TOWN OF CONCORD PERSONNEL BOARD
AMENDED AGENDA
January 26, 2022
5:15 p.m.

VIDEO CONFERENCE CALL
Join Zoom Meeting

https://us02web.zoom.us/j/82024530058?pwd=cm5RSHFSbWhHYTZGM0VXWDhtbzk0QT09
Meeting ID: 820 2453 0058
Passcode: 480006
One tap mobile: +16465588656,,82024530058# US (New York)
Dial by your location:
877 853 5257 US Toll-free OR 888 475 4499 US Toll-free
Meeting ID: x820 2453 0058
1.
Call to Order
2.

Approval of Minutes
• November 30, 2021
• December 29, 2021

3.

Classification Actions
• Senior Department Clerk (Town Clerk’s Office)
• Administrative Projects Manager
• Executive Assistant to the Town Manager

4.

Recreation Incentive Program Proposal
• Recreation response to Board’s feedback
• Consider approval

5.

Town Meeting 2022 – Development of Warrant Articles
(1/28=Draft Articles Due; 2/2=Warrant Closes; Public Hearings=2/28 & 3/3; Town Mtg=5/1)
• Paid leave amendments
o Further consider Personnel Bylaw amendment proposals
o Review draft warrant articles
• Class & Comp Plan amendments
o Interim Town Manager advisory on budget considerations
o Consider other factors
o Consider presentation in warrant, continued review prior to Town Meeting, and
comprehensive classification & compensation study for FY24

6.

Personnel Study Task Force
• General updates & discussion

7.

Public Comment

8.

Adjournment

Materials to be used during the meeting will be posted at: https://concordma.gov/452/Personnel-Board
Documents Expected to be Used or Referenced at the Meeting:

•
•
•
•

Draft minutes of 11/30/2021 12/29/2021 meetings
Draft job descriptions related to classification actions
Recreation Incentive Pay Proposal
Draft Warrant Articles

FURTHER AMENDED
Proposed Motions for Actions Requested
January 26, 2022 - Personnel Board Meeting
1.

Call to Order
• Chair: Call the meeting to order at _________
• Roll call vote of members present

2.

Approval of Minutes
• Move to approve the minutes of November 30, 2021 and December 29, 2021

3.

Classification Actions
• Move to assign the described Town Clerk’s Office position to the classification title of
“Senior Department Clerk” in the AC-3 grade
• Move to add the classification title of “Administrative Projects Manager” to the MP-2 grade
• Move to add the classification title of “Executive Assistant to the Town Manager” to the AC6 grade

4.

Recreation Incentive Program Proposal
• Move to approve the proposed Recreation Incentive Pay policy

5.

Town Meeting 2022 – Development of Warrant Articles
• Move to authorize the Personnel Board Chair to work with staff to submit a Warrant article
for the 2022 Annual Town Meeting that reflects the proposed amendments to the holiday,
vacation, and bereavement leave sections of the Personnel Bylaw
•

Move to authorize the Personnel Board Chair to work with staff to submit a Warrant article
for the 2022 Annual Town Meeting that presents classification actions for ratification

•

Move to authorize the Personnel Board Chair to work with staff to submit a Warrant article
for the 2022 Annual Town Meeting that reflects the proposed Classification & Compensation
Plan amendments, which incorporates changes outlined in the amended meeting handout

6.

Personnel Study Task Force
• n/a; general updates & discussion

7.

Public Comment
• n/a

8.

Adjournment
• Move to adjourn

PERSONNEL BOARD
TOWN OF CONCORD, MA
DRAFT MEETING MINUTES

November 30, 2021

Location: Video Conference Call

Present from the Board: Bill Mrachek (Chair), Nancy Crowley, Jim Richardson
Others Present: Amy Foley, Human Resources Director; Stephanie Oliver, Assistant Human Resources
Director; Susan Bates, Select Board Liaison; Chris Carmody, Administrative Manager (Zoom
Administrator); Kate Hodges, Deputy Town Manager; Anna McKeown, Recreation Director; Dave Wood,
CMLP Director; Joe O’Connor, Police Chief
1. Call to Order
Bill Mrachek called the meeting to order at 5:18 pm and took the roll call of board members present.
Ms. Crowley: present; Mr. Richardson: present; Mr. Mrachek: present
2. Approval of Minutes
Mr. Mrachek presented the draft minutes of the 6/2/21, 6/11/21 and 8/12/21 meetings. There were no
questions or comments.
Ms. Crowley made a motion to approve the minutes of the 6/2, 6/11 and 8/12 Personnel Board meetings.
Mr. Richardson seconded the motion.
 Roll call vote: Ms. Crowley: yes; Mr. Richardson: yes; Mr. Mrachek: yes

