Personnel Study Task Force Agenda
Date:
May 9, 2022; 4PM Hybrid
141 Keyes Road or
Join by Zoom Meeting
https://us02web.zoom.us/j/87349206525?pwd=eGptVHpjdHg2aGFHN3dYRm4vSFN6Zz09
Meeting ID: 873 4920 6525
Passcode: 973136
Call to Order
Roll Call

3:36 pm, May 05 2022

Approval of Minutes of April 11, 2022 and April 25, 2022
Correspondence or updates
Open discussion about how we anticipate making our report to Select Board
June?
Open discussion of our draft recommendations and vote on their direction if not specific
wording.
Bruce Section 1 Purpose and Application of the Bylaw
Section 2 Personnel Board
1985 Administrative Code
Ruth
Section 3 Personnel Policies and Procedures
Section 4 Employment Status
Paul
Section 5 Classification Plan
Section 6 Compensation Plan
Claude Section 7 Salary Schedules for Temporary and Limited Status Employees
Section 8 In-Training Status
Section 9 Hours of Work
Section 21 (new) Town Employee Ombuds
Anne
Section 10 Pay Policy
Section 11 Sick Leave
Section 12 Holidays
Section 13 Vacation Leave
Section 14 Bereavement Leave
Section 15 Personal Leave
Section 16 Military Leave
Section 17 Jury Duty
Section 18 Unpaid Leaves of Absence Section 19 Interruption of Employment
Section 20 Leave for Temporary and Limited Status Employees
Review of format for our final report
Review of Paul’s checklist and placement in final report
Anne: Section 10-20 recommendations as they exist and how best to take Claude’s lengthy
recommendations and shorten for report.
Any New Business that came up after posting Agenda
Pending meeting dates
Monday, 23rd
xxxyyyzzz
Public Comment
Adjournment (by roll call)

141 Keyes Road (Hybrid)

PERSONNEL STUDY TASK FORCE – TOWN OF CONCORD, MA
DRAFT MEETING MINUTES
Date: April 11, 2022
Location: Virtual
Present from the Board: Ruth Lauer (Co-Chair), Anne Rarich (Co-Chair), Claude Cicchetti (Clerk),
Paul Macone, Bruce Button.
Others Present: Terri Ackerman – Select Board, Susan Bates – Select Board, Erin Mulcahy – Assistant
Town Accountant, Karlen Reed, Ned Perry, Anita Tekle, Doug Meagher, Joseph O’Connor.
1. Call to Order
The meeting was called to Order by Anne Rarich, Co-Chair at 4:01 pm by roll call.
2. Approval of Minutes
After a short discussion, Ruth moved and it was duly seconded to accept the minutes of 03-28-2022 as
amended.
3. Updates - Correspondence
Anne mentioned the Anita Tekle correspondence and thanked her for her work. Also discussed were the
Town Manager’s instruction to not distributing the survey and a second instruction to pause on
discussing the survey until further notice from Town Counsel.
4. Draft PSTF Summary Report Discussion
Anne asked for comments on her first draft of the PSTF report which was distributed in the packet. Ruth
asked for more detail on some specific sections for clarity and will send her comments to Anne. On a
question from Ruth about the structure of our Bylaw suggestions, Claude shared his screen and gave
some draft examples. Claude referenced a discussion the previous week he had with the HR Director, at
the suggestion of Anne, where Sections 11-20 involving leaves were suggested to be condensed into one
more flexible section so as not to require Bylaw amendments any time any specific leave or holiday was
changed.
Paul asked how all suggestions based on the work of all committee members would be incorporated
together, and Ruth responded that our main task will be to discuss and agree all sections and put them
together into one document. Ruth also put forward the idea that some of our suggestions might be to
move what had been in the Bylaw into a policy, as an example of our latitude.
5. Bylaw Discussion
Paul then discussed Sections 5 and 6 which involve Classifications and Compensation. Paul emphasized
the importance of the Personnel Board needing specific documents to be able to make decisions, such as
in Sections 5-2-5.4 of the Bylaw. He specifically suggests a checklist of documents that will be needed.
He questioned whether such documentation and reviews were occurring as often as they should be, such

as reviewing rates of pay and classifications. Moving on to Section 6.2-6.3, he felt they were generally
adequate.
Paul spoke of the issue of employee retention, which he says has been a challenge for the Town. He
gave examples involving certain Town staff, such as the CMLP. Paul expressed the view that Town pay
and benefits were not competitive for certain positions. Paul said he spent a great deal of time talking
with Town employees to get their perspectives.
Ruth questioned the procedures of committees in general, and whether the Personnel Board would
benefit from having more meetings, so that a topic can be brought up in one meeting and discussed with
follow-up for decision at a following meeting.
Paul suggested an organizational chart for the Town showing titles and classifications, to help with a
visual understanding of how the Town works.
Claude agreed with Paul that it seems like the sense of our discussions was to make the Personnel Board
more robust, and that there are places to strengthen the Bylaw, such as the increased reporting that Paul
suggested.
Ruth suggested acting “nimbly” and that we look to move some specifics from the Bylaw to policies.
Paul gave a shout-out to John Harris as to explaining how the compensation structure works.
6. Personnel Policies and Procedures
Ruth is working with Erin on PPP’s and will report in a following meeting.
7. Future Meeting Schedule
April 25th, 4pm – hybrid. Keyes Road.
8. Adjournment
The meeting was adjourned at 5:15 pm.
Respectfully submitted,
Claude Cicchetti, Clerk
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PERSONNEL STUDY TASK FORCE – TOWN OF CONCORD, MA
MEETING MINUTES (DRAFT)
Date: April 25, 2022
4 PM
Location: Hybrid meeting, 141 Keyes Rd. Conference Room
Present from the Board: Ruth Lauer (Co-Chair), Anne Rarich (Co-Chair), Bruce Button, Paul Macone.
Absent: Claude Cicchetti (Clerk)
Others Present: Terri Ackerman – Select Board, Susan Bates – Select Board, Kerry Lafleur - Interim Town
Manager, Erin Mulcahy – Assistant Town Accountant, Chris Carmody – Administrative Projects Manager, Ned
Perry.
Call to Order
The meeting was called to Order by Anne Rarich Co-Chair at 4 pm with a roll call of those present. In the
absence of Claude Cicchetti, Ruth Lauer was elected Clerk pro tem by a roll call vote.
Approval of Minutes
There being no Minutes of April 11, 2022 available at this time, it was agreed to put them on the next agenda.
Correspondence and Member Updates
Ruth Lauer had distributed a memo to the task force about the many possibilities available to conclude the task
force Charge. She stated that she had not yet formed an opinion on which options she supported, but that she
felt the need to at least be sure that none were overlooked when the task force made its recommendations.
First of all, it is the Select Board’s prerogative to decide the timing and manner of dissolution. While there is no
mention of a Hearing in the task Force Charge, typically there would be a hearing on the conclusions of a
Charge to ensure that the public has an opportunity opine. This might be undertaken by the task force before
final recommendations are presented to the Select Board, taken on by the Select Board upon the dissolution of
the task force, or assigned to the Personnel Board upon the dissolution of the task force.
Discussion included: Hearing notion important; task force is most informed on recommendations and might
better hold the Hearing; Personnel Board would first need to come up to speed on issues before being able to
hold Hearing; Select Board should be made aware of the question and provide guidance. The consensus of the
meeting was to table the discussion and await input on the Select Board’s preferences.
Ruth stated that the task force focus on the resource documents is not complete but has noticed that there is
some disarray in that more than one iteration is operative while other bits are not implemented with no
statement of reason. Finally, the task force needs to grapple with how a strengthened Personnel Board
could/should future issues.
Discussion included: this seems to be an excellent jumping off point for task force to resubmit their homework
portions and recommendations to gain a consensus on what should remain operative and who should take
responsibility; it is time to get more specific in discussions of our homework; after reaching consensus the task
force could then begin to draft its final recommendations; task force members should finalize their
recommendations and submit next week for members have plenty of time to understand each other’s
conclusions before discussion on May 9.
New Business that has come up after posting agenda
Paul Macone noted that the task force and others had received email from the Town Manager regarding
redactions in the recently released Employee Survey. He had several questions: in the message she states that
those wanting a copy of the survey must request it from the Town Manager’s Office, which is not typically how
public records requests have been managed in the past. He asked why this policy and when the policy had
changed; what precludes an individual from distributing?

