceSurvey
AccidentInvestigations
TrainingRecords
Grievances

Theemployer, withtheAuthorizedEmployeeRepresentative, shallevaluatethe
effectivenessoftheWVPP, annuallyorafterseriousincidents.  Theemployershould
attempttodescribewithintheirWPPthetriggeringeventthatwillinitiateareview. The
reviewshouldfocusontheincidenttrendsandtheeffectivenessofthecontrolmeasures.   
Thereviewshouldalsoassesswhetherthereportingandrecordkeepingsystemshave
beeneffectiveincollectingallrelevantinformation.  

TrainingandInstruction
Allemployees, includingDepartmentHeadsandsupervisors, shallhavetrainingand
instructionongeneralandjob-specificworkplacesafetyandsecuritypractices. Training
andinstructionshallbeprovidedwhenWorkplaceViolencePreventionProgramisfirst
establishedandannuallythereafter. Trainingshallbeprovidedpromptlyafterhiringall
newemployeesandtootheremployeesforwhomtraininghasnotbeenpreviously
provided. Itshallalsobeprovidedtoallemployees, supervisorsandDepartmentHeads
givennewjobassignmentsforwhichspecificworkplacesecuritytrainingforthejob
assignmentshasnotpreviouslybeenprovided. Additionaltrainingandinstructionwillbe
providedtoallpersonnelwhenevermanagementismadeawareofneworpreviously
unrecognizedsecurityhazards.   

Generalworkplaceviolenceandsecuritytrainingandinstructioninclude, butarenot
limitedto, thefollowing:  

ExplanationoftheWorkplaceViolencePreventionProgramincluding
measuresforreportinganyviolentactsorthreatsofviolence.  
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Recognitionofworkplacesecurityhazardsincludingtheriskfactors
associatedwiththefourtypesofviolence.  

Methodstodefusehostileorthreateningsituations.  

Measurestosummonothersforassistance.  

Employeeroutesofescape.  

Notificationoflawenforcementauthoritieswhenacriminalactmayhave
occurred.  

Emergencymedicalcareprovidedintheeventofanyviolentactuponan
employeewillincludeFirstAid, CPRand/orcalling911.  

Post-eventtraumacounselingforthoseemployeesdesiringsuchassistance.  

Crimeawareness

Locationandoperationofalarmsystems, panicbuttonsandotherprotective
devices.  

Communicationprocedures.  

SelfProtection

Dealingwithangry, hostileorthreateningindividuals.  

Usingthe “Buddy” systemorotherassistancefromco-workers.  

Awarenessofindicatorsthatleadtoviolentactsbyservicerecipients.  

Managingwithrespectandconsiderationforemployeewell-being.  
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ReportingandIncidentInvestigation
Proceduresforreportingincidentsandinvestigationofincidentsforworkplaceviolence –  
threatsandphysicalinjury – include:  

Employeesareresponsiblefor:  

Reporting theirconcernstotheirimmediateSupervisor.  
Employeesareencouragedtofilloutanincidentreportwhichcanbeobtained
frommanagement.  
Employeeisrequiredtorequestassistanceifnecessary.  

Employersareresponsiblefor

Reviewingandinvestigatingtheincidentandreportfindings.  
Reviewingall previousincidents.  
Visitingthesceneofanincidentassoonaspossible.  
Interviewingthreatenedorinjuredemployeesandwitnesses.  
Examiningtheworkplaceforsecurityriskfactorsassociatedwiththeincident,  
includinganypreviousreportsofinappropriatebehaviorbytheoffender.  
Determiningthecauseoftheincident.  
Takingcorrectiveactiontopreventtheincidentfromrecurring.  
Recordingthefindingsandcorrectiveactionstaken.  
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Appendix1

WorkplaceViolenceIncidentReportForm

EMPLOYEEREPORTING
Name

Department

INCIDENT
NameofAssaulter/Threatener CategoryofAssaulter/Threatener

Employee    ____Customer
Vendor  ____ Other-Pleaseexplain:  

DateofAssault/Threat Time LocationofAssault/Threat

Assault/Threatwas:  ___PersonalConfrontation   ___ Written
TelephoneConversation ___ Electronic ___ PhysicalwithInjury
PhysicalwithoutInjury ___ Other – Pleaseexplain:  

Weretherewitnesses?  ___yes     ___no IfYes, howmany? ______  
Provideinformationbelowandattachwitnessstatements.  

