Office of the
BOARD OF SELECTMEN
272 Main Street, Townsend, Massachusetts 01469

Sue Lisio, Chairman Cindy King, Vice-Chairman Wayne Miller, Clerk
James M. Kreidler, Jr., (978) 597-1701

Town Administrator

MEETING MINUTES FOR MARCH 26, 2019 AT 6:00 P.M.
SELECTMEN’S CHAMBERS, TOWN HALL, 272 MAIN STREET, TOWNSEND, MA

L. PRELIMINARIES - VOTES MAY BE TAKEN:
1.1 SL called the meeting to order at 6:00P.M.
Roll call vote showed 2 members present and | member absent: Chairman Sue Lisio (SL), Clerk
Wayne Miller (WM) and absent was Vice-Chairman Cindy King (CK).
1.2 Pledge of Allegiance
1.3 Announce that the meeting is being rape recorded.
1.4 Chairman’s Additions or Deletions.
SL added correspondence regarding unregistered vehicles and the School Resource Officer update.
1.5 Public Comment Period
Kathleen Spofford asked the Chair to address 5.1.4. SL agreed and address the election schedule for
the debt exclusion.

I1. APPOINTMENTS OF OFFICIALS/PERSONNEL - VOTES MAY BE TAKEN:

2.1 WM moved to nominate for appointment John King as the Animal Inspector for barn book
inspections in accordance with Massachusetts General Law Chapter 129, section 15 & 16 effective
May 1, 2019 to April 30, 2020. SL seconded. Unanimous vote.

2.2 WM moved to nominate for appointment Mary Letourneau as the Animal Inspector for
quarantines in accordance with Massachusetts General Law Chapter 129, section 15 & 16 effective
May 1, 2019 to April 30, 2020. SL seconded. Unanimous vote.

I11. MEETING BUSINESS - VOTES MAY BE TAKEN:

3.1 Review/Comment Planning Board mandatory referral, RE: Accessory Apartment Zoning Bylaw.
The Board reviewed the referral - please see atrached. The Board agreed to send no comment with
appreciation for the referral.

32 Review/Comment Planning Board mandatory referral, RE: OSPP Special Permit.
The Board reviewed the referral - please see attached. WM agreed to send the same as 3.1.

V. OLD BUSINESS - VOTES MAY BE TAKEN:

4.1 Discussion, RE: Selectmen Liaison Responsibilities.
The Board reviewed the listing - please see attached. SL offered to take the Planning Board until
the election.

472 Town Administrator Evaluation Discussion.
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4.3

4.4

4.5

4.6

SL thanked Mr. Kreidler for updating the form, noting he added the goals to the form. Further
discussion as to how the Board will complete the composite evaluation, agreeing to post on the
website with the agenda so not to violate the open meeting law.

Discussion of Policy/Bylaw for Code of Conduct & Social Media.

The Board briefly reviewed - please see attached. WM felt some items need to be polished. Mr.
Kreidler noted there were two samples in the packet, one from KP Law. SL would be interested to
know if there’s one Adam’s firm uses. Mr. Kreidler stated the firm does have one and will be
emailing it over for the Board to review. SL voiced concerned that some of the departments have
their own facebook page, however, the town has no regulations over that and voiced concern it
could be a liability. WM would like to see the school’s policy.

Cable Contract System Extension, RE: Update from Town Counsel.
Mr. Kreidler informed the Board he received correspondence from Kate Feoderoff and she has
received the documentation and a contact from Comcast.

Review of Job Descriptions continued from March 19, 2019.

SL stated they were in the process of reviewing the Town Administrator and Executive Assistant.
WM would like to see the job descriptions prioritized in terms of need. SL not ready to do now.
Mr. Kreidler stated he understand the Boards points, however the Executive Assistant position has
been previously been on the agenda and in furtherance of those discussions is when the file showed
the position was previously graded higher. SL stated the job description needs to be completed and
then we can deal with the financing then. SL would like the consultant to come in and complete
and SL would like to view the R.E.P. that is going out. WM moved to table until the HR
Consultant is hired. SL seconded. Unanimous vote.

Board discussion and development of a list of specific expectations for the Town Administrator
position.
Discussion regarding the evaluation process with dates/times.

WORK SESSION - VOTES MAY BE TAKEN:
Town Administrator updates and report.

5.1.1 Personnel Updates:

- Land Use Coordinator Vacancy Update.
Mr. Kreidler informed the Board; three interviews schedule are later in the week.
- Human Resources Consultant.
Mr. Kreidler stated the RFP will be sent to the Board for review prior to posting.
- Town Accountant Vacancy Update.
SL inquired how many resumes were received. Mr. Kreidler informed the Board, there's
been less than five and only one with municipal experience.
- Accounting Interim and/or Consulting Services.
Discussion regarding the hiring of a consultant and assisting with transition.

5.1.2 Financial Updates:

- FY20 Budget, Discussion of any changes since the meeting on March 19, 2019.
The part time grant writer position was discussed. Mr. Kreidler informed the Board, the
HR consultant has been moved to expenses. The Board noted the increase for the
Accountant position is within market rate as approved at the Saturday Board meeting. Mr.
Kreidler stated the legal expenses has been increased to $55,000. Mr. Kreidler stated there’s
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been a significant change to the facilities budget and how it’s organized within the budget.
Further discussion included increased cost in the public safety and the schools.
- Update regarding regional towns and the North Middlesex Regional School budget.

- FY20 Capital Planning Report Update.
Mr. Kreidler gave an update to the Board on the progress of the Capital Plan.

5.1.3  Town Meeting Warrant discussion:

- Pavement Management bylaw.
Mr. Kreidler informed the Board he drafted a bylaw and is having Town Counsel review.

- Funding Sources for proposed financial articles.
Mr. Kreidler reviewed a draft of the articles with the proposed funding sources with the
Board of Selectmen. Mr. Kreidler reviewed the balances of the stabilization funds with the
Board. SL stated a meeting should be scheduled for the joint meeting with rhe Selectmen
and Finance Committee to recommend the warrant arricles/budget. Mr. Kreidler opted for
April 16, 2019 for the joint meeting.

5.1.4  Miscellaneous Updates:

- Pavement Management Plan.
Mr. Kreidler reviewed the draft plan with the Board of Selectmen - please see attached.
Mr. Kreidler informed the Board; the vendor will be coming in to present the entire
program.

- Dates for Special Election for debt exclusion.
The Board agreed to tentatively schedule the special election for June 18, 2019.

- Recreation use of back field and grant application.
Recreation to come into the next meeting for a presentation.

5.2 Board of Selectmen announcements, updates, and reports.

5.3
54

5.5

VI

Unregistered vehicle update: Mr. Kreidler informed the Board, the office received correspondence
from a neighbor of one of the complainants, expressing frustration with the process. Mr. Kreidler
informed the Board, the non-criminal disposition fines to be issued through the Police
Department.

Clerk of the Board announcements for events.

Board Correspondence.

WM received correspondence the SRO is out and he would like a plan is while the Officer is out.
Mr. Kreidler informed the Board the Officer will return next week and will have the Chief/Deputy
come to the next meeting to explain. Collective bargaining will be begin soon so any issues with
SRO can be addressed through the contract.

SL read the Comcast correspondence - please see atrached.

WM moved to review and sign the payroll and bills payable warrants out of session. SL seconded.
Unanimous vote.

ADJOURNMENT:

WM moved to adjourn the meeting at 7:40P.M. SL seconded. Unanimous Vote.
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Respectfully submitted by,

(b

Carolyn Smart, Executive Assistant to the Town Administrator

of _JY\ley ,2019.
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THE COMMONWEALTH OF MASSACHUSETTS

EXECUTIVE OFFICE OF ENERGY AND ENVIRONMENTAL AFFAIRS

Department of Agricultural Resources
251 Causeway Street, Suite 500, Boston, MA 02114 M D A R
TN

617-626-1700 fax: 617-626-1850 www.mass.gov/agr MASSACHUSETTS DEPARTMENT

OF AGRICULTURAL RESOURCES

CHARLES D. BAKER KARYN E. POLITO MATTHEW A. BEATON JOHN LEBEAUX
Governor Lt. Governor Secretary Commissioner
March 6, 2019

RE: NOMINATION OF INSPECTOR OF ANIMALS

Nominating Authority:

Enclosed is the nomination form for the Inspector of Animals for your city or town. This form is due
back to the Division of Animal Health by April 1, 2019. The appointment will run from May 1, 2019
until April 30, 2020. If more than one inspector was appointed for your city or town, there is a separate
form provided for each. If you are nominating the same inspector(s) this year, be sure that all of the
contact information is complete and still correct. Any corrections should be made in the space
provided on the right. If you will be nominating a new inspector, that person’s information should be
entered in the space provided on the right. Submit a separate form for each inspector nominated. Also, be
sure that all of your (nominating authority) information is complete and correct. Any changes to your
information should be made in the space provided to the right.

Once all of the contact information is confirmed to be correct, all that is needed is to have the nominee
sign the form, accepting the nomination and swearing to faithfully perform the duties of that office. The
nominee’s signature must be notarized. In many cases the city or town clerk is a notary.

After the nominee’s signature has been notarized, simply return the form to the Division of Animal
Health at the address listed at the top of the form. The Division of Animal Health will send back
confirmation of the inspector’s appointment. Please note that regardless of when the most recent
appointment was made, it is only valid through April 30, 2019. This nomination will cover the year
starting May 1, 2019 and run until April 30, 2020.

If you have any questions, please call Elsie Colon at (617) 626-1810
Thank you,

Michael Cahill, Director

Division of Animal Health






Office of the
BOARD OF SELECTMEN
272 Main Street Townsend, Massachusetts 01469

Sue Lisio, Chairman Cindy King, Vice-Chairman Wayne Miller, Clerk
James M. Kreidler Jr., Office  (978) 597-1701
Town Administrator Fax (978) 597-1719

MEMORANDUM

DATE: May 23, 2018
TO: All Appointed/Elected Officials and Department Heads
FROM: Carolyn Smart, Executive Assistant

At the meeting of the Board of Selectmen held on May 22, 2018 the Board reorganized their
responsibilities as Department Representatives with respects to their position on the Board as

follows:

Sue Lisio, Chairman General Government

Cindy King, Vice-Chairman Highway & Landfill, Elected Boards
Wayne Miller, Clerk Public Safety

Representatives have been designated to assist departments, boards, committees or commissions
with issues requiring immediate attention until action can be raken by the entire Board of
Selectmen and to assist with budget items and issues arising during the fiscal year. Representatives
report to the full Board at Selectmen’s meetings. The intent of this procedure is to keep the lines
of communication open between the Board and the various departments, boards, committees or
commissions.

Please see the attached sheet for your department representative. As always, if you should have any
questions please do not hesitate to contact this office. Thank you.

cc: Board of Selectmen



SELECTMEN REPRESENTATIVES

Sue Lisio, Chairman - General Government

Town Accountant Council on Aging/Senior Center

Treasurer/Collector Veterans' Agent

Conservation Commission MRPC

West Townsend Reading Room Energy Committee

Land Use Masterplan Committee
Conservation Commission Finance Cominittee
Zoning Board of Appeals Historic Commission

Memorial Day Cultural Committee

Band Concert Coordinator Facilities

Amanda Dwight Entertainment Fund
Abraham French Fund Committee

Cindy King, Vice- Chairman - Highway/Landfill & Elected Officials

Highway Department Cemetery & Parks

Board of Health Landfill Operations

Assessor’s Office Recreation Commission
Town Clerk/Registrars Trust Fund Commissioners
Planning Board Planning Board/Masterplan
Library Trustees of Soldiers Memorials

Water Department
North Middlesex Regional High School
Nashoba Valley Technical High School

Wayne Miller, Clerk - Public Safety

Police Department Dispatch

TEMA Burial Agent

Fire Department Ambulance

Fence Viewer Inspector of Animals
Animal Control Officer Tree Warden
Building Department including Safety Inspectors Parking Clerk

MIS Director/1T



Sue Lisio, Chairman

Sue Lisio

Sue Lisio (sml412@comcast.net)

General Government

Town Accountant

Treasurer/Collector

Anna Noyes

anoyes@townsend.ma.us

Conversation Agent/Commission

David Henkles

dhenkles@townsend.ma.us

West Townsend Reading Room

Lois Rearick

Irearick@comcast.net

Land Use/Zoning Board

Beth Faxon

bfaxon@townsend.ma.us

Memorial Day/Band Concert

Berty Mae Tenney

Amanda Dwight Entertainment

Abraham French Fund

Renee Fossey

rsfossey@yahoo.com

Council on Aging/Senior Center

Karin Moore

kmoore @townsend.ma.us

Veterans' Agent

Joe Mazzola

imazzola@townsend.ma.us

MRPC

MBTA

Energy Committee

Brent Carney

brecarneyl015@gmail.com

Masterplan Committee

Kym Craven

Capital Planning

Lindsay Morand

Finance Committee

Andrea Wood

andrea_woodl@verizon.net

Historic Commission

Housing Authority (by request)

Lauri Shifrin

laurie@townsendcenterrealty.com

North Middlesex (by request)

Cindy King, Vice Chairman

Cindy King

selectmencindyking@gmail.com

Public Works and Elected Boards/Commissions/Officials

Recreation Commission

Emy Hoff

ehtownrec@yahoo.com

Town Clerk/Registrars

Kathleen Spofford

kspofford@townsend.ma.us

Highway Department

Jim Smith

ismith@townsend.ma.us

Tree Warden

Don Massucco

(978) 602-7597

Cemetery & Parks Deparriment

Roger Rapoza

cemeterv@townsend.ma.us

Facilities Maintenance/Memorial Hall Mark Mercurio mmercurio@townsendpd.ore
Water Department Paul Rafuse paulr@townsend.ma.us
Board of Health Carla Walter boardofhealth@townsend.ma.us

Planning Board

Beth Faxon

bfaxon@townsend.ma.us

Treasurer-Collector

Barbara Tierney

btiernev@townsend.ma.us

Solid Waste/Landfill

Carla Walter

boardothealth@townsend.ma.us

Trust Fund Commissioners

Trustees of Soldiers Memorials

Library Trustees

Stacy Schuttler

sschuttler@cwmars.org

Nashoba Tech

Wayne Miller, Clerk

Wayne Miller

wmillerBOS@gmail.com

Public Safety




Police/Communications Department

Richard Bailey

rbailey@townsendpd.org

Fire-EMS Department

Mark Boynton

mbovnton@townse l'l(']Dd.()I’E

Inspectional Services

Richard Hanks

rhanks@townsend.ma.us

Animal Control Officer

Mary Letourneau

aco.at@verizon.net

Inspector of Animals

John King

johnkimking@verizon.net

Emergency Management (TEMA)

Shirley Coit

mamacoit@aol.com

IT/MIS

Bassem Awad

bawad@townsend.ma.us

Parking Clerk

Kathleen Spofford

kspofford@townsend.ma.us

Burial Agent

Kathleen Spofford

kspofford@townsend.ma.us




The office of
THE PLANNING BOARD M
272 Main Street
Townsend, Massachusetts 01469
978-597-1700 x1722

MDecoteau@townsend.ma.us

Date: February 7, 2017

To:  Assessor’s Office Historic District Commission
Board of Selectmen Housing Authority
Board of Health Land Use Coordinator
Building Inspector Police Department
Conservation Commission Town Clerk
Fire Department Water Department
Highway Department Zoning Board of Appeals

In accordance with the provisions of MGL Chapter 40A, Section 5 and 1 1, and Zoning Bylaw, Article XII,
Section 145-69, the Townsend Planning Board will hold a public hearing April 8, 2019, at 6:45 PM in
Memorial Hall, 272 Main St. The purpose of the hearing is to solicit public comment on a petition to see if
the Town will vote to amend the Town’s Zoning By-law by adding an affordable accessory apartment
program, reducing the allowable lot size, including detached structures and, changes to procedures and
requirements of the application process and review proposed amendments to the Zoning Bylaw, as follows:

-§145-36 Accessory Apartments in residential district.

Parties wishing to speak in support of, or in opposition to, these amendments may do so in writing prior
to the hearing, or at the hearing in person or represented by an agent or attorney. Copies of this
application are available for review in the offices of the Town C' % and Land Use Office during
business hours.

Respectfully submitted, Lance J. McNally, Chairman

Publish in the Sentinel & Enterprise: March 18,2019 & March 25,2019

COMMENTS

NO COMMENT

SIGNED: DATE:
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Office of
THE PLANNING BOARD
272 Main Street
Townsend, Massachusetts 01469
978-597-1700 x 1722

Date: Febroary-1326F8 Mareh (%, 2649

TO:  Zoning Board of Appeals Police Chief
Board of Health Fire Chief
Conservation Commission Highway
Board of Selectmen Water Department
Building Inspector Assessors

Mandatory Referral Notice
Please Review the attached application and relay to the Planning Board any questions or concerns you may
have. This referral is required under §§145-46, 145-65, and 145-40 of the Townsend Zoning Bylaw. Under
MGL Ch. 40A, Sec. 11, comments should be provided within 35 days. Failure to make recommendations shall
be deemed lack of opposition. Ch. 40A also requires you to notify the applicant of your comments.

APPLICANT: Townsend Hill Realty Trust

LOCUS ADDRESS: 187 and 199 North End Road

PARCEL ID: Assessor’s Map 46, Block 3, Lot 0 & Map 46, Block 2, Lot 2
Date of Hearing: April 8, 2019 at 5:30 p.m.

Legal ad: Sentinel & Enterprise: March 22, and April 1, 2019

The Applicants are requesting an amendment to the OSPD Special Permit to increase the size of the
open space from 28.95 Acres to 57 Acres. The original application was for 187 North End Road. The
special permit also includes 199 North End road and encompasses 6 Lots. Lot 1 was endorsed as an
ANR plan on January 14, 2019. Lot 6 is an existing lot with the addition of Parcel A as shown on the
plans. The additional 28.05 Acres will be included with the conveyance to the Commonwealth of
Mass. Dept. of Fish and Game and will provide permanent protection of the land.

COMMENTS:

NO COMMENT

SIGNED: DATE:
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March 11, 2019

Board of Selectmen
Town of Townsend
272 Main Street
Townsend, MA 01469

Dear Chairman and Members of the Board:

In accordance with M.G.L.c.166A §9, attached please find the 2018 license fee payment for your
Community. This payment is equal to $0.50 per subscriber and reflects 2664 subscribers as of December

31, 2018.

Also enclosed is information regarding our Internet Essentials program which provides access to low-cost
broadband service for $9.95 a month — no activation fees and no equipment rental fees; the option to
purchase a low-cost computer at initial enrollment for just $150; and free digital literacy training available
in print, online and in-person® to families with children eligible for the National School Lunch Program (NSLP
— Free & Reduced) or receiving HUD-housing assistance.