Town Manager Kerry LeFleur responded that while she is not an expert on public records requests, she is
familiar with the process of tracking requests by recording when and who has made the request. She stated that
it is unusual for a non-staff member to distribute requested public records.
Upon a Motion by Paul Macone and seconded, it was VOTED by roll call: to post the Employee Survey on the
task force webpage and further, if the survey continues to exist in a redacted form to indicate that the redaction
was not the choice or responsibility of the Personnel Study Task Force.
Bruce Button
Ruth Lauer
Paul Macone
Anne Rarich

Aye
Aye
Aye
Aye

Kerry LeFleur stated that she will alert employees of the posting as she has heard some are concerned. Paul
Macone stated that he has no concerns as there is no way to connect responses to individuals. He supported her
alert to employees as they have been looking for the survey.
Discussion of Recommendation of Bylaws from Homework
Bruce Button spoke to the work he has been doing on sections 1 and 2 of the Personnel Bylaw and the 1985
Administrative Code.
In his opinion, sections 1 and 2 of the bylaw refer to maintaining an equitable and efficient system of personnel
administration and need little change. Bruce also is of the opinion that someone should be responsible for the
day-to-day management of bylaw so that the Town does not find itself again in the situation of being severely
out of date in implementing it.
The 1985 document is the precursor to the Personnel Bylaw and has never been rescinded. In his opinion it
continues to be an operative document. The document calls for monthly reports on vacancies and wages etc. To
better understand what information the Personnel Board needs, he has worked to acquire and understand the
personnel organizational chart—names, classification, pay rates. In his opinion the organization chart would be
an excellent resource in managing staff and clarifying the needs of the Town. Bruce noted that the document
outlines the job description of the Personnel Director. In the meantime, some of those have been transferred to
other departments.
Bruce agreed to put his thoughts on paper and share with the task force for discussion at the next meeting.
Pending Meetings
Monday, May 9, 2022
Monday, May 23, 2022

141 Keyes Rd. (hybrid)
141 Keyes Rd. (hybrid)

Public Comment
There was no public comment offered.
Adjournment
The meeting was adjourned at 5:15 pm by roll call.
Upon a Motion duly made and seconded, it was
VOTED (by roll call)
Bruce Button
Aye
Ruth Lauer
Aye
Paul Macone
Aye
Anne Rarich
Aye
Respectfully submitted,
Ruth Lauer, Clerk pro tem
Approved: xxxyyyzzz
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From: Ruth Lauer <ruthclauer@gmail.com>
Date: May 5, 2022 at 12:58:40 PM EDT
To: Erin Mulcahy
Subject: Fwd: Employee Survey
Hopefully I am in time to include this correspondence in the packet!
Ruth
---------- Forwarded message --------From: Paul <mac.one@comcast.net>
Date: Thu, May 5, 2022 at 7:15 AM
Subject: Re: Employee Survey
To: Kerry Lafleur <klafleur@concordma.gov>, Ruth Lauer
<ruthclauer@gmail.com>, Anne Rarich <Anne@learning-exchange.com>,
claude.cicchetti@gmail.com <claude.cicchetti@gmail.com>, tncba@tiac.net
<tncba@tiac.net>
Cc: Terri Ackerman <tackerman@concordma.gov>, Matthew Johnson
<mjohnson@concordma.gov>, Linda Escobedo <lescobedo@concordma.gov>,
Henry Dane <hdane@concordma.gov>, Mary Hartman
(maryhartman7@gmail.com) <maryhartman7@gmail.com>, Susan Bates
<sbates@concordma.gov>
Hi Kerry,
Thanks for the attached email. Speaking for myself, I am very pleased
that considering the 300(+) employees that were offered the survey and
175(+) that took the time to reply, the overwhelming positive feedback I
have received thanking the Task Force is appreciated. The hundreds of
hours we have spent as volunteers working on this has been very
rewarding. We have strived to be transparent and will continue to do so!
After all, we are working together to make improvements to our great
town.
Paul Macone
On 05/04/2022 5:12 PM Kerry Lafleur <klafleur@concordma.gov>
wrote:

Good afternoon,

I wanted to pass along the email below from Chief Judge regarding
his thoughts on the release of the employee survey results. The
opinion expressed below is one that I have heard from others as well,
and is the main reason I asked the PSTF to engage in some dialog on
this topic before releasing the results. I’m sure there are others
whose opinion is the exact opposite.

Note that Chief Judge did grant permission to me to share his
message.

Kerry A. Lafleur
(formerly Kerry A. Speidel)

Interim Town Manager
Town of Concord
klafleur@concordma.gov
(978) 318-3000
Kerry,
In my opinion, it is very alarming that employees were asked to
participate in a survey with the expectation / promise that the survey
questions and comments would be anonymous. The publication of
this survey, redacted or not will have a tremendously negative effect
on employees and morale – employees will not see this as the action
of an appointed citizen committee, they are going to see this as “the
town”.

All of the good will that has been achieved during the covid
pandemic will be out the window. Publishing this is a negative sum
game that does nothing but cause harm. It was believed that the
purpose of this anonymous survey was to gather information to learn
what improvements could be made. The people who need to have
that information have it.

For the sake of transparency, I did not participate in the survey and
don’t have a horse in the race, but I think this is mistake that will
affect all departments and I hope that the Selectboard will manage
this in a way that is respectful to the respondents and the subjects of
the responses.

Thank You,
Tom

Thomas M. Judge
Fire Chief / EMD
209 Walden Street
Concord, MA 01742
978-318-3450 office
978-369-6697 fax

DRAFT Recommendations
Current
Personnel Bylaws
Section 10 Pay
Policies
Increases within the
Range 10.2
Incentives and
Rewards
“Acting pay”
Reclassifications
+Up
10.4-1
“Acting pay”
Reclassifications
down 10.4-2
Acting Pay 10.5
Longevity pay 10.6
Special pay 10.7
Workers Comp 10.8
Section 11 Sick
Leave
.1 accrual

Notes

Amend
Revisit or
make a
policy?

Amend
Clarify
amend
Keep and
amend
Keep and
amend
Amend

.2 Use

Amend

.3Pay Off

Amend

Section 12
HOLIDAYS
12.1Leave *

See policy of 2016 and refresh who is resp. also see
policy 10.7-29uniform) and stand by policy of10.7-2018
See changes in 1997 as well as May,2018 And hear
anecdote that is pointing to other disparities
This was revisited in 1997 and may need to be rewritten
as a policy to be able to initiate in a timely manner

Share case study and decide if this is policy or bylaw

May want to revisit amounts awarded since not changed
since 2006 and it may be other than $$?
See Stand By Policy 10.7-1 of 2018 to see if it all should
be under one Policy
Should have reference to compliance with state laws?

Right now it says there is no maximum amount of
accrual. Maybe should have an upper amount (or be put
in sick bank?)
See policies amended at 2016TM and policy 11.2-1
Issued in 1992 about what constitutes “family”. Now
must be rescinded due to 2022 ATM vote
There is no pay off for those hired after1992 in
retirement. May want to revisit this.
See Town Meeting Warrant

Amend

ATM 2022 added Juneteenth.
Policy issued August, 1992 should be reviewed and
updated for additional flexibility for those not observing
Christmas or Easter. Could one be offered as a floating
holiday for those who might want to observe other
holiday?