3. FY22 Salary Increase Plan Amendment
Ms. Foley explained that the Town has historically provided two types of increases: 1) structure/market
adjustment (movement with the range), and 2) movement within the range. Due to budget uncertainty
related to the pandemic, the ability to provide increases has been limited and there have been no
increases within the range for two years. This proposal is to amend the FY2022 policy to provide an
additional increase.
Mr. Crane commented that when the pandemic hit, that year’s budget had already been presented and
so a number of reductions were made, including the suspension of merit increases. Mr. Crane said that
employees have continued to work very hard during pandemic; they have absorbed new tasks and found
new ways of doing their jobs, but that effort was not recognized with compensation. Mr. Crane
commented that there is funding for the proposed increase based on tax collection, receipts and salary
reserve funds, and the Town could potentially also use ARPA (American Rescue Plan Act) funds to offset
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revenue losses. He added that the increase is a small measure of gratitude which is well-earned and well
deserved.
Mr. Mrachek asked about the anticipated cost and whether the Finance Committee needs to approve the
proposal. Mr. Crane replied that the cost is expected to be around $300,000-$400,000. Mr. Crane had
spoken with the Finance Committee and Select Board about losses and compensation issues and were
going to look for ways to regain on some of those losses, they have not contemplated this specific
provision as it is within the authority of the Personnel Board, but money has been appropriated in the
salary reserve. Mr. Crane added that there may be an option to seek reimbursement through ARPA, as
this is a pandemic impact. Mr. Richardson asked to confirm that it is retro to July 1; Mr. Crane confirmed.
Ms. Foley added that not all funding would come from salary reserve, as some employees are paid through
revolving and enterprise funds. Ms. Crowley asked whether increases for employees below minimum
wage is included in this adjustment or separate. Ms. Foley explained that it is a separate policy proposal,
but funding will come from the same resources mentioned.
Mr. Richardson asked about increases for union employees, and Ms. Foley responded that contracts are
close to being settled and the unions are aware of this proposed increase plan. Mr. Crane added that
there were some settled collective bargaining agreements in effect during the pandemic and, therefore,
union employees received performance-based increases when others did not; we are trying to rectify that
here. There were no additional comments or questions.
Mr. Mrachek offered the opportunity for public comment. There was none.
Mr. Richardson motion to approve proposed amendment; Ms. Crowley second
 Roll Call Vote: Mr. Richardson: yes; Ms. Crowley: yes; Me. Mrachek: yes
4. Classification Actions
Ms. Foley explained that the Personnel Board has authority to make adjustments through the year that
are ultimately presented to Town Meeting for ratification, and that the Town Manager has the authority
to create/design positions within the appropriations. The Town evaluates and scores new positions using
a classification system that considers factors such as experience and education needed, responsibility, etc.
Salary grades for new positions are also considered from budget and equity perspective.
Economic Vitality & Tourism Manager
Ms. Foley explained that the Visitor Center used to be under Recreation, but is now part of Planning and
Land Management. The need for the Economic Vitality role has grown particularly since the pandemic. It
is an existing position that has been redesigned in accordance those changes, and reevaluated using the
Town’s classification system. Based on that exercise, assignment to the MP-3 is recommended. Ms. Foley
confirmed the current pay range is $65,763-$99,202. There were no further questions.
Ms. Crowley made a motion to add the Economic Vitality & Tourism Manager title to the MP-3 salary
grade effective July 1, 2021; Mr. Richardson seconded the motion.
 Roll call vote: Mr. Richardson: yes; Ms. Crowley: yes; Mr. Mrachek: yes
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Health Division Administrative Assistant
Ms. Foley advised that the Town has several employees with Administrative-Clerical positions and while
they each have their own set of responsibilities, there are common features among those positions. The
Administrative Assistant position at the Health Department is one that has, over the recent years in
particular, developed in terms of responsibilities. There is an increased demand on public health services,
and the knowledge, discretion and confidentiality needed of this position has increased. The position was
reviewed and is recommended to be reclassified to Senior Administrative Assistant in the AC-5 grade. Ms.
Foley noted that this action is not subject to Town Meeting ratification since it is an existing title. Ms.
Crowley asked to confirm that an existing position with increased responsibility will have a new title and
the employee will receive a pay increase. Ms. Foley advised that this would be an upgrade in the position
and the salary range wider. There were no additional comments.
Mr. Richardson made a motion to reassign the Health Division Administrative Assistant position to
Senior Administrative Assistant in the AC-5 grade effective July 1, 2021. Ms. Crowley seconded the
motion.
 Roll Call Vote: Ms. Crowley: yes; Mr. Richardson: yes; Mr. Mrachek: yes
Production Manager
Ms. Foley explained that this position falls under Minuteman Media Network, part of the Public
Information Division, and that the managers feel this is a better way to fill the position than the current
structure. Mr. Mrachek asked whether the position is currently filled. Ms. Foley and Ms. Hodges explained
that this is a new position, but the Station Manager position was vacated several months ago and filled
internally on an interim basis. Mr. Mrachek asked if there were public comments. Karlen Reed, speaking
on her own behalf, thanked the Town Manager’s Office and said that the proposal has her full support.
There were no other comments.
Mr. Richardson made a motion to add the title of Production Manager to the MP-2 salary grade
effective July 1, 2021t. Ms. Crowley seconded the motion.
 Roll call vote: Ms. Crowley: yes; Mr. Richardson: yes; Mr. Mrachek: yes
5. Incentive Program Proposals
Ms. Foley read aloud an excerpt from Personnel Bylaw 10.3 on incentives and rewards. She explained
that salary ranges are base wages, but there are other types of pay that an employee can receive, such as
longevity pay, which are outside the salary range. The concept is that Town Meeting would approve things
that become part of permanent compensation, but incentives or rewards could be adopted by the
Personnel Board and Town Manager mid-year. Ms. Foley added that although the Town utilizes temporary
additional duties pay, there has not been much done with incentives, and that a lot has changed in the
labor market with COVID and other factors. Ms. Foley clarified that the Town is seeking a vote on 2 of the
3 proposals if the Board is ready; Recreation incentive pay is a detailed concept being developed, so there
will be a presentation at this meeting to introduce ideas, but a vote is not requested at this time.
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Police Body-Worn/In-Vehicle Cameras
Mr. Crane explained that the Town had reached an MOA with the Patrol Officer’s union to adopt a
dashboard and body camera program (the 12th department in the Commonwealth to do so); the command
staff recognized the value of program and immediately adopted its utilization for themselves, without
being prompted. The MOA with the union included a onetime stipend of $1500, and so the proposal is to
extend that stipend to command staff. Mr. Mrachek asked if there were any statistics on incentives in the
other 11 municipalities. Mr. Crane replied that each department that has these programs compensates
employees for them, and that what is unusual is the Town’s one-time stipend instead of an ongoing
percentage.
Mr. Mrachek asked whether by taking this action the Personnel Board would be getting involved in a union
matter. Mr. Crane clarified that the command staff are not unionized. In response to other questions, Mr.
Crane said that the program had been fully deployed since the summer, and that the Town had moved
forward with the program long before any grant funding was available. There were no other comments
or questions.
Ms. Crowley made a motion to accept the proposal for incentive pay program for Police body worn
cameras. Mr. Richardson seconded the motion.
 Roll call vote: Ms. Crowley: yes; Mr. Richardson: yes; Mr. Mrachek: yes
Lineworkers
Dave Wood, CMLP Director, said that lineworkers provide critical service by safely delivering electricity to
the community. It is a very dangerous position and Concord’s pay is lower than the market, which has
made it difficult to attract and retain line workers. Mr. Wood explained that they are seeking approval for
a temporary bonus of $3.25 per hour, effective for FY22. Mr. Wood recognized the need to make
permanent changes to base rates in the Classification and Compensation Plan, but that needs to be
addressed at Town Meeting.
Mr. Mrachek asked how the job is getting done, and Mr. Wood replied that they have had to delay projects
and rely on mutual aid from other municipal light plants for emergencies, which he described as an unsafe
situation. There were questions about how many lineworkers there are currently (3 first class, 2
apprentices and a supervisor), eligibility (new and current lineworkers), and funding (the electric fund or
enterprise fund).
There was discussion about why the range for the position could not be increased at this time. Mr. Wood
explained that range increases require a Town Meeting vote and they feel they cannot wait until April—
that they are really dealing with an emergency. Ms. Foley added that the Personnel Board can take actions
that can later be ratified at Town Meeting, but that is awkward for employees. Mr. Mrachek replied that
it is another example of why a change is needed and that he hopes that the Personnel Study Task Force
will recognize how inefficient and unnecessary the current process is. Susan Bates asked about for plans
to adjust the salary ranges; Mr. Wood replied that CMLP has budgeted for increases and will present that
budget to the Light Board in December. There were no additional comments.
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Mr. Richardson made a motion to approve the Lineworker Incentive Pay Program. Ms. Crowley seconded
the motion.
 Roll call vote: Mr. Richardson: yes; Ms. Crowley: yes; Mr. Mrachek: yes
Recreation
Ms. McKeown presented information on a proposed incentive pay program. Ms. Hodges commented that
generating sufficient revenue to sustain operations has been challenging for Recreation, particularly at
Beede, and that the Town needs to incentivize employees who are going above and beyond to generate
revenue. She added that Beede is competing with private gyms and similar facilities that reward
employees based on the number of clients or sessions in a month.
Ms. McKeown said that Recreation currently has 17 full-time staff and over 300 temporary/limited-status
staff, and that it is a struggle to attract and retain staff. She said that she sent a survey to 100 recreation
departments across Massachusetts and heard back from about 30; none of those departments have a
similar scope of services or incentive programs like the one proposed.
Ms. McKeown explained that there two main areas of Recreation: the Hunt Recreation Center and the
Beede Center. Hunt is mostly funded by program fees and user participation—the tax funding it receives
is only for the Recreation Director’s salary. Incentives within the Recreation program budget accounts for
14% of the revenue. The Beede Center’s programs include group exercise programs, personal training,
and aquatics programs. Beede also facilitates special events, rentals and sells memberships. Beede is an
enterprise account, meaning that it is self-sustaining with no tax support. The expenses for simply
operating the facility are immense. Ms. McKeown said that she is seeking to expand and motivate staff
within three areas: group exercise, swim programs, and personal training, and that she worked with
Human Resources and the Town Manager’s Office to develop a program with different pay rates that are
justified and reasonable based on different qualifications.
Ms. McKeown provided more detail on the proposed incentive program model:
•

•

General Recreation Program - Employee receives 70% of net program revenue; this program has been
in place for years and is common in other municipalities. An Example is “Fuzzy Felt” class. These
employees are Temporary Status, with a base pay rate of $25/hour and no skill certification needed.
Land & Aquatics Fitness Programs – Classes that have enrollment over 6 will be eligible for an extra
dollar per hour, per person, per week of participation. Staff are all paid very similar base rates, most
at $46/hour. They have a higher level of qualification (skill certification, prior teaching experience and
First Aid/ CPR and AED certification).
There was some discussion about what accounts for the differences between gross and net revenue
and program expenses. Ms. McKeown explained that expenses could include space rental, material
costs, etc., that Recreation uses software to track expenses, and that incentive pay is not paid until
the program ends.