WITNESSES Ifadditionalwitnesses, provideinformationonattachedsheetofpaper)  
Witness1 – Name Telephone

Work ____________   Home _____________  
Address (street, city, state, zip) CategoryofWitness

Employee  ___Customer ___Vendor
Other – PleaseExplain

Witness2 – Name Telephone
Work ____________   Home _____________  

Address (street, city, state, zip) CategoryofWitness
Employee  ___Customer ___Vendor
Other – PleaseExplain

Witness3 – Name Telephone
Work ____________   Home _____________  

Address (street, city, state, zip) CategoryofWitness
Employee  ___Customer ___Vendor
Other – PleaseExplain
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IFASSAULTEDIFTHREATENEDanswernext6questions.  , gotonextsection
1. Whatstartedtheassault?  

2. Whatdidtheassaultersaywhenyouwereassaulted?  

3. Whatwasusedtohit/strike/injureyou?  

4. Whatinjuriesdidyousustain?  Wasmedicaltreatmentnecessary?  

5. Howdidtheassaultend?  

6. Howdidyouleavetheassaultsite?  

IFTHREATENED answernext3questions
1. Ascloselyaspossible, whatwerethewordsused?  

2. Was “threatener” inapositiontocarryoutthethreatimmediately?  

3. Howseriousdoyoubelievethethreatwasandwhy?  

EMPLOYEERELATEDACTIONS Employeemustcompletenexttwoquestionswhethera
threatorassault)   
1. Whatactionsweretakenbytheemployee? (e.g. filedworkers’ compensation, obtained

medicaltreatment, usedsickleave/vacation, etc.)  

2. WhatspecificactionsfromEmployerdoesemployeerequestrelatedtoassault/threat?  If
none, soindicate.  
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LAWENFORCEMENTINFORMATION
LawEnforcementAgencyContacted – DateContacted TelephoneNumber
NameofPerson/Officer

Wasawrittenreportcompleted? ___yes  ___ no (AttachcopyofPolicereportwhenpossible)  

Whatactionwaspromised?  

MANAGERACTIONS
DirectionsgiventoEmployee (i.e. gohome, gotohospital, etc.)  

DepartmentHeadRecommendation:  
Prosecution ___ RestrainingOrder
LettertoThreatener   ___ Other, pleasespecify _____________________________  

NOTIFICATIONDATES
ReceivedbyDepartmentHead EmployeenotifiedofChosenAction

ReceivedbyPersonnelDirector

RECOMMENDATIONS
Whatcanbedonetopreventfutureincidents?  



ParmaTownBoard
January6, 2015
Page50

Appendix2

PersonalConducttoMinimizeViolence
Followthesesuggestionsinyourdailyinteractionswithpeopletode-escalatepotentiallyviolentsituations.  Ifatanytimeaperson’s

behaviorstartstoescalatebeyondyourcomfortzone, disengage. 

Do DoNot
Projectcalmness, moveandspeakslowly,  Usestylesofcommunicationwhichgenerate
quietlyandconfidentially. hostilitysuchasapathy, brushoff, coldness,  

condescension, robotism, goingstrictlybythe
rulesorgivingtherun-around

Beanempatheticlistener: Encouragethe Rejectallofaclient’sdemandsfromthestart.  
persontotalkandlistenpatiently.   

Focusyourattentionontheotherpersontolet Poseinchallengingstancessuchasstanding
themknowyouareinterestedinwhattheyhave directlyoppositesomeone, handsonhipsor
tosay. crossingyourarms.  Avoidanyphysical

contact, fingerpointingorlongperiodsoffixed
eyecontact.  