DRAFT Recommendations
Policy 12.1 For Beede center has been updated and
should be aligned with other dept. that have different
hours such as library and DPW etc.?Last revised policy is
2008

12-2Worked

Keep

Section 13 Vacation
Leave
13.1 Accrual
13-2 Max.
13.3 Payoff *

Keep
Amend
Amend

See Policy #13 adopted 2019 as well
Set a maximum of use it or loose it?
Set a maximum( See Town Warrant)

Amended

Annual Town Meeting voted to replace all bylaw where
there is increases in days and expansion of relationship
descriptions of family
Reference policies #14-1 and 14-2 in bylaw

Section 14
Bereavement Leave

Amend
Section 15 Personal
Leave
Payment in lieu of
vacation leave

Amend

Section 16 Military
Keep
Section 17 Jury Duty Keep
Section 18 Unpaid
Leave of
Absence
18.1 Family and
Medical Leave
18.2 Other
18.3 Accruals during Keep
Leave
Section 19
Interruption of
Employment
Section 20 Leave for
Temp and LimitedStatus Emp.

Policy was issued in 1992 and should be referred to in
bylaws
Should there be a limit to how much personal leave is
accrued whether or not person is leaving?

See Policy #18. By-laws should refer to it

Keep
Keep

Refer to policy #20

DRAFT

Bruce Button

TOWN OF CONCORD PERSONNEL BY LAW 2017 AND PERSONNEL DEPARTMENT/PERSONNEL DIRECTOR
06/24/1985
These are the two governing documents for the Town of Concord. They have not been changed to the
best of our knowledge.
Based on the above assumptions it would appear to be of primary importance they be followed.
The following comments are mainly recommendations, observations and ideas as how to make the
existing framework more effective for the Town of Concord and its employees.
Section 1. PURPOSE AND APPLICATION OF BYLAW
There is no indication of any issues brought before personnel board (PB) in the minutes.
Section 2. PERSONNEL BOARD
PB should have scheduled meetings on a structured basis. Suggest monthly scheduled meetings that are
publically posted ahead of time. These may be more frequent based on time of year and work load.
PERSONNEL DEPARTMENT APPROVED BOARD OF SELECTMEN 6/24/85
This appears to be the binding document for town governance and should be followed until changed or
modified by Town Meeting. Choosing not to follow this document does not seem to be an appropriate
option. Below are some observations:
The PB should have five (5) members approved by the Board of Selectmen with staggered three year
terms.
PB should have complete packets of information supporting the items on the agenda for all meetings.
Job descriptions must be provided for all classifications and actions before they are taken.
B. f) Minutes suggest no monthly reports appear to have been made for a long time based on minutes.
The attached Organizational Chart would seem to be a very helpful tool for the PB to understand the
structure of the town employees by functional area, levels of personnel within each area. Management
and PB could see all the employees understand departures, transfers, new additions etc.
The FTE’s would provide a mechanism to understand staffing levels and evaluate effective staffing.
h) Appeals and grievances….
From the minutes appears no issues/grievances have been documented for years. This would not seem
to support the concept of fairness.
Consideration should be given to a process that would make appeals and provide
confidentiality/protection to the employee with the issue

To:

Anne Rarich, Co-Chair, Personnel Study Task Force

From: Claude Cicchetti, Clerk, Personnel Study Task Force
CC:

Erin Mulcahy, Assistant Town Accountant and Liaison to PSTF

Date:

May 03, 2022

The following is an explanation of the rationale for my suggested changes to the Personnel Bylaw.
Following this rationale are the suggested changes to the text of the Personnel Bylaw.
These suggestions are in part guided by Section 1 of the Bylaw: “All questions of doubt or dispute
relative to interpretation of this bylaw shall be settled by the Personnel Board.” The intention is clearly
to have the Personnel Board strongly involved in all of the responsibilities described in the Bylaw. This is
consistent with the history of citizen involvement in governance in Concord and is only strengthened by
the following suggestions.

Division of Responsibilities
The current Personnel Bylaw is inconsistent, unclear, and in places illogical in how it suggests the Town
Manager and the Personnel Board carry out responsibilities.


In places it suggests a joint responsibility.



In places it suggests the Town Manager initiates for approval by the Personnel Board.



In places it suggests the Town Manager’s responsibility with no Personnel Board involvement.



In places it suggests the Personnel Board’s responsibility with no Town Manager involvement.

In responsibilities where only the Town Manager is mentioned, the role of the Personnel Board should
be clarified as well, either in terms of approval for any action or in receiving a report of the action.
The responsibilities where only the Personnel Board is mentioned are also problematic. In reality, the
Personnel Board does not have the expertise or resources to carry out some of the responsibilities to
which they are seen to be solely responsible in the Bylaw. If the Bylaw were consistently written this
way, one might draw the conclusion that the use of Town resources by the Personnel Board is assumed.
But since some sections specifically describe the involvement of only the Town Manager, others
describe only the involvement of the Personnel Board, and some describe the joint responsibility of the
Town Manager and the Personnel Board, one cannot assume the Bylaw intends something different to
what it says. The Bylaw should be explicit and accurate in all places.

The reality is that the Town Manager has the expertise in developing reports for virtually all the specifics
addressed by the Bylaw, and the role of the Personnel Board is for a public airing, for input, for
discussion, for direction, and for the ultimate approval of any such changes. The Bylaw should be made
consistent with reality, or it is otherwise a piece of legislative fiction.
See Section 3, Section 4, Section 5.3, Section 5.4, Section 6, and Section 7.

Communication – between Town Manager and Personnel Board
As a citizen committee, the Personnel Board is only as strong as the communication it receives from our
very capable Town employees. The Personnel Bylaw should highlight and reinforce the importance of
such communication, particularly in the form of internal and external reports sent from the Town
Manager to the Personnel Board. This reporting should be enhanced to focus on strategic and
management reporting.
See Section 5.4 and Section 6.3

Communication – between Personnel Board and Town Employees
The Bylaw should include a provision to be sure employee opinions and concerns are heard, and not just
when the concern rises to the level of a formal grievance process, which is currently the only formal
interaction between employees and the Personnel Board. However, the Personnel Board is subject to
Open Meeting law, which makes it an inappropriate venue to hear what could be confidential or
potentially legally contentious issues involving third parties who may not be present.
The bylaw should state explicitly that significant policy changes require a review by the Personnel Board,
and to require that employees are notified of the Personnel Board meeting in which such changes are
on the agenda.
See Section 3

Employees should have access to the Personnel Board in the circumstance where they believe a policy
change is significant, but is not being classified as such, so as to have that issue put on the Personnel
Board agenda of a future meeting.
See Section 3

Employees should have easier access to other resources in the Town, as well as to the Personnel Board,
through the use of a newly-created responsibility (not a newly created position) of a Town Employee
Ombuds.
See (new) Section 12

Communication –Town Meeting
The current role for Town Meeting is changing the Personnel Bylaw and voting up or down on the very
technical and detailed Classification and Compensations Plans, which affect only about 20% of the
Town’s full-time employees. Votes on these plans do not impact the budget and are better publicly aired
during Personnel Board meetings. Having to wait for Town Meeting means that new or reclassified
employees have to wait to have their positions confirmed. These are normally voted on the Consent
Calendar with no discussion.
At one time, there may have been an era of no inflation, very little employee turnover, and a small
number of virtually unchanging jobs where an annual meeting might be enough to make such changes.
However, we do not currently live in such an era, and the Town needs to react much more quickly to be
able to create positions, change positions, and adjust wage scales. Employees covered under the Bylaw
should not be at a disadvantage relative to the 80% of Town employees covered under collective
bargaining agreements.
See Section 6 and Section 7