•

Personal Training - Program would provide incentives based on hours sold (currently trainers make
the same hourly rate no matter how many sessions they sell). Trainers must have a higher level of
qualifications than in other two programs: they must be certified, have at least 2 years relevant
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experience, and have First Aid/ CPR and AED Certification. Proposed incentive program is different
for Limited-Status and Regular-Status employees. The structure of incentive program for personal
training needs to be different because trainers are working with one client at a time.
In conclusion, Ms. McKeown said that one incentive model does not work for all programs, and that the
ultimate goal is to expand our programs and generate more revenue.
There were questions about how the numbers for the incentive pay program were developed and about
the Recreation budget. Ms. McKeown explained they considered feedback from employees and fitness
experts about what is reasonable and fair, along with information from staff work at other facilities. Mr.
Mrachek asked about the Group Fitness Instructor rate of $46/hour., and Ms. Hodges replied that the
instructors are paid to teach a one-hour class (higher hourly rate vs. per class). There was additional
discussion about how the state of memberships at Beede since the pandemic. Ms. McKeown said that
they are seeing great return on memberships, and that while there have been losses, the numbers now
are promising. She added that while Beede needs the members, they also need to keep their employees
and they hope that plans to motivate new members will work well with a plan to incentivize employees.
Mr. Mrachek asked about next steps; Ms. Hodges suggested that the Board review the presentation and
have questions/discussions vote at the December 8th meeting. Mr. Mrachek clarified that there would
not be a meeting on December 8th, and that they are working on finding a new date. Ms. Hodges said that
it would be very important to have an answer by the end of December because Recreation would like to
advertise these new programs for February. There were no other comments from the Board or the public.
6. Misc. Comp. Schedule Updates
Ms. Foley explained that while there are other changes that need to be made to the Miscellaneous
Compensation schedule, the current proposal is to make adjustments for anyone currently paid less than
$14.25 because minimum wage is going up to that rate on Jan. 1, 2022.
There were questions about the current minimum wage and the number of employees currently below
$14.25. Ms. Foley explained that there are a lot of positions that this will impact immediately, but the
number will increase dramatically with summer hiring. Ms. Foley also confirmed that the Misc. Comp.
schedules can be adopted by the Personnel Board and Town Manager and do not have to be ratified at
Town Meeting.
Ms. Crowley made a motion to increase the Miscellaneous Compensation schedule ranges that are below
the new Massachusetts minimum wage to $14.25 effective January 1, 2022; Mr. Richardson seconded the
motion.
 Roll call vote: Mr. Richardson: yes; Ms. Crowley: yes; Mr. Mrachek: yes
7. Vacation Leave Policy Proposal
Ms. Foley explained that the Town is considering providing employees with some vacation accrued on
their start date. The Town’s policies have been set up in a way that does not extend benefits before they
are earned, but employees often have time off needs before they have enough leave accrued. There are
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processes for approving such requests, but they are administratively burdensome and not well received
by employees. Ms. Foley explained that one idea is to provide 3 days upfront but keep the 1/12th accrual.
Mr. Mrachek suggested that Ms. Foley put the proposal in writing. There was some discussion about
other ideas being considered and any research/data that had been collected from other municipalities.
Ms. Foley said that she thinks the Senior Management Team needs to discuss before a formal proposal is
made, so it would probably not be at the next Personnel Board meeting.
8. Town Meeting 2022
Ms. Foley explained that some things in the Bylaw can only be changed by Town Meeting, and that there
are things she thinks should be considered now, while waiting for the Task Force’s recommendations. Ms.
Foley added that the Town Meeting preview meeting is scheduled for January 8th, draft articles are due
January 28th and the warrant closes February 2nd. She said that she and the Town Manager are suggesting
the following changes:
Holidays: The Personnel Bylaw lists holidays employees for which employees are paid when Town Offices
are closed. Juneteenth a now a legal holiday in Massachusetts, so Town offices have to close but that does
not automatically provide employees with pay. To provide non-union employees with pay, Ms. Foley
explained that Juneteenth would need to be added to the Bylaw through the Town Meeting process. She
added that the Town is considering holidays from a diversity, equity and inclusion perspective, and would
like to change the Bylaw to list Columbus Day as Indigenous People’s Day/Columbus Day.
Vacation - removal of the 6-month restriction. Ms. Foley explained that the Bylaw says that employees
may not use vacation within the first six months of employment unless approved by the Town Manager.
Ms. Foley said that is another administrative process that we don’t think provides value.
Bereavement leave- Ms. Foley explained that the current policy allows for 3 days of bereavement leave
for a variety of relationships. The Town would like to expand to 5 days for certain close relationships like
a spouse or child or domestic partner and provide 1 day for other relationships such as aunt/uncle,
nephew/niece, etc. Ms. Foley also noted that the Town is trying to use more gender-inclusive language
in policies.
Ms. Foley said that if the Personnel Board supports continuing discussion of these topics, she will move
forward with drafting warrant articles. There was some additional discussion about the procedure for
approving/vetoing proposed articles. Mr. Crane confirmed that the Select Board controls the warrant, and
Ms. Foley added that usually the Select Board and Finance Committee hear the Personnel Board articles
and vote whether to support; their votes are published with Town Meeting materials.
9. Personnel Study Task Force
Susan Bates said that the Task Force met on November 29th, and that a question came up about scope of
their charge. Some members felt that the charge included looking at administrative policies, but Ms. Bates
said she did not believe that was intent of Select Board, except as policies relate to the Personnel Board.
She said that the question is on the agenda for the next Select Board meeting. There were no additional
comments.
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10. Town Manager Search and the Personnel Board
Mr. Mrachek asked Ms. Bates if the Select Board had established a Town Manager search process or
committee. Ms. Bates replied that the Select Board had recently received the Town Manager’s resignation
and that this is the Select Board’s front and center agenda. She added that the Select Board would be
meeting on Monday to discuss the process for an Interim or Acting Town Manager, but there was nothing
concrete yet. Mr. Mrachek commented that it seems like an opportunity to involve at least one member
of the Personnel Board in the search process for the new Town Manager, especially since Personnel Board
members have the necessary qualifications and the question has been asked about the Personnel Board’s
role. Ms. Bates replied that she would take Mr. Mrachek’s input to Select Board for consideration.
11. Next Meeting Date
Mr. Mrachek said that there will not be a meeting on December 8th and that Ms. Foley is in the process of
finding another date. He asked if there were any additional public comments, and there were none.
12. Adjournment
Ms. Crowley made a motion to adjourn meeting; Mr. Richardson seconded the motion.
 Roll call vote: Ms. Crowley: yes; Mr. Richardson: yes Mr. Mrachek: yes
The meeting was adjourned at 7:25 pm.

Documents Used or Referenced at the Meeting:
• Draft minutes of 6/2/2021, 6/11/2021, & 08/12/2021 Personnel Board meetings
• Proposed Amendment to FY22 Salary Increase Plan
• Draft job descriptions for Economic Vitality & Tourism Manager, Sr Admin Asst (Health), Production
Manager
• Incentive Program Proposals/Presentation Slides –Police Management, Lineworkers, Recreation
• Miscellaneous Compensation Schedules
• Vacation Leave Policy
• Personnel Bylaw
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PERSONNEL BOARD
TOWN OF CONCORD, MA
DRAFT MEETING MINUTES

December 29, 2021

Location: Video Conference Call
Present from the Board: Bill Mrachek (Chair), Nancy Crowley, Jim Richardson
Others Present: Amy Foley, Human Resources Director; Stephanie Oliver, Assistant Human Resources
Director; Susan Bates, Select Board Liaison; Chris Carmody, Administrative Manager (Zoom
Administrator), Adam LaPointe, Assistant Recreation Director.
1. Call to Order
The meeting was called to order at 5:15 pm.
 Roll Call: Nancy Crowley: present; Jim Richardson: present; William Mrachek: present

2. Recreation Incentive Program Proposal
Ms. Foley explained that the concept of incentive pay for certain Recreation positions was presented at
the last meeting, a draft proposal has now been provided, and the goal for this meeting is for the board
to share their questions and concerns. There were questions about how the bonus amounts were
calculated, how the 60-day timeframe was determined, how the incentive plan will be communicated,
and if there is a need to clarify eligibility for the program and/or provide more detail about what would
happen in various scenarios, such as an instructor terminating or enrollment changes during the
course/season. Ms. Foley said that the Board’s questions and comments would be presented to
Recreation for their consideration, and that Recreation would provide response at a future meeting.
Susan Bates asked about the refund policy, the maximum number or participants and about how the
facility cost is calculated for Beede since it is an Enterprise budget.

3. Miscellaneous Compensation Schedule Updates
• Adjust ranges effective January 1, 2022.
Ms. Foley said that the only change requested for the Misc. Compensation Schedule 7-1 is to increase
the range for School Crossing Guards to $30/hour. The position has become more difficult to fill and the
Town thinks that the compensation should be more comparable to that of a Traffic Officer. She added
that the Town had also looked at what other towns are paying for this position.
Ms. Foley explained that the other request is to adjust the ranges on the Misc. Compensation Schedule
7-2 for Recreation, effective1/1/22. She said that the Recreation Director and staff considered the
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ranges in light of current employment market, financial situation, recruitment, the minimum wage
increase, and what other towns and fitness centers are paying and proposed changes accordingly.
Mr. Richardson made a motion to approve amendment to Miscellaneous Compensation Schedule
as proposed. Ms. Crowley seconded the motion.


Roll Call Vote: Jim Richardson: yes; Nancy Crowley: yes; and William Mrachek: yes

4. Town Meeting 2022
Ms. Foley explained that the articles being discussed would be potentially presented at the June
Town Meeting. She added that the Town had been asked to limit articles for last two years due to
COVID, and that these proposals are things that would help the administration to attract and retain
employees. Ms. Foley provided the timeline: warrant article drafts are due 1/28/22, and the
warrant closes 2/2/22. She said that there is a Preview Meeting on 1/8/22, and that she had
requested time at the Preview Meeting so that if the Board would have the opportunity to speak
about any of these things if they wished to do so.
• Holiday Schedule – Addition of Juneteenth Independence Day
Ms. Foley explained that the State adopted Juneteenth Independence Day as legal holiday, so
under the law, Town offices must close. The law does not address pay for employees, so the
proposal is to add Juneteenth to the holiday schedule in order to provide compensation. Ms.
Foley also mentioned that as part of the Town’s Diversity, Equity, Inclusion and Belonging
efforts, they would like to add a reference to Indigenous Peoples’ Day to the Columbus Day
holiday. This does not change state law but recognizes that the day is viewed differently by
different people. An additional adjustment would be to change Patriot’s Day to Patriots’ Day.
Regarding union employees, Ms. Foley said that Juneteenth is being included as paid holiday in
union collective bargaining agreements. She also mentioned that Town is working with unions
to use gender-neutral terms throughout contracts.
• Vacation – Removal of 6 month waiting period for use
Ms. Foley explained that many of the Vacation Leave provisions are covered in the policy, but
some are in the Personnel Bylaw, which can only be changed by vote in a Town Meeting. She
said that they have found the 6 month waiting period is unnecessary; that it is administratively
burdensome and sends message to employees that they cannot take time off in their first six
months, when that is not really the case. She added that in the past there may have been
concerns about employees taking time off while being trained, but that it is not really a concern
anymore. Ms. Foley also mentioned that the language was reworded to be gender-neutral.
There were questions about how vacation can be used, provisions for when an employee leaves
and how much vacation a new employee would have in their first week. In response, Ms. Foley
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said that employees can use vacation they’ve earned, but there are approval procedures for
requesting time off, that the Town is careful about advancing leave, and that employees do not
currently accrue any vacation in their first week, but that she does want to look at accruals
because sometimes things come up early in people’s employment.
• Bereavement Leave – Expansion of leave for some relationships
Ms. Foley explained that the proposal is to expand Bereavement Leave from three (3) to up to
five (5) days for certain family or household relationships and also provide the ability to expand
provisions to additional relationships. She added that the language in the Bylaw is law and there
is no provision for the Town to provide something different based on individual circumstances.
Ms. Crowley asked how to differentiate the details and Ms. Foley explained that it is in relation
to the employee. For the warrant, what is needed is to have a standard number of days for
Bereavement. Mr. Richardson said he has no concerns. Mr. Mrachek stated that there is no
vote necessary at this meeting, but a decision on final language will be needed in time for the
June Town Meeting process.
There were no additional comments from the Board.