Please do not hesitate to contact me should you have any questions or would like additional information
regarding Internet Essentials. For your convenience, | can be reached at 508.884.2326.

Very truly yours,
Robert F. Sullivan

Robert F. Sullivan, Sr. Manager
Government & Regulatory Affairs

1 Restrictions apply. Subject to Internet Essentials program terms and conditions.






LEARN MORE. DO MORE. SHARE MORE.

Internet Essentials®™ from Comcast brings

affordable, high-speed Internet to your NO TERM CONTRACT

home and greater access to what's important ! NO CREDIT CHECK

to you. You may qualify if you have at least ' NO INSTALLATION FEE
|

one child who is eligible for the National
School Lunch Program or if you receive HUD
housing assistance.

PER MONTH + TAX

IN-HOME WiFi INCLUDED

APPLY NOW AT
InternetEssentials.com 1-877-592-2050

|
o INTERNET | : 1
COMCAST ESSENTIALS | !

from Comcast I

Restrictions apply. Not available in all areas. Limited to Internet Essentials service for new residential customers meeting certain eligibility criteria. Advertised price
applies to a single outlet. Actual speeds may vary and are not guaranteed. After initial participation, if a customer is determined to be no longer eligible for the
program but continues to receive Comcast service, regular rates will apply. Subject to Internet Essentials program terms and conditions. Call 1-855-846-8376 for
restrictions and complete details, or visit internetEssentials.com. © 2016 Comcast. All rights reserved. IE_UMB_FLY_0B16
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Town of Townsend

BOARD OF SELECTMEN
DEPARTMENT SUPERVISOR PERFORMANCE EVALUATION

Name: James M. Kreidler, Jr. Title: Town Administrator

Person Performing Evaluation:

RATING SCALE
1/ 2 [/ 3 / 4 [/ 5

I —Unsatisfactory 2 — Below Expectations 3 — Meets Expectations
4 — Exceeds Expectations 5 — Outstanding
N/A— Not Applicable

PERFORMANCE EVALUATION CRITERIA

1. Legislative Relations: 1/ 2 [/ 3 [/ 4 [/ 5
= Responsiveness to and communications with:
Board of Selectmen
School District (Superintendent/School Committee)
Town Officials
State Legislative Representatives
=  Provides meeting information when requested
= Quality of response to various Board’s needs and concerns
= Timeliness of reporting and replies to Board members

Comments:

2. Public Relations/Communications: 1/ 2 / 3 [/ 4 [/ 5
e Relations with media

" Handling public information requests/complaints

= Relations with other public groups and organizations

. Public presentations

|

Communication with Town departments relative to town operations including but not
limited to state and federal regulations, local general bylaws and Town charter.

Comments:

3. Budget Preparation and Administration: v/ 2 / 3 / 4 / 5
= Clarity and accuracy of budgetary information

* Responsiveness to indicated Town needs and policy goals

= Creativity in developing budgetary alternatives/options

® Monitoring of budget administration during the year

Comments:



4. Managerial Skills: 1/ 2 f 3 [ 4 [ 35
= QOrganization and planning

= Written communications/reports

= Exercises sound judgement during decision making

=  Ability to develop alternative options and courses of action

= Creativity/innovation

= Decisiveness

Comments:

. Direction/Supervision of Town Organizations: _1__ /2 /[ 3 [/ 4 [ 5
= Leadership provided to employees who he/she as directs supervision over.
= Coordination of programs/activities when applicable
»  Adheres to Town/Departmental Policies and other Regulations
= Staff development, growth and recruitment

Comments:

. Personal and Prof. Growth of the Administrator_1__/ 2/ 3 [/ 4 [ 5
= Continuing professional education and development
= Attendance at professional meetings, seminars, and conferences
= Active membership in state and national professional associations

Comments:

Productivity and Reliability 4 & 4 3 4 4 J 3

The extent to which the Supervisor is able to complete required tasks in a timely manner.
e The extent to which the Supervisor can be relied upon regarding task completion and follow up work.
e The level of quality of the work performed

Comments:

8. Job Knowledge and Initiative i # & +t 3 ¥ 2 J &
Comments:

9. Goals and Objectives 1 f 2 L 3 f 4 J 5

° The extent to which the Supervisor was able to meet the established goals and objectives.

Comments:



10. Overall Rating; 1/ 2 / 3 [/ 4

General Comments:

BOARD OF SELECTMEN ACKNOWLEDGED BY:

Member, Board of Selectmen Town Administrator

Date: / / Date: / /







CONTRACT

TOWN ADMINISTRATOR

Position Purpose:

Performs professional management work overseeing activitics of town departments under the
Jurisdiction of the Board of Selectmen and in accordance with federal, state, local laws and
regulations. Is responsible to the Board of Selectmen for the administration of all town affairs
placed in his/her; provides executive leadership for the Town in areas of policy formulation,
fiscal affairs, labor relations, and organizational development. Performs all other related work as
required.

Supervision:
Supervision Scope: Performs highly responsible work of a complex nature, requiring the

exercise of considerable independent judgment. Provides professional advice to a variety of
officials, departments, boards and committees concerning the development, implementation and
administration of the policies, goals, regulations, and statutory requirements related to the
administration and operation of the Town. Analyzes difficult administrative problems and
recommends solutions, managing diverse projects, recommending long and short range goals,
motivating and coaching managers, and coordinating the activities of many independent boards,
commissions, and departments,

Supervision Received: Works under the policy direction of the Board of Selectmen with
considerable latitude for independent judgment and action. Assumes responsibility for
developing and achieving the department’s goals and objectives. Questions are referred to
supervisor only when clarification of town policy is needed. Works under the jurisdiction of
federal, state and local laws and procedures. Works under the orders and directives received
from town meeting.

Supervision Given: Supervises and directs the administration of town departments and offices
for whose function he/she is responsible. Incumbent is responsible for the day-to-day
management of the entire work force under the control of the Board of Selectmen and as
otherwise authorized by Board. Hires staff, provides daily direction, and counsels and
disciplines staff consistent with town policies.

Job Environment:
Work is generally performed under typical office conditions. Required to work outside of
normal business hours and attend frequent evening meetings. Also, may be contacted at home at
any time to respond to important situations and emergencies. Incumbent is required to attend
numerous meetings with various town boards and committees and is expected to attend social
and civic events to represent the Town.

Operates an automobile, computer, telephone, and standard office machines.

Makes frequent and direct contact with local, county, state, regional and federal agencies and
officials, the media, community leaders, town employees and department heads, local civic and

Townsend, MA
Town Administrator
FLSA: Exempt
Page |



CONTRACT

special interest groups, and the general public. Contacts are in person, by telephone, in writing
and via internet. Contacts require considerable persuasiveness, resourcefulness, discretion, and
negotiating skills to influence the decisions and behavior of other parties. Contacts involve
attendance at meetings and conferences. Incumbent is recognized as a spokesperson for the
Town.

Has access to an extensive amount of highly confidential information relating to the Town of
Townsend, the disclosure of which may cause serious repercussions. Confidential information
may include, but is not limited to, police investigations, labor negotiations, personnel records,
contract development, and information about citizens.

Errors in judgment could have continuing adverse effect on the Town’s ability to deliver
services, result in loss of municipal revenues, have far-reaching legal and financial ramifications,
and cause significant adverse public relations.

Essential Functions:

(The essential functions or duties listed below are intended only as illustrations of the various
types of work that may be performed. The omission of specific statements of duties does not
exclude them from the position if the work is similar, related or a logical assignment to the
position.)

Is Chief Administrative Officer of the Town of Townsend, directly responsible to the Board of
Selectmen for the administration of all town affairs placed in his/her charge by the Board.
Assists the Board of Selectmen with the formulation of policy and execution of its directives.
Manages and supervises departments and offices of the Town to achieve goals within available
resources. Plans and organizes workloads and staff assignments. Exercises administrative
authority over town departments, commissions, boards, committees, and officers under the
jurisdiction of the Board. Trains, motivates and evaluates assigned staff.

Supervises department heads appointed by the Board of Selectmen; provides assistance in
program planning, grantsmanship, personnel management, and budget development; makes
recommendations to the Board of Selectmen in conjunction with department heads regarding
departmental operations.

Establishes and maintains appropriate administrative procedures for the conduct of all affairs
under the Board of Selectmen’s jurisdiction, and when appropriate, to facilitate the coordination
of all town activities.

Provides leadership and direction in the development of short and long range plans; gathers,
interprets, and prepares data for studies, reports, and recommendations; coordinates department
activities with other departments as needed.

Attends all regular meetings of the Board of Selectmen, and has a voice but not a vote in all of its
deliberations. Prepares agendas, sets meetings and correspondence priorities. Brings to the

Townsend, MA
Town Administrator
FLSA: Exempt
Page 2



CONTRACT

attention of the Board all information relevant to the performance of the Office of the Selectmen.
Provides professional advice to the Board of Selectmen and department heads. Makes
presentations to boards, commissions, civic groups and the general public. Communicates
official plans, policies and procedures to staff and the general public.

Administers the Selectmen’s Office by receiving and making appropriate deposition of all
correspondence and communications. In conjunction with the Chairperson of the Board, makes
all procedural and substantive preparation for the meetings of the Board. Anticipates the needs
of the Board for information and background material for setting policy and decisions made by
the Board. Ascertains that all decisions of the Board are carried out.

Responds to inquiries, complaints and problems, and provides assistance to department directors,
town staff, local and state officials, and business and community leaders, citizens, the news
media, and the general public. Resolves the more difficult customer service requests.

Acts as the Board of Selectmen’s liaison to town building committees on town-wide construction
and other capital projects. Coordinates and supervises the employees and processes of municipal
departments under the jurisdiction of the Board of Selectmen who have direct responsibility and
accountability in municipal construction projects. Those municipal departments may include, but
is not limited to, procurement, public safety, public works, planning, zoning, and inspectional
services. May also coordinate efforts with Town Counsel and Town Accountant,

Informs the Board and any other appropriate boards/committees of all relevant statutory and
regulatory changes.

May serve as Chairperson of many statutory and ad hoc committees; may serve as the Board of
Selectmen’s designee on other committees and boards.

Engages in a variety of public relations and town-wide coordination activities to ensure support
from appropriate public and private constituencies and other institutions and government entities;
works with local, county, state, and federal officials to identify and resolve problems, gain
support or exchange information.

Informs and advises the Board of Selectmen of trends, problems and activities as appropriate to
facilitate policy making; recommends policy, guidelines and operational strategies to board;
implements policy options as directed by the Board.

Shapes the policies of the Town’s financial plan. Prepares the budget and presents the financial
plan to the Board of Selectmen and Finance Committee. Responsible for the development and
updating of the capital improvement program. Maintains policy boards’ awareness of the
Town’s financial condition and financial needs. Serves as the Board of Selectmen’s
representative to the Finance Committee.

Townsend, MA
Town Administrator
FLSA: Exempt
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CONTRACT

Responsible for the preparation of annual and special town meeting warrants and annual town
report. Attends all sessions of the town meeting and provides Selectmen with information to
address questions from voters of the Town.

Supervises, directs and coordinates town services under the jurisdiction of the Board of
Selectmen; coordinates and cooperates with the Planning Board, Appeals Board, Conservation
Commission, Board of Health, and other boards, commissions, and committees.

Coordinates all labor negotiations and grievance procedures as directed by the Board of
Selectmen, acts as collective bargaining agent; evaluates and renders advisory decisions to the
Board on grievances by employees as required. Mediates grievances and complaints from town
employees; represents the Town in grievances and lawsuits.

Serves as the Town’s personnel officer; consults with the department heads regarding personnel
issues and policies; may propose modifications to Personnel Policies. Makes recommendations
regarding vacancies in town offices, department head positions, committees, commissions and
boards to be filled by the Board of Selectmen; in cooperation with department heads,
recommends hiring and firing and disciplining of town employees.

Works with town boards and commissions in an advisory capacity; provides reports on various
town projects; works with regional and state agencies.

Administers procedures for licenses and permits issued by the Board of Selectmen.

Coordinates departmental operational policies, rules, regulations, and procedures, and submits
them to the Selectmen for approval.

Coordinates litigation and legal opinions between the Selectmen, Town Counsel, and various
boards, departments, committees, and commissions.

Ensures that projects and programs are effectively coordinated by supervising the projects and
programs, ensuring that communications are defined amongst officials and employees involved,
and reporting to Selectmen on problems encountered.

Conducts regular staff meetings with department heads; reviews program goals and objectives
with department heads.

Sees to it that the provisions of general laws, votes of town meetings and of the selectmen, which
require enforcement by him/her or officers subject to his/her direction and supervision are
faithfully carried out.

Townsend, MA
Town Administrator
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CONTRACT

Reviews budget reports, financial statements, requests for proposals, and other documents;
makes recommendations and forwards documents for further action as required. Composes
letters, memos, e-mail documents and other materials; writes reports.

Attends county, regional, state, and federal meetings as the representative of the Selectmen.

Maintains knowledge of practices and trends in local government management by attending
professional seminars and conferences.

Performs similar or related work as required.

Recommended Minimum Qualifications:

Education, Training and Experience:

Master’s degree in public administration, business management or closely related field; five
years of experience as a municipal administrator; experience with town meeting process; or any
equivalent combination of education, training and experience.

Special Requirements:

Valid Massachusetts driver’s license.

Knowledge, Ability and Skill:

Knowledge: Thorough knowledge of the principles and practices of public finance, budget
management, personnel management, collective bargaining, and intergovernmental relations.
Comprehensive knowledge of the functions of municipal government. General understanding of
the interaction between local government, state government, and federal government. General
knowledge of Massachusetts General Laws as they apply to municipal government. Working
knowledge of public administration, practices, and general office procedures. Sufficient
knowledge of emerging technologies to recognize its value to the Town.

Ability:  Ability to plan, organize and direct the preparation of reports, analyze problems, and
formulate recommendations. Ability to speak and write effectively. Ability to establish and
maintain effective working relationships with all town employees, board/committee members,
officials and the general public. Ability to conceptualize and put into operation department and
town-wide goals and objectives. Ability to plan, organize, evaluate and control the
administration of town programs.

Skill: Excellent fiscal and supervisory skills. Skill as a strategic thinker experienced in bringing
divergent perspectives to agreement around key public policies and programs. Professional
skills related to customer services. Basic skill in utilizing personal computers.

Townsend, MA
Town Administrator
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CONTRACT

Physical Requirements:
The physical demands described here are representative of those that must be met by an

employee to successfully perform the essential functions of this job. Reasonable
accommodations may be made to enable individuals with disabilities to perform the essential
functions. Liftsimoves objects weighing up to 10 pounds, files, and types on a keyboard at a
moderate speed. Operates automobile to perform in-town and out-of-town travel to transact
town business; travel to night meetings are common place in order to confer with the Board of
Selectmen and other town bodies. Regularly conveys information to the public.

(This job description does not constitute an employment agreement between the employer and
employee and is subject to change by the employer as the needs of the employer and
requirements of the job change.)

Townsend, MA
Town Administrator
FLSA: Exempt
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Town of Townsend, MA
Thursday, February 14, 2019

Chapter C. Charter
Article 4. Town Administrator

Section 4-1. Appointment; Qualification; Term

The Selectmen shall appoint a Town Administrator and shall fix the compensation for such person,
annually, within the amount appropriated by the Town. The Town Administrator shall be appointed
solely on the basis of demonstrated executive and administrative qualifications. The Town
Administrator shall be a person especially fitted by education, training and or previous experience in
public administration to perform the duties of the office. The Town Administrator need not be a resident
of the Town at the time of appointment or at any time during the period of such service. The Town
Administrator shall not have served in an elective position in Town government for at least twelve
months prior to appointment. The Town may from time to time establish by By-law such additional
qualifications as seem necessary and appropriate. The Town Administrator shall not hold any other
public office, elective or appointive. The Board of Selectmen shall provide for an annual review of the
Job performance of the Town Administrator which shall, at least in summary form, be a public record.

Section 4-2. Powers and Duties

The Town Administrator shall be the chief administrative officer of the Town, directly responsible to the
Board of Selectmen for the administration of all Town affairs for which the office of Town Administrator
is given responsibility by or under this Charter. The powers and duties of the Town Administrator shall
include, but are not intended to be limited to, the following:

(a) To suEervise, direct and be responsible for the efficient administration of all functions and activities
for which the office of Town Administrator is given authority, responsibility or control by this
Charter, by By-law, Town Meeting vote, vote of the Board of Selectmen, or otherwise.

(b) To see that the personnel policies and practices, rules and regulations are equally administered for
all Town employees. If a union or other personnel contract differs from the general policies, the
Town Administrator will see that these are administered according to the contract, with the
exception of the Town Administrator's contract which will be overseen and administered by the
Board of Selectmen.

(c) To attend all regular and special meetings of the Board of Selectmen, unless unavailable for
reasonable cause, and shall have a voice, but no vote, in all proceedings.

(d) To keep the Board of Selectmen fully advised at a public meeting or in writing as to the needs of
the Town and all Agencies and to make recommendations to the Board of Selectmen of actions
required to resolve the situation.

(e) To prepare the budgets which fall directly under the Board of Selectmen. To oversee the budgets
for the Agencies under the supervision of the Selectmen, and in addition the Town Administrator
will present to the Selectmen the budgets of elected Agencies and the Capital Plan in such a
manner that the Selectmen have an understanding of the total budget. The Town Administrator will
also work with the Finance Committee, the Accountant and the Treasurer to develop a plan for the
funding of appropriations.

(f) The Town Administrator will be responsible for Central Purchasing.

(g) To see that all of the provisions of the laws of the Commonwealth, of this Charter, Town Bylaws,
other votes of Town Meeting, and votes of the Board of Selectmen which require enforcement by
the Town Administrator or other officers subject to the direction and supervision of the Town
Administrator, are faithfully executed, performed or otherwise carried out.



(k)

Agency, its officers or employees under the jurisdiction of the Board of Selectmen.

To attend all sessions of all Town Meetings and to be prepared to answer all questions raised by
voters which relate to warrant articles and to matters over which the Town Administrator exercises
any supervision.

To coordinate the activities of all Town agencies serving under the office of Town Administrator
and the office of the Board of Selectmen with those under the control of other officers and multiple
member bodies elected directly by the voters. For this purpose, the Town Administrator shall have
the authority to require the persons so elected, or their representatives, to meet with the Town
Administrator, at reasonable times, for the purpose of effecting coordination and cooperation
among all agencies of the Town.

To perform any other duties that are required to be performed by the Town Administrator by By-
laws, Administrative Code, vote of the Town Meeting or votes of the Selectmen, or otherwise.