Flexibility in Making Benefit Changes
Employees covered under the Personnel Bylaw are also disadvantaged in terms of how quickly their
working conditions and benefits can be changed as many of these are subject to approval at Town
Meeting. Given that such changes are almost never even discussed at Town Meeting, and have
traditionally been on the Consent Calendar, this is an anachronism that needs to be changed.
Any time a benefit is specifically mentioned in the Bylaw, it takes a warrant article and vote of Town
Meeting to change it. That means that any changes to Federal law, Massachusetts law, regulations, or
judicial actions relating to any benefits that are specifically mentioned in the Bylaw, requires waiting for
Town Meeting to make the Bylaw consistent with these changes.
Moreover, it is getting harder and harder to hire and retain employees, and the general trend has been
for benefits and working conditions to get more generous. Where these benefits and working conditions
are described the Bylaw, the Town does not have the flexibility to make changes until they are legislated
through the Town Meeting process. Again, employees covered under the Bylaw are at a disadvantage.
Benefits are more appropriately described in the Personnel Policies and Procedures document, which
requires approval of the Personnel Board, so the Town has ample opportunity to publicly hear and
discuss any changes. All of the specific leave conditions (sick leave, bereavement leave, holidays, jury
duty, etc.) mentioned in the Personnel Bylaw Sections 11-20 are far too detailed to be represented in a
Bylaw that can only be changed annually and require a long, legislative process of warrant articles,
hearings, and meetings.
See (new) Section 11

SUMMARY
The (draft) principal changes proposed to the Personnel Bylaw are as follows:


Clarify the division of responsibilities between Town Manager & Personnel Board.



State explicitly that significant personnel policy changes require a review by the Personnel
Board.



Require employee notification of Personnel Board meetings where proposed policy changes are
on the agenda.



Suggest a process where employees can ask for proposed policy changes to be put on the
Personnel Board agenda if it was not done so already.



Increase the communication of reports, generated both internally and externally, between the
Town Manager and the Personnel Board, focusing on strategic and management reporting.



Study further and consider creating the new responsibilities of Town Employee Ombuds, to help
address employee concerns and facilitate communication with the Personnel Board.



Change and clarify the role of Town Meeting, with the goal of providing the Town with strategic
and management information, rather than focusing on and requiring a vote on classification and
compensation plans. This will allow the Town to be far more nimble and flexible in making
changes to employee benefits, compensation, and working conditions.



Simplify the multiple leave sections of the Bylaw and consolidate leaves into one section, giving
the Town Manager, Personnel Board, and most importantly our valued employees the ability to
have benefit changes reflected on a timely basis without having to wait for Town Meeting.

Thank you for the opportunity to submit these suggestions.

ccc: 05-03-22

Town of Concord - PERSONNEL BYLAW

CCC - DRAFT CHANGES – 05-03-22

Section 1. PURPOSE AND APPLICATION OF BYLAW
This Bylaw shall be known and cited as "The Town of Concord Personnel Bylaw." Its purpose is to establish an
equitable and efficient system of personnel administration for Town employees.
All Town departments and positions shall be subject to the provisions of this bylaw except elected officers,
employees with personal contracts, employees covered by a collective bargaining agreement, and employees of
the school department. All questions of doubt or dispute relative to interpretation of this bylaw shall be settled by
the Personnel Board. (Rev. 4/97)
If any provision or application of this Bylaw is determined to be invalid under state or federal law, such decision
shall not be construed to affect the validity of any other application or provision of this Bylaw.
Section 2. PERSONNEL BOARD
This Personnel Bylaw shall be administered by a Personnel Board consisting of five (5) members. Members of the
Personnel Board shall be appointed by the Board of Selectmen for three (3) year terms.
No member of the Personnel Board may be an employee of the Town nor hold Town office, whether appointed or
elected, but any such member may serve on behalf of the Town on any committee negotiating with Town
employees.
Members of the Personnel Board shall serve without compensation.
The Personnel Board shall meet regularly as necessary to consider such business as may be presented by Town
officials, Town employees, and others.
At any meeting of the Personnel Board, action by a majority of those Board members present shall be binding. At
least three (3) members of the Board shall be present in order to constitute a quorum.
Section 3. PERSONNEL POLICIES AND PROCEDURES
The Personnel Board and Town Manager shall adopt and maintain personnel policies and procedures as needed
to implement and interpret the provisions of the Personnel Bylaw.
Employees shall be provided an opportunity to review and comment on any proposed personnel policy that could
have a significant impact on the conditions of their employment.
[SUGGESTED REPLACEMENT OF SECTION 3]
Section 3. PERSONNEL POLICIES AND PROCEDURES AND EMPLOYEE HANDBOOK
The Personnel Board and Town Manager should adopt and maintain policies to be made explicit in a Town
Personnel Policies and Procedures document to implement and interpret the provisions of the Personnel Bylaw.
Such a document should form part of an Employee Handbook provided to all employees.
Employees shall be provided an opportunity to review and comment on any proposed personnel policy that could
have a significant impact on the conditions of their employment. In addition to notification of the potential policy,

employees shall also be given notification of the Personnel Board meeting in which these changes are on the
agenda. All significant personnel policy changes are subject to the review of the Personnel Board.
If an employee feels that a significant change is being made, but is not being classified as such, the employee may
contact the Chair of the Personnel Board who will arrange for the topic to be discussed at an upcoming meeting.
Section 4. EMPLOYMENT STATUS
Each employment position in the Town of Concord shall be assigned one of the following "employment status"
designations by the Town Manager. An employee shall be assigned the same employment status as the position
he/she holds and the employee's eligibility for leave and insurance benefits shall be based on the employment
status of that position as defined in this bylaw and personnel policy. Any changes to such designations or new
employment should be reported to the Personnel Board on a regular basis.
Regular, Full-Time: Continuous, year-round employment for 37.5 or 40 hours per week, whichever is defined as
full-time for that classification.
Regular, Part-time: Continuous, year-round employment for less than full-time, but at least 20 hours per week.
(Rev. 4/09)
Limited Status: Employment for uninterrupted or occasional periods for an annual average of less than 20 hours
per week that does not require reappointment for each period of work. (Rev. 4/09)
Temporary (Full-time or Part-time): Employment in a seasonal position or for a temporary period of time, either
on a full-time or part-time basis. (Rev. 4/09)
Each temporary or seasonal position held by an employee is considered separately in determining an employee's
status. If an employee holds a series of consecutive temporary positions, he/she shall continue to be designated
as a temporary employee.
[SUGGESTED ADDITION OF ONE SENTENCE TO SECTION 4]
Section 5. CLASSIFICATION PLAN
5.1

Definition and Authority
A classification plan shall be maintained for all regular-status Town positions. The Classification Plan shall
consist of a listing of all approved position classification titles and a summary job description for each
classification, both of which are hereby incorporated by reference into this bylaw. The Classification Plan
shall provide a uniform system for grouping positions based on the nature and complexity of the duties
assigned and the minimum qualifications required to perform those duties.
All changes to the list of job titles included in the Classification Plan must be approved by Town Meeting.
No person shall be appointed or promoted to any regular-status position under a title not included in the
Classification Plan.
[SUGGESTED ELIMINATION OF ONE SENTENCE OF SECTION 5.1]

5.2

Job Descriptions
The Town Manager or his/her designee(s) shall prepare and maintain summary job descriptions for all
position classifications in the Classification Plan. Such descriptions shall consist of a statement describing
the essential nature and level of the work performed by employees in that classification; illustrative
examples of typical tasks and duties assigned; and the required or desirable qualifications for the
classification. (Rev. 4/16)
These classification descriptions shall be interpreted as descriptive only and not restrictive. They shall be
construed solely as a means of identifying and grouping positions and not as prescribing what the duties
or responsibilities of any job shall be.