5. Personnel Study Task Force
• General updates & discussion
Ms. Bates and Ms. Foley provided an update on the Personnel Study Task Force meeting. Ms. Bates
mentioned some minor changes to the Task Force charge. Ms. Foley said that there was a discussion
on how to request and obtain information and records from Town employees, specifically herself.
Ms. Foley said that there seemed to have been confusion or miscommunication about the status of
some public records requests she had received. She said she asked to meet with the requestor, and
explained to the Board that that there is often a need to talk with the requestor in order get more
information and determine how to respond. Ms. Foley said that she had sent the request to the
Town Manager because it was going to take some staff time, and that the Town Manager had
discussed with the Select Board. In the end, Ms. Foley said that he Task Force withdrew the
questions they had submitted to her and have not asked to meet with her at this time. Mr.
Mrachek asked Ms. Bates if there is a new revised charge for the Committee. Ms. Bates replied that
a revised charge had been approved by the Select Board. Mr. Mrachek commented that the group
seems committed to executing their charge. There were no other comments from the Board.

6. Public Comments
Karlen Reed commented on the value of a citizen committee providing input and assisting the HR
Department. There were no other comments from the public.
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7. Adjournment
Before the motion for adjournment, there was discussion about the future meeting schedule. Ms.
Foley said there were two tentative meetings scheduled: 1/12/22 and 1/26/22. She said that both
meetings may be needed, so she asked the Board to keep both dates on their calendars.
Ms. Crowley made a motion to adjourn the meeting. Mr. Richardson seconded the motion.

Roll Call Vote: Jim Richardson: yes; Nancy Crowley: yes; William Mrachek: yes

The meeting was adjourned at 6:22pm.

Documents Used or Referenced at the Meeting:

•
•

Recreation Incentive Pay Proposal
Miscellaneous Compensation Schedules with Proposed Amendments
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SENIOR DEPARTMENT CLERK
Department:
Reports To:
Appointed By:

Finance; Town Clerk Division
Town Clerk
Town Manager

Salary Grade:
FLSA Status:
Date:

Recommended AC-3
Non-Exempt
DRAFT January 2022

GENERAL SUMMARY:
Under the general supervision of the Town Clerk, Assistant Town Clerk, and/or Municipal
Archivist, performs professional administrative and clerical work to support departmental
operations in the areas of board and committee management, census, voter record and
elections management, and customer service in support of office functions. This position
involves a high level of data entry. Responsible for maintaining and improving upon the
efficiency and effectiveness of all areas under his/her direction and control. Performs varied and
responsible duties requiring a knowledge of departmental operations and the exercise of
judgment and initiative in completing tasks, particularly in situations not clearly defined by
precedent or established procedures. Incumbent is called upon to handle a significant amount of
detail, each varying from the other in substance and content, requiring incumbent to approach
workload with flexibility.
ESSENTIAL JOB FUNCTIONS:
External and internal applicants, as well as position incumbents who become disabled as defined under the
Americans with Disabilities Act, must be able to perform the essential job functions (as listed) either unaided or with
the assistance of a reasonable accommodation to be determined by management on a case-by-case basis.

Data Entry/Management:
 Board & Committee Management
o Maintains board and committee database to ensure accuracy and compliance with legal
requirements.
o Follows up with committee members for missing compliance documents
o Assists with posting agendas and meeting minutes and minutes tracking
o Assists Town Clerk in updating the Committee Handbook
 Town Databases/Tracking Systems
o Prepare and maintain cemetery records, including entering data into tracking
database/system, prepare lot cards, prepare and distribute deed.
o Enters dog rabies information into dog registration database/program).
o Tracks Planning and Zoning applications/decisions
 Voter Registration Information System (VRIS - specialized statewide computer software)
o Process census forms, send letters regarding incomplete census forms
o Process Voter Registrations and changes including pending certification and preregistrant queues., send letters regarding incomplete voter registration forms
o Process cancellation or delete requests received from other States.
o Scan voter activity into VRIS following Town & State elections and Town Meetings.
o Certify nomination papers and initiative petitions.
o Request and process election extracts upon request
o Prepare School Census Report annually
o Update and maintain the VRIS system by entering new streets or subdivisions into the
system prior to registering a voter
o Submitting address delete forms to the VRIS Help Desk

Senior Department Clerk – Town Clerk’s Office

Customer Service:
 Serves as back-up to Assistant to the Town Clerk and Assistant Town Clerk in assisting
customers at the counter or on the telephone; explains complex procedures, responds to
questions, and receives complaints.
 Sells copies of town documents and publications.
 Registers voters at the counter.
 Responds to correspondence.
 Assists Town Clerk during Elections and Town Meeting as needed.
 Maintains voter hotline on election day from 7:00am until 8:00pm
Clerical Assistance:
 Prepares copies of documents, including Committee Handbook.
 Mails letters generated from all transactions completed via VRIS.
 Assists as needed with ordering and maintaining office supplies for department.
 Files meeting minutes. Posts meeting minutes online.
 Files Zoning Board of Appeal and Planning Board Applications and Decisions.
 Maintains cat rabies certificate files.
 Maintains cemetery files (lot cards; burial records).
 Assists with preparing and compiling election materials for distribution to precincts.
 Answers telephone in absence of other personnel or during peak periods, responding to
requests for information and assistance for department, transferring calls to other
departments as appropriate.
EXPERIENCE
 Municipal experience preferred.
 Records management experience preferred
 Office experience preferred
 Database experience preferred
KNOWLEDGE, SKILLS & ABILITIES:

 Excellent interpersonal skills; ability to communicate effectively both verbally and in
writing; ability to effectively deal with all members of the public in a courteous and tactful
manner; ability to explain complex procedures; ability to establish and maintain good
working relationships with coworkers. High attention to detail required.

 Extensive knowledge of office procedures, practices and terminology; ability to compose
correspondence and prepare, type, and proofread reports as to form and logic flow.

 Working knowledge of records management principles as they relate to paper and digital
records; ability to maintain detailed records and files.

 Proficient in the preparation and interpretation of fiscal, statistical, technical, and narrative
reports relating to voter registration-elections.

 Experience working with databases; proficient in data entry,
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Senior Department Clerk – Town Clerk’s Office

 Proficient in Microsoft Word, Excel and Access or similar database. Proficient or willing to
learn web-based tools for various tasks.

 Ability to perform duties with a high level of detail, accuracy, courtesy, confidentiality, and
discretion while dealing effectively with frequent interruptions.
WORKING CONDITIONS & PHYSICAL DEMANDS:
Normal office environment, not subject to extreme variations of temperature, noise, odors, etc.
Majority of work is performed in a quiet work environment, with constant interruptions.
Frequently subjected to the demands of other individuals and the volume and /or rapidity with
which tasks must be accomplished.
Operates computer, printer, video display terminal, keyboard, calculator, telephone, copier,
facsimile machine and all other standard office equipment requiring eye-hand coordination and
finger dexterity. Balancing, crouching, grasping, pulling, reaching and stooping may also be
required.
The above statements are intended to describe the general nature and level of work being performed by
people assigned to do this job. The above is not intended to be an exhaustive list of all responsibilities and
duties required. 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.
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.
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Administrative Projects Manager
Department:
Reports To:
Appointed By:

Town Manager’s Office
Deputy Town Manager
Town Manager

Salary Grade:
FLSA Status:
Date:

MP-2 (Recommended)
Exempt
DRAFT Jan 2022

GENERAL SUMMARY:
Under the direction of the Deputy Town Manager, performs professional, analytical, and
administrative work research, analytical work, and the overall management of special projects for the
Town Manager which serve a Town-wide benefit and span across multiple departments. Collects,
organizes, and analyzes data, policy, and reports to assist in solving problems, updating policies and
procedures, and reducing the Town’s overall risk. Provides technical analysis and support for varying
municipal, federal and state programs including, but not limited to liability insurance, grant programs,
town reports, trainings and risk management efforts. Responsible for maintaining and improving upon
the efficiency and effectiveness of all areas under the position’s control. Performs varied duties
requiring a thorough knowledge of governmental operations, laws, and practices. Incumbent must
exercise sound judgment and initiative in completing tasks, particularly in situations not clearly defined
by precedent or established procedures.
ESSENTIAL JOB FUNCTIONS:

External and internal applicants, as well as position incumbents who become disabled as defined under the Americans with Disabilities Act,
must be able to perform the essential job functions (as listed) either unaided or with the assistance of a reasonable accommodation to be
determined by management on a case-by-case basis.

