TOWN OF CONCORD PERSONNEL BOARD
AGENDA

Wednesday, November 15, 2023
5:15 p.m.
Zoom Video Conference

Join Zoom Meeting
https://us02web.zoom.us/j/89603811139?pwd=eFE3c27iQ1J1cDc3WG81aFBjZDhMQT09

Meeting ID: 896 0381 1139
Passcode: 447537

Call to Order

Discussion of Personnel Bylaw

Adjournment


https://us02web.zoom.us/j/89603811139?pwd=eFE3c2ZiQ1J1cDc3WG81aFBjZDhMQT09

All edits combined

TOWN OF CONCORD MASSACHUSETTS
PERSONNEL BOARD BYLAW

DRAFT D

Section 1: Establishment of the Personnel Board

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

Members shall elect a Chair or Co-Chairs from among its members on an annual basis. lMembers shall

minutes of that meeting.

No member of the Personnel Board may be an employee of the Town nor hold Town office, whether
appointed or elected, but any such member may serve on behalf of the Town on any committee
negotiating with Town employees.

Members of the Personnel Board shall serve without compensation.

The Personnel Board shall meet regularly, as necessary, to consider such business as may be presented
by Town officials, Town employees and others. The agenda, time and place of all meetings will be posted

Open Meeting Law.

At any meeting of the Personnel Board, action by a majority of those Board members present shall be
binding. At least three (3) members of the Board shall be present to constitute a quorum.

Section 2: Duties and Responsibilities

The Personnel Board shall advise the Town Manager, or their designee (s) and shall make
administration for Town employees. All Town departments and positions shall be subject to the
provisions of this Bylaw except elected officers, employees with personal contracts, employees covered
by collective bargaining agreement and employees of the school department.

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

a) The Personnel Board shall propose, review, approve and adopt any changes to personnel
policies and procedures, in consultation with the Town Manager, or their designee(s) as
needed.
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b) The Personnel Board shall provide advice and support for the development of an
Employee Handbook. The Town Manager or their designee(s) is responsible for regular
revisions to the Personnel Handbook. The Personnel Board shall also review the
Employee Handbook, providing advice and support regarding any changes.

(“Plan”) and present the Plan to Town Meeting. The Classification Plan is defined as a
listing of all approved position classification titles and a summary job description for
each classification for all Town employees covered by this Bylaw. The Plan includes, but
is not limited to, the following:

i.  Classification of Grade, which Is defined as a group of positions whose duties
and responsibilities are sufficiently similar that they share the same
description, title, qualifications, and compensation can be applied with equity
to all positions in the classification; and

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

Oversight of the Plan includes, but is not limited to the following:

jii. ‘The Town Manager, or and-their designee(s), shat-may provide
recommendations for revisions to the Personnel Board regarding the Plan.

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

d) The Personnel Board\ wﬂl—have hall Qrovide \consultation to the Town Mangger or their y

provisions. # } . —The Personnel
Board wit-shall prowde advice and recommendanons TOs=e-he shes e ie e

i. Employment status
ii. In-training status for new or promoted employees
iii. Hours of work, including standard hours, work weeks, overtime \
administration and non-contiguous work
iv. Sick leave accrual, use and payout provisions (if applicable)
V. HoIiday Leave and Holidays worked
and payoff

vi.

vii. Bereavement Leave
viii. Military Leave
iXx. Jury Duty Leave
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What about:

1. Incentive pay programs (e.g. Beede Center)
2. Benefits- medical, dental, life

3. Educational reimbursement

4. Other reimbursement situations




X. Unpaid leaves of absences, including FMLA, other Leave and Absences
and Accrual during Leaves
xi. _Interruption of Employment

wé=xii. _Leave for Temporary & Limiteds status employees| - { Commented [MB12]: K. Ryan

e) The Personnel Board isrespensiblefoershall develop and persent Articles for Town
Meeting that may affect Town employees covered by this Bylaw. The Town Manager
shall is-respensibleferreviewing and discuss inrg-with the Personnel Board regarding

these Articles.\ |- '[Commented [MB13]: K. Ryan

f) hhe Personnel Board shall review job descriptions for new and existing jobs covered by

this Bylaw and provide recommendations to the Town Manager.l 777777777777777 | Commented [MB14]: B. Mrachek: Is it clear that new
g) The Personnel Board will support the Town Manager, or their designee(s), in identifying jobs/ classifications can be approved by the Town Manager
human capital trends and internal HR programs and practices, and provide and that these new jobs do not Town Meeting approval

recommendations to ensure the Town’s workforce is diverse, equitably treated, and
inclusive of others.

rThe Personnel Board will support the Select Board by providing input into the annual evaluation of the
Town Manager related to Ppersonnel Mmanagement and Rrecruiting responsibilities. The annual
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TOWN OF CONCORD MASSACHUSETTS
PERSONNEL BOARD BYLAW
DRAFT D

Section 1: Establishment of the Personnel Board

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

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

No member of the Personnel Board may be an employee of the
- Town nor hold Town office, whether appointed or elected, but
any such member may serve on behalf of the Town on any
commiittee negotiating with Town employees.

Members of the Personnel Board shall serve without
compensation.

The Personnel Board shall meet regularly, as necessary, to-
consider such business as may be presented by Town officials,
Town employees and others. The agenda, time and place of all
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Massachusetts Sgg#e Open-Meeting Law.
any meeting of the Personnel Board, action by a majority of
those Board members present shall be binding. At least three (3)
members of the Board shall be present to constitute a quorum.

Section 2: Duties and Responsibilities

The Personnel Board shall advise the Town Manager, or their
designee (s) and shall make recommendatlons on establishing
and maintaining a fﬁc1ent system of personnel
administration for Town employees All Town departments and
positions shall be subject to the provisions of this Bylaw except
elected officers, employees with personal contracts, employees
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1he€ Fersonn€l 5oard snali also provia€ advice and
recommendations to the Town Manager, or their designee(s) for
the following areas of personnel administration:

a) The Personnel Board shall propose, review, approve
and adopt any changes to personnel policies and
procedures, in consultation with the Town Manager, or
their designee(s) as needed.

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

c¢) The Personnel Board is responsible to review and
approve the Classification Plan (“Plan”) and present
the Plan to Town Meeting. The Classification Plan is
defined as a listing of all approved position
classification titles and a summary job description for
each classification for all Town employees covered by
this Bylaw. The Plan includes, but is not limited to, the
following:

i. Classification of Grade, which Is defined as a
group of positions whose duties and
responsibilities are sufficiently similar that they
share the same description, title, qualifications,
and compensation can be applied with equity to
all positions in the classification; and

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

Oversight of the Plan includes, but is not limited to the
following;

iii. The Town Manager and their designee(s) shall
provide recommendations to the Personnel
Board regarding the Plan.

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

- affect the Classification and Compensation Plan.

d) The Personnel Board will have consultation



responsibilities regarding any revisions and/or updates
to existing non-wage provisions including, but not
limited to, the following list (see below). The
Personnel Board will provide advice and
recommendations as to how these revisions and
updates will be altered in the Personnel Policies and
Procedures. Town Meeting will not be required to
approve revisions and updates to the following:

i, Employment status

ii. In-training status for new or promoted

employees \;. V)(
iii. Hours of work, including standard hours, )( 6>
work weeks, overtime administration and \M’ , ¢ / 5
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¢) The Personnel Board is responsible for Articles for
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covered by this Bylaw. The Town Manager is
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recommendations to ensure the Town’s workforce is
diverse, equitably treated, and inclusive of others.
The Personnel Board will support the Select Board by providing
input into the annual evaluation of the Town Manager related to
;¢ Personnel Managemeﬁt and Kecruiting responsibilities. The
v5¢  annual evaluation parameters will be specified by the Select
. Board |
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TOWN OF CONCORD MASSACHUSETTS
PERSONNEL BOARD BYLAW

DRAFT D

Section 1: Establishment of the Personnel Board

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

Members shall elect a Chair or Co-Chairs from among its members on an annual basis.‘ Members shall

assign aA clerk is-to-be-assighed-on-arotatingbasisforeach-meeting-totakeresponsibleility for the
minutes of that meeting.