5.3

Allocation of Positions to Classifications
Whenever a new position is established, the Personnel Board shall review the duties and qualifications of
the position and allocate it to the appropriate classification.
Whenever an existing position is assigned new duties so that a new level of work exists and in effect a
new position is created, the Personnel Board shall review the duties and qualifications of the position and
determine if it should be reallocated (i.e., "reclassified") to another classification. (See Section 10.4 of this
Bylaw for information on how such a reclassification would impact an employee's pay.)
In the event the Personnel Board determines that a new or changed position requires the establishment
of a position classification not included in the Classification Plan, it may temporarily authorize the addition
of a new title to the Classification Plan, subject to ratification at the next Town Meeting.
[SUGGESTED REPLACEMENT OF SECTION 5.3]

5.3

Allocation of Positions to Classifications
Whenever a new position is established, the Town Manager shall review the duties and qualifications of
the position and allocate it to the appropriate classification, subject to approval by the Personnel Board.
Whenever an existing position is assigned new duties so that a new level of work exists and in effect a
new position is created, the Town Manager shall review the duties and qualifications of the position and
determine if it should be reallocated (i.e., "reclassified") to another classification, subject to approval of
the Personnel Board. (See Section 10.4 of this Bylaw for information on how such a reclassification would
impact an employee's pay.)
In the event the Town Manager determines that a new or changed position requires the establishment of
a position classification not included in the Classification Plan, they may temporarily authorize the
addition of a new title to the Classification Plan, subject to approval by the Personnel Board.

5.4

Periodic Review of the Classification Plan
It shall be a responsibility of the Town Manager to ensure that position classifications and job descriptions
are reviewed at reasonable intervals, as he/she deems necessary and as resources are available. (Rev.
4/16)

The results of any such review should be presented by the Town Manager or their designee to a meeting
of the Personnel Board.
[SUGGESTED ADDITION TO SECTION 5.4]

Section 6. COMPENSATION PLAN
6.1

Definition and Authority
A compensation plan shall be maintained for all regular-status Town positions. The Compensation Plan
shall consist of minimum, maximum and intermediate wage or salary rates for each title in the
Classification Plan, and is hereby incorporated by reference into this bylaw.
Each department head shall be responsible for having the wages and salaries for regular-status Town
employees under his/her jurisdiction fixed in accordance with, and only in accordance with, the rates set
forth in the Compensation Plan.

6.2

Amendments to the Compensation Plan
All amendments to the Compensation Plan must be approved by Town Meeting. The Personnel Board
shall be responsible for preparing and presenting recommended amendments to the Compensation Plan
at Town Meeting.
In the event the Personnel Board determines that the establishment of a new position or the
reclassification of an existing position requires a change in the compensation plan (e.g., adding or
changing a salary range or reallocating an existing classification to a different salary range), it may
temporarily authorize the necessary change subject to ratification at the next Town Meeting.
Any increase in wages or salaries under this section shall be effective only if funds are available for the
purpose.
[SUGGESTED REPLACEMENT OF SECTION 6.2]

6.2

Amendments to the Compensation Plan
In the event the Town Manager determines that the establishment of a new position or the
reclassification of an existing position requires a change in the compensation plan (e.g., adding or
changing a salary range or reallocating an existing classification to a different salary range), they may
temporarily authorize the necessary change subject to approval by the Personnel Board.
Any increase in wages or salaries under this section shall be effective only if funds are available for the
purpose.

6.3

Periodic Review of the Compensation Plan
It shall be a responsibility of the Personnel Board to review rates of pay at least every three (3) years.
Whenever the Personnel Board reviews the Compensation Plan, it shall take into account and give such
weight as it may deem appropriate to the following:

a. Rates of pay for like positions in other Massachusetts towns considered by the Personnel Board to be
comparable to Concord.
b. Rates of pay for like jobs (if any) in commercial and business establishments in the area of Concord and
vicinity.
c. The current level of the Consumer Price Index for Urban Wage Earners and Clerical Workers, Boston,
Massachusetts.
[SUGGESTED REPLACEMENT OF SECTION 6.3]
6.3

Periodic Review of the Compensation Plan
It shall be a responsibility of the Town Manager to review rates of pay at least every three (3) years and
report on the results to the Personnel Board.
The Town Manager should also regularly share with the Personnel Board any outside report they are
aware of, such as by the Massachusetts Municipal Association, which make comparisons about pay rates
or personnel budgets across Massachusetts towns.
Whenever the Personnel Board reviews the Compensation Plan, it shall take into account and give such
weight as it may deem appropriate to the following:
a. Rates of pay for like positions in other Massachusetts towns considered by the Personnel Board to be
comparable to Concord.
b. Rates of pay for like jobs (if any) in commercial and business establishments in the area of Concord and
vicinity.
c. The current level of price inflation.
Section 7. SALARY SCHEDULES FOR TEMPORARY AND LIMITED STATUS POSITIONS

The Personnel Board shall be responsible for establishing and maintaining salary schedules for temporary and
limited status positions. No person shall be employed in a temporary or limited status position under a title or
wage rate not included in the Personnel Board's approved salary schedules for such positions or in the Town's
regular Classification and Compensation Plans.
[SUGGESTED REPLACEMENT OF SECTION 7]
Section 7. SALARY SCHEDULES FOR TEMPORARY AND LIMITED STATUS POSITIONS
The Town Manager shall be responsible for establishing and maintaining salary schedules for temporary and
limited status positions, subject to the approval of the Personnel Board. No person shall be employed in a
temporary or limited status position under a title or wage rate not included in the Personnel Board's approved
salary schedules for such positions or in the Town's regular Classification and Compensation Plans.
Section 8. IN-TRAINING STATUS
Regular employees shall be considered to be "in-training" during their first six months of service in a position.
Employees may be released from their position at any time during the in-training period without right to appeal

such action through the Town's established grievance procedure. Prior to the end of the six month in-training
period, each employee's job performance will be reviewed by the department head to determine if s/he should
continue in the position. When extenuating circumstances exist, the Town Manager may extend the in-training
period for up to an additional six (6) months.
Both new and promoted regular employees shall complete an in-training period
Section 9. HOURS OF WORK
9.1

Work Week
The full-time work week for each employee shall be designated by the Town Manager as 37.5 or 40 hours
in accordance with the duties and responsibilities of the position held. (Rev. 4/97)
Section 10. PAY POLICIES

10.1

Appointment Rates
New employees and employees who receive a promotion will be appointed at a base rate of pay within
the approved range for the position’s classification; the Town Manager shall determine the starting rate
based on his/her consideration of the individual’s qualifications, available funds, market influences,
internal equity and any other relevant factors. (Rev. 4/16)

10.2

Increases Within the Salary Ranges
The Town Manager and Personnel Board shall adopt a plan for providing employees with salary increases
within the ranges specified in the Compensation Plan. Increases within the salary ranges may only be
granted when an employee’s performance is found to be satisfactory. (Rev. 4/98)

10.3.