♦ Supports the Town Manager and Deputy Town Manager with multiple projects and administrative
matters; provides organization and assistance to help maintain efficient operations within the
Department.
♦ Serves as insurance liaison for the Town collecting and categorizing assets and losses; coordinates
trainings and town-wide policy reviews with a goal to reduce the Town’s liability. Develops expertlevel knowledge of the Town’s general, personal, property and other liability insurance policies,
processes and procedures with particular focus on those with a Town-wide impact.
♦ Researches high-level issues of concern as they arise; provides assistance to Town departments
across the organization by providing program analysis, organizational and administrative field
study, and statistical examination of data.
♦ Identifies, recommends, and implements efficiency and functionality improvements relative to
administrative policies, processes, and procedures, both manual and automated, to meet
operational needs.
♦ Provides technical support to users of the Town’s insurance reporting system including generating
reports of incidents, training modules, builders’ risk policies, and loss reports. Establishes and
maintains relationships with vendors, state agencies and public officials to support the Town in
limiting liability and reducing annual premiums. Assists departments in identifying training needs and
resources to ensure risks are mitigated; coordinates trainings.
♦ Leads and coordinates town-wide participation in trainings, seminars and programs; coordinates
with outside vendors and training staff to ensure documentation and participation credit.

Town of Concord, MA
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Administrative Projects Manager

♦ Assists Deputy Town Manager with Town property lease and access agreements. May be called upon
to serve as spokesperson for the purposes of lease term renewals and contracts. Manages and
coordinates the use of Town-owned land and facilities for outside groups as appropriate; assists in
setting rental rates and lease terms in accordance with all legal standards.
♦ Researches, oversees and documents various aspects of Town grant programs and other special
projects. Works closely with department and division managers to ensure grant requirements are
met and funding is appropriately accounted for and reported.
♦ Organizes key projects and initiatives; creates and maintains comprehensive project documentation
to memorialize progress.
♦ Leads and/or participates in internal administrative staff and user group meetings to ensure
continued development, effectiveness, and compliance with new, updated or established systems.
Promotes positive attitudes toward change.
♦ Performs special projects and other related duties as required, directed or as the situation
dictates. Regular attendance at the workplace is required.
SUPERVISORY RESPONSIBILITY:
May provide functional oversight to vendors, work teams or focus groups relative to certain projects and
initiatives.
EDUCATION & EXPERIENCE:
Any combination of education and experience that provides the ability to perform the essential functions
is qualifying. A typical example of this is:
♦ Master’s Degree in management, public or business administration, or related field plus at least two
years of experience working in a professional and technical capacity within a government setting
with a specific focus on administrative processes, risk management, grant development or legislative
procedures.
KNOWLEDGE, SKILLS & ABILITIES:
♦ Skill in identifying and implementing continuous process improvement and optimization of
technology. Familiarity in data collection, analysis and the ability to deliver concise and accurate
reports. Flexibility and willingness to explore unique and innovative options when faced with
barriers.
♦ Effectively able to plan, coordinate and management multiple projects at one time. Highly selfmotivated and able to work independently, combined with good judgment regarding when to check
in with a supervisor.
♦ Excellent organizational, time management and problem-solving skills. Ability to work with a high
level of detail; ability to prioritize multiple tasks and deal effectively with interruptions. Ability to
identify and analyze complex issues and to develop appropriate recommendations.
♦ Excellent communication skills, particularly in writing. Ability to document, write procedures, and
present information in a meaningful and impactful way. Ability to maintain confidentiality and use
discretion on how information is shared. Ability to present and inform others about programs,
initiatives, and development opportunities.

Town of Concord, MA
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Administrative Projects Manager

♦ Proficiency with a wide variety of software applications including Windows, Microsoft Office,
Facilities Dude and other online application insurance and grant administration systems.
WORKING CONDITIONS & PHYSICAL DEMANDS:
Normal office environment, not subject to extreme variations of temperature, noise, odors, etc.
Majority of work is performed in a moderately noisy work environment, with constant interruptions.
Frequently subjected to the demands of other individuals and the volume and /or rapidity with which
tasks must be accomplished.
Operates computer, printer, video display terminal, keyboard, calculator, telephone, copier, facsimile
machine and all other standard office equipment requiring eye-hand coordination and finger dexterity.
Balancing, crouching, grasping, pulling, reaching, and stooping may also be required.

The above statements are intended to describe the general nature and level of work being performed by people assigned to do this job.
The above is not intended to be an exhaustive list of all responsibilities and duties required. 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.
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.

Town of Concord, MA
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Executive Assistant to the Town Manager
Department:
Reports To:
Appointed By:

Town Manager’s Office
Deputy Town Manager
Town Manager

Salary Grade:
FLSA Status:
Date:

AC-6 (Recommended)
Hourly
DRAFT 1/12/2022

GENERAL SUMMARY:
Under the general supervision of the Deputy Town Manager, performs complex administrative work in
assuring the efficient operation of the Town Manager’s Office. Maintains and assists others with the
maintenance of governmental, financial, personnel and other records. Works both independently and
collaboratively in performing varied and responsible duties that require a thorough knowledge of the
Town’s operations, policies, procedures, and practices; a high degree of familiarity with government
regulations and applicable laws; and proficiency with various computer applications. Duties typically
involve the evaluation and interpretation of policies and circumstances requiring the exercise of judgment
and initiative in completing tasks, particularly in situations not clearly defined by precedent or established
procedures. Responsible for maintaining and improving upon the efficiency and effectiveness of all areas
under this position’s direction and control. Appointee is called upon to handle a significant amount of
complex details, each varying from the other in substance and content, requiring flexibility in the approach
to work and assignments.
ESSENTIAL JOB FUNCTIONS:

External and internal applicants, as well as position incumbents who become disabled as defined under the Americans with
Disabilities Act, must be able to perform the essential job functions (as listed) either unaided or with the assistance of a
reasonable accommodation to be determined by management on a case-by-case basis.

♦ Provides assistance to the public, town staff and committee/board members in person and via

telephone. Answers incoming calls; responds to questions regarding Town procedures and
operations; resolves citizen issues or re-directs questions and requests to the appropriate Town
department. Opens, processes, routes, and responds to Departmental mail; skims mail to maintain
knowledge of all incoming correspondence. Utilizes a high degree of judgment, discretion, and
professional office protocols while working with and communicating regarding highly confidential
and sensitive Town-wide information and contemplated policy actions.

♦ Composes correspondence and other communications to staff, citizens, officials, and others; gathers
input from other parties as needed. Takes primary role and assists others in writing, editing, and
disseminating various Town reports and communications including, but not limited to the Annual
Town Report and Town Manager’s weekly reports.

♦ Prepares and processes payroll, accounts payable, warrants, personnel status changes, and related
documents for multiple operational units as assigned, utilizing software systems as applicable;
authorizes payments on behalf of the Town Manager and/or Deputy Town Manager. May assist in
carrying out organizational and communication tasks on behalf of committees and the Veteran’s
Services Agent.

♦ Serves as lead coordinator and the main point of contact for Annual and Special Town Meetings by

coordinating the many logistical issues associated with their occurrence; drafts yearly calendar for
Select Board and Town Manager approval; collects, edits and transcribes warrant articles submitted
by various town committees, boards, and citizen petitioners; coordinates printing of meeting

warrants; compiles all necessary information and correspondence regarding meetings and ensures
information is readily available to the public; works with various vendors and Town departments
regarding meeting logistics and needs; attends pre-Town Meeting Moderator and staff workshops;
attends town meeting sessions, public hearings, and other gatherings and assists with audio-visual,
technological, and/ logistical requirements as assigned.

♦ Serves as a point of intake and referral for requests to use Town property to ensure that concerns

such as public safety and proper liability coverage are addressed. Collects insurance certificates and
applications for property use, and coordinates with staff for approvals and services.

♦ Maintains extensive confidential records including vendor and contract information, public and

private correspondence, litigation files, land leases, collective bargaining history and positions,
acquisition records and other important departmental documents; posts and records information;
updates data and records; checks, sorts, records, and files various materials. May assist in
responding to public record requests.

