PERSONNEL BYLAW 2024

Scope and Construction of Bylaw

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 concerning the
interpretation of this bylaw shall be resolved by the Personnel Board.

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 provision or
application of this Bylaw.

Section 1: Establishment of the Personnel Board

There is hereby established a Personnel Board consisting of 5 members. Members of the
Personnel Board shall be appointed by the Select Board for three (3) year terms. No member
shall serve more than 9 years (three terms), whether consecutively or in separate terms.
Members shall have professional or personal experience and/or expertise in personnel
administration. One member shall preferably have professional or personal experience in
finance, or a related field, to provide expertise on the financial impact of personnel-related
proposals.

Members shall elect a Chair or Co-Chairs from among its members on an annual basis. A clerk
is to be assigned on a rotating basis for each meeting, to take responsibility for the minutes of
that meeting.

No member of the Personnel Board may be an employee of the Town or hold Town office,
whether appointed or elected.

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. The agenda, time and place of all
meetings will be posted on the Town Website in accordance with the Massachusetts State
Open Meeting Law.

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 to constitute a
quorum.

Section 2: Duties and Responsibilities

The Personnel Board shall advise the Town Manager, or their designee(s), and shall make
recommendations on establishing and maintaining an efficient system of personnel

administration for Town employees.

The Personnel Board shall also provide advice and recommendations to the Town Manager, or
their designee(s) for the following areas of personnel administration:

a) The Personnel Board shall propose, review, approve and adopt any new
personnel policies and procedures as well as changes to existing personnel

ver1 4/29/24



policies and procedures, in consultation with the Town Manager, or their
designee(s).

The Personnel Board shall provide advice and support for the development and
adoption of an Employee Handbook. The Town Manager or their designee(s)
shall be responsible for regular revisions to the Employee Handbook. Once
adopted and implemented, the Personnel Board shall review the Employee
Handbook providing advice and support regarding any changes.

The Personnel Board shall review and approve the Classification Plan (“Plan”)
and present the Plan to Town Meeting. The Classification Plan lists all approved
Town positions and a summary job description for each position covered by this
Bylaw. The Plan includes, but is not limited to, the following:

i.  Grades which are defined as groups of positions whose duties and
responsibilities are sufficiently similar that they share the same or
similar description, title, and qualifications, so that compensation can be
applied equitably to all positions in the grade; and

i. Compensation Plan, defined as a list of the minimum and maximum
wage or salary rates for each job title in the Classification Plan.

The Personnel Board shall have oversight of the Plan, subject to input as follows

i.  The Town Manager and their designee(s) shall provide
recommendations to the Personnel Board concerning revisions to the
Plan.

i.  The Town Manager and their designee(s) shall recommend to the
Personnel Board on a regular basis any factors, such as cost of living or
comparable municipal wage rates, that may affect the Classification and
Compensation Plan.

The Personnel Board shall consult with the Town Manager regarding any
revisions and/or updates to existing non-wage personnel provisions including, but
not limited to, the following list (see below). The Personnel Board shall provide
advice and recommend updates to the Town’s Personnel Policies and
Procedures pertaining to non-wage provisions, including but not limited to the
following:
i. Employment status
ii. In-training status for new or promoted employees
iii. Hours of work, including standard hours, work weeks, overtime
administration and non-contiguous work
iv. Sick Leave accrual, use and payout provisions (if applicable)
v. Holiday Leave and Holidays Worked
vi. Vacation Leave accrual, use and payout provisions
vii. Bereavement Leave
viii. Military Leave
ix. Jury Duty Leave
X. Unpaid Leaves of Absences, including the Family Medical Leave
Act (FMLA), other Leave and Absences and Accrual during
Leaves
xi. Interruption of Employment
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f) The Personnel Board shall prepare Articles for Town Meeting that pertain to this
Bylaw. The Town Manager shall review and discuss proposed Articles with the
Personnel Board before they are brought forward to the Select Board.

g) The Personnel Board shall review job descriptions for new and existing jobs
covered by this Bylaw and provide recommendations to the Town Manager for
any changes or updates as necessary.

h) The Personnel Board shall support the Town Manager, or their designee(s), in
identifying human capital trends and internal HR programs and practices, and
provide recommendations to ensure the Town’s workforce is diverse, equitably
treated, and inclusive of others.
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