Section 4-3. Delegation of Authority

The Town Administrator may authorize any subordinate officer or employee to exercise any power or
perform any function or duty which is assigned to the office of Town Administrator, provided, however,
that all acts performed under any such delegation shall at all times be deemed to be the acts of the
Town Administrator.



TOWN OF TOWNSEND
CONTRACT OF EMPLOYMENT
TOWN ADMINISTRATOR

This Contract of employment (Contract) made this 17" day of October 2017, by and between the
Town of Townsend and James M. Kreidler, Jr.

WITNESSETH THAT:

1. EMPLOYMENT: The Town, by and through its Board of Selectmen (the “BOARD"
or the "TOWN?") hereby appoints, employs and contracts James M. Kreidler, Jr. as Town
Administrator of the Town (the “TOWN ADMINISTRATOR™), pursuant to
Massachusetts General Law, Chapter 41, Section 108N and Article 4 of the Townsend
Charter.

8 TERM: The term of this Contract shall be for a four and three quarter (4 % ) year
period (“Term™) commencing October 17, 2017 and endi ng June 30, 2022.

3. HOURS OF WORK: The TOWN ADMINISTRATOR agrees to devote that amount of
time that is reasonably necessary to faithfully perform the duties of the position of
TOWN ADMINISTRATOR. It is recognized that the TOWN ADMINISTRATOR must
devote a great deal of time outside of normal office hours to the business of the Town,
and to that end, the hours of work for the TOWN ADMINISTRATOR shall not be
specified.

4. COMPENSATION: The TOWN ADMINISTRATOR and the Board agree that the
position of TOWN ADMINISTRATOR is hereby removed from the Town’s non-union
compensation and classification plan. The Town shall pay the TOWN
ADMINISTRATOR during the term of this Contract on the following basis:

a) For the balance of fiscal year 2018: Annual base salary of $125,242.70.

b) For each fiscal year thereafter: Annual base salary shall be based upon
performance and shall be determined by negotiation of the parties. In no event
shall the base be increased by anything less than the increase received by any non-

union subordinate(s) in the organization.'

5 INSURANCE BENEFITS: The TOWN ADMINISTRATOR shall be entitled to all

' The TOWN ADMINISTRATOR hereby agrees to forfeit his right to a base salary increase of not less than the Fire
Chief’s base salary increases for FY 18 and FY19.
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health, life and dental benefits to which other Town employees are entitled on at least the
same terms.

6. INDEMNIFICATION:

To the extent permitted by law, the Town shall defend, save harmless and indemnify the
TOWN ADMINISTRATOR against any tort, professional liability, claim or demand, or
other civil legal action, whether groundless or otherwise arising out of an alleged act or
omission occurring in the performance of his duties as TOWN ADMINISTRATOR, even
if said claim has been made following his termination from employment, except an
intentional violation of the civil rights of any person, provided that the TOWN
ADMINISTRATOR acted within the scope of his duties. The Town shall pay the
amount of any settlement or judgment rendered thereon. The Town may compromise and
settle any claim or suit and will pay the amount of any settlement or judgment rendered
thereon without recourse to the TOWN ADMINISTRATOR.

The Town shall have the discretion to determine whether or not to assign counsel or
reimburse the TOWN ADMINISTRATOR for his reasonable attorneys’ fees and costs in
connection with such claims or suits involving the TOWN ADMINISTRATOR in his
professional capacity, provided that the TOWN ADMINISTRATOR acted within the
scope of his duties. Separate counsel will be assigned to the TOWN ADMINISTRATOR
in the case of a conflict of interest between the TOWN and the TOWN
ADMINISTRATOR’S interests in any such matter.

The provisions of Section 6 shall not apply to disputes between the TOWN and the
TOWN ADMINISTRATOR regarding the termination or other separation of his
employment, or concerning any of the terms and provisions of this Agreement.

This section shall survive the termination of this Agreement.
7. ANNUAL VACATION, SICK, PERSONAL AND BEREAVEMENT LEAVE:

a) The Town Administrator shall be entitled to a grant of twenty-five (25) days annual
vacation leave for FY 17, thirty (30) days in FY 18 and thirty-five (35) days in FY19
and each year thereafter. In recognition of the demands serving as TOWN
ADMINISTRATOR the TOWN ADMINISTRATOR may sell back two weeks of
accrued but unused vacation time in each fiscal year.

b) The TOWN ADMINISTRATOR shall be entitled to a grant of four (4) personal days
per year, non-cumulative, for the purpose of transacting or attending to personal,
business, or household matters.

¢) The TOWN ADMINISTRATOR shall be entitled to a grant of sick leave in the
amount of 15 days per year of this contract and any successor contract, in advance
for a total of 45 days covering FY17-18-19 and then a grant of 15 days per fiscal year
thereafter. At any given time the TOWN ADMINISTRATOR may accumulate a

[' Town Administrator Contract
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maximum of one-hundred-fifty (150) days. Further, this contract acknowledges that
sick time has no monetary value, and as such, any sick time remaining at the time of
the TOWN ADMINISTRATOR'S retirement or other separation from employment
will be forfeited at no cost to the Town.

d) The TOWN ADMINISTRATOR shall receive up to three (3) consecutive working
days leave with full pay for making arrangements and attending the funeral upon the
death of a family member of his immediate family, which shall include the following
persons: wife, children, mother, father, brother, sister, mother-in-law. father-in-law,
grandparents. All other relatives who do not fall into this category, bereavement
time shall be one (1) day.

8. HOLIDAYS: The following days or days observed as such, shall be recognized as paid

holidays:

New Years Day Thanksgiving Day Memorial Day
Washington’s Birthday Independence Day Christmas Day
Columbus Day Veterans Day Labor Day

Martin Luther King Day Patriot’s Day

9. AUTOMOBILE MILEAGE STIPEND: In lieu of a Town-owned and maintained
vehicle for use by the TOWN ADMINISTRATOR the Town shall provide the TOWN
ADMINISTRATOR an auto mileage stipend of $300.00° per month for the TOWN
ADMINISTRATOR to use his personal vehicle in all matters related to his employment.
The TOWN will, however, reimburse the TOWN ADMINISTRATOR for all business
related travel expenses (e.g. tolls, parking).

Effective July 1, 2019 the auto mileage stipend will increase to $500.00 per month.

10. RETIREMENT BENEFITS: The TOWN ADMINISTRATOR shall be eligible to
participate in the Town’s retirement program in accordance with chapter 32 of the
Massachusetts General Laws.

11. DUTIES: The TOWN ADMINISTRATOR shall perform the duties as detailed in
section 4 of the Townsend Charter and in the job description for the position of TOWN
ADMINISTRATOR attached hereto and to perform other legal ly permissible and
appropriate functions and duties as the BOARD shall from time to time assign. The
TOWN ADMINISTRATOR shall be the Chief Administrative Officer of the TOWN,
pursuant to the Townsend Charter.

12. PROFESSIONAL DEVELOPMENT: The TOWN agrees that the TOWN
ADMINISTRATOR shall be given adequate opportunities to develop his skills and
abilities as a public administrator; accordingly, with the prior permission of the TOWN

. . - - ¢ . 1 .
" The Town Administrator reserves the right to have this payment converted to weekly “regular compensation™ with
all appropriate deductions for retirement purposes. provided the same is consistent with law and approved by the
appropriate Retirement Board(s).

2
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the TOWN ADMINISTRATOR will be allowed to attend professional conferences each
year without loss of vacation or other leave, and will be reimbursed by the TOWN for all
expenses (including travel expenses) incurred while attending or traveling to the
aforementioned conferences.

The TOWN also agrees, with the prior approval of the TOWN, to pay for reasonable
travel and related expense of the TOWN ADMN INISTRATOR for short courses,
institutes, and seminars that, in the TOWN ADMINISTRATOR'’S reasonable judgment,
are necessary for his professional development.

The Town shall reimburse the TOWN ADMINISTRATOR for reasonable expenses
incurred in connection with his attendance at professional management development
courses and/or seminars, including, but not limited to, tuition for one college level course
per semester at a college of the TOWN ADMINISTRATOR’S choice, subject to the prior
approval of the TOWN and subject to appropriation.

13. DUES AND SUBSCRIPTIONS DUES AND SUBSCRIPTIONS: The TOWN agrees
to budget an amount of $1,500.00 subject to appropriation, and to pay for the professional
dues and subscriptions of the TOWN ADMINISTRATOR, subject to the approval of the
TOWN, for his continuation and full participation in national, regional, state and local
associations and organizations necessary and desirable for his continued professional
growth and advancement, and for the good of the TOWN.

14. RESIGNATION-DISCIPLINE - REMOVAL - TERMINATION:
The Town may discipline the TOWN ADMINISTRATOR by oral reprimand, written
reprimand, suspension or removal. The TOWN ADMINISTRATOR shall not be
removed, suspended, reprimanded or otherwise disciplined in any way, except for just
cause and by a unanimous vote.

a) Reprimand or Suspension- The Town may serve an oral or written reprimand upon,
or suspend, the TOWN ADMINISTRATOR only for just cause.

b) Removal- The Town may remove the TOWN ADMINISTRATOR for just cause by
a unanimous vote of the members of the Board after a hearing. The TOWN
ADMINISTRATOR shall have the option of choosing whether or not any such
hearing shall be closed to the public or held as an open or public hearing. A vote of
removal may be appealed by the TOWN ADMINISTRATOR to the American
Arbitration Association and such vote of removal shall not be deemed final until the
decision of the arbitrator. The TOWN ADMINISTRATOR shall be placed on paid
administrative leave with no loss in pay or benefits under this contract until his
appeal is exhausted. If an arbitrator cannot be agreed upon, the parties will both
submit the matter to the American Arbitration Association for selection in
accordance with its procedures. The cost of any arbitration shall be split equally
between the parties.
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The parties hereby agree that the decision of the Arbitrator shall be deemed final and
binding upon the parties and that the partics may only appeal the arbitrator’s decision
to the Superior Court of the Commonwealth of Massachusetts on a point of law,

¢} Inany disciplinary action brought against him, the TOWN ADMINISTRATOR
shall have the right to be represented by counsel at his own expense.

d) Inall phases of disciplinary action the TOWN ADMINISTRATOR shall be given
at least ten (10) business days prior written notice, which will include an
explanation of the action being contemplated, the just cause therefore, the date(s)
and time(s) of all alleged offenses or violations of the contract, and the date and time
of the hearing. After any hearing, the TOWN must make a written report of the
evidence presented and its findings of fact. No evidence may be relied upon which
was not produced, and allowed to be responded to, during the disciplinary process.

e¢)  Either party as provided below may terminate this Contract.

1) Mutual written agreement- signed by the TOWN and the TOWN
ADMINISTRATOR, upon such terms and conditions as may be acceptable to both
parties at the time of termination.

i) Non-Renewal- Unless the TOWN provides written notice to the TOWN
ADMINISTRATOR of a unanimous vote of its intention to not renew this contract
no less than twelve (12) months prior to the end of its initial or any extended terms
(“notice period™), this Contract shall automatically be extended on the then
applicable terms and conditions for an additional term.

The parties mutually agree that terms and conditions of this or any successor
contract shall remain in full force and effect during any subsequent negotiations
unless and until changes, if any, are agreed upon, are reduced to writin ¢ and
executed by the parties. The parties may mutually agree to negotiate any terms and
conditions of this Contract at any time.

iii) In the event the TOWN ADMINISTRATOR'S contract is not renewed or
in the event TOWN ADMINISTRATOR elects to resign following a formal
suggestion by the TOWN that he resign, before the expiration of the then applicable
term of employment the TOWN agrees to pay the TOWN ADMINISTRATOR a
lump sum severance payment equal to twelve (12) months’ salary and benefits.

iv) In the event the TOWN ADMINISTRATOR intends to resign voluntarily
before the natural expiration of any term of employment, then the TOWN
ADMINISTRATOR shall give the TOWN thirty (30) days written notice in
advance, unless the parties otherwise agree in writing. Provided such notice is
given or the parties otherwise agree in writing, the TOWN ADMINISTRATOR will
be entitled to receive pay for any accrued but unused vacation leave.
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v) Upon resignation in good standing or retirement, the TOWN
ADMINISTRATOR shall receive severance pay equal to one week for each year of
service up to a maximum of twelve (12) weeks to be paid as a lump sum cash
payment within thirty (30) days of the date of resignation or retirement.

The Town recognizes its obligation to provide the TOWN ADMINISTRATOR with
periodic performance evaluations. Each year, on or before December 31, the BOARD
shall review and evaluate the performance of the TOWN ADMINISTRATOR utilizing
an evaluation instrument to be developed and approved by the parties, all in conformance
with the Public Records and Open Meeting Law, Performance shall be presumed
satisfactory if no evaluation is conducted.

15. RESIDENCY: The TOWN ADMINISTRATOR need not be a resident of Townsend to
hold this position.

16. GENERAL PROVISIONS:

a) The TOWN agrees that it shall not at any time during the term of this Contract
reduce the salary, compensation or other benefits of the TOWN ADMINISTRATOR,
except to the extent that such reduction is evenly applied across-the-board for all
employees of the TOWN.

b)  This writing constitutes the complete agreement of the parties as of the date of
execution, and any supplemental or additional agreement or amendment to this
Contract shall be effective only if in writing and signed by the TOWN and the
TOWN ADMINISTRATOR.

¢) Ifany provision of this contract or any portion thereof is held unconstitutional,
invalid, or unenforceable, the remainder of this Contract shall not be atfected and
shall remain in full force and effect.

d)  For any clause of this contract which provides that a certain benefit to the TOWN
ADMINISTRATOR shall be subject to appropriation, the TOWN understands and
acknowledges that it shall be responsible to budget and support any such
appropriation at any and all town meetings.

e) Goveming Law: This Agreement shall be governed by and construed in
accordance with the Charter of the Town of Townsend and the laws of the
Commonwealth of Massachusetts.

f) A failure to appropriate an amount sufficient to fund all of the provisions of this
contract shall be deemed to be a breach of contract and shall obligate the TOWN to
pay the severance provision detailed in Section 14 e) iii) above or the cash value of
the salary and benefits of the balance of the contract, whichever is greater.
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FOR THE TOWN OF TOWNSEND
By: Its Board of Selectmen:
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Office of the
BOARD OF SELECTMEN
272 Main Street Townsend, Massachusetts 01469

Sue Lisio, Chairman Cindy King, Vice-Chairman Wayne Miller, Clerk
James M. Kreidler, Jr., Office  (978) 597-1701
Town Administrator Fax (978) 597-1719

POLICY #9-2018

BOARD OF SELECTMEN

Purpose: To Facilitate Responsible Use of Social Media
Policy: Social Media

L INTRODUCTION

The Town of Townsend permits departments to utilize social media sites and social networking sites
(collectively “social media sites”) to further enhance communications with its residents and various
stakeholders in support of town goals and objectives. Townsend officials and departments have the
ability to publish articles, facilitate discussions and communicate information through such media
to conduct official town business. Social media sites facilitate further discussion of town government
business, operations and services by providing members of the public the opportunity to participate
in many ways using the Internet.

This policy sets forth general guidelines that must be adhered to with respect to utilization of social
media sites for official town purposes. Questions regarding this Policy should be directed to the
Town Administrator. These guidelines may be supplemented by more specific administrative
procedures and rules as may be issued. Furthermore, this Policy may be amended from time to time,
and is meant to be read in conjunction with all other applicable policies and procedures of the Town
of Townsend.

1L DEFINITIONS

I “Social media sites” and “social networking sites” refer to websites that facilitate user
participation, networking, and collaboration through the submission of user generated content.
Social media in general includes tools such as: blogs, wikis, microblogging sites, such as Twitter;
social networking sites, such as Facebook and LinkedIn; video sharing sites, such as YouTube; and
bookmarking sites.



2. A “social media identity” is a specific user identity or account that has been registered on a third
party social media site.

3. A “blog” (an abridgement of the term web log) is a town of Townsend website with regular entries
of commentary, descriptions of events, or other material such as graphics or video.

4. A “moderator” is an authorized town of Townsend official (appointed or elected) or employee,
who reviews, authorizes and allows content submitted by the town officials, employees and public
commentators to be posted to a town of Townsend social media site or sites.

111. POLICY
1. All town social media sites shall be:

a) approved by the Town Administrator; and
b) published using social media platform and tools approved by the Information Technology
Department (“IT”).

2. The official posting for the town will be done by the official or employee designated by the Town
Administrator.

3. With the prior approval of the Town Administrator, departments have the option of allowing
employees to participaté in existing social media sites asvpart of their job duties, or allowing
employees to create social mediasites as part of their job duties. Department Heads may allow or
disallow employee participation in any social media activities in their departments.

4. All town social media sites sha’lj adhere to applié‘able state, federal and local laws, regulations and
policies including the Public Records Law, Public Records retention schedules, Open Meeting Law,
Copyright Law and other applicable town policies..

5. Public Records Law and e-discovery laws and policies apply to social media content. Accordingly,
such content must be able to be managed, stored and retrieved to comply with these laws.
Furthermore, once such content is posted on a social media site, it should stay posted, unless it is
removed for one of the reasons set forth below in paragraph Numbers 10 or 11, or it is changed to
fix spelling or grammar errors.

6. All social media sites and entries shall clearly indicate that any content posted or submitted is
subject to public disclosure.

7. Each town social media site shall include an introductory statement which clearly specifies the
purpose and topical scope of the blog and social media/network site. Where possible, social media
sites should link back to the official town of Townsend Internet website for forms, documents and
other information.



8. Each [City/Town] social media site shall indicate to users that the site is subject to a third party’s
website Terms of Service. Furthermore, each [City/Town] social media site shall indicate that: the
social media site provider could collect personal information through user’s use of the social media
site; and that this personal information may be disseminated by the third party; and that such
dissemination may not be governed or limited by any state, federal or local law or policy applicable

to the [City/Town].

9. All social media sites shall clearly indicate they are maintained by the [City/Town] of
and shall have the [City/Town] of contact information prominently

displayed.

10. The [City/Town] reserves the right to restrict or remove any content that is deemed in violation
of this policy or any applicable law.

1. [City/Town] social media content and comments containing any of the following forms of
content shall not be allowed for posting:

a) Comments or content not topically related to the particular site or blog article being commented
upon;

b) Profane, obscene, or vulgar language or content;

¢) Comments or content that promotes, fosters or perpetuates discrimination on the basis of race, color,
gender, gender identity, national origin, religion, ancestry, age, sexual orientation, disability,
maternity leave, genetic information, or active military status;

d) Comments or content that is threatening or harassing;

e) Sexual comments, content, or links to sexual content;

f) Conduct or encouragement of illegal activity;

g) Information that may tend to compromise the safety or security of the public or public systems;
h) Content that violates a legal ownership interest of any other party;

i) Protected health information;

j) Personnel information; or

k) Other information that is not public record or is otherwise privileged from public disclosure.