Incentives and Reward
The Town Manager and Personnel Board may adopt programs which provide monetary and/or nonmonetary incentives and rewards to recognize unusual accomplishments and circumstances such as
temporary additional duties, useful suggestions, high productivity, outstanding achievements, etc. Such
incentives and rewards may provide an employee with pay which exceeds the maximum of the salary
range, however, such pay may not become a permanent part of the employee's compensation. Any
program adopted under this section shall be effective only if funds are available for the purpose. (Rev.
4/97)

10.4

Reclassifications
1. Positions Reclassified to a Higher Salary Grade
An employee whose position is reclassified to a higher salary grade shall receive a rate of pay in the new
salary range. The Town Manager may increase the employee's base rate of pay up to a percentage
equivalent to the percent increment between the minimum pay of the former range and the minimum
pay of the new range. When the position is in a step pay plan the employee will normally be paid a step in
the new range which is closest to this percent. With prior approval of the Personnel Board the Town
Manager may approve a salary outside of this guideline when circumstances relating to the position
warrant a higher pay. In no case shall the employee receive a salary greater than the top of the salary
range of the higher classification. (Rev. 4/95)

2. Positions Reclassified to a Lower Salary Grade
If an employee's position is reclassified to a lower salary grade, the employee's current salary shall not
change. If the employee's current salary is below the new range's maximum, the employee will receive
salary increases in accordance with policy until the maximum is reached. If the employee's current salary
is above the new range's maximum, the employee's current salary will become a personal rate and the
employee shall receive no further increases in pay (including salary structure movement) until such time
as the personal rate is exceeded by the new salary range.
10.5

Acting Pay
An employee may be assigned to assume temporarily some or all of the duties of another position from
which an incumbent is absent. Additional compensation shall be given for such assignments when all of
the following conditions have been met:
a. The employee is assigned to perform a majority of the significant duties of a
budgeted, higher paid position from which an incumbent is absent.
b. The duties of the higher paid position are assigned to and performed by the
designated employee for fifteen (15) or more consecutive work days.
c. The assignment is approved by the Town Manager.
Employees who perform the duties of a higher paid position under the above provisions, shall receive
"acting" pay beginning on or retroactive to the first day of the assignment. Acting pay shall be a rate in the
salary range of the position being filled. The Town Manager may appoint an employee at an acting rate of
pay up to an amount which provides the employee with a percent increase equivalent to the percent
increment between the minimum pay of the employee's current range and the minimum pay of the new
range. Employees who are assigned acting duties of a position in a step pay plan may be paid the step in
the new range which is closest to this percent. With prior approval of the Personnel Board and when
circumstances relating to the position warrant, an employee may be appointed at a rate of pay beyond
this guideline. In no case shall the employee receive a salary greater than the top of the salary range of
the higher classification. (Rev. 4/95)
Acting pay shall apply to any overtime worked in the higher classification (when eligible), but shall not
apply to any paid leave taken or accrued during the acting assignment, unless authorized by the Town
Manager.

10.6

Longevity Pay
Regular, full-time employees shall be entitled to receive "longevity" pay in recognition of years of
continuous service, as follows:
# of Years Continuous Service
5
10
15
20

Longevity Pay
$125 per year
$250 per year
$400 per year
$600 per year

Regular, part-time employees will receive credit for years of continuous service on the same basis as fulltime employees, but will receive longevity pay prorated to their average weekly work schedule. Town
Personnel Policies and Procedures may provide further definition of the calculation of continuous service
and the schedule for payment of longevity pay.
10.7

Other Special Pays
The Town Manager may adopt schedules to provide employees with special pays that are consistent with
the municipal employment market. Examples of such compensation that may be provided beyond the
maximum base rate of pay outlined in the Compensation Plan include, but are not limited to: stand-by
pay, uniform pay, education assistance, and educational incentives. (Rev. 5/14)

10.8

Workers' Compensation
In the event a employee is incapacitated as the result of an injury or illness arising out of and in
connection with his/her employment with the Town and for which workers compensation is payable, s/he
may use first any accumulated sick and then any other accrued leave time to supplement the difference
between workers compensation payments and the regular straight time rate of pay.
Section 11. SICK LEAVE

11.1

Accrual
Upon hire, each regular, full-time employee shall be credited with three (3) days of sick leave accrual.
Additional sick leave will not be accrued until the employee completes three (3) months of service, at
which time he/she shall begin to accrue sick leave at the rate of one day for each month of active
employment. Each part-time regular employee shall accumulate sick leave on a prorated basis in
proportion to the percentage of fulltime hours worked. There is no maximum on the amount of sick leave
that may be accumulated. (Rev. 5/01)

11.2

Use
Sick leave is generally granted to employees for protection against loss of pay due to their own personal
illness or injury, and to attend medical appointments with health care professionals. However, the Town
Manager and Personnel Board may adopt policies that permit an employee to use accrued sick leave to
care for an immediate family member during an illness or injury, and for any purpose for which leave may
be taken under the Family and Medical Leave Act or Small Necessities Leave Act. Such policies shall define
“immediate family member” for the purposes of family-related sick leave use. (Rev. 4/16) Department
heads may, at their discretion, require medical certification of any illness or injury for which sick leave is
used. Town Personnel Policies and Procedures may provide further definition of the accrual and use of
sick leave.

11.3

Sick Leave Payoff
Unused sick leave shall not be paid off when an employee terminates employment with the Town except
upon retirement, as provided below. When an employee who was hired prior to July 1, 1992 retires from
Town employment, he/she shall be paid for 50% of the accumulated sick leave balance he/she holds at
the date of retirement, up to a maximum of 62 days of pay (i.e., 50% of 124 days of accumulated sick
leave). Employees hired on or after July 1, 1992 shall not be eligible for sick leave payoff upon retirement.
In the event of an employee's death while on the payroll of the Town (prior to retirement), his/her
designated beneficiary shall be paid 50% of his/her accumulated sick leave at the date of his/her death,

up to a maximum of 62 days of pay (i.e., 50% of 124 days of accumulated sick leave). "Retirement" as used
in this section shall mean when an individual begins to collect a retirement pension as an active Town
retiree. An employee who voluntarily takes deferred retirement is not eligible for payment of
accumulated sick leave.
Section 12. HOLIDAYS
12.1

Holiday Leave
Except as noted below, one day of paid leave shall be granted to all regular status employees for each of
the following days:
Holidays

Observed On:

New Year's Day

January 1

Martin Luther King Day

Third Monday in January

Presidents' Day

Third Monday in February

Patriot's Day

Monday Designated by the Commonwealth

Memorial Day

Last Monday in May

Independence Day

July 4

Labor Day

First Monday in September

Columbus Day

Second Monday in October

Veterans' Day

November 11

Thanksgiving Day

Fourth Thursday in November

Day After Thanksgiving Day

After Thanksgiving

Christmas Day

December 25

The Personnel Board and Town Manager may adopt policies that reduce the amount of holidays granted
and/or provide alternate holidays and dates of observance for employees who work in the Beede Center
or other operations that remain open when Town offices are generally closed. (New 4/08) Regular, parttime employees shall receive prorated holiday leave based on the ratio of their average weekly hours to
the full-time workweek for their positions. To qualify for holiday pay, an employee must be on paid status
on his/her last regularly scheduled work day immediately preceding the holiday and on his/her first
regularly scheduled work day immediately following the holiday. Town Personnel Policies and Procedures
may provide further definition of the leave and/or pay granted for holidays defined above.
12.2

Holidays Worked
Except as noted below, when an employee who is paid on an hourly basis is required to work on New
Year's Day, Christmas Day or Thanksgiving Day, s/he shall receive two (2) times his/her hourly rate of pay
in addition to any holiday pay for which s/he may be eligible. When such an employee is required to work
on any other observed holiday, s/he shall receive one and one-half (11/2) times his/her hourly rate of pay
in addition to any holiday pay for which s/he may be eligible. (Rev. 5/01) The Personnel Board and Town
Manager may adopt a different pay policy for holidays worked by employees in the Beede Center or other
operations that maintain a different schedule than Town offices. (New 4/08) The Fire Chief shall be paid

for holidays worked in accordance with M.G.L. Chapter 48, Section 57E, as amended from time to time.
(New 5/01) The Police Chief shall be paid for holidays worked in accordance with M.G.L. Chapter 147,
Section 17F, as amended from time to time. (New 5/01)
Section 13. VACATION LEAVE
13.1

Accrual
The Personnel Board and Town Manager shall adopt policies regarding how regular status employees
accrue vacation leave. (Rev. 5/01) Regular, part-time employees shall accrue vacation on a pro-ration of
the above schedule, based on the ratio of their average weekly hours to the full-time workweek for their
positions. Town Personnel Policies and Procedures may provide further definition of the accrual and use
of vacation leave.