No member of the Personnel Board may be an employee of the Town nor hold Town office, whether
appointed or elected, but any such member may serve on behalf of the Town on any committee
negotiating with Town employees.

Members of the Personnel Board shall serve without compensation.

The Personnel Board shall meet regularly, as necessary, to consider such business as may be presented
by Town officials, Town employees and others. The agenda, time and place of all meetings will be posted

At any meeting of the Personnel Board, action by a majority of those Board members present shall be
binding. At least three (3) members of the Board shall be present to constitute a quorum.

Section 2: Duties and Responsibilities

The Personnel Board shall advise the Town Manager, or their designee (s) and shall make
recommendations on establishing and maintaining an equitable and efficient system of personnel
administration for Town employees. All Town departments and positions shall be subject to the
provisions of this Bylaw except elected officers, employees with personal contracts, employees covered
by collective bargaining agreement and employees of the school department.

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

a) The Personnel Board shall propose, review, approve and adopt any changes to personnel
policies and procedures, in consultation with the Town Manager, or their designee(s) as
needed.
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b) The Personnel Board shall provide advice and support for the development of an
Employee Handbook. The Town Manager or their designee(s) is responsible for regular
revisions to the Personnel Handbook. The Personnel Board shall also review the
Employee Handbook, providing advice and support regarding any changes.

c) The Personnel Board isrespensible-teshall [rewew and approve the Classification Plan _ - { Commented [MB3]: K. Ryan

(“Plan”) and present the Plan to Town Meeting. The Classification Plan is defined as a
listing of all approved position classification titles and a summary job description for
each classification for all Town employees covered by this Bylaw. The Plan includes, but
is not limited to, the following:

i.  Classification of Grade, which Is defined as a group of positions whose duties
and responsibilities are sufficiently similar that they share the same
description, title, qualifications, and compensation can be applied with equity
to all positions in the classification; and

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

Oversight of the Plan includes, but is not limited to the following:

jii. The Town Manageﬁ,ﬁ and-their designee(s), shal-may provide
recommendations for revisions to the Personnel Board regarding the Plan.

iv.  The Town Manager, or are-their designee(s), sheutd-m y‘recommend tothe - { Commented [MB4]: K. Ryan

Personnel Board on a regular basis any factors, such as cost of living or
comparable municipal wage rates, that may affect the Classification and
Compensation Plan.

d) The Personnel Board‘ willhaveshall provide consultation to the Town Manager, or their
designee(s), responsibilifes-regarding any revisions and/or updates to existing non-wage

provisions. ineludingbutnethmited-tothe following list{see-below)-The Personnel
Board witkshall provide advice and recommendations toaste-hew-theserevisionsand

updates current wit-be-altered-in-the-Personnel Policies and Procedures on non-wage
prOV|5|ons |nc|ud|ng, but not limited to, the foIIowmg —'Fewn—Meetmg—wm—Het—be
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i Employment status
ii. In-training status for new or promoted employees
iii. Hours of work, including standard hours, work weeks, overtime
administration and non-contiguous work
iv. Sick leave accrual, use and payout provisions (if applicable)
v. Holiday Leave and Holidays worked
vi. Vacation Leave accrual, sue and payoff
vii. Bereavement Leave
viii. Military Leave
ix. Jury Duty Leave



X. Unpaid leaves of absences, including FMLA, other Leave and Absences
and Accrual during Leaves
L‘Interruption of Employment
»i-Xii. Leave for Temporary & Limites status employees

e) The Personnel Board isrespensibleforshall develop and prsent Articles for Town
Meeting that may affect Town employees covered by this Bylaw. The Town Manager

shall is-respensibleforreviewing and discuss_{tng}with the Personnel Board regarding _ = { Commented [MB6]: K. Ryan

these Articles.

f) The Personnel Board shall review job descriptions for new and existing jobs covered by
this Bylaw and provide recommendations to the Town Manager.