12. All [City/Town] social media moderators shall be trained regarding the terms of this
policy, including their responsibilities to review content submitted for posting to ensure compliance
with the policy.

13. Where appropriate, [City/Town] IT security and/or computer use policies shall apply to all social
media sites and articles.

14. Officials (elected or appointed) and employees representing the [City/Town] via social media
sites must conduct themselves at all times as a representative of the [City/Town] and in accordance
with all applicable rules, regulations, and policies (including personnel policies) of the [City/Town]
of __. See Section 1V, Employee Guidelines for Use of Social Media Sites.




15. No [City/Town] or department social media site can endorse or otherwise cite (either with
approval or disapproval) vendors, suppliers, clients, citizens, co-workers or other stakeholders.

16. Employees found in violation of this policy may be subject to disciplinary action, up to and
including termination of employment.

V. employee GUIDELINES for use of social media sites

1. Electronic Communications and Computer Usage Policy. All employees are responsible for
understanding and following the [City/Town]'s Electronic Communications and Computer Usage
Policy, in addition to this Policy.

2. First Amendment Protected Speech. Although the [City/Town] can moderate the social media
sites that accept comments from the public (such as blogs and wikis) to restrict speech that is obscene,
threatening, discriminatory, harassing, or off topic, employees cannot use the moderation function
to restrict speech with which the [City/Town] merely disagrees (i.c. subject matter restrictions).
Users have some First Amendment rights in posting content to public social media sites hosted by
municipalities. Moderators must respect those rights by posting all comments other than those
excluded for specific legitimate reasons, as referenced above.

3. Copyright Law. Employees must abide by laws governing copyright and fair use of copyrighted
material owned by others. Never reprint whole articles or publications without first receiving written
permission from the publication owner. Never quote an excerpt of someone else’s work without
acknowledging the source, and, if possible, provide a link to the original.

4. Conflict of Interest Employees are prohibited from using social media to engage in any activity that
constitutes a conflict of interest for the Town or any of its employees, as defined by G.L. c. 268A.

5 Protect Confidential Information. Never post legally protected personal information that
you have obtained from the [City/Town] (e.g., information that is not public record under the Public
Records Law, G.L. c.66, §10 and G.L. c. 4, §7(26), or whose dissemination is restricted under
applicable Federal or State privacy laws or regulations). Ask permission to publish or report on
conversations that occur within the [City/Town]. Never post information about policies or plans
that have not been finalized by the [City/Town], unless you have received explicit permission from
your supervisor to post draft policies or plans on the department’s social media sites for public
comment.

6. Consider Your Content. As informal as social media sites are meant to be, if they are on a
government domain or a government identity, they are official government communications. Social
media sites will be sought out by mainstream media - so a great deal of thought needs to go into
how you will use the social media in a way that benefits both the [City/Town] and the public.
Employees should not comment about rumors, political disputes, or personnel issues, for example.
7. Handling Negative Comments. Because the purpose of many social media sites, particularly
department blogs and wikis, is to get feedback from the public, you should expect that some of the
feedback you receive will be negative. Some effective ways to respond to negative comments include:



a) Providing accurate information in the spirit of being helpful;
b) Respectfully disagreeing; and
c) Acknowledging that it is possible to hold different points of view.
8. Respect Your Audience and Your Coworkers. Do not use ethnic slurs, personal insults,
obscenity, or engage in any conduct that would not be acceptable in your department’s workplace.
Do not be afraid to be yourself, but do so respectfully. This includes not only the obvious (no ethnic
slurs, personal insults, obscenity, threats of violence, etc.) but also proper consideration of privacy
and of topics that may be considered objectionable or inflaimmatory—such as party politics and
religion. Do not use your department’s social media presence to communicate among fellow
[City/Town] employees. Do not air your differences with your fellow [City/Town] employees on
your department’s social media’s sites.
9. Use the Social Media Site or Identity Only to Contribute to your Department’s Mission. When
you contribute to your department’s social media site or identity, provide worthwhile information
and perspective that contribute to your department’s mission of serving the public. What you
publish will reflect on the [City/Town]. Social media sites and identities should be used in a way
that contributes to the [City/Town]’s mission by:

a) Helping you and your co-workers perform their jobs better;

b) Informing citizens about government services and how to access them;

¢) Making the operations of your department transparent and accessible to the public;
d) Creating a forum for the receipt of candid comments from residents about how government can
be improved; and
e) Encouraging civic engagement.

10. Mistakes. The [City/Town] policy is that once something is posted, it should stay posted. Only
spelling errors or grammar fixes should be made without making the change evident to users. If you
choose to modify an earlier post, make it clear that you have done so—do not remove or delete the
incorrect content; provide the correct information and apologize for the error. Ways to accomplish
this include:

a) Strike through the error and correct; or
b) Create a new post with the correct information, and link to it from the post you need to correct
or clarify.

Either method is acceptable. In order for the social media identity or site to achieve transparency,
the [City/Town] cannot change content that has already been published without making the changes
clearly evident to users.

11. Media Inquiries. [City/Town] or department social media identities or sites may lead to
increased inquiries from the media. If you are contacted directly by a reporter, you should refer

media questions to linsert title of appropriate officiall.

12. Personal Comments. Make it clear when you are speaking for yourself as a resident or
stakeholder, and not on behalf of the [City/Town] of ___. If you publish content
on any website of the [City/Town] and it has something to do with the work you do or subjects




associated with the [City/Town), use a disclaimer such as this: “The postings on this site are my own
and don’t necessarily represent the [City/Town’s| positions or opinions.”

13. Employee or Official Profile. If you identify yourself as a [City/Town] employee or official,
ensure your profile and related content is consistent with how you wish to present yourself to
colleagues, residents and other stakeholders.

14. Defamation. Be aware that employees acting in their individual capacity (not on behalf of the
[City/Town] are not immune from defamation claims. Under Massachusetts law, defamation is
established by showing that the defendant published a false, non-privileged statement about the
plaintiff to a third party that either caused the plaintiff economic loss or was of the type that is
actionable without proof of economic loss. Some statements, like imputation of a crime, are
defamatory per se. Avoid statements that may be interpreted as defamatory.

15. Records Retention. Social media sites will contain communications sent to or received by
[City/Town] officials and employees, and are therefore Public Records. Ensure that the [City/Town]
or department retains a copy of the social media content in accordance with Public Records
Retention Schedules. Review the third party social media service provider’s terms of service for its
record retention practices. Note that while third party social media providers will most likely save
your content for some period of time, they generally will not save it indefinitely. To the extent their
policies are inconsistent with Public Records Retention Schedules, the [City/Town] or department
should retain copies of social media posts such as by printing or otherwise storing periodic
“snapshots” of the social media sites.

16. Open Meeting Law. Be aware of the Open Meeting Law and possible violations for improper
deliberations outside of a posted meeting. A series of individual postings on a social media site
cumulatively may convey the position of a quorum of a governmental body regarding a subject within
its jurisdiction, and may constitute improper deliberation among the members of a board or
committee.
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SOCIAL MEDIA POLICY

This acknowledges that I have received and reviewed the Social Media Policy, with attachments, of
the [City/Town] of o (“Policy”). By signing this form, I agree to abide by the
Policy and any Guidelines promulgated thereunder, and [ agree to review periodically any changes
or modifications. 1 recognize that the law and associated Policy regarding use of Social Media are
continually evolving. Therefore, I understand that my regular review of this Policy, as it may be

amended, is required.

Print Name: B

Signature:_

To be included in employee’s personnel file.

This policy shall serve to codify the processes by which the Board will negotiate, review, execute and
administer PSC’s for town employees that are allowed by Massachusetts General Law to have

PSCA’s.

1. All PSCA’s negotiated by the Board shall undergo a written review by town labor counsel
prior to final vote of approval.

2. All PSCA renewal/nonrenewal/renegotiation dates shall be tracked by the Town
Administrator and provided to the Board in time sufficient for the Board to consider its
intentions.

ADOPTED BY THE BOARD OF SELECTMEN ON 5 2018,

Sue Lisio, Chairman

Cindy King, Vice-Chair

WayneMiller, Clerk
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The Open Meeting Law and Social Media — Potential Pitfalls

The Open Meeting Law (OML) prohibits a quorum of a public body from deliberating outside of a properly
posted public meeting about matters within the jurisdiction of that body . When the OML was revised in
2010, “deliberation” was expressly defined to include exchanges by email. There is ample precedent from
the Attorney General's Division of Open Government (“Division”) that a violation of the OML occurs when a
quorum emails about official business. It is less clear, however, how the OML applies to social media, such as
Facebook, Twitter or Instagram, where communication is typically less direct. In fact, there are an ever
increasing number of social media formats that leave a record of written posts or other communications that
could lead to OML violations. While there is no clear answer, members of multiple member bodies should
approach the issue proactively, exercising caution to avoid social media exchanges that could resultin a
written exchange between a quorum of members in violation of the OML.

The Division found a violation of the OML when one board member sent an email to the other members
expressing her opinion on a matter within the jurisdiction of that board, even though none of the other
members responded. See OML 2012-93. In that case, the Division concluded that a single member had
violated the OML by sharing her opinion with a quorum outside of a posted meeting. Trying to anticipate
how this ruling would apply to exchanges on social media, consider the result if a board member posts a
comment on her Facebook page concerning a pending application for a permit, and a majority of her fellow
board members are Facebook “friends”. Is the fact that a quorum may have read the post enough to violate
the OML? In the only formal determination concerning a Facebook post, the Division found no violation
when a board of selectmen chairman posted an opinion on a matter before the board on his Facebook page,
but the Division also specifically noted that the other Selectmen did not follow the chairman on Facebook.
See OML 2013-27. This holding suggests that the Division could have found a violation if the other board
members had access to each other’s Facebook pages, and that such a finding would have been even more
likely if the other members posted comments in response to the original post.

Community social media platforms are often a constructive means for residents to exchange opinions and
share ideas, and elected or appointed municipal board members may wish to similarly share their expertise,
insight, and opinions. The Division recognizes that certain action taken by members of a multiple-member
body may be “political’ in nature, and has concluded that discussions between members of a public body may
not violate the OML if they relate to a political statement. See OML 2012-10. However, the Division cautions
that members of a board or committee must be “conscious, when formulating such statements, of the need to
limit discussion to the political statement and avoid discussing matters that are within the public body's
jurisdiction”. The repercussions for making a mistake in this regard are potentially severe, ranging from an
order that all posts be made part of a meeting record, to invalidating a vote or decision made by a board, or
even imposing a fine for repeat offenses.

THE LEADER IN PUBLIC SECTOR LAW
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While the Division has not yet issued much formal specific guidance on this topic, here are some issues
members of a public body should consider when using social media:

1. The safest course is to avoid “friending” or “following” members of your board or committee, and
further to refrain from commenting on “friends of friends” posts on other members’ pages or sites as
to any matter within the jurisdiction of your board or committee.

2. Ifyou do choose to “friend” or “follow” other members, avoid posting with respect to applications,
hearings or other specific matters that are pending or likely to be pending before your board. Note
that in addition to avoiding OML issues, this proactive approach will also protect the public body
from a charge that the body has violated the due process rights of the applicant.

3. Ifyou do choose to post concerning municipal matters, such posts should be made ina broad fashion
so as to address the remarks to the public, i.e., all followers or “friends”, rather than targeting just
fellow board members. We anticipate that the Division would look to whether the member’s
comments were intended to reach the quorum, similar to an email addressed to a quorum, as
opposed to reaching everyone with access to the social media site. In other words, while simply
posting a comment may not violate the OML, even if a quorum of board members are “friends”,
calling them out in the post, and/or sending a direct message, would be likely to do so.

4. Ifyou see a post from a fellow board member on a specific pending matter, do not write a comment
or reply in any way. If needed, you may request that the chair include the topic on the notice for a
properly posted meeting.

5. Comments made to a closed listserve format, where the member is presumably aware that their
fellow board members will “receive” the comments, if challenged, would likely pose a significant risk
of a violation for improper deliberation.

In summary, members of boards and committees do not cede all of their first amendment rights when they
take office. However, great caution should be exercised when using any social media platform to discuss
matters within a board member’s official jurisdiction, particularly if the board member is “connected” with a
quorum of members of their multiple-member body. Such “discussions” occurring in the context of a public
hearing or other quasi-judicial process may also create a very real risk of due process claims. Finally, if
social-media statements are made by elected or appointed officials concerning municipal matters, ensure
that it is clear such statements are made in the political context, such as using a “campaign” page or the like.

Please contact Attorney Brian W. Riley (briley@k-plaw.com) or any member of the firm’s Government Access
and Information Group at 617.556.0007 with further questions on the Open Meeting Law and social media.

Disclaimer: This information is provided as a service by KP Law, P.C. This information is general in nature and does not, and is not intended to, constitute
legal advice. Neither the provision nor receipt of this information creates an attorney-client relationship with KP Law, P.C. Whether to take any action based
upon the information contained herein should be determined only after consultation with legal counsel.

THE LEADER IN PUBLIC SECTOR LAW
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SAMPLE SOCIAL MEDIA POLICY

I INTRODUCTION

The [City/Town] of permits departments to utilize social media sites and social
networking sites (collectively “social media sites™) to further enhance communications with its
residents and various stakeholders in support of [City/Town] goals and objectives. [City/Town]
officials and [City/Town] departments have the ability to publish articles, facilitate discussions
and communicate information through such media to conduct official [City/Town] business.
Social media sites facilitate further discussion of [City/Town] government business, operations
and services by providing members of the public the opportunity to participate in many ways
using the Internet.

This policy sets forth general guidelines that must be adhered to with respect to utilization of
social media sites for official [City/Town] purposes. Questions regarding this Policy should be
directed to [insert title of appropriate official]. These guidelines may be
supplemented by more specific administrative procedures and rules as may be issued.
Furthermore, this Policy may be amended from time to time, and is meant to be read in
conjunction with all other applicable policies and procedures of the [City/Town] of

II. DEFINITIONS

1. “Social media sites” and “social networking sites” refer to websites that facilitate user
participation, networking, and collaboration through the submission of user generated content.
Social media in general includes tools such as: blogs, wikis, microblogging sites, such as
Twitter; social networking sites, such as Facebook and LinkedIn; video sharing sites, such as
YouTube; and bookmarking sites such as Del.icio.us.

2. A “social media identity” is a specific user identity or account that has been registered on a
third party social media site.

3. A “blog” (an abridgement of the term web log) is a [City/Town] of website
with regular entries of commentary, descriptions of events, or other material such as graphics or
video.

4. A “moderator” is an authorized [City/Town] of official (appointed or
elected) or employee, who reviews, authorizes and allows content submitted by the [City/T: own]
officials, employees and public commentators to be posted to a [City/Town] of
social media site or sites.

III.  POLICY
1. All [City/Town] social media sites shall be:

a) approved by [insert title of appropriate official]; and
b) published using social media platform and tools approved by the Information
Technology Department (“IT”).

© 2014 Kopelman and Paige, P.C. - All Rights Reserved



2. The official posting for the [City/Town] will be done by [insert title of
appropriate official] or their designee.

3. Departments have the option of allowing employees to participate in existing social media
sites as part of their job duties, or allowing employees to create social media sites as part of their
job duties. Department Heads may allow or disallow employee participation in any social media
activities in their departments.

4. All [City/Town] social media sites shall adhere to applicable state, federal and local laws,
regulations and policies including the Public Records Law, Public Records retention schedules,
Open Meeting Law, Copyright Law and other applicable [City/Town] policies.

5. Public Records Law and e-discovery laws and policies apply to social media content.
Accordingly, such content must be able to be managed, stored and retrieved to comply with these
laws. Furthermore, once such content is posted on a social media site, it should stay posted,
unless it is removed for one of the reasons set forth below in paragraph Numbers 10 or 11, or it is
changed to fix spelling or grammar errors.

6. All social media sites and entries shall clearly indicate that any content posted or submitted is
subject to public disclosure.

7. Each [City/Town] social media site shall include an introductory statement which clearly
specifies the purpose and topical scope of the blog and social media/network site. Where
possible, social media sites should link back to the official [City/Town] of
Internet site for forms, documents and other information.

8. Each [City/Town] social media site shall indicate to users that the site is subject to a third
party’s website Terms of Service. Furthermore, each [City/Town] social media site shall
indicate that: the social media site provider could collect personal information through user’s
use of the social media site; and that this personal information may be disseminated by the third
party; and that such dissemination may not be governed or limited by any state, federal or local
law or policy applicable to the [City/Town].

9. All social media sites shall clearly indicate they are maintained by the [City/Town] of
and shall have the [City/Town] of contact information
prominently displayed.

10. The [City/Town] reserves the right to restrict or remove any content that is deemed in
violation of this policy or any applicable law.

11. [City/Town] social media content and comments containing any of the following forms of
content shall not be allowed for posting:

a) Comments or content not topically related to the particular site or blog article being
commented upon;
b) Profane, obscene, or vulgar language or content;



¢) Comments or content that promotes, fosters or perpetuates discrimination on the basis
of race, color, gender, gender identity, national origin, religion, ancestry, age, sexual
orientation, disability, maternity leave, genetic information, or active military status;

d) Comments or content that is threatening or harassing;

e) Sexual comments, content, or links to sexual content;

f) Conduct or encouragement of illegal activity;

g) Information that may tend to compromise the safety or security of the public or public
systems;

h) Content that violates a legal ownership interest of any other party;

i) Protected health information;

J) Personnel information; or

k) Other information that is not public record or is otherwise privileged from public
disclosure.

12. All [City/Town] social media moderators shall be trained regarding the terms of this
policy, including their responsibilities to review content submitted for posting to ensure
compliance with the policy.

13. Where appropriate, [City/Town] IT security and/or computer use policies shall apply to all
social media sites and articles.

14. Officials (elected or appointed) and employees representing the [City/Town] via social
media sites must conduct themselves at all times as a representative of the [City/Town] and in
accordance with all applicable rules, regulations, and policies (including personnel policies) of
the [City/Town] of . See Section IV, Employee Guidelines for Use of Social
Media Sites.

15. No [City/Town] or department social media site can endorse or otherwise cite (either with
approval or disapproval) vendors, suppliers, clients, citizens, co-workers or other stakeholders.

16. Employees found in violation of this policy may be subject to disciplinary action, up to and
including termination of employment.

IV.  EMPLOYEE GUIDELINES FOR USE OF SOCIAL MEDIA SITES

1. Electronic Communications and Computer Usage Policy. All employees are responsible
for understanding and following the [City/Town]'s Electronic Communications and Computer
Usage Policy, in addition to this Policy.