13.2

Maximum Vacation Accrual
Accumulation of vacation hours is limited to a maximum of the employee's annual accrual level, plus five
(5) days. In unusual circumstances approved by the Department Head and Town Manager, an employee
may accumulate more than this maximum.

13.3

Use and Payoff of Vacation
No vacation time may be taken until an employee has completed six (6) months of service, unless
authorized in advance by the Town Manager. (Rev. 5/01) When an employee leaves the employ of the
Town, s/he shall be paid for any unused vacation earned up to the last day worked.
Section 14. BEREAVEMENT LEAVE

Up to three (3) days of paid leave may be granted by a department head to any regular employee when such
leave is needed because of the death of a member of the employee's immediate family. Definition of "immediate
family member" for the purposes of bereavement leave shall be determined by Town Personnel Policies and
Procedures. The Town Manager may grant additional paid leave to an employee when warranted by special
circumstances relating to a death. (Rev. 4/04)
Section 15. PERSONAL LEAVE
Each regular employee shall accrue up to three (3) days of paid personal leave during each fiscal year; personal
leave for regular part-time employees shall be pro-rated. Personal leave may be used by the employee for any
personal reason; however, the scheduling of such leave must be approved by the appropriate department head.
Any unused personal leave shall be forfeited upon separation of employment. Town Personnel Policies and
Procedures may provide further definition of the accrual and use of personal leave. (Rev. 4/2017)
Section 16. MILITARY LEAVE
Employees who serve as members of a reserve component of the US armed forces shall receive their regular pay,
in addition to any military pay, for up to seventeen (17) days of their annual tour of duty (per M.G.L. Chapter 33,
Section 59 as adopted by Town Meeting, March, 1948). Annual tour of duty does not include orientation courses
and weekend or other inactive duty drills. A reservist employee shall receive unpaid leave to attend orientation
courses and weekend or other inactive duty drills unless the employee elects to voluntarily take vacation, holiday,
or personal leave time.
Section 17. JURY DUTY

Regular employees who serve on jury duty on any regularly scheduled work day shall receive the difference
between their normal pay and pay received for jury duty (excluding travel allowance). An employee will report to
work on any scheduled work day that his/her attendance is not required for jury duty. For the purposes of this
policy, "regular" employment shall be defined by M.G.L. Chapter 234A, Section 48. 14
Section 18. UNPAID LEAVES OF ABSENCE
18.1

Family and Medical Leave

The Town Manager and Personnel Board shall adopt and implement personnel policies and procedures which
comply with the Family and Medical Leave Act of 1993. (Rev. 4/94)
18.2

Other Leaves of Absence

Unpaid leaves of absence not covered by the Family and Medical Leave Act of 1993 may be granted at the
discretion of the Town Manager. (Rev. 4/94)
18.3

Accruals During Leaves

Employees may be required to use other accrued leave balances prior to being granted any unpaid leave of
absence, as determined by Town Personnel Policies and Procedures. No paid leave time or seniority shall accrue
to an employee beyond the thirtieth (30th) calendar day of an unpaid leave of absence.
Section 19. INTERRUPTION OF EMPLOYMENT
Any regular employee who leaves Town service while in good standing and is subsequently rehired by the Town
will, upon successful completion of one year's service, be given credit for his/her previous years of service for the
purposes of vacation accrual and longevity pay.
Section 20. LEAVE FOR TEMPORARY AND LIMITED-STATUS EMPLOYEES
Temporary and limited-status employees may be eligible for paid sick, holiday, vacation, and/or personal leave
when approved by the Town Manager and Personnel Board. (New 5/01)
[SUGGESTED REPLACEMENT OF SECTIONS 11-20]
Section 11. HOLIDAYS, SICK LEAVE, AND OTHER LEAVES
The Town Manager should adopt policies, requiring the approval of the Personnel Board, regarding holidays, sick
leave, vacation leave, paid time off, bereavement leave, personal leave, military leave, jury duty, family/medical
leave, and all other leaves. All changes to leaves and other policies must be approved by the Personnel Board with
prior notice to employees for their information and input as described in Section 3.
All leaves must be consistent with Federal and State law, but may go further (i.e. more beneficial to employees)
either through acceptance of options in state legislation, or in a local decision.
All such existing policies should be made explicit in a Town Personnel Policies and Procedures document available
publicly and to all employees.
The annual report of the Human Resources Department, distributed before Town Meeting, should include a
section highlighting all changes that have been made over the past year to any polices in the Town Personnel
Policies and Procedures document.

[SUGGESTED NEW SECTION]
Section 12. EMPLOYEE OMBUDS
In order to make sure every employee concern is heard productively, compassionately, and with confidentiality
when possible, the Town Manager should recommend one or more Town employees or Town Committee
members to act as employee Ombuds for those employees covered under this bylaw. This appointment requires
confirmation by the Select Board.
While the Ombuds is a part of an informal process and cannot make any decisions on behalf of the Town, the
Ombuds can provide employees with information and guidance, and can (when possible, subject to existing law)
confidentially communicate concerns.
The Ombuds should attend Personnel Board meetings to contribute views and information as an observer. While
Open Meeting Law and employee privacy mean that Personnel Board meetings are not the right venue to review
confidential individual issues, except where specifically described in the Town’s formal grievance process, general
and non-confidential employee concerns can be shared by the Ombuds with the Personnel Board in order to
facilitate communication between employees, the Personnel Board, and the Town of Concord.

ccc: 05-03-2022

April 11, 2022
Notes for meeting
Personnel By-Laws Section 5&6

•

Crossover between the 1985 Personnel Department document and the 2017 Personnel
By-Laws document. Fairly similar. Both documents direct a periodic review of
classifications and job descriptions. No indication that this is done. Believed the last
Compensation/Classification study was done 14 years ago. Unknown if the job
descriptions (changes?) are up to date from the 14 yr. old study.

•

5.3 Allocation of Positions to Classifications There is a reasonably clear path of what is
required. Paragraphs in the by-law indicate the PB “Shall Review” What documentation
is provided to the PB by HR to review?

•

5.4 Periodic Review of the Classification Plan 14 years ago?

•

Recommended: Minor tweaks to the process but major additions needed to ensure the
PB is given data and timely documents well in advance to study any changes and
recommendations. Highly recommend a “Checklist” is created with documents and
supporting information that is MANDATORY before PB meetings. There appears to be
flexibility for the PB to make midstream changes if necessary and ATM can confirm at its
next meeting.

•

6.2 Amendments to the Compensation Plan Section 6.3 would generally seem
adequate, with some changes made to the criteria suggested to the PB to take into
account. The glaring problem with this section isn’t the body of the section, it is the fact
that it isn’t done. 6.3 states “It shall be a responsibility of the Personnel Board to
review rates of pay at least every three (3) years. Whenever the Personnel Board
reviews the Compensation Plan, it shall take into account and give such weight to the
following.” a. b. c. criteria may need adjustment. Review surrounding towns and
comparable cities and town’s union contracts. We are competing against them so make
every attempt to offer similar pay and benefits. Recognize that we are having a
retention crisis. We have lost over 50% of our town staff in the last five years and the
trend is continuing this year. This loss is not retirees. These are staff that left for
another job. Why?

•

Lack of any documentation to PB regarding “Review of the “Compensation Plan“ “AT
LEAST EVERY THREE YEARS”

•

Recommended: This section seems adequate on it’s face except that it isn’t done.
There does not appear to any documents or data that is presented to the PB.

•

CMLP example and MEAM report. Having to use an inappropriate section this year to
head off a disaster in line staff exiting etc. Using Section 10.3 Incentives and Reward is
inappropriate. We just found out mid-year that the line crew are grossly underpaid and
we were now down to 3 1st Class Line workers instead of nine? MEAM report is a
comprehensive compilation of all municipal light plants line salaries and benefits that is
available. Unacceptable.