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

rThe Personnel Board will support the Select Board by providing input into the annual evaluation of the
Town Manager related to Personnel Management and Recruiting responsibilities. The annual evaluation

parameters will be specified by the Select BoardL 777777777777777777777777777777777 -~ | Commented [KR7]: | believe this still needs additional

discussion, but | am not in favor of adding this item to the
bylaw.
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TOWN OF CONCORD MASSACHUSETTS
PERSONNEL BOARD BYLAW

DRAFT D

Section 1: Establishment of the Personnel Board

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

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

No member of the Personnel Board may be an employee of the Town nor hold Town office, whether
appointed or elected, but any such member may serve on behalf of the Town on any committee
negotiating with Town employees.

Members of the Personnel Board shall serve without compensation.

The Personnel Board shall meet regularly, as necessary, to consider such business as may be presented
by Town officials, Town employees and others. The agenda, time and place of all meetings will be posted
on the Town Website in accordance with the Massachusetts State Open Meeting Law.

At any meeting of the Personnel Board, action by a majority of those Board members present shall be
binding. At least three (3) members of the Board shall be present to constitute a quorum.

Section 2: Duties and Responsibilities

The Personnel Board shall advise the Town Manager, or their designee (s) and shall make
recommendations on establishing and maintaining an equitable and efficient system of personnel
administration for Town employees. All Town departments and positions shall be subject to the
provisions of this Bylaw except elected officers, employees with personal contracts, employees covered
by collective bargaining agreement and employees of the school department.

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

a) The Personnel Board shall propose, review, approve and adopt any changes to personnel
policies and procedures, in consultation with the Town Manager, or their designee(s) as
needed.

b) The Personnel Board shall provide advice and support for the development of an
Employee Handbook. The Town Manager or their designee(s) is responsible for regular



c)

revisions to the Personnel Handbook. The Personnel Board shall also review the
Employee Handbook, providing advice and support regarding any changes.

The Personnel Board is responsible to review and approve the Classification Plan (“Plan”)
and present the Plan to Town Meeting. The Classification Plan is defined as a listing of all
approved position classification titles and a summary job description for each
classification for all Town employees covered by this Bylaw. The Plan includes, but is not
limited to, the following:

i Classification of Grade, which Is defined as a group of positions whose duties
and responsibilities are sufficiently similar that they share the same
description, title, qualifications, and compensation can be applied with equity
to all positions in the classification; and

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

Oversight of the Plan includes, but is not limited to the following:

iii.  The Town Manager and their designee(s) shall provide recommendations to
the Personnel Board regarding the Plan.

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

d) The Personnel Board will have \consultation responsibilities regarding any revisions

updates to the following:
i. Employment status
ii. In-training status for new or promoted employees
iii. Hours of work, including standard hours, work weeks, overtime
administration and non-contiguous work
iv. Sick leave accrual, use and payout provisions (if applicable)
v. Holiday Leave and Holidays worked
vi. Vacation Leave accrual, sue and payoff
vii. Bereavement Leave
viii. Military Leave
ix. Jury Duty Leave
x. Unpaid leaves of absences, including FMLA, other Leave and Absences
and Accrual during Leaves
xi. Interruption of Employment
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e) The Personnel Board is responsible for Articles for Town Meeting that may affect Town
employees covered by this Bylaw. The Town Manager is responsible for reviewing and
discussing with the Personnel Board regarding these Articles.

f) The Personnel Board shall review job descriptions for new and existing jobs covered by
this Bylaw and provide recommendations to the Town Manager.

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

The Personnel Board will support the Select Board by providing input into the annual evaluation of the
Town Manager related to Personnel Management and Recruiting responsibilities. The annual evaluation
parameters will be specified by the Select Board
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