2. First Amendment Protected Speech. Although the [City/Town] can moderate the social
media sites that accept comments from the public (such as blogs and wikis) to restrict speech that
is obscene, threatening, discriminatory, harassing, or off topic, employees cannot use the
moderation function to restrict speech with which the [City/Town] merely disagrees (i.e. subject
matter restrictions). Users have some First Amendment rights in posting content to public social
media sites hosted by municipalities. Moderators must respect those rights by posting all
comments other than those excluded for specific legitimate reasons, as referenced above.



3. Copyright Law. Employees must abide by laws governing copyright and fair use of
copyrighted material owned by others. Never reprint whole articles or publications without first
receiving written permission from the publication owner. Never quote ar excerpt of someone
else’s work without acknowledging the source, and, if possible, provide a link to the original.

4. Conflict of Interest. Employees are prohibited from using social media to engage in any
activity that constitutes a conflict of interest for the Town or any of its employees, as defined
by G.L. c. 268A.

5. Protect Confidential Information. Never post legally protected personal information that
you have obtained from the [City/Town] (e.g., information that is not public record under the
Public Records Law, G.L. ¢.66, §10 and G.L. c. 4, §7(26), or whose dissemination is restricted
under applicable Federal or State privacy laws or regulations). Ask permission to publish or
report on conversations that occur within the [City/Town]. Never post information about
policies or plans that have not been finalized by the [City/Town], unless you have received
explicit permission from your supervisor to post draft policies or plans on the department’s social
media sites for public comment.

6. Consider Your Content. As informal as social media sites are meant to be, if they are on a
government domain or a government identity, they are official government communications.
Social media sites will be sought out by mainstream media — so a great deal of thought needs to
go into how you will use the social media in a way that benefits both the [City/Town] and the
public. Employees should not comment about rumors, political disputes, or personnel issues, for
example.

7. Handling Negative Comments. Because the purpose of many social media sites,
particularly department blogs and wikis, is to get feedback from the public, you should expect
that some of the feedback you receive will be negative. Some effective ways to respond to
negative comments include:

a) Providing accurate information in the spirit of being helpful;
b) Respectfully disagreeing; and
¢) Acknowledging that it is possible to hold different points of view.

8. Respect Your Audience and Your Coworkers. Do not use ethnic slurs, personal insults,
obscenity, or engage in any conduct that would not be acceptable in your department’s
workplace. Do not be afraid to be yourself, but do so respectfully. This includes not only the
obvious (no ethnic slurs, personal insults, obscenity, threats of violence, etc.) but also proper
consideration of privacy and of topics that may be considered objectionable or inflammatory—
such as party politics and religion. Do not use your department’s social media presence to
communicate among fellow [City/Town] employees. Do not air your differences with your
fellow [City/Town] employees on your department’s social media’s sites.

9. Use the Social Media Site or Identity Only to Contribute to your Department’s Mission.
When you contribute to your department’s social media site or identity, provide worthwhile
information and perspective that contribute to your department’s mission of serving the public.
What you publish will reflect on the [City/Town]. Social media sites and identities should be
used in a way that contributes to the [City/Town]’s mission by:

4



a) Helping you and your co-workers perform their jobs better;

b) Informing citizens about government services and how to access them;

c) Making the operations of your department transparent and accessible to the public;
d) Creating a forum for the receipt of candid comments from residents about how
government can be improved; and

e) Encouraging civic engagement.

10. Mistakes. The [City/Town] policy is that once something is posted, it should stay posted.
Only spelling errors or grammar fixes should be made without making the change evident to
users. If you choose to modify an earlier post, make it clear that you have done so—do not
remove or delete the incorrect content; provide the correct information and apologize for the
error. Ways to accomplish this include:

a) Strike through the error and correct; or
b) Create a new post with the correct information, and link to it from the post you need to
correct or clarify.

Either method is acceptable. In order for the social media identity or site to achieve
transparency, the [City/Town] cannot change content that has already been published without
making the changes clearly evident to users.

11. Media Inquiries. [City/Town] or department social media identities or sites may lead to
increased inquiries from the media. If you are contacted directly by a reporter, you should refer
media questions to [insert title of appropriate official].

12. Personal Comments. Make it clear when you are speaking for yourself as a resident or
stakeholder, and not on behalf of the [City/Town] of . If you publish
content on any website of the [City/Town] and it has something to do with the work you do or
subjects associated with the [City/Town], use a disclaimer such as this: “The postings on this site
are my own and don’t necessarily represent the [City/Town’s] positions or opinions.”

13. Employee or Official Profile. If you identify yourself as a [City/Town] employee or
official, ensure your profile and related content is consistent with how you wish to present
yourself to colleagues, residents and other stakeholders.

14. Defamation. Be aware that employees acting in their individual capacity (not on behalf of
the [City/Town] are not immune from defamation claims. Under Massachusetts law, defamation
is established by showing that the defendant published a false, non-privileged statement about
the plaintiff to a third party that either caused the plaintiff economic loss or was of the type that
is actionable without proof of economic loss. Some statements, like imputation of a crime, are
defamatory per se. Avoid statements that may be interpreted as defamatory.

15. Records Retention. Social media sites will contain communications sent to or received by
[City/Town] officials and employees, and are therefore Public Records. Ensure that the
[City/Town] or department retains a copy of the social media content in accordance with Public
Records Retention Schedules. Review the third party social media service provider’s terms of
service for its record retention practices. Note that while third party social media providers will



most likely save your content for some period of time, they generally will not save it indefinitely.
To the extent their policies are inconsistent with Public Records Retention Schedules, the
[City/Town] or department should retain copies of social media posts such as by printing or
otherwise storing periodic “snapshots” of the social media sites.

16. Open Meeting Law. Be aware of the Open Meeting Law and possible violations for
improper deliberations outside of a posted meeting. A series of individual postings on a social
media site cumulatively may convey the position of a quorum of a governmental body regarding
a subject within its jurisdiction, and may constitute improper deliberation among the members of
a board or committee.
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SOCIAL MEDIA POLICY

This acknowledges that I have received and reviewed the Social Media Policy,
with attachments, of the [City/Town] of (“Policy”). By signing this
form, I agree to abide by the Policy and any Guidelines promulgated thereunder, and I
agree to review periodically any changes or modifications. I recognize that the law and
associated Policy regarding use of Social Media are continually evolving. Therefore, I
understand that my regular review of this Policy, as it may be amended, is required.

Print Name:

Signature:

Date:

To be included in employee’s personnel file.
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_DISCLAIMER _

This information is provided as a service by KP
LAW, P.C. This information is general in nature
and does not, and is not intended to, constitute
legal advice. Neither the provision nor receipt of
this information creates an attorney-client
relationship between the presenter(s) and the
recipient. You are advised not to take, or to
refrain from taking, any action based on this
information without consulting your legal
counsel about the specific issue(s).
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- Facebook, Twitter, Instagram, etc. — which, if any,
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- Issues to consider:

- Terms of Service — are they consistent with needs of
municipality? Records retention issues?

 Purpose for use of site? Communication? Information?
Advocacy?
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What To Think About Before Jumping Into
ocial.Media, Cont. —Municipal Sites,

- Adopt a social media policy

- Develop a policy that will set forth clear expectations and guidelines
for the use of social media by employees in their official capacities

- Interplay with municipality’s regulation of use and public employees’
rights under First Amendment and collective bargaining issues

- Draft policy can be found here: http://www.k-
plaw.com/pdf/Sample%20social%20media%20policy.pdf

Lauren is quoted here: http://quincy.wickedlocal.com/news/20170416/social-
media-presents-opportunities-challenges-for-massachusetts-communities

- Releases

- Consider requiring releases before posting pictures on social media

. KP LAW
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What To Think About Before Jumping Into
SocialMedia, Cont.—.Municipal . Sites ..

Consider adoption by municipality of Communication Plan
establishing general rules for use of social media by officials and
employees— see the plan adopted by the Town of Garner, NC
here: http://www.garnernc.gov/home/showdocument?id=4649

KP LAW




What To Think >_oo_= Before ._:3_9:@ Into

. . : For example:
-  Determine social media P

administrators — only certain

people should have access to i.é%mﬁsé_ga__iss W
and be authorized to post on R .
municipal social media sites

- Provide training to social
media administrators

Administrators/moderators need to
have an understanding of the legal
considerations so that posts do
not run afoul of relevant laws and
the municipal policies

- Also important legal
considerations when reviewing
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What To Oo_._m_.o_mw Once z_::_o__om__q Has
ablished A . Social.Media,Presence.

- Public Records Law, G.L. c.66, §10
- Records retention
- Policy to retain copies of social media pages and posts
Do not post information that is not public record

- Open Meeting Law, G.L. c.30A, §§18-25

- Communications among a quorum of board members on social media
can constitute an open meeting law violation

»  Click here for a discussion of the OML and social media: http://www.k-
plaw.com/wp-content/uploads/2017/01/Open-Meeting-Law-and-Social-
Media-Potential-Pitfalls.pdf :

..m_..,w

- Copyright Law* FY

Fo
%

*All the clipart used in this
Powerpoint is free to use
commercially

KP LAW




- The First Amendment

- Cannot restrict comments by
private individuals based on the
content of the speech

- Can impose content-neutral
restrictions

- Risk of a defamation claim

What To Consider Once A Municipality Has
Established A Social Media Presence, cont.

KP LAW



Personal Cmmm!ﬂ Social Media — On the
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- Municipality may consider adopting an Acceptable Use
Policy
- Public use of internet/social media
« Personal use of internet/social media
- No right to privacy
- Consider stating in the Acceptable Use Policy and/or employee
handbook that employees have no right to privacy with the
municipality’s technology devices, information systems and electronic

communications, and all are subject to monitoring and inspection by
municipal administrators

KP LAW




Personal Use Of Social Media — Benefits

Timely Communication
Real-time information for constituents

Increased public participation, especially by those more likely to
use social media

Build support for projects or positions
Provide information about important meetings, events or initiatives

Communicate important information related to public health and
safety

KP LAW




Personal Use Of Social Media — Risks
- Beware - Violations of the Open Meeting Law

- Do not directly reference other Board members

- Do not “reply” to posts by other Board members

- Consider not “engaging” in posts where other Board members have
responded

. Beware - Violations of Dlu
¢ Do not participate in dis¢

before the Board P s S

- Taking a position before/a matter is heard can lead to claims of bias
-  Beware - Discrimination
- Americans with Disabilities Act

- Failure to provide “equal access” to government; not all people have
internet access

ers that are or may be pending

KP LAW



Personal Use !n Social Media — Practical

- If you will use social media, make sure to differentiate between
any “official site” you might use, and a “private” site, such as a
campaign site

- If you post on social media in your “personal” capacity, make sure
you so indicate |

- Use your municipal e-mail address rather than a private e-mail
address for “official business”

- Use social media in your “official capacity” for public
announcements, emergency alerts, event reminders

- DO NOT debate or discuss matters with members of the public if
such matters are or could be pending before the Board

KP LAW



Personal Use Of Social Media — Practical

Py __. L

.- Establish clear rules for constituents and post them on the page

. Monitor page for improper use by the public and ensure that
matters that could constitute violations of state and federal law are
deleted

. Consult with counsel if there are concerns about a particular
participant’s use of the page
- Consider building “new” page for project specific issues

. Consider asking municipality to build a page if matter becomes
too controversial or there are too many issues raised

. Remember that as a member of a multiple member body you
cannot “speak for” the body unless you are authorized by a
majority of the members to do so!!

KP LAW



CONTACT INFORMATION

Lauren F. Goldberg, Esq.

KP Law, P.C.

101 Arch Street, 12th Floor
Boston, MA 02110

(617) 556-0007

© 2016 KP LAw, P.C. | ALL RIGHTS RESERVED.
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BOARD OF SELECTMEN
272 Main Street Townsend, Massachusetts 014€

Sue Lisio, Chairman Cindy King, Vice-Chairman Wayne Miller, Clerk
James M. Kreidler, Jr., Office  (978) 597-1701
Touwn Administrator Fax (978) 597-1719
POLICY #9-2018

BOARD OF SELECTMEN

Purpose: To continue efforts to provide a positive and pleasant work environment

with clear expectations for all.
Policy: Code of Conduct Policy

1. PURPOSE:

A. In addition to the Personnel Policies, Collective Bargaining Agreements and
Departmental Policies, this policy should assist all employees with providing basic rules
for how to interact with each other, with residents, and vendors. This policy extends to
private conduct to the extent the law has additional requirements on public employees.
This policy should be not considered all-encompassing but rather a guideline for how
to act using reasonable judgment. Any employee who has difficulty meeting the
standards outlined in this policy will be given the opportunity to improve and
assistance in meeting the standards outlined within the policy.

B. Safety is a top priority. You are to use good judgement and caution while performing
your job functions. We expect harmony among employees. Any problems should be
reported to the Town Administrator.

C. Nothing is this policy limits or replaces other Town policies that address employee
conduct, such as the Harassment and Sexual Harassment policies, the Electronic
Communications and Computer Usage Policy, or any approved Town Collective
Bargaining Agreement or Contract. This policy applies to all fulltime, parttime,
seasonal and temporary employees in addition to volunteers working for the town of
Townsend.

1I. POLICY:



A. Attendance is an important part of your job; therefore, you shall report to work on time. It
places an unnecessary burden on coworkers and supervisors to cover for you if you are
tardy or absent. Excessive absences and tardiness cannot be tolerated and will be with
disciplinary action. If you are unable to report to work on any day, or if you are going to be
late, you shall notify your supervisor as soon as possible.

B. Fighting which includes physical violence as well excessive arguing, yelling, and/horseplay
will not be tolerated. This does not include reasonable and professional debates that
naturally occur as different solutions to problems effecting the organization arise and are
discussed. However, all employees should make efforts to respect the opinions of others
and to collaborate wherever possible.

C. The Town of Townsend will not tolerate workplace bullying, which is defined as
unreasonable or offensive actions in the workplace that impact the psychological or
physical health, safety, economic security productivity, or morale of an employee.. Some
examples of workplace bullying include but are limited to rudeness, discourteous verbal or
nonwverbal behaviors, reminding employees of mistake in a persistent and unprofessional
manner, excessive monitoring or spying, micromanaging, velling, spreading gossip,
profanity, hostile behavior and humiliating an employee.

D. Employees are expect to complete their assigned work in a timely manner and reduce
excessive personal distractions while work. Supervisors should make clear to employees
what is expected of them on a daily basis. Insubordination, sleeping on the job, and
intentional slow-downs at work will not be tolerated.

E. Acting in an obscene manner, abusive, threatening, or intimidating language or actions,
engaging in malicious, dangerous pranks or jokes is unprofessional. The Town of
Townsend employees are expected to treat each, residents, and visitors with respect at all
times.

F. Defacing or damaging Town property, altering or falsifying Town documents, or disclosing
confidential documents, materials, and information will not be tolerated and is subject to
discipline.

G. While driving a Town of Townsend vehicle, you shall remain seated at all times and use a
seatbelt. You must be at least 18 years of age to drive a Town owned vehicle and in
possession of a valid Driver’s License. The use of cell phones while driving in prohibited,
Smoking of any kind in prohibited in a Town Vehicle.

H. As an employee of the town of Townsend, you are expected not discriminate against, or
harass, anyone because of their religious creed, ancestry, national origin, sex, disability,
sexual orientation, age, color, race, gender identity and expression, veterans’ or military
status, genetic information, or any other category protected by Federal or State law.



Employees are expected to use reasonable judgement in dressing appropriately for a
workplace environment. This includes personal hygiene, grooming, and wearing clothing
that is appropriate for a business setting or employee’s role with the Town. Supervisors
should make expectations clear to their employees when it comes to appropriate work
attire.

III. ROLES AND RESPONSIBILITIES:

A.

All Townsend Municipal Employees are responsible for understand and adhering to all
town of Townsend policies and it is the responsibility of the employee to get clarification
on any part of this policy they do not understand.

Supervisors are responsible for ensuring that all employees are advised of and adhere to the

Code of Conduct Policy.

The above is not intended to be considered an exhaustive list of inappropriate behavior,
The town of Townsend retains complete discretion to administer discipline for behavior it
deems inappropriate, including but not limited to all of the above. It is our goal to make

ADOPTED BY THE BOARD OF SELECTMEN ON , 2018.

Sue Lisio, Chairman

Cindy King, Vice-Chair

Wayne Miller, Clerk






Currend PP

ARTICLE 9

9.STANDARDS OF CONDUCT

The Town of Townsend strives to create and maintain a positive work environment. The Town
stresses courteous and respectful behavior towards your fellow employees and the public. An
employee should have a responsible attitude. The following standards will assist in clarifying
differences in judgment. These standards simply outline general principles on which employees
are expected to base their behavior. The examples are not meant to be all-inclusive. In general,
employees can anticipate that actions harmful to another employee or to the Town are cause for
disciplinary procedures or possible dismissal. Employees are expected to respect the individual
rights and privacy of others.

Standards
Employees are expected to perform all duties assigned by their department head or
designee regardless of your title, unless deemed to be illegal or unethical.

If anyone is injured, notify the department head or designee immediately. All claims
must be reported to the Town Administrator and as applicable to the appropriate
Insurance Carrier. A Supervisor’s Report of Injury must be completed and submitted to
the Board of Selectmen’s office.

Property belonging to the Town, its customers, vendors or employees shall not be
defaced or damaged, nor shall Town equipment or property be used without authorization
or for personal matters.

Dress code Standards
The Town of Townsend has a recognized interest in promoting a favorable public image
by ensuring that its employees with customer contact are presentable and reflect positively
on the image of town government.

Violations of Standards
The following are considered violations of town policy for which disciplinary action,
such as immediate suspension and possible termination may occur:

Reporting to work under the influence of drugs or alcohol, possession or use of
alcohol or illegal drugs during working hours.

Fighting or any belligerent behavior or misconduct that endangers the life or
property of others.

Any security violation involving a willful intent to defraud (such as theft).

Possession of dangerous weapons.

Personnel Policies and Procedures
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Flagrant insubordination such as leaving a work location contrary to direct
instructions, refusal to do assigned tasks.

Conflict of Interest

The Massachusetts Conflict of Interest Law, Chapter 268A of the General Laws, prohibits public
employees from soliciting or accepting gratuities for or because of, their official duties. This law
prohibits certain activities, which could result in a conflict of interest or create the appearance of
a conflict of interest. If you have any questions, please contact the Town Administrator.
Pamphlets providing information on the Conflict of Interest statute are available from the
Treasurer, the Town Clerk and the Town Administrator.