Concept: Use an Up-to-date organizational chart that contains employee names attached to
the positions as well as the Classification Assignment to each position. This org flow chart is
kept completely up to date, put on the town website and is immediately available to the PB so
they can have the information immediately. It will also show current vacancies. It will solve
any “irregularities” in reclassification of a current employee.

Examine longevity pay. What steps are being taken to enhance retention of current
employees?

Consider some sort of an employee advocate position that is unconnected to the HR
department? See survey for validation of this concept.

DRAFT

Sample Checklist
Must be completed and submitted to the Personnel Board Prior to meeting.

Complete all sections that apply to the action being requested of the Personnel Board.

Classifications:
Is this a new position? ___________
Is this a reclassification of a current employee to another classification? ______________
If it is a reclassification of a current employee, what is the employees name? _______________
If this involves a current employee, what is their current and future classification?
__________________________________________________________________
If this is a reclassification, has the employee been fully informed, and are they aware of the
applicable section (Section 10.4) of the Personnel Bylaw regarding their pay structure?
_______________
Has an involved employee signed this form indicating they are aware of the change? ______
If this is a new position, attach a complete Job Description.
Is this a temporary change, for an explained reason, that will require ratification at the next
Town Meeting? ________________________________________________
Regarding Section 6. Compensation Plan:
Have all applicable documents including recommendations from Department Directors,
commensurate pay scales from recent job analysis (including union pay scales of like
municipalities including the MEAM pay scale document from all Muni electrical providers if
CMLP is involved) and copies of data that document analysis of comparable municipalities and
business establishments if applicable.
Attach all documents obtained and submit to the Personnel Board.
Has the Organizational Chart been updated to reflect any and all changes? ______________
Has any proposed change that has a monetary value been sent to, and signed off by the
Finance Committee prior to submission to the Personnel Board?
____________________________

If applicable, have employees had an opportunity (explain) to review and comment on any
proposed personnel policy that could have a significant impact on the conditions of their
employment per Section 3.
______________________________________________________________________________
______________________________________________________________________________
Town Manager ____________________________Date___________
Employee (if applicable) _____________________Date__________
Human Resources Director ___________________Date__________________________
FinCom Representative ______________________Date_________________________

List attachments:
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________

DRAFT

Personnel Policies and Procedures

A Personnel Policies and Procedures Manual will be maintained which includes all administrative policies and procedures relating to
the compensation, benefits, and working conditions of Town employees, including the Personnel Bylaw and all approved PPPs. A
copy of this manual shall be maintained in each department in such a way that employees can refer to it as needed during regular
working hours.
##
1
2
3

Title
missing
missing
Adoption of PPPs

4
5
6
7-1

missing
missing
missing
Compensation schedules for temp and Details of compensation plan by
limited status classifications
category of employee
Compensation schedules for Recreation
positions
Compensation schedules for Human
Services
missing
missing
Administration of overtime
Identifies rate and process for
receiving pay or compensation for
working more that regularly
scheduled hours—laborers and admin
clerical / library employees

7-2
7-3
8
9.1
9.2

10.1

Missing

Content

Date

Identifies responsible parties in
establishing PPPs

09-11-1992

07-01-2021
07-01-2021

Recommendation
Find and update
Find and update
Update responsibilities
Find and update
Find and update
Find and update
Find /update and Add
schedules for other
classes of employees

07-01-2021

08-11-1992

Find and update
Find and update
Recordkeeping is
actually for all
employees, not just
overtime. Update to
recognize new and
added position
identifications (union)
Find and update

10.2

Increases within Salary Ranges

10.3
10.4
10.5
10.6

Missing
Missing
Missing
Administration of Longevity Pay

10.7.1 Stand-by Pay

10.7.2 Uniform Pay
11

Administration of Sick Leave

11add Sick Leave for parental leave
11.2.1 Definitions
12

Holiday Pay

12.1

Holiday Pay for Beede employees

13

Vacation Leave

14-1

Bereavement

14-2

Bereavement –Fourth Day

Salary increases and monetary
rewards to recognize unusual
circumstances in 10.3

05-30-2018

Relevant to non-union FTE and PTE
employees only. Definitions and dates
of payment
Expectations and compensation for
CPW, CMLP, Storm and Emergency
Response who are required to remain
on call during off-duty hours
Refers to uniforms and clothing
allowances

07-01-2006

Separate/clarify
relevance to in-training
v regular employees
Find and update
Find and update
Find and update
Update

08-24-2018

Review /Update

02-16-2012

Reg. non-union employee use and
accrual of sick leave for illness or
injury and family needs
Temp. to address sick leave for
parental leave
Definitions / exceptions for
administering sick leave regarding
family
Administration for non-union
employees
Amount and accrual for those Hired
after 3/1/06
Amount and accrual by category of
Employee; also payment in lieu
Definition/Exceptions/Approval RE
Immediate Family
Travel Time; Town Manager approval

08-11-1992

Review for collective
Bargaining provisions
and new designations
Update to include
medical /dental appts.

04-05-2016

Review/update

05-19-1992

Review/Update

08-11-1992

Review/Update

11-01-2008

Review

05-15-2019

Review/Update

05-19-1992

Review/Update

05-19-1992

Review/Update

15
16
17
18

Personal Leave
missing
missing
Unpaid Leave and FMLA

19
20

missing
Leave for childcare services Employees

21
22
23
24
25
26
27

missing
missing
missing
missing
Employee Appeal
missing
Sexual Harassment in the Workplace

27
A/B
28
29
30
31
32
33
34
35
36
37
38

Attachments for reporting/
preventing/eliminating
missing
missing
missing
missing
missing
missing
missing
Drug-Free Workplace
Proration of Leave Benefits
missing
missing

Use/Accrual/Proration

08-11-1992

Definitions, Entitlement, Benefit
Protection, Use and Accrual

?-?-1993

Review/Update
Find and update
Find and update
Review/Update

Benefits for Limited/temp status
Recreation employees who work
8hrs/week—sick, holiday during
regular schedule

08-30-2016

Find and update
Review/Update

Procedures and limitations

09-11-1992

Definitions, Policy, Sanctions,
Reporting, Prevention,

04-22-2019

Employee and Supervisor
responsibilities to report

04-22-2019

Drug and alcohol policy
Refers to part-time employees

06-30-1992
08-11-1992

Find and update
Find and update
Find and update
Find and update
Review/Update
Find and update
Review/Update. Not to
late to go on record
regarding all forms of
discrimination
Review/Update
Find and update
Find and update
Find and update
Find and update
Find and update
Find and update
Find and update
Review/Update
Review/Update
Find and update
Find and update

39
40

missing
Loss of Driver’s License

41

Postings and Official Notices

42

Drug and Alcohol Testing

Administration and Compensation Plan
Recommendation:

03-24-1994
12-02-1996

Review/Update

04-17-1997

Review/Update-Remove EAP and
relocate for general use

Effective 0701-2021

Correct the Table of Contents to lay out in traditional numerical order
Find and add to the Manual ALL the missing policies.
Ensure the policy manual is available online and in departments in its entirety
Review and update on a defined schedule to capture housekeeping and substantive changes

Personnel Bylaw
###
Title
Section 3 Personnel Policies and Procedures

Section 4

For those who are required to have
license as condition of employment;
provisions and appeal
Provisions for notices in departments
– required by state / feds/ Town;
responsibility and maintenance;
second location for informal postings
For ALL Employees in safety-sensitive
positions with CDL license as
requirement for employment.
Definitions, testing, consequences

Find and update
Review/Update

Employment Status

Content
Identifies the Personnel Board and Town
Manager as the responsible parties and
notes that Employees shall the
opportunity to review and comment
Identifies that all employees must be
assigned a designation of regular full or
part tie, or limited status or temporary.
Leave and other benefits must be based
on the designation.

Date
??-04-2016

??

Recommendation