♦ Creates and maintains up-to-date records of administrative and operational procedures; provides

functional written and verbal guidance to others in completion of tasks and projects; identifies and
implements opportunities for process improvement.

♦ Serves as a building coordinator; communicates with building users and facilities staff regarding a

wide variety of matters including use-protocols, supplies, energy-conservation, equipment, security,
cleaning, maintenance, room set-ups and reservations, signage, and parking; monitors common
areas such as hallways, breakrooms, and restrooms to ensure they are orderly and have necessary
supplies.

♦ May support various boards or committees as needed; attends meetings; prepares and posts,

agendas or committee correspondence; posts notices; arranges and sets-up rooms and equipment
for in-person meetings. Supports Select Board in the absence of other administrative staff.

♦ Assists in scheduling meetings and maintaining electronic calendars for the Town Manager, Deputy
Town Manager, Select Board and Town Moderator; updates website meeting calendars where
necessary.

♦ Performs special projects and related responsibilities as initiated and requested.
♦ Performs other related duties as required, directed or as the situation dictates.
♦ Regular attendance at the workplace is required.
SUPERVISORY RESPONSIBILITY:
None.

EDUCATION & EXPERIENCE:

Any combination of education and experience that provides the ability to perform functions is
qualifying. A typical example of this is:
♦ two to three years of college with at least five years of responsible, relevant experience; public
sector experience preferred.
KNOWLEDGE, SKILLS & ABILITIES:
♦ High degree of familiarity with town government and a working knowledge of municipal operations
and applicable laws.

♦ Proficiency using the Microsoft 365 suite and other administrative computer applications including

video conferencing, collaboration, publishing, web design, accounts payable, financial management
and human resources software solutions. Knowledge of processes, practices and requirements
relevant to municipal government operations.

♦ Excellent interpersonal and customer service skills. Strong written and social media communication
skills. Ability to communicate professionally, effectively and tactfully with the public, co-workers,
department heads and other Town employees, officials and other agencies.

♦ Strong time management and organizational skills; ability to work accurately and efficiently with a

high level of detail; ability to prioritize work, deal effectively with interruptions and effectively
perform multiple tasks independently within deadlines; ability to interpret directions in a fast-paced
work environment; ability to identify and analyze complex issues and to develop appropriate
recommendations.

♦ Ability to apply considerable discretion in maintaining highly confidential information.
WORKING CONDITIONS & PHYSICAL DEMANDS:
Work is performed in a normal office environment, which is not subject to extreme variations of
temperature, noise, odors, etc., and is subject to constant interruptions. Occasional periods working in
public assembly areas. Frequently subjected to interruptions, the demands of other individuals, and the
volume and /or rapidity with which tasks must be accomplished in fast-paced environment.
Must be able to lift and carry files, boxes and supplies weighing up to twenty-five pounds; ability to
climb, crouch and/or bend to access office and storage areas required.
Operates computer, printer, keyboard, audio-visual equipment, calculator, telephone, copier, facsimile
machine and all other standard office equipment requiring eye-hand coordination and finger dexterity.
Balancing, crouching, grasping, pulling, reaching and stooping may also be required.
The above statements are intended to describe the general nature and level of work being performed by people assigned to
do this job. The above is not intended to be an exhaustive list of all responsibilities and duties required. 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.
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.

TOWN OF CONCORD

Recreation Incentive Pay Program

Implemented in accordance with
Section 10.3 of the Personnel Bylaws regarding Incentives & Rewards
Approved by Personnel Board & Town Manager DRAFT

QUESTIONS & ANSWERS
Personnel Board questions are illustrated with tracked changes. Responses from Deputy Town Manager
Kate Hodges & Acting Recreation Director Adam Lapointe are illustrated in green, italic, text boxes.
Background & Purpose
Recreation Division program offerings operate as business-like entities where sustainability of each
program relies on the reputation of instructors, their ability to attract participants, their dedication to
satisfactory enrollment numbers, and their commitment to the Division’s self-sufficiency.
We think it is worth noting that the above features are unique among Town employees and operations,
including enterprises. Other Town staff do not sell their product/work in the same way and do not have
a direct impact on revenues.
Accordingly, this incentive pay program is adopted with the goal of providing compensation that:
• attracts qualified instructors,
• encourages instructors to return to Concord Recreation for multiple seasons/years,
• motivates instructors to promote participation in the programs through expanded marketing
efforts,
• considers the municipal recreation programming market,
• maintains and encourages financial stability across varied program areas, and
• encourages and promotes diversity, equity, inclusion and belonging initiatives through program
variety and equal access. What is meant by this bullet?
By offering these incentive programs, we are encouraging our staff team to offer diverse programs to
cater to as many as people as possible. From beginner yoga to specialized youth fitness, we are trying to
promote creativity in our fitness teams so we can offer an array of programs.
Eligibility
The provisions of this policy apply to Town employees who instruct group and aquatics fitness classes,
provide personal training services, and/or coordinate, coach or instruct participation-based general
recreation programs. Is there a need to specifically identify which positions qualify? For example, what
does “coordinate” mean? Same with one who “coaches.” I am concerned that without a definition of
who qualifies (job titles), there might be confusion. Is it applicable to anyone other than the instructor?
Can multi people get the bonus?
We have updated the policy section titles to clearly match job function titles contained on the
Miscellaneous Compensation Schedule. The incentive is only applicable to the person who is instructing
the program, not the participants.
Policy
In addition to a base wage, incentive bonuses may be paid as outlined below to eligible employees.
Bonuses shall be paid via payroll, are subject to employment tax deductions, and shall be included in the
calculation of the overtime rate when required by law. These incentives are subject to reevaluation for
each program cycle and are not a permanent part of the employee’s compensation. The Town Manager

Recreation Incentive Bonus Program
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may end any of these incentive bonuses at any time; however, incentives shall be paid for any bonus
period that commenced before termination of such bonus program.
Aquatics and Land Fitness Instructors:
Applicability =
• Aquatics and land fitness classes with more than the minimum required number of participants
registered at any point during the class term as reflected by the Division’s weekly roster.
Bonus Period =
• Per Term (lengths vary).
Basis for Bonus =
• Number of registered class participants (does not include guests and drop-ins). How are
participant withdrawals managed? By whom?.
Registrations and/or withdrawals are administered through the division’s registration software and are
reconciled weekly by the members of the administrative staff.
Bonus Amount =
• $1.00 per participant per class. How was $1.00 chosen? Is it enough? Based on past participation
levels, has one calculated various payout sums? What total was included in the Beede Center
budget?
The impetus behind this unique pay program was to incentivize staff to sell a particular product or
service while also being mindful of the bottom line. The $1 incentive makes the administrative
calculation easier, as it is a round number, and allows for a meaningful amount of money as a ‘bonus’
to the staff person. There are no municipal operations that employ this type of system, but the $1 per
person is industry standard relative to personal training ‘sales’ within the private sector fitness centers.
Payment Schedule =
• Ordinarily paid within 60 days after the end of the bonus period. Why 60 days? Did you consider a
shorter time, i.e., 30 days? Or the second payroll after the term ends? Seems like a long time;
should try to payout as quickly as possible to be meaningful
There are several variables. We will work to pay as quickly as possible and anticipate that will often be
within 30 days. Our procedures (referenced at end of policy) will include specific time frames by which
the employee must submit all documentation; we anticipate that payment will be made within 2 payroll
cycles after submittal; length of time depends on how submittal lines up with payroll cycle.
Additional Provisions =
• The bonus amount is ordinarily paid to the primary instructor (as listed in the program offering),
even when a substitute teaches a class. However, if the primary instructor is absent for more than
25% of the term’s classes, the bonus shall be split among the primary and substitute(s) based on
the number of classes each taught.
• Fitness instructors must comply with all program administrative procedures and operation
standards adopted by the Town in order to receive the incentive payment for any given bonus
period.
• Is there a need to clarify eligibility for a bonus payment in the event an instructor terminates their
employment prior to the end of the Bonus Period?
Good point. We will add a provision: Any employee whose employment ends before the end of a class,
session or training period shall not be paid the incentive amount.
Personal/Fitness Trainers:
1) Applicability =
• Single customer personal training sessions.
Bonus Period =
• Per Quarter (July 1-September 30, October 1-December 31, January 1-March 31, April 1-June 30).
Basis for Bonus =