Special Municipal Employees

Generally municipal employees are prohibited from holding more than one paid position or
contracting with the same city or town. However, special municipal employee status can be
assigned to certain municipal positions by vote of the Board of Selectmen. Several specific
municipal positions are automatically designated as “special” under the law. Employees are
eligible to be designated as a special municipal employee provided that:

The employee is not paid; or

The employee holds a part-time position that allows them to work at another job during
normal working hours; or

The employee was not paid by the town for more than 800 working hours (approximately
20 weeks full-time) during the preceding 365 days.

It is the municipal position that is designated as having special status, not the individual.
Therefore, all employees holding the same office or position must have the same classification as
special. Refer to State Ethics Commission Fact Sheet No. 4 entitled “Special Municipal
Employees”, copy of which is available from the Board of Selectmen’s office. An employee
needs further clarification on any issue you have regarding the Conflict of Interest Law, please
feel free to call the State Ethic’s Commission’s Legal Division at 617-727-0060.

Gifts & Contributions

Employees are prohibited from soliciting or accepting any gift, gratuity, favor, entertainment,
loan or any other item of substantial value ($50 or more) from anyone with whom they have or
are likely to have official dealings. Massachusetts Conflict of Interest Law Chapter 268A of the
General Laws addresses this issue in detail. The Town of Townsend takes this issue seriously.
Violators face potential prosecution under the law.

Release of Public Records or Disclosure of Confidential Information

The Town of Townsend has contact with many organizations including state, county and federal
governments, private businesses, news media and citizens. In many cases the Town is dealing
with issues that are of a confidential and sensitive nature. Employees must be cautious not to
disclose confidential or sensitive information which could lead to legal and financial
repercussions for the Town, poor public relations and/or bad employee morale.

Personnel Policies and Procedures






The Massachusetts Public Records Law provides that any person has the right of access to public
information. This right of access includes the right to inspect, copy or have copies of records
provided upon the payment of a reasonable fee. A guide to the Public Records Law is available
from the Office of the Town Clerk.

Personnel Policies and Procedures






GRADE: 8
FLSA: EXEMPT

EXECUTIVE ASSISTANT TO THE TOWN ADMINISTRATOR

ESSENTIAL FUNCTIONS

Provide administrative assistance to the Town Administrator. Work closely with the Town
Administrator to determine priority issues; review and react to initial options. Answer all routine
correspondence and keep the Town Administrator informed on issues that should be brought to
his/her attention. Produce documents and reports for the Town Administrator and Board of
Selectmen; schedule appointments and meetings and maintain the Town Administrator’s calendar;
establish and maintain department files; maintain office files and provide other related services as
required.

Assist in the preparation of Town Administrator’s and Board of Selectmen’s budgets; maintain
records related to departments’ budgets; process accounts payable; prepare purchase orders for
office supplies and equipment.

Coordinate preparations for Town Meeting and related warrants, articles, reports and motions.
Assist with preparation of the Town Administrator’s Recommended Budget, Capital Improvement
Program and Finance Committee Report. Place appropriate legal notices for public hearings;

arrange for posting of warrants.

Responsible for the preparation of the Town’s Annual Report; edit reports from department heads,
boards, committees and commissions and prepare a camera-ready final document for printing.

Assists the Town Administrator with executive business functions and daily office management.
Coordinates activities of the Town Administrator with others. Assists in administrative and budget
management, personnel activities to include distribution of performance evaluations to department
heads, office record keeping, and any official business of the Town.

Investigates and answers complaints or, if necessary refers to the Town Administrator or proper
department head. Provides information and assists Town Administrator on policy matters; offers
recommendations on all matters affecting office operations.

Handles special projects as assigned by Town Administrator.

Assists individual members of the Board of Selectmen.

Provides high-level clerical support to the Board of Selectmen, preparing agenda information and
gathering background files for action items; prepares all necessary correspondence and follow-up
actions resulting from Board meetings.

Addresses needs and questions as they arise in the absence of the Town Administrator.

Administers payroll and processes accounts payable invoices and prepares weekly vouchers.

Compares expenditures with appropriation amounts; identifies and refers issues to Town
Administrator.



GRADE: 8
FLSA: EXEMPT

Handles and refers department mail.
Explains procedures, regulations and/or polices based on knowledge of Town Government.

Oversees and administers the Town’s risk management and insurance programs to include Liability,
Property, Workers’ Compensation and Fleet. Reviews all insurance contracts and bills, handles all
workers’ compensation audits, claims management activities and communications in the absence of
Human Resources Manager.

Prepares and advises department heads on procurement issues, bid specifications and R.F.P.’s as
needed.

Plans, coordinates, and calendars meetings and events.

Administers procedures for licenses (i.e. alcoholic beverages, common victualler, special events etc.)
under jurisdiction of Board of Selectmen; reviews applications for completeness; schedules and
advertises hearings within the required deadline; prepares approvals for appropriate signatures and
issues approved licenses. Maintains records of all licenses issued by the Board mails renewal
reminders, receives fees and maintains accounting records.

Orders supplies for Town Administrator, Selectmen, Town Hall copy machines, and as needed for
committees and boards without clerical support. Maintains and responds to Town Hall contracts
(i.e. phones, copy machines); coordinates any repair requests with vendors.

PHYSICAL ENVIRONMENT

Work is performed in a municipal office setting, with frequent interruptions from the public and
other town employees. The employee operates standard office equipment. The employee is required
to stand, walk, sit, talk, listen and use hands to operate equipment. Regular lifting and carrying of
files, documents, records, etc. standardly not to exceed 25 pounds. Vision requirements include
the ability to read routine documents and view a computer monitor. Work intensity is variable with
petiods of extreme activity occurring several times a year. Normal office environment, not subject
to extremes in temperature, noise, odors, etc. May spend extended periods at a terminal, on the
telephone, or operating other office machines requiring eye-hand coordination and finger dexterity.
Regular lifting and carrying of files, documents, records, etc.

KNOWLEDGE, SKILLS AND ABILITIES
Knowledge:
e Knowledge of local and state government, Town Charter, pertinent local policies and
procedures and by-laws, departmental operations and practices, etc.

¢ Knowledge and understanding of the issues within the Town of Townsend, and the ability to
present information to others in a positive, discrete, and informative way.

e Comprehensive knowledge of municipal functions and office procedures, practices, forms
and equipment.

e Knowledge of state and local laws pertaining to various permits.



GRADE: 8

FLSA: EXEMPT

e Knowledge of Town Charter and bylaws, as well as other polices and current legislation
which may affect the Town operations.

* Knowledge of bidding procedures, requests for proposals, and central register filings as
required by procurement law.

¢ Knowledge of standard office procedures, practices, forms and equipment; superior
secretarial skills.

Skills:

e Skilled with excellent customer service and public relations.

e Skilled at multi-tasking and managing special projects that are assigned by the Town
Administrator,

e Skilled at an intermediate or expert level ability in word processing, publishing, spreadsheet
and website applications (1.e. MS Office, town website administration).

Abilities:

e Ability to work independently and with others to analyze complex issues to develop
recommendations for the Town Administrator and Board of Selectmen.

* Ability to exercise judgment and a high degree of tact and diplomacy in responding to and
resolving issues and problems on behalf of the Town Administrator.

¢  Ability to prepare routine to complex correspondence and reports utilizing all features of
Microsoft Office.

®  Ability to understand, learn, interpret and explain policies and procedures, and to apply such
guidelines appropriately to different situations.

e Ability to interact effectively and tactfully with a wide variety of individuals elected officials,
department/division heads, staff, union officers and the public.

e Ability to communicate clearly and concisely with others, both verbally and in writing.

e  Ability to prioritize multiple tasks and deal effectively with interruptions.

e Ability to perform detailed work accurately and efficiently within strict deadlines.

e Ability to recognize Town-wide priorities and work cooperatively to support their
accomplishment as part of the Town Administrator’s administrative/management team.

e Ability to plan, organize and direct the preparation of routine to complex correspondence
and reports.

e Ability to work mdependently.

e Ability to formulate recommendations.

® Ability to handle highly sensitive and/or political matters discreetly and confidentially.

® Ability to understand, learn, interpret, and explain policies and procedures.

e Ability to deal effectively and tactfully with citizens, town employees, town officials, business
and political leaders, and the news media.

e Ability to coordinate work with other departments.

e Ability to perform detailed work accurately and efficiently within strict deadlines.

EDUCATION AND EXPERIENCE

Education: Associates Degree in business or public administration or a related field or two (2) years
secretarial, para legal or business school; five (5) to seven (7) years of experience of related senior



GRADE: 8
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office management or municipal administrative experience; or an equivalent combination of
education and experience.

PROBLEM SOLVING

This position performs complex administrative, analytical and professional work in support of the
Town Administrator, and the Board of Selectmen through the Town Administrator. Manages and
coordinates the Town’s official executive business functions, including administrative and budget
management, record keeping, accounts payable, insurance programs and any official business of the
Town. Must be able to independently evaluate new information or circumstances, synthesize this
information, evaluate alternative outcomes, apply and direct the cotrect response.

PHYSICAL SKILLS
Essential functions of the job are largely mental rather than physical but may require one or more
combination of physical strength, stamina and agility.

INTERACTIONS WITH OTHERS

Provide first-line assistance to internal and external customers of the Town, including the public,
residents, Town staff, department heads, board and committee members, etc. Greet visitors, explain
office procedures and government processes; respond to questions within level of expertise and
authorization; and work with town department heads and staff to resolve issues and problems on
behalf of the Town Administrator and Board of Selectmen. Issues vary widely from routine
information to very complex and confidential information.

Answers inquiries, routes requests and addresses complaints from the general public, providing
information and making referrals to the Town Administrator and other departments as necessary.

Communicates via telephone, E-Mail, and in person on a frequent basis with citizens, elected and
appointed officials, department heads, co-workers, business officials, vendors, and representatives
from the news media or other local and state agencies.

Provides explanation or interpretation of practices, procedures, regulations or guidelines in order to
render service, plan or coordinate work efforts, or resolve operating problems.

CONFIDENTIALITY

The employee has regular access to confidential information in accordance with the State Public
Records law on a department-wide basts, including CORI information, personnel files, collective
bargaining, bid documents, vendor contracts, health, liability and workers” compensation insurance
agreements, lawsuits, client and department records.

OCCUPATIONAL RISK
Duties do not generally present any occupational risk. Minor injuries (e.g. bruises, minor cuts or
muscle strains) could occur.




GRADE: 8
FLSA: EXEMPT

COMPLEXITY

High level executive administrative support duties and work consisting of varied and extensive
assignments requiring the practical application of a variety of concepts, practices and specialized
techniques relating to a professional and highly technical administrative field.

SUPERVISION RECEIVED /GIVEN / SCOPE

This position is under the day to day administrative direction of the Town Administrator and works
from standard operating policies and procedures. Employee functions independently and generally
establishes own work plan and priorities to complete work assignments. Refers specific problems to
Town Administrator only where clarification, interpretation, or exception to municipal policy may
be required. Provide supervision and guidance to other employees in same or similar classification.
Supervision is limited to explanation and guidance unless otherwise directed.

JUDGEMENT AND INITIATIVE

Exercises considerable judgement and initiative in coordinating the activities of the Town
Administrator’s and Selectmen’s Office, in assisting the Town Administrator, and in responding to
inquiries and situation that may not cleatly be defined by precedent or established procedures.
Addresses needs and questions as they arise in the absence of the Town Administrator.

ACCOUNTABILITY

Responsible to independently produce accurate work, coordinate work products with others, meet
deadlines and assist others in job completion. Most work is not independently verified or checked.
Consequences of errors, missed deadlines, or poor judgement could result in delay or loss of
services, monetary loss, legal repercussions, and adverse public relations.
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EXECUTIVE ASSISTANT TO THE TOWN ADMINISTRATOR

Position Purpose:

The purpose of this position is to provide professional and executive level administrative and
technical support for the Selectmen’s/Town Administrator’s Office. Responsible for highly
confidential and time sensitive materials. Performs a wide variety of complex duties. Work
involves extensive public contact and office management duties. Employee is responsible for
managing and researching critical data and providing various reports containing specialized
information. Performs all other related work as required.

Supervision:
Supervision Scope: Performs varied and responsible duties requiring a thorough knowledge of

municipal operations and the exercise of judgment and initiative to carry out assignments
independently, analyzes situations and conditions, and determines appropriate course of action
from among many alternatives. A wide degree of creativity and latitude is expected.

Supervision Received: Work is performed under the administrative direction of the Town
Administrator. Work is performed independently requesting assistance with unusual situations
which do not have clear precedents.

Supervision Given: None
Job Environment:

A majority of work is performed under typical municipal office conditions; noise level is
moderate.

Regularly operates a computer, telephone, copier, facsimile machine and other standard office
equipment.

Makes frequent contacts with various boards and committee members, town officials, town
employees, Attorneys, Federal, State and Local Officials, surrounding town and city officials,
contractors, businesses and organizations. Contacts are in person, in writing, and by telephone
and require considerable persuasiveness and resourcefulness to influence the behavior of others.

Has access to department confidential information and personnel information. The application of
appropriate judgment, discretion and professional office protocols is required.

Errors could result in significant confusion and delay, loss of department services, financial
repercussions; errors could cause exposure for the town to certain legal liabilities.

Townsend, MA

Executive Assistant to the Town Adminisirator
FLSA: Non-Exempt
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Essential Functions:

(The essential functions or duties listed below are intended only as illustrations of the various
types of work that may be performed. The omission of specific statements of duties does not
exclude them from the position if the work is similar, related or a logical assignment to the
position.)

Responsible for the efficient day-to-day administrative operations of the Selectmen’s/Town
Administrator’s Office. Provides executive level administrative and technical support for the
Town Administrator and the Board of Selectmen, which includes all correspondence, meeting
scheduling, compiling reports, filing, answering phone calls and handling citizen requests,
processing daily mail, and other related tasks. Responds to and resolves problems and inquiries.

Under the direction of the Town Administrator, performs work in administering certain
personnel programs. Works closely with the Town Administrator to establish and realize
organization’s goals. Prepares employee packets for orientations. Maintains personnel files.
Schedule physicals, and maintain confidential medical files. Processes annual paperwork for
sexual harassment. Performs administrative work related to EAP program. Works in conjunction
with Treasurer’s office for employee benefits. Maintains union contract documents.

Assists the Town Administrator with hiring processes, preparing and advertising job
announcements, and posting positions.

Performs administrative work related to Town insurances. Responsible for insurance processing
to include claims, renewals, distribution of materials to departments relating to Workers
Compensation, Disability, Auto and Property & Casualty. Updates on an annual basis insurance
needs and requirements for the Town. Prepares vehicle reports and requirements.

Acts as liaison between Town Administrator, the public, town departments and officials to
maintain flow of information and communications.

Performs duties related to town meetings. Schedules posting of warrants, process payments to
constable, notify school to post on bulletin boards. Assists in the preparation of Town Meeting
material, whether printed or electronic.

Compiles information and prepares various reports, minutes, correspondence, annual town report
and other documents. Performs research in preparation of warrants, budgets, policy issues and
other similar matters. Assists the Town Administrator in the preparation and dissemination of
information for various meetings. Collects reports from the town departments and prepares
annual Town Report.

Prepares election warrant for the Selectmen’s signature, schedule posting warrant; process
payment to the constable; notify school to advertise on bulletin board.

Prepare weekly payroll for signature by the Town Administrator; process to Treasurer.

Track and assign all keys to Memorial Hall.

Townsend, MA

Executive Assistant to the Town Administrator
FLSA: Non-Exempt

Page 2
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Prepare bills payable for signature by the Town Administrator.

Track and record all transactions for budgets under the Selectmen via financial software;
reconcile with Accountant. Reconcile petty cash with Accountant.

Maintains and orders supplies for all departments.

Assists Facilities Manager in meeting the maintenance needs of facilities.
Assists the Town Administrator and the Town Accountant with procurement.

Oversees all agreements for copying machines located in Town hall; schedules repairs.

Monitors budgetary allocations. Reviews and processes bills for payment.

Types a variety of reports and documents form rough copy or transcription; drafts routine
documents and correspondence; utilizes word processing, spreadsheet, financial and database
software applications.

Performs similar or related work as required.

Recommended Minimum Qualifications:

Education, Training and Experience:
Associates Degree and three to five years of progressively responsible experience in

administrative work in Municipal government, including working with the public, supervisory
experience, office management and experience in the operation of computer-driven word
processing, spreadsheet and file maintenance programs preferred; training and experience in
municipal personnel administration desirable; or any equivalent combination of education and
experience.

Knowledge, Ability and Skill:

Knowledge: Thorough knowledge of office procedures, practices and terminology. Thorough
knowledge of town operations. Knowledge of office equipment and the operation of
contemporary computer software applications for word processing, spreadsheet, database,
presentation, Email and Internet, and desktop publishing. Knowledge of personnel practices in
local government. General knowledge of municipal accounting, personnel administration and
public administration.

Ability: Ability to prioritize and complete multiple tasks at one time with frequent interruptions.
Ability to establish and maintain effective and harmonious working relationships with town
officials and departments, state agencies and the general public including high-stress situations.
Ability to communicate effectively in written and oral form. Ability to maintain detailed records.

Townsend, MA

Executive Assistant to the Town Administrator
FLSA: Non-Exempt
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Ability to handle inquiries and/or complaints tactfully and effectively. Ability to maintain
confidentiality.

Skill: Excellent customer service and interpersonal skills. Skill in operating computers and
utilizing appropriate software applications. Excellent organizational skills. Office management
skills. Skill in all of the above listed tools and equipment.

Physical Requirements:

The physical demands described here are representative of those that must be met by an
employee to successfully perform the essential functions of this job. Reasonable
accommodations may be made to enable individuals with disabilities to perform the essential
Sfunctions.

While performing the duties of this job, the employee is frequently required to work at a desk;
regularly convey information to employees and the public; regularly move about inside the office
to access file cabinets and office machinery. The employee must occasionally lift and/or move
objects weighing up to 25 pounds, such as supplies, folders, and books. Ability to operate a
keyboard and calculator at efficient speed and to view computer screens for extended periods of
time.

(This job description does not constitute an employment agreement between the employer and
employee and is subject to change by the employer as the needs of the employer and
requirements of the job change.)

Townsend, MA

Executive Assistant to the Town Administrator
FLSA: Non-Exempt
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MUNICIPAL POSITION CLASSIFICATION
AND RATING MANUAL
INTRODUCTION

Similar Point Factor Evaluation Systems have been used successively by many State and
Local governments. This system has been developed to specifically include an emphasis on
customer service, the increased use of information technologies, and a higher level of demand
and complexity for municipal positions. The logical relationships between the descriptive
categories have also been strengthened.

Position Evaluation is the formal procedure of appraising the value of each job in relation
to other jobs in an organization based on an analysis of job content.