Maintainarelaxedyetattentivepostureand Makesuddenmovementswhichcanbeseenas
positionyourselfatarightangleratherthan threatening.  Noticethetone, volumeandrate
directlyinfrontoftheotherperson. ofyourspeech.  

Acknowledgetheperson’sfeelings.  Indicate Challenge, threaten, ordaretheindividual.   
thatyoucanseehe/sheisupset. Neverbelittlethepersonormakehim/herfeel

foolish.  

Askforsmall, specificfavorssuchasaskingthe Criticizeoractimpatientlytowardtheagitated
persontomovetoaquieterarea. individual.  

Establishgroundrulesifunreasonablebehavior Attempttobargainwithathreatening
persists.  Calmlydescribetheconsequencesof individual.  
anyviolentbehavior.   

TrytomakethesituationseemlessseriousthatUsedelayingtacticswhichwillgivetheperson
itis.  timetocalmdown.  Forexample, offeradrink

ofwater (inadisposablecup).  

MakefalsestatementsorpromisesyoucannotBereassuringandpointoutchoices.  Breakbig
keep.  problemsintosmaller, moremanageable

problems.  

Trytoimpartalotoftechnical, orcomplicatedAcceptcriticisminapositiveway.  Whena
informationwhenemotionsarehigh.  complaintmightbetrue, usestatementslike

Youareprobablyright” or “Itwasmyfault.”   
Ifthecriticismseemsunwarranted, ask
clarifyingquestions.  

Takesidesoragreewithdistortions.  Askforhis/herrecommendation.  Repeatback
tohim/herwhatyoufeelhe/sheisrequestingof
you.  

Invadetheindividual’spersonalspace.  MakeArrangeyourselfsothatavisitorcannotblock
surethereisaspaceofthreefeettosixfeetyouraccesstoanexit.  
betweenyouandtheperson.  
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Appendix3

FiveWarningSignsofEscalationBehavior

WarningSigns PossibleResponses
Confusion

Behaviorcharacterizedbybewildermentor Listentotheirconcerns.  
distraction.  Unsureoruncertainofthenextcourse Askclarifyingquestions.  
ofaction.  Givethemfactualinformation.  

Frustration

Behaviorcharacterizedbyreactionorresistanceto Seestepsabove.  
information.  Impatience.  Feelingasenseofdefeat Relocatetoquietlocationorsetting.  
intheattemptofaccomplishment.  Maytrytobait Reassurethem.  
you.  Makeasincereattempttoclarifyconcerns.  

Blame

Placingresponsibleforproblemsoneveryoneelse.   Seestepsabove.  
Accusingorholdingyouresponsible.  Findingfault Disengageandbringsecondpartyintothe
orerrorwithactionofothers.  Theymayplace discussion.  

Crossingovertoblamedirectlyonyou.   Useteamworkapproach.  
potentiallyhazardousbehavior. Drawclientbacktofacts.  

Useprobingquestions.  
Create “Yes” momentum.  

Anger-Judgmentcallrequired

Characterizedbyavisiblechangeinbodyposture Utilizeventingtechniques.  
anddisposition.  Actionsincludepoundingfists,  Don’toffersolutions.  

Thispointingfingers, shoutingorscreaming.   Don’targuewithcommentsmade.  
signalsveryriskybehavior. Preparetoevacuateorisolate.  

Contactsupervisorand/orsecurityoffice.  

Hostility – Judgmentcallrequired

Physicalactionsorthreatswhichappearimminent.   Disengageandevacuate.  
Actsofphysicalharmorpropertydamage.  Out-of- Attempttoisolatepersonifitcanbedone
controlbehaviorsignalstheyhavecrossedoverthe safely.  
line.  Alertsupervisorandcontactsecurityoffice

immediately.  
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GuidelinesforPublicComment

Townsareauthorizedtoenactrulesandregulationsregardingthe
conductofpublicmeetingsandpublichearings.  TownLaw, §130.  