Recreation Incentive Bonus Program
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• Number of training hours sold during the bonus period. How are withdrawals managed? By
whom?
Withdrawals are completed by our front desk staff and the trainer. Our instructors do not process
registrations or withdrawals. With this incentive, it rewards trainers for selling PT sessions, not
necessarily on the completion of the sessions themselves. Typically, clients buy a package ahead of
using them. We would compile the total sold under each trainer (we already have implemented a
tracking system for this), and calculate the incentive based on the info we have from our system.
Bonus Amount =
• $2.00 per training hour sold over 50 for part time trainers and 100 for full time trainers. How was
$2.00 chosen? Is it enough? Based on past participation levels, has one calculated various payout
sums? What was included in the Beede Center budget?
We reviewed the last quarter’s data and believed that $2 was reasonable and able to be properly
absorbed within the budget presented and accepted at Town Meeting. Ultimately, this would give our
instructors an amount between $0-$160 per quarter as incentive.
• Payment Schedule =
• Ordinarily paid within 60 days after the end of the bonus period. Why 60 days? Did you consider a
shorter time, i.e., 30 days? Or the second payroll after the term ends?
Answered above
Additional Provisions =
• Personal trainers must comply with all program administrative procedures and operation
standards adopted by the Town in order to receive the incentive payment for any given bonus
period.
2) Applicability =
• Small group personal training sessions (i.e., 2 or more clients at the same time).
Bonus Period =
• Per 6-week term.
Basis for Bonus =
• Number of hours spent conducting small group sessions.
Bonus Amount =
• $80 per hour of small group training, less the employee’s base rate paid for such hours How was
$80.00 chosen? Is it enough? Based on past participation levels, has one calculated various payout
sums? What was included in the Beede Center budget?
Based on private fitness facility market data; we discovered that most personalized small group training
instructors made anywhere between $75-$150 an hour for programs similar to what we plan to offer.
Payment Schedule =
• Ordinarily paid within 60 days after the end of the bonus period. Why 60 days? Did you consider a
shorter time, i.e., 30 days? Or the second payroll after the term ends?
• Answered above
Additional Provisions =
• Personal trainers must comply with all program administrative procedures and operation
standards adopted by the Town in order to receive the incentive payment for any given bonus
period.
• Is there a need to clarify eligibility for a bonus payment in the event a personal/fitness trainer
terminates their employment prior to the end of the Bonus Period?
• Answered above
Program Instructors:
Applicability =

Recreation Incentive Bonus Program
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• Classes offered through the Recreation Division’s partnership with Concord Public Schools and
held at the School’s facilities.
Bonus Periods =
• Per Program Term (lengths vary).
Basis for Bonus =
• Net cash collected for the specific program/class. Net Cash is the result of Gross Revenues less all
expenses incurred by the Town related to the program/offering, including but not limited to:
o compensation to any employee for time worked in the program, including the base wage of
program instructor(s),
o payments related to facility use,
o payments for any materials or items purchased for the program or its’ participants,
o costs for the overhead involved with the program’s operation including marketing, and
o any other expenses incurred.
Who calculates Net Cash? Does the Program instructor receive the detail in his/her
payment?
We have a form/Excel spreadsheet that the instructors will complete which automatically calculates the
Net Cash. The instructor is responsible for turning in the information, then Recreation checks to confirm
so all have the same detail.
Bonus Amount =
• Seventy percent (70%) 1 of Net Cash collected for the program. How was 70% chosen? Is it
enough? Based on past participation levels, has one calculated various payout sums? What was
included in the Beede Center budget?
The 70/30 revenue split has been the recreation industry standard throughout the commonwealth for a
number of years.
Payment Schedule =
• Ordinarily paid within 60 days after the end of the bonus period. Why 60 days? Did you consider a
shorter time, i.e., 30 days? Or the second payroll after the term ends?
Answered above
•
Additional Provisions =
• Net cash collected shall only include registration fees that have been paid to the Recreation
Division by the last day of the class term.
• If a participant is awarded financial assistance, the instructor will receive 70% net pay of the
adjusted class rate.
• If a class is run jointly by more than one employee, the bonus shall be split equally amongst them.
• Program Instructors must comply with all program administrative procedures and operation
standards adopted by the Town in order to receive the incentive payment for any given bonus
period. Instructors must work with the Recreation Director or the Director’s designee to ensure
knowledge of, and compliance with, all applicable laws and Town policies, including but not
limited to those related to hiring, employment practices, compensation, procurement, and
purchasing. Furthermore, each program instructor must ensure that each person employed by
the program, including the instructor of the program:
o does not work until their appointment has been approved the Town Manager;
o does not work until they have completed all required new-hire paperwork; paperwork
includes a valid work permit for anyone less than 18 years of age;
o is offered a rate of pay that is in accordance with the Town’s Miscellaneous Compensation
Schedule as approved by the Town Manager and Personnel Board;
1

Instructors whose compensation was established under a prior program may be paid a grandfathered percent.
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submits a weekly record of all time worked to the Recreation Director or his/her designee
on a form provided by the Town (employees may not work/volunteer any hours without
pay);
o does not work more than 40 hours total for the Town and Concord Schools in any given
week unless an unforeseen need arises (should the need to work more than 40 hours arise,
the hours worked must be recorded on the weekly time sheet and the employee shall be
paid overtime at the rate of time and one half the regular rate – a rate that is calculated
based on all pay received in that week);
o is only compensated via a Town-issued payroll check; no other forms of compensation are
permitted; and
o does not purchase supplies for the program without working with the Recreation Director
or the Director’s designee to ensure compliance with the Town’s procurement rules.
• Is there a need to clarify eligibility for a bonus payment in the event a program instructor
terminates their employment prior to the end of the Bonus Period?
Answered above
o

Failure to comply with these requirements may disqualify an instructor for the incentive bonus
and, accordingly, the Town may, at the Town Manager’s discretion, withhold payment of some
or all of such bonus at the end of the program.
Procedures & Conditions
The Deputy Town Manager, Human Resources Director, and Chief Financial Officer shall determine
administrative procedures for calculating and processing Recreation incentive bonuses. Such
procedures may include steps that must be taken by employees in order to be eligible for and receive
any given bonus.
Disagreements—what is the procedure? To whom? Statute of limitations, if any?
While we endeavor to work together to communicate where and how pay is calculated, should a
discrepancy or disagreement arise, the Recreation Director shall strive to resolve the matter, involving
the Deputy Town Manager, Recreation’s Department Head, as appropriate. If informal communication
is unsuccessful, the employee may utilize PPP#25, Employee Appeal Procedure, to have their appeal
considered in a multi-step process that can include an advisory opinion of the Personnel Board and
ultimate decision by the Town Manager. We have added a section to the policy regarding this.
Communication Plan—is there one? If yes, please share with the Personnel Board. If there is not one,
is it important to have a roll-out plan/schedule including who and how the information is
disseminated? In addition, what, if any, written documentation should be included? Is it important to
give examples of one or two pay-out sums based on previous data or future projections? The
communication does not need to be incorporated into the formal Recreation Incentive Plan proposal,
but it should be determined if a written document is in order.
Should the incentive program be accepted by the Board, the Recreation Managers will meet with the
various effected employee groups to deliver a written copy of the policies and parameters. Additionally,
staff will be available to assist employees during the first several months of the policy’s implementation
in completing the required paperwork for incentive payments due.
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What is base class amount? Does incentive start after that number or include base number?
Depends on the class, but can vary based on the program. Average price for a 10 week session class,
group ex programs typically cost around $120-$150 for the whole session.
Difficult to figure out how much will be paid.
We have systems in place to track payouts. Our procedure will include worksheets/forms that will guide
employees through the incentive calculations.
Who is going to keep track? Is there any easier way? Who is going to do all this?
We have a system called myRec that tracks all of our registrations and also purchases of personal
training packages. Instructors for group ex already receive rosters at the beginning of the session, so
they already have part of the tracking needed. Worksheets/forms will guide the calculations
Personal fitness trainers, applicability – is that participant hours or the trainer?
Participant hours sold, NOT physical training hours performed.
What is policy for refunds?
Recreation has a cancellation policy, available to program participants on the web site, which sets forth
when and if refunds are issued. Basically, if cancellation is in Recreation’s control, a refund is provided;
if not in Recreation’s control, a refund is not issued.
If successful, are there maximums for groups? Class max.
Most classes have a max of 8-10, depending upon the class.
Beede is enterprise fund, how calculate cost of facility, just enterprise, or other? What is included in
deduction for net cash (e.g., energy and other op expenses)Net cash, in this context, is the amount remaining after direct expenses relative to the program are paid
including credit card transaction fees, web sales fees and advertising needs. Soft costs related to the
facilities and utilities are not considered when determining net amount as they are accounted for, and
budgeted, elsewhere within the division.