The Municipal Position Classification and Rating Manual is a “Point Factor Method”
which is a quantitative method of position evaluation. Jobs are evaluated several times, once for
each job factor. This is done by comparing the job’s content on one factor (e.g.. its complexity)
with a descriptive measurement scale and repeating the process for all other factors. Each scale
contains degree levels describing increasingly higher levels of the relevant factor. Each degree
level carries with it a specific number of points. An evaluator (or rater) determines which degree
level definition best describes the content of the job. Points awarded on each factor scale are then
added together to determine the job’s overall point score. The total score determines the pay
grade to which a job will be assigned.

The process described in this manual increases the uniformity and objectivity in the
application of judgements about positions. Five categories and fourteen (14) widely accepted
factors with degrees of applicability are the basis for determining job worth. These are as

follows:

Physical Environment of the Job Job Characteristics
e Physical Environment e Interactions with Others
e Confidentiality
Requisite Capabilities e Occupational Risks
e Basic Knowledge. e Complexity
Training & Education
e Problem Solving Skills & Supervisory Relationships
Effort e Supervision Received
e Physical Skills and Effort e Supervision Given
e Experience e Supervision Scope
Responsibility

e Judgement and Initiative
e Accountability

Municipal Position Classification And Koting Manual
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Position rating is not an exact science; however, this procedure introduces an element of
objectivity in the evaluation process. A position should be rated without consideration to the
qualifications of the present employee and the salary or wage rate being paid.

In evaluating positions, the rater is strongly urged to use the points assigned to the factor
degrees. Any deviation from consistent application of the manual will compromise the validity of

the process.

Ideally, position evaluation should be performed by more than one person. A Human
Resource Director and Department Head are good choices because one has intimate knowledge
of the position and the other has comprehensive knowledge of all positions in the organization.
An outside job rating analyst is also useful because the analyst’s perceptions are not affected by
knowledge of incumbent employees. In any event, the final rating should be the result of pooled
judgments.

The use of this manual is a four step process:

(1) Prepare a copy of the Position Rating Summary Sheet for each position to be rated. A -
copy of this sheet appears in the back of the manual. The best source of information
on each job is a position description which is the culmination of a recent job analysis.
Position descriptions should be standardized among all the municipal positions.

(2) In each of the fourteen rating categories select the paragraph (degree level) that most
closely matches the position’s requirements. You will find some selections are easier
to make than others because each descriptive paragraph is a general statement
intended to cover a broad range of positions. You may find that certain elements in
the particular paragraph may not apply to the position. Use your judgement in making
a selection based upon the overall intent of the paragraph as it applies to the position
being rated. There is a level of discretionary judgement used throughout the entire
process by the rater. This is appropriate as long as the judgement of the rater is
applied in a consistent manner. Once having selected a “best first” paragraph, enter
the number of the corresponding degree into the matching box on the rating sheet.

(3) Once all the degree levels have been selected and assigned, use the Points Assigned to
Factor Degrees scoring sheet to translate the degree selected to a corresponding
score. When two or more raters are evaluating a position they should discuss their
reasons for making different degree level choices. Usually it is possible to come to an
agreement. Each rater should work to achieve consensus with the others. Rating
differences are discussed and resolved, and a preliminary assignment of positions to
grades is made on the basis of agreed-upon point totals.

(4) Compare the final score to the score ranges listed in the Grade Determination Scale.
A position rating score will always fall within a score range on the Grade
Determination Sheet. This score range corresponds to a grade level appearing in the
right hand column. This grade level in turn corresponds to a compensation grade on
the compensation plan. The compensation steps and/or rates applicable to the grade
apply to the position.

2
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In rating positions for the first time, the grades form the basis for a classification
structure. In maintaining a pay and classification structure, the Grade Determination Scale
indicates where a new position should be placed and whether a current position should be
upgraded or downgraded.

Remember, every position is evaluated in relation to each factor and according to the
degree of applicability as defined within this manual. Positions are evaluated without regard to
the qualifications of the current employee(s) in the position or the compensation rates being paid.
Compensation reviews are a separate process. The relative “fit” of each position within the
overall plan is also reviewed so that position ranking includes other considerations unique to a

particular municipality.

Al
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Municipal Position Classification And Rating Factors

1. PHYSICAL ENVIRONMENT

This factor measures the totality of the surroundings and/or circumstances under which the job
must be performed, the degree of difficulty which this imposes, and their representative or
exceptional nature. The degree to which these factors hinder the employee’s ability to perform
assigned responsibilities are considered.

1% Degree

2" Degree

3" Degree

4" Degree

st Degree

Typical office and climate controlled working conditions with few distractions,
loud noises or other unpleasant elements and which are generally maintained in a
neat and clean condition.

Good working conditions, but periodically subject to significant air temperature
fluctuations. odors and/or fumes. dust and temporary exposure to weather. Work
is generally performed in climate-controlled conditions as in an office, corridors,
assembly area, or a light or medium duty maintenance shop; outside activities
may have to be suspended during inclement weather.

Acceptable working conditions which may involve some risks, discomforts or
unpleasantness. May have occasional exposure to inclement weather, dirt, grease
or other adverse elements; some high levels of noise; some exposure to smoke,
fumes, irritating chemicals: working around machinery and its moving parts;
occasional chance of injury or attack, possible exposure to communicable
diseases; occasional work at heights, or prolonged pressure during emergencies.
Special safety precautions or protective clothing such as gowns, coats, gloves,
shields, or boots may be required.

The work involves high risks or discomforts on a continuing or regular basis.
Many perform work outdoors regardless of the weather, recurring chance of
physical injury or attack: frequent work at great heights or with high voltage
equipment. Work involves the exposure to several adverse elements on a
continuing and prolonged basis.

The work involves high risks with exposure to potentially hazardous or dangerous
conditions. Work requires high degree of tolerance to combinations of extremely
unpleasant elements. May involve working at great heights during extreme
weather conditions. Employee must be relieved at frequent intervals in order to
protect physical well-being and/or safety. Extreme care and safety precautions are
required.

4
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2. BasiCc KNOWLEDGE TRAINING AND EDUCATION

This factor measures the basic knowledge or “scholastic content” however it may have been
acquired, essential as background or training to perform the job. This background may have been
acquired through formal education, outside study. technical training, skills and capabilities
learned on jobs of a lesser degree, or by any combination of these approaches. This factor is
expressed below both in terms of knowledge and equivalent education.

1" Degree

2" Degree

3" Degree

4" Degree

5" Degree

6" Degree

Basic knowledge of arithmetic, American English and grammar. Accuracy in
checking, posting and counting. Duties require the ability to communicate. The
incumbent must be able to follow simple instructions. Equivalent to
elementary/middle school education.

Ability in bookkeeping. posting and filing functions and/or advanced
computational skills and units of measure. Operational ability with basic office
equipment such as typewriters, adding machines, calculators, facsimile machine,
telephone, and copier. Utilization of personal computer primarily for word
processing or job' specific applications. Ability to operate a motor vehicle.
Apprenticeship or basic knowledge of crafts or trades. Must be able to
communicate routine information, and work reliably from written instruction.
Equivalent to high school education.

Work involves use of complex procedures requiring special knowledge or ability.
e.g.. operation of business equipment: utilization of personal computers including
intermediate knowledge of department applications and/or word processing,
database, and spreadsheet applications, data entry terminals, and transcribing
equipment; essential functions may require working familiarity with technical
terminology, basic laboratory procedures, shop machinery, and a variety of
precision measuring instruments and/or some training generally applicable to a
particular field. Journeyman ability in trades or crafts. Ability to operate
specialized heavy motor equipment such as a large truck, grader. backhoe, etc.
Equivalent to high school plus additional broad specialized training equal to one
to two years of advanced training or college.

Intensive knowledge of a specialized field such as education, government, civil,
electrical, or mechanical engineering; nursing, accounting, finance, information
technology (e.g., CAD, GIS, Statistics) or a specific construction field or other
trade, as well as general knowledge of related fields; or knowledge of major
municipal functions or activities. Equivalent to college or university education or
master ability in trades or crafis.

Work requires advanced theoretical or technical knowledge of a highly
specialized professional field (e.g. business administration, public administration,
library science, public health, engineering). Equivalent to one to two vears work
in a graduate school at the Master’s level.

Essential functions demand knowledge equivalency of a Doctoral degree in an
advanced and highly specialized field such as public policy. education. law or
medicine.

5
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3. PROBLEM SOLVING SKILLS AND EFFORT

This factor measures the type and range of problem solving which the position consistently
requires. Consider the analysis, evaluative, creativity, and reasoning skills required; consider the
ability to make conclusions and the body of knowledge required.

1" Degree

2" Degree

3™ Degree

4" Degree

5™ Degree

6" Degree

Requires the ability to successfully perform assigned tasks and coordinate work
with others. Work is usually performed at a moderate pace and follows
established and routine procedures.

Requires an understanding of spatial, mechanical and/or conceptual relationships,
cause and effect relationships between tasks and job completion, and the
independent ability to identify and complete required tasks. Must be able to
successfully apply basic literacy skills. Work requirements are varied and require
the ability to adjust the work pace and/or task sequences to complete assigned
jobs.

Requires having full command of representative job knowledge, the ability to
analyze common job related problems, acquire or develop new information from
varied sources, independently develop and successfully apply problem solutions.
Work requirements are varied and may be unpredictable. Requires the ability to
develop alternative ways for successfully completing the important work within
externally imposed constraints.

Requires a strong understanding of and the ability to successfully apply complex
concepts from a body of knowledge or specific discipline. Frequently the meaning
and implications of concepts and their application must be explained and clearly
communicated to others. Routinely requires that work be organized,
methodologies adapted to varied circumstances, and that associated tasks be
efficiently and effectively accomplished producing completed work. Requires
good interpersonal skills.

Requires advanced training, experience and understanding of a complex body of
knowledge or intellectual discipline including the ability to independently
evaluate new information, events or circumstances, synthesize this information,
evaluate alternative outcomes, apply and direct the successful application of
varied resources. Requires strong interpersonal and communication skills with
individuals and groups.

Requires a highly developed knowledge of and experience with complex bodies
of knowledge and disciplines including advanced analytical and evaluative skills
and their successful application. Must synthesize information from multiple
sources and disciplines, develop and successfully apply informed judgements to
continuously varied circumstances. Requires well-reasoned and immediate
decision making skills. Requires excellent interpersonal. communication, and
presentation skills.

6
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7" Degree

Requires highly trained and practiced evaluative skills, understanding of multiple
disciplines and related theory or highly complex concepts. their relevance,
application and both near and long term implications. May require the ability to
add to professional and discipline specific knowledge and the ability to
successfully apply newly acquired or developed complex information and ideas to
resolve institutional or other far-reaching problems. Requires excellent
interpersonal, communication, and presentation skills appropriate to highly varied
individuals and audiences under many different circumstances. Requires decisive

and affective action.

7
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4. PHYSICAL SKILLS AND EFFORT

This factor measures the degree of physical effort or exertion required in the performance of
essential work functions under regular conditions. Consider the physical activities of manual
labor, standing, walking, etc. as well as the exertion of physical force for intermittent or short

period.

1" Degree  Requires little or no physical effort. Work effort involves sitting to do the work
with intermittent periods of stooping. walking, standing, reaching or lifting.

2" Degree  The essential functions of the job are largely mental rather than physical, but the
job may occasionally require one or a combination of physical strength, stamina,
and agility for activities such as standing, walking, climbing stairs, moving
objects, operating a computer or other office equipment, keyboarding and filing,
and operating a motor vehicle.

3" Degree  Work requires physical strength, stamina and agility to move around construction
sites, playing fields or over rough terrain, to stand, sit or stoop for extended
periods of time without interruptions, to lift occasionally moderately heavy items
(i.e., weights of up to 50 Ibs.), to do some stretching to return or retrieve material.
May be required to stand or walk for extended periods of time. Also involves
manual dexterity and regular hand and eye coordination (computer application
work, date entry, constant typing) or ear, eye and hand coordination (operation of
motor vehicle) on a regular basis. Other examples include using hand and power
tools, climbing a ladder, and preparing scale drawings.

4" Degree  Essential functions require moderate physical strength to regularly lift moderately
heavy items (e.g., items weighing 50 Ibs or more). to stand and/or be active
physically for extended periods, to perform moderate manual labor for long
periods: to push and shove heavy objects; or to periodically exert strenuous effort:
or the essential functions require periods of physical demand to pursue on foot
over at times varying terrain or barriers, to subdue persons with moderate force.

5" Degree  The work involves frequently recurring assignment requiring heavy strenuous
q ! - Feq g b
effort to perform such work as lifting and carrying objects over 100 Ibs. Or heavy
manual labor effort on a continuous basis.

8
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5. EXPERIENCE
Experience measures the length of time usually or typically required for the position, with the

specified “basic knowledge, training and education” to perform the essential work functions
effectively under normal supervision. The length of time required to become proficient at a job
requires previous qualifying experience in a related or less responsible position either with the
organization or outside the organization.

1* Degree
nd

2"" Degree

3" Degree

4" Degree

5™ Degree

6" Degree

7" Degree

Up to three months of related experience.

Over three months up to and including one year of related experience.
Over one year up to and including three years of related experience.
Over three years up to and including five vears of related experience.
Over five years up to and including seven years of related experience.
Over seven years up to and including ten years of related experience.

Over ten years of related experience.

9
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6. INTERACTIONS WITH OTHERS/CUSTOMER SERVICE

This factor measures the relative level of human interaction and the responsibility which goes
with the job for meeting, dealing with, and influencing other persons. In rating this factor,
consider how often the contacts are made. whether they involve furnishing or obtaining
information only, or whether they involve influencing others. This factor measures interpersonal
skills required in work relationships and their importance to the success of the work.

1* Degree  Employee works alone most of the time or has little or no interaction with others
except with immediate co-workers and own supervision.

2" Degree  Cooperative work interactions with employees in the department or other
municipal offices incidental to the purpose of the work involving giving and
receiving factual information about the work: there may be occasional contacts
with the public. Ordinary courtesy and tact are required.

3" Degree Interactions with others involve explanation, discussion or interpretation of what
is required in order to render service, plan or coordinate work effort, or resolve
operating problems. Contacts are with service recipients, the general public and
employees of outside organizations such as other agencies, vendors or banks.
More than ordinary courtesy, tact and diplomacy may be required to resolve
complaints or deal with customers.

4" Degree  Interaction with groups or individuals such as civic leaders, contractors, peers
from other municipalities, representatives of government agencies, the news
media, representatives of professional organizations when the employee serves as
a spokesperson or recognized authority for the department or municipality in
matters of substance or considerable importance; or person-to-person interactions
with dangerous persons, where gaining concurrence, cooperation or control is
achieved through persuasion. motivating, influencing. or similar skills and/or
where the use of force may be required to obtain the desired effect.

5" Degree  The position requires considerable persuasiveness, resourcefulness, discretion,
and negotiating skills to influence the decisions and behavior of personnel in
multiple departments or organizations, the general public, vendors, and
representatives of the governments. Resolves the more difficult customer service
requests.

6" Degree  Relationships with high ranking officials from outside the municipality such as
State Legislators, the Governor, Congress. executives of Federal or State agencies
or others who have a significant impact on the policies and program of the
department or municipality to justify, defend, negotiate or settle matters involving
significant or controversial matters, or litigation where the decisions will have a
substantial impact on municipal policy. Employee must possess high degrees of
diplomacy and judgment and must be able to work effectively with and influence
all types of persons. The essential work functions of this position require a well-
developed sense of strategy and timing in representing the municipality
effectively in critical and important situations which may influence the well-being
of the municipality.

10
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7. CONFIDENTIALITY

This factor measures the discretion and integrity required by those positions which have access
to privileged information handled or obtained in the normal performance of duties. In rating this
factor, consider the nature of the information, the full significance and meaning of the
confidential information, and whether disclosure would compromise the municipality or the

public, or constitute a breach of security.

1" Degree

2" Degree

3" Degree

4" Degree

5" Degree

Has no exposure to confidential information

Has access to some confidential information where the effect of any disclosure
would probably be negligible or where the full significance would not be apparent
in the work performed.

Works with limited confidential information such as organization personnel
records, bid proposals, citations, occasional litigation, computer system networks
and/or security, etc., which, if disclosed, might adversely effect operations,
employee morale, create adverse public relations or otherwise be legally

inappropriate.

Has regular access to departmental information and/or a wide variety of
confidential information such as criminal investigations, negotiating positions,
development proposal details, public assistance related client details, etc. or
confidential information relating to inter-departmental project plans and
programs.

Has full and complete access to municipal-wide confidential information. The
disclosure of such information would cause very serious legal, operational,
financial or other repercussions for the municipality.

11
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8. OCCUPATIONAL RISKS

This factor measures the relative degree of exposure to hazards which might cause injury on the
job. In rating this factor, consider both the probability of injury as well as the severity of injuries,
if any accident actually occurred.

1™ Degree

2" Degree

3" Degree

4" Degree

5t Degree

Duties of the job present little or no potential for injury

Duties generally do not present any occupational risk. Minor injury could occur,
however, through employee failure to follow safety procedures. Examples of
injury include minor bruises from falls, minor cuts or burns, or muscular strains
from lifting or carrying heavy equipment or materials.

Duties present potential risk of minor injuries which could result in loss of time
from work. Examples of injury include sprains, burns from chemicals, steam or
fire, muscular strains from working with heavy materials and illness from
exposure to communicable disease.

Duties may involve frequent exposure to hazardous conditions involving the
possibility for serious injury or occasional exposure to conditions which could
result in total and permanent disability or loss of life.

Duties involve frequent exposure to hazardous conditions; injuries could result in
total and permanent disability or loss of life.

12
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9. COMPLEXITY

This factor considers how difficult it is to perform the essential functions of the job. Jobs are
made more difficult by the range and diversity of the assignment of duties, various uses of
information technology, the specificity and relevance of guidelines for performing the work. and

the nature or thinking challenge required to accomplish the work.

1* Degree

2" Degree

3" Degree

4 Degree

5" Degree

The work consists of simple, routine or repetitive tasks, operations or procedures
with some variations in the established routine.

The work consists of varied duties involving generally standardized practices,
procedures or processes. The work sequence or procedures used vary as a result of
differences in field conditions, the particular facts, transactions, entry of the
information involved.

The work consists of varied and extensive assignments requiring the practical
application of a variety of concepts, practices and specialized techniques relating
to a professional, highly technical or administrative field. Assignments typically
involve evaluation and interpretation of factors, conditions or unusual
circumstances; inspecting, testing, or evaluation compliance with established
standards or criteria; gathering, analyzing and evaluating facts or data using
specialized fact finding techniques; or determining the means to accomplish the
work.

The work consists of a broad range of assignments employing many different
concepts, theories, principles, techniques and practices relating to a professional
or administrative field. Assignments typically concern such matters as studying
trends in the field for application to the work; assessing services and
recommending improvements; planning projects; devising new techniques for
application to the work. recommending policies, standards, or criteria: and solving
typical occupational problems.

