Approved Board of Selectmen
June 24, 1985

ADMINISTRATIVE CODE
PERSONNEL BOARD

A. Membership

Five members appointed by the Board of Selectmen with staggered three-year terms. The
Board elects a chairman and clerk.

B. Duties and Responsibilities

The Personnel Board shall have responsibility for the administration of the Personnel Bylaw
(Wage and Salary Classification Plan) of the Town, including the following:

a)

b)

g)

Establish job classifications, minimum and maximum wage brackets, and salary
schedules for all regular Town positions for approval by Town Meeting, with the
exception of:

1. jobs under the direction and control of the School Committee, provided that school
employees may be included in the Plan as requested by the School Committee; and

2. positions filled by popular election, provided that the Board shall make
recommendations regarding salaries for elective positions prior to the annual Town
Meeting as requested by the Selectmen.

Recommend non-wage provisions governing the positions under the Plan for approval
by the Town Meeting, including such items as vacations, hours, days, and weeks of
work, insurance benefits, leaves of absence, sick leave, military leave, jury duty,
worker's compensation, overtime, etc.

Periodically review job descriptions for all positions included in the Plan to ensure they
are properly classified.

Review at reasonable intervals job classification rates of pay under the Wage and Salary
Classification Plan, taking into account such factors as pay rates for like jobs in
Massachusetts towns comparable to Concord, pay rates for like jobs in private industry
in the Concord area, and current cost-of-living indexes; and make recommendations as
appropriate to the Town Meeting.

Approve new job titles and re-classifications of existing jobs, and establish minimum and
maximum wage or salary brackets therefor, to be effective until the time of the next vote
of the Town Meeting thereon.

Receive from the Personnel Director a monthly report of all appointments to positions
under the Wage and Salary Classification Plan, and establish policies governing the
appointment or reassignment of new employees at a starting rate higher than the
minimum rate under the Plan.

Establish policies and procedures from time to time as necessary for administration of
the Plan.



j)

Receive the appeal of any employee aggrieved by the operation of any provision of the
Wage and Salary Classification Plan or aggrieved by any action of the appointing
authority, investigate and consider the disputed questions involved, hold private or public
hearings as appropriate, render a decision, and take action relative to the dispute as
may be authorized under the Plan.

Resolve all questions and disputes relative to interpretation of the provisions of the Plan
as may be referred to the Board by employees and officials of the Town.

Provide policy advice to the Town Manager on collective bargaining matters on request.