Thepublicshallbeallowedtospeakonlyduringapublichearingor
duringthepubliccommentperiodofthemeetingoratsuchothertimes
asamajorityoftheBoardshallallow.   Commentsmustrelatetothe
businessoftheParmaBoardorthespecificPublicHearingbeingheldto
provideinformationtotheBoardorexpresstheirconcerns.  ThePublic
Commentperiodisnotintendedtobeaquestionandanswerperiod.  
WhenpracticaltheBoardwilltrytoanswershortdirectquestions.  

Citizensthathaveaquestionorconcernthatwillrequiresome
researchareencouragedtoprovidethatinformationtoaBoard
memberpriortothemeeting.  ThisshouldallowtheBoardtohavea
responseorpossiblyresolvethematterbeforehand.  

TheChairshallrecognizethepersonwishingtospeak. Commentsshallbe
limitedtothreeminutesperperson. Eachparticipantshallbepermittedto
speakonlyonceduringeachTownBoardmeeting. Commentsshallbe
directedonlytotheChairpersonandBoardmembers. Commentsshallbe
respectfulandingoodorder. TheChairpersonorBoardmembermay
replyonlyafterthespeakerhasfinishedtalking.  

Speakersmustgivetheirname, addressandorganization, ifanyandstate
thetopictheywishtoaddress.  

Boardmembersmay, withthepermissionoftheChairperson, interrupta
speakerduringtheirremarks, butonlyforthepurposeofclarificationor
information.  

Speakersshallobservethecommonlyacceptedrulesofcourtesy,  
decorum, dignityandgoodtaste.  Membersofthepublicshallrefrain
fromdebateandargumentamongthemselvesduringtheBoardmeeting
andshalladdressallremarkstotheBoard.  

Preparedstatementsandaccompanyingdocumentsandattachments
shallnotbereadaloudbutshallbesubmittedtotheChairpersonfor
reviewbytheBoardinthefutureandmaybeincludedintheBoard
minutes.  
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WhenagroupofpersonswishestoaddresstheBoardonthesame
subjectmatter, itshallbeproperforthepresidingofficertorequestthata
spokespersonbechosenbythegrouptoaddresstheBoardandtolimit
thenumberofpersonsaddressingtheBoardonthesamemattersoasto
avoidunnecessaryrepetition.  

InterestedpartiesortheirrepresentativesmayaddresstheBoardby
writtencommunications. Writtencommunicationsshallbedeliveredtothe
TownClerkordesignee.   Sufficienttimeshouldbeallowedtodistribute
thesecommunicationstotheBoardmemberssotheyareawareofthem
priortothenextmeeting.  

Anypersonmakingoffensive, insulting, threatening, insolent, slanderousor
obsceneremarksorwhobecomesboisterousorwhomakesthreats
againstanypersonoragainstpublicorderandsecuritywhileintheBoard
Roomshallberemovedatthedirectionofthepresidingofficerfrom
furtheraudienceatthemeeting, unlesspermissiontocontinueisgranted
bythemajorityvoteoftheBoardmemberspresent.  

AdisruptivespeakerafterafinalwarningbytheChairwillbe
removedfromthemeetingbyapeaceoffice.  Theauthorityis
section240.20ofthePenallawrelatedtodisorderlyconduct.  

Banners, flyers, orothersignsarenotpermittedinthemeetingroom.  The
distributionofflyersisnotpermittedinthemeetingroom.  

TheOpenMeetingsLawgivesthepublictherighttoattendmeetingsand
tolistentodeliberations. However, thepublicmaynotparticipateinthe
meetingexceptupontheinvitationoftheChairpersonand, inthecaseof
publichearings, asrequiredbylaw.  

Atanytime, theChairpersonmayentertainorenteramotiontoadjourn,  
whichshallbecarrieduponmajorityvote. Atanytime, theBoardmay
votetoexhausttheagendabeforepossiblyinvitingfurtherpublic
comment.  

TherewillbeasignupsheetforthosewishingtoaddresstheBoardduring
apublichearingorameetingwheretheattendanceishigh.  The
Chairpersonwillcalluponthepeoplethatsignedupintheorderthatthey
appear.  
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