The work consists of managerial and administrative assignments involving broad
functions and processes such as planning, organizing, controlling. coordination,
evaluating, integrating activities and programs.

13
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10. SUPERVISION RECEIVED
This factor evaluates the nature of the instructions, directions, control and/or monitoring which a

position receives.

1* Degree

2" Degree

3" Degree

4" Degree

5" Degree

6" Degree

Receives general and procedural instructions prior to performing most jobs. Is
asked to achieve specific task results and work is periodically checked to verify
correctness.

Receives general work instructions and is expected to satisfactorily complete
routine tasks with minimal or no instruction. For occasional or special work
assignments receives general and procedural instructions. Once job
comprehension and correctness are verified receives minimal performance
monitoring.

Once assigned or after job requirements are mastered, nearly all work is
performed with minimal instruction or monitoring. Work may be verified for
accuracy or correctness.

Has responsibility for developing and recommending work requirements. Is given
general objectives and may be monitored for progress. coordination and
completion.

May receive general guidance, but has responsibility to develop program and/or
operating objectives. Is expected to coordinate work with others. report the
project results achieved and may be given additional follow up assignments.

May receive some general guidance, but the position is expected to be self-
directing. Periodic progress reports may be given, but otherwise review is given
only or primarily to the ends results.

14
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11. SUPERVISION GIVEN

In rating supervision given, a number of factors should be considered: (1) type of supervision
(functional, technical, direct. administrative, etc.); (2) accountability measured in terms of
responsibility for specific results, operation costs and methods; (3) responsibility for personnel
actions (hiring, discipline, termination, orientation, training, developing policies and procedures,
etc.): and (4) budget development and control through subordinates.

1" Degree

2" Degree

3" Degree

4" Degree

5" Degree

6" Degree

7" Degree

None.

May provide immediate functional or technical direction and monitoring to other
employees in the same or a closely related classification where the work of the
supervised employee(s) is essentially the same as the work of the supervisor or
crew leader. Supervision is limited to explanation and guidance. May assume
relief responsibility for a supervisor. Has little or no responsibility for total costs,
methods or personnel.

Provides immediate direction, control and monitoring over a functional unit or
section with time spent assigning, explaining, checking progress and reviewing
routine work. Supervisory responsibilities include direct accountability for.
quantitative and qualitative results, but do not extend to personnel hiring or firing
or budgetary control. May act as division or department head during absences.

Provides direction, control and monitoring of a major division, highly technical
section, multiple operating divisions or a department. Includes responsibility for
service delivery results, personnel actions, workforce and job planning. budget
administration and cost control.

Has general supervisory responsibility for a department or division of a major
department, including all personnel actions, work force planning, all phases of
budget management and cost control.

Directs and coordinates the operations of a major department or two or more
departments through subordinate supervisors who are responsible for supervision
over individual departments. May assume temporary responsibility for the entire
municipality in the chief executive’s absence.

Directs, coordinates, plans. organizes the overall operation of the municipality
conforming to the general objectives and directives established by the governing

body.
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12. SUPERVISION SCOPE
This factor is used to evaluate the extent. breadth and depth of direction, monitoring and review

given.

1* Degree

2" Degree

3" Degree

4" Degree

5™ Degree

6" Degree

7" Degree

Is not required to provide basic job instructions to others or control projects.

Is required to provide only basic job instructions. coordination and review of
work quality and progress.

Is required to provide most job instructions, directions, coordinates multiple
activities, jobs or projects and may provide training in basic job skills. Regularly
reviews job performance, task and/or job coordination and the quality of the work
performed. May develop work requirements and has responsibility to assure jobs
or projects are complete.

Regularly develops job and task requirements. Is responsible for all aspects of job
or task completion and may direct and monitor other supervisors and the results
achieved. Has job quality, personnel performance evaluation and cost control
responsibilities. :

Regularly develops programs, job requirements, and operational goals. Assigns
objectives and/or projects for others to manage and complete within budgetary
constrains. Is responsible for department or municipal-wide accomplishments and
budgets. Regularly evaluates employees and/or the performance of other
SUpervisors. '

Has municipal-wide management and service delivery responsibilities for all
phases of operations including budget and personnel. Develops required service
levels, long term strategies, priorities, resources requirements to accomplish
missions. Provides general guidance in the tactical application of resources,
modifies their allocation, monitors goal attainment and holds subordinates
accountable for the results achieved.

Has total municipal-wide responsibility for developing a shared vision, an
understanding of missions, strategies, and the results to be achieved. Evaluates,
approves and holds subordinates accountable for the attainment of organizational
objectives. Reviews, modifies and approves priorities established by subordinates.
Obtains or substantially influences securing the necessary resources to accomplish
municipal missions and objectives and their allocation.
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13. JUDGMENT AND INITIATIVE

This factor measures the degree of independent action required by the position and the extent to
which duties are dictated by standard practice or the exercise of judgement. Consider criteria
such as the creative effort used in devising new methods, techniques, policies and procedures and
the degree of participation in the formulation of long- and short- range plans and policies.

1* Degree

2" Degree

3" Degree

4" Degree
th
5" Degree

6" Degree

7" Degree

Essential work functions involve performance of repetitive functions. requiring
the use of definite procedures and little individual judgment since the work is
either done under immediate supervision or involves little choice as to the method

of performance.

Repetitive or routine duties which are well defined by procedure and limited in
scope, but which may involve the choice of two or more alternative approaches
thus requiring the use of some judgment or minor decision making.

Duties may involve the performance of specialized procedures requiring
comprehensive knowledge of division/department functions and techniques or the
exercise of technical expertise in applying standard professional techniques. May
be required to exercise judgment in the analysis of facts or circumstances
surrounding individual problems in order to determine the appropriate course of

action.

Duties require comprehensive knowledge of aciivities of a functional area of the
municipality and considerable judgment to work independently to formulate
decisions regarding policies, procedures, operations, and plans at the
division/department level.

Difficult work on highly technical projects or involved administrative problems
which require a sophisticated degree of professional judgment, conceptual
thinking and individual initiative; may participate in the development of technical
processes and/or management plans and programs at municipal-wide level.

Expected to plan, lead, organize, initiate, implement and coordinate the operations
of a major functional segment or department; involves the ability to deal with
technical, interpersonal and administrative problems in the functional area.

Expected to plan, lead, organize. initiate and coordinate the total operations of
municipality in conformance with general directives and objectives set forth by
the governing body; seeks the advice and counsel of governing body only on
matters of major importance.
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14. ACCOUNTABILITY

In every position there inherently exists the possibility of error. whether through omission,
commission, or direction. In rating this factor, consider the following: the likelihood of errors:
the possibility of error detection; and the probable effect of errors based on the degree to which
the work is checked, either by the procedures themselves, by supervision, or by succeeding
operations. Results of errors can be measured in damage to buildings and equipment, labor and
material costs for correction. jeopardy to the municipality’s programs, monetary loss, personal
injury, danger to public health and safety. etc.

1* Degree

2" Degree

3" Degree

4" Degree

5" Degree

Is responsible for basic accuracy and/or task execution in a timely manner. The
basic nature of the work means that probable errors can be readily detected and
usually by the employee. Potential consequences from errors may result in minor
confusion, rework involving minimal time and expense to correct.

Is responsible for accuracy, thoroughness, coordination and task completion. The
nature of supervision and thoroughness of review assures that probably errors are
usually detected in succeeding operations. Potential consequences include time
loss, rework, and reduced efficiency in completing routine work. Errors are
generally confined to a single department or series of interrelated tasks.

Is responsible to independently produce accurate work, coordinate work products
with others, meet deadlines and assist others in job completion. Most work is not
independently verified or checked or involves the operation of large. complex or
potentially dangerous equipment increasing the scope and magnitude of errors.
Potential consequences include monetary losses due to delays in processing
important information, waste of individual or work group time and/or materials,
damage to buildings and equipment, or minor personal injuries.

Is responsible for the accuracy, thoroughness, timely and cost effective
completion of individual and group work. Must coordinate work products or
projects with other individuals or teams. The nature of work (e.g. specialized
technical procedures, extensive analysis, etc.) means that errors in judgment or
techniques would probably be difficult to detect. Potential consequences may
result in excessive costs (e.g., the purchase of unsuitable equipment and/or
materials, following inaccurate or otherwise inappropriate procedures), delay of
service delivery, or direct financial loss or adverse legal repercussions.

Responsible for organization or department-level operations, their operating
and/or technical procedures, service delivery, contributions to cross organizational
or municipal department plans and objectives, and financial and other resource
management including buildings, equipment and manpower. Potential errors
could severely jeopardize departmental operations or have direct financial or
negative legal repercussions.
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6" Degree  Responsibilities include those outlined in the 5" degree but for a major functional
department or segment of the municipal government or enterprise. Is responsible
for determining or recommending service levels and or policies to achieve
governance objectives. Potential errors in judgement could have an immediate or
long term adverse effect on the municipality’s operations.

7" Degree  Responsibilities involve major responsibility for overall planning, establishing,
directing. monitoring and evaluating municipal governance, operations and
enterprises; potential errors in judgment could have very negative and far-
reaching effects upon municipal operations, costs, its ability to meet established
goals and objectives and upon the quality of work.
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Sequence No:

Position Rating Summary Sheet

Position Classification Title:

Evaluators’ Points
Factors One Two Final Final
Rates Points
1. | Physical Environment
2. | Knowledge, Training, Education
3. | Problem Solving Skills & Effort
4. | Physical Skills & Effort
5. | Experience
6. | Interactions with a
Others/Customer Service

7. | Confidentiality
8. | Occupational Risks
9. | Complexity
10. | Supervision Received
1. | Supervision Given
12. | Supervision Scope
13. | Judgment and Initiative
14. | Accountability

Total Points:

Evaluator 1: Date:
Date:

Evaluator 2:

Date Finalized:
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Sequence No:

Position Rating Summary Sheet

Position Classification Title:

Evaluators’ Points
Factors One Two Final Final
Rates Points

1. | Physical Environment
2. | Knowledge, Training, Education
3. | Problem Solving Skills & Effort
4. | Physical Skills & Effort
5. | Experience
6. | Interactions with a

Others/Customer Service
7. | Confidentiality

Occupational Risks
9. | Complexity
10. | Supervision Received
11. | Supervision Given
12. | Supervision Scope
13. | Judgment and Initiative
14. | Accountability

Total Points:
Evaluator 1: Date:
Date:

Evaluator 2:

Date Finalized:
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Sequence No:

Position Rating Summary Sheet

Position Classification Title:

Evaluators’ Points
M One Two . Final Final
Rates Points
1. | Physical Environment
2. | Knowledge, Training, Education
3. | Problem Solving Skills & Effort
4. | Physical Skills & Effort
5. | Experience
6. | Interactions with B
Others/Customer Service
7. | Confidentiality
8. | Occupational Risks
9. | Complexity
10. | Supervision Received
I'l. | Supervision Given
12. | Supervision Scope
13. | Judgment and Initiative
14. | Accountability
Total Points:
Evaluator I: Date:
Date:

Evaluator 2:

Date Finalized;
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Sequence No: _

Position Rating Summary Sheet

Position Classification Title:

ors’ Points

Factors

One

=
5
B

Two Final

el
=4
o
1
F
=1
=
o

Physical Environment

2. | Knowledge, Training, Education

3. | Problem Solving Skills & Effort

4. | Physical Skills & Effort

5. | Experience

6. | Interactions with B
Others/Customer Service

7. | Confidentiality

8. | Occupational Risks

9. | Complexity

10. | Supervision Received

11. | Supervision Given

12. | Supervision Scope

13. | Judgment and Initiative

14. | Accountability

Total Points:

Evaluator 1:
Evaluator 2:

Date:

Date:

Date Finalized:
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Factors

Job Physical Environment

1.Phsyical Environment

Requisite Capabilities

2. Knowledge, Training,
Education

3. Problem Solving Skills &
Effort

4. Physical Skills and Effort

5. Experience

Job Characteristic

6. Interactions with Other/
Customer Service

7. Confidentiality

8. Occupational Risks

9. Complexity

Supervisory Relationships

10. Supervision Received
11. Supervision Given

12. Supervision Scope
Responsibility

13. Judgement and Initiative

14. Accountability

Point Assigned to Factor Degrees

15‘ 2nd

5 10
15 30
5 10
10 20
5 10
5 10
5 10
5 10
5 10
5 10
0 5
5 10
15 30
5 10

41]1

15

20

10

20

20

Slh

6lh

7{1‘1

Degree Degree Degree Degree Degree Degree Degree

20 25
60 75 100
26 34 42 50
40 50
40 60 80 100
20 40 55
20 25
20 25
20 25
30 40 60
20 40 60 80
40 60 80 100
60 75 90 105
30 40 60 80
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CUSTOM GRADE DETERMINATION SCALE
developed for the
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B C D
1 |Category Topic Priority |Date
34 {TA Report Reschedule of meeting with DLS for a date after Town Meeting (in May?)
35 |TA Report Presentation of Road plan, roads not money )] 03/26/19
36 | TA Report TC Opinion on payments to probationary employee/contract 1 03/26/19
Unitil - Update on replacement plantings and timeline & 2019 tree trimming plans (Tree
37 |TA Report Warden process) 3
38 | TA Report Update on payment to union (per Union email)? 1 03/26/19
Update: i i i HS
39 |TA Report : 1 03/26/19
40 |TA Report Warrant Articles Review - timeline for TC Review and recommendations if any 1 03/26/19
41 |TA Report - Budget Accounts expended to date 2019 report in Excel to BOS and FinCom 1 03/26/19
42 |TA Report - md@:mm» Accounts expended to date report in Excel 1 03/26/19
43 |TA Report - Budget Available Free Cash 1 03/26/19
44 |TA Report - Budget Available levy 1 03/26/19
45 |TA Report - Budget Capital plan 1 03/26/19
46 | TA Report - Budget Final Budget worksheet - due date for Budget Packet 1 03/26/19
47 |TA Report - Budget Final electronic version to BOS due date 1 03/26/19
48 | TA Report - Budget Operating Budget, updates, changes, reductions/additions 1 03/26/19
49 | TA Report - Budget Pepperell and Ashby school numbers and our comparable assessment number final 1 03/26/19
50 |TA Report - TM Articles Articles Review amounts and funding sources by article 1 03/26/19
Date for special election for Roads debt exclusion ( does Kathy have to add to her
51 |TA Report - TM Articles budget?) 1 03/26/19
52 |TA Report - TM Articles Date to close warrant 1 03/26/19
53 |[TA Report - TM Articles Other Articles - changes/updates since last meeting 1 03/26/19
54 | TA Report - TM Articles Review Financial Articles - Amounts and funding sources 1 03/26/19
55 [TA Report - TM Articles Road funding bylaw article 1 03/26/19
5A ! !







A B C D

1 [Category Topic Priority |Date

2 |Appointment Dog park — Aelde c Tonun (I deq 3 05/21/19
3 |Appointment Recreation Exercise Field —  ((pciq (<0 o T/A 3520609 3 05/21/19
4 |Appointment Accountant Appointment with Town Accountant - Report and Discussion Aoel aad.an16 1 03/26/19
5 |Appointment Accountant Cash accounts, policies N . B / 1 03/26/19
6 |Appointment Accountant General recommendations for efficiencies, needs N\ SA K 1 03/26/19
7_|Appointment Accountant __|Overview of Comp time tracking, policies _ S ATV 1 03/26/19
8 |Appointment Accountant VADAR custom report capabilities 1 03/26/19
9 |Appointment Counsel Cable Access Update - Town Counsel . 1 03/26/19
10 |BOS Business Liaison Discussion/Vote — BOH, Accounting, Planning, Highway “— 1 03/26/19
11 |BOS Business Nomination of Animal Inspector (John King & Mary Letourneau) - (why nomination?) . —11 03/26/19
12 |BOS Business Planning Board mandatory referral (Accessory Apartments) .~ 1 03/26/19
13 {BOS Business Planning Board mandatory referral (OSPD permit) (e 1 03/26/19
14 |BOS Business TA Evaluation Process TC Opinion Discussion/\Vlote .— 1 03/26/19
15 |BOS Business TA, Exec Assistant Job Descriptions - discussion of timeframe/process \ - 1 03/26/19
16 |BOS Work Session Discuss and set Board Business Priorities for March/April /) | 1 03/26/19
17 |BOS Work Session TA Expectations - discussion of timeframe/process — _ 1 03/26/19
18 |Exec Session All Contract Strategy for 2020 Negotiations 03/26/19
19 |Exec Session Clerical Union Negotiations 03/26/19
20 |Exec Session Criminal Complaints 03/26/19
21 |Exec Session Litigation Updates 03/26/19
22 |Exec Session Supervisor Union 03/26/19

Code of Conduct Town Departments/Boards/Employees/Officials(Ask Town Counsel
23 |Policy WorkSession should this be a bylaw and can we get a draft?) 1 03/26/19
24 |Policy WorkSession Review/Discussion of Annual Performance Review Policy (below) 1 03/26/19
25 |Policy WorkSession Snow day policy 3 05/19/19
Social Media Use by Town Departments/Boards/Employees/Officials (Ask Town Counsel

26 |Policy WorkSession should this be a bylaw and can we get a draft?) 1 03/26/19
27 |TA Pending TC Opinion on payments to probationary employee/contract -— 1 03/26/19
28 | TA Pending TC Opinion on TA evaluation process 1 03/26/19
29 |TA Report Accountant Interim 1 03/26/19
30 |TA Report Accountant Position - Interim Update 1 03/26/19
31 |TA Report HR Consultant and work plan 1 03/26/19
32 |TA Report LUC Pasition — internal interest? 1 03/26/19
33 |TA Report MOA for union (per Union email)? 1 03/26/19

AgendalistPending






Carolyn Smart
= e e e ——————]

From:
Sent:
To:
Cc:

Subject:

Select <sml412@comcast.net>
Thursday, March 14, 2019 7:40 AM
Jkreidler@townsend.ma.us
csmart@townsend.ma.us

Re: Items for 3/26 agenda

Sorry, meant to copy Carolyn on this.

On Mar 13, 2019, at 11:43 AM, Sue412 Selectman Account Lisio <sml412@comcast.net> wrote:

so far

1. TA Evaluation

2. Town Accountant Report:

a. Comp time, review policies, tracking methods - can Town Account give her views
on the "process" used and recommend any efficiencies/improvements?

b. Other suggestions for improvements? “._ (
c. Vadar customized report capabilities

3. Town Hall Snow Day policy review

4. Personnel bylaw/recommendation for TM Article to amend

=1 Virus-free. www.avg.com