TOWN OF CONCORD

Recreation Incentive Pay Program
Implemented in accordance with
Section 10.3 of the Personnel Bylaws regarding Incentives & Rewards
Approved by Personnel Board & Town Manager DRAFT

Background & Purpose
Recreation Division program offerings operate as business‐like entities where sustainability of each
program relies on the reputation of instructors, their ability to attract participants, their dedication to
satisfactory enrollment numbers, and their commitment to the Division’s self‐sufficiency. Accordingly,
this incentive pay program is adopted with the goal of providing compensation that:
 attracts qualified instructors,
 encourages instructors to return to Concord Recreation for multiple seasons/years,
 motivates instructors to promote participation in the programs through expanded marketing
efforts,
 considers the municipal recreation programming market,
 maintains and encourages financial stability across varied program areas, and
 encourages and promotes diversity, equity, inclusion and belonging initiatives through program
variety and equal access.
Eligibility
The provisions of this policy apply to Town employees who instruct group and aquatics fitness classes,
provide personal training services, and/or coordinate, coach or instruct participation‐based general
recreation programs.
Policy
In addition to a base wage, incentive bonuses may be paid as outlined below to eligible employees.
Bonuses shall be paid via payroll, are subject to employment tax deductions, and shall be included in the
calculation of the overtime rate when required by law. These incentives are subject to reevaluation for
each program cycle and are not a permanent part of the employee’s compensation. The Town Manager
may end any of these incentive bonuses at any time; however, incentives shall be paid for any bonus
period that commenced before termination of such bonus program.
Aquatics and Land Fitness Instructors: Group Exercise Instructors & Water Fitness Instructors:
Applicability =
 Aquatics and land fitness classes with more than the minimum required number of participants
registered at any point during the class term as reflected by the Division’s weekly roster.
Bonus Period =
 Per Term (lengths vary).
Basis for Bonus =
 Number of registered class participants (does not include guests and drop‐ins).
Bonus Amount =
 $1.00 per participant per class.
Payment Schedule =
 Ordinarily paid within 60 days after the end of the bonus period.
Additional Provisions =
 The bonus amount is ordinarily paid to the primary instructor (as listed in the program offering),
even when a substitute teaches a class. However, if the primary instructor is absent for more than
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25% of the term’s classes, the bonus shall be split among the primary and substitute(s) based on
the number of classes each taught.
 Fitness instructors must comply with all program administrative procedures and operation
standards adopted by the Town in order to receive the incentive payment for any given bonus
period.
 Any instructor whose employment ends before completion of the bonus period shall not be
eligible for incentive pay for that period.
 Procedures for calculating bonuses will address the impact of refunds issued to participants.
Personal/Fitness Trainers:Private Personal Fitness Trainers:
1) Applicability =
 Single customer personal training sessions.
Bonus Period =
 Per Quarter (July 1‐September 30, October 1‐December 31, January 1‐March 31, April 1‐June 30).
Basis for Bonus =
 Number of training hours sold during the bonus period.
Bonus Amount =
 $2.00 per training hour sold over 50 for part time trainers and 100 for full time trainers.
Payment Schedule =
 Ordinarily paid within 60 days after the end of the bonus period.
Additional Provisions =
 Personal trainers must comply with all program administrative procedures and operation
standards adopted by the Town in order to receive the incentive payment for any given bonus
period.
 Any trainer whose employment ends before completion of the bonus period shall not be eligible
for incentive pay for that period.
 Procedures for calculating bonuses will address the impact of refunds issued to participants.
2) Applicability =
 Small group personal training sessions (i.e., 2 or more clients at the same time).
Bonus Period =
 Per 6‐week term.
Basis for Bonus =
 Number of hours the trainer spent conducting small group sessions.
Bonus Amount =
 $80 per hour of small group training, less the employee’s base rate paid for such hours
Payment Schedule =
 Ordinarily paid within 60 days after the end of the bonus period.
Additional Provisions =
 Personal trainers must comply with all program administrative procedures and operation
standards adopted by the Town in order to receive the incentive payment for any given bonus
period.
 Any trainer whose employment ends before completion of the bonus period shall not be eligible
for incentive pay for that period.
Program Instructors:
Applicability =
 Classes offered through the Recreation Division’s partnership with Concord Public Schools and
held at the School’s facilities.
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Bonus Periods =
 Per Program Term (lengths vary).
Basis for Bonus =
 Net cash collected for the specific program/class. Net Cash is the result of Gross Revenues less all
expenses incurred by the Town related to the program/offering, including but not limited to:
o compensation to any employee for time worked in the program, including the base wage of
program instructor(s),
o payments related to facility use,
o payments for any materials or items purchased for the program or its’ participants,
o costs for the overhead involved with the program’s operation including marketing, and
o any other expenses incurred.
Bonus Amount =
 Seventy percent (70%)1 of Net Cash collected for the program.
Payment Schedule =
 Ordinarily paid within 60 days after the end of the bonus period.
Additional Provisions =
 Net cash collected shall only include registration fees that have been paid to the Recreation
Division by the last day of the class term.
 If a participant is awarded financial assistance, the instructor will receive 70% net pay of the
adjusted class rate.
 If a class is run jointly by more than one employee, the bonus shall be split equally amongst them.
 Program Instructors must comply with all program administrative procedures and operation
standards adopted by the Town in order to receive the incentive payment for any given bonus
period. Instructors must work with the Recreation Director or the Director’s designee to ensure
knowledge of, and compliance with, all applicable laws and Town policies, including but not
limited to those related to hiring, employment practices, compensation, procurement, and
purchasing. Furthermore, each program instructor must ensure that each person employed by
the program, including the instructor of the program:
o does not work until their appointment has been approved the Town Manager;
o does not work until they have completed all required new‐hire paperwork; paperwork
includes a valid work permit for anyone less than 18 years of age;
o is offered a rate of pay that is in accordance with the Town’s Miscellaneous Compensation
Schedule as approved by the Town Manager and Personnel Board;
o submits a weekly record of all time worked to the Recreation Director or his/her designee
on a form provided by the Town (employees may not work/volunteer any hours without
pay);
o does not work more than 40 hours total for the Town and Concord Schools in any given
week unless an unforeseen need arises (should the need to work more than 40 hours arise,
the hours worked must be recorded on the weekly time sheet and the employee shall be
paid overtime at the rate of time and one half the regular rate – a rate that is calculated
based on all pay received in that week);
o is only compensated via a Town‐issued payroll check; no other forms of compensation are
permitted; and
o does not purchase supplies for the program without working with the Recreation Director
or the Director’s designee to ensure compliance with the Town’s procurement rules.

1

Instructors whose compensation was established under a prior program may be paid a grandfathered percent.
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Failure to comply with these requirements may disqualify an instructor for the incentive bonus
and, accordingly, the Town may, at the Town Manager’s discretion, withhold payment of some
or all of such bonus at the end of the program.
 Any instructor whose employment ends before completion of the bonus period shall not be
eligible for incentive pay for that period.

Procedures & Conditions
The Deputy Town Manager, Human Resources Director, and Chief Financial Officer shall determine
administrative procedures for calculating and processing Recreation incentive bonuses. Such
procedures may include steps that must be taken by employees in order to be eligible for and receive
any given bonus.
Resolution of Alleged Policy Discrepancies
If an employee believes that their incentive pay has been miscalculated or this policy has been
misapplied to their situation, they should work with their supervisor and the Recreation Director to seek
resolution. If the employee is not satisfied with the answer and resolution, they may submit an appeal
in accordance with the steps and time limits set forth in PPP #25, Employee Appeal Procedure.

DRAFT WARRANT ARTICLE
PERSONNEL BYLAW AMENDMENT

ARTICLE ___. To determine whether the Town will vote to amend Sections 12, 13, and 14 of
the Personnel Bylaw as follows:
Section 12. HOLIDAYS
Delete all text of Subsection 12.1 and replace with the following:
“12.1 Holiday Leave
Except as noted below, one day of paid leave shall be granted to all regular status employees
for each of the following days:
Holidays
Observed On:
New Year's Day
January 1
Martin Luther King Day
Third Monday in January
Presidents' Day
Third Monday in February
Patriots’ Day
Third Monday in April
Memorial Day
Last Monday in May
Juneteenth Independence Day
June 19
Independence Day
July 4
Labor Day
First Monday in September
Indigenous Peoples’/Columbus Day
Second Monday in October
Veterans' Day
November 11
Thanksgiving Day
Fourth Thursday in November
Day After Thanksgiving
Day After Thanksgiving
Christmas Day
December 25
The Personnel Board and Town Manager may adopt policies that reduce the amount of
holidays granted and/or provide alternate holidays and dates of observance for employees
who work in the Beede Center or other operations that remain open when Town offices are
generally closed.
Regular, part-time employees shall receive prorated holiday leave based on the ratio of their
average weekly hours to the full-time workweek for their positions.
To qualify for holiday pay, an employee must be on paid status on their last regularly
scheduled work day immediately preceding the holiday and on their first regularly scheduled
work day immediately following the holiday.
Town Personnel Policies and Procedures may provide further definition of the leave and/or
pay granted for holidays defined above.”
Section 13. VACATION LEAVE
Delete all text of Subsection 13.3 and replace with the following:
“13.3 Payoff of Vacation
When regular status employment with the Town ends, the employee shall be paid for any
unused vacation earned up to the last day worked.”
1

Section 14. BEREAVEMENT LEAVE
Delete all text and replace with the following:
“Up to five (5) days of paid leave may be granted by a department head to any regular
employee when such leave is needed because of the death of a member of the employee's
family or household. Definition of "family member" for the purposes of bereavement leave shall
be determined by Town Personnel Policies and Procedures. The Town Manager may grant
additional paid leave to an employee when warranted by special circumstances relating to a
death.”
or take any other action relative thereto.
Holiday: Massachusetts law determines legal holidays on which Town offices must close;
Juneteenth Independence Day is now a legal holiday. The Town’s Personnel Bylaw determines
whether employees subject to its provisions receive paid leave for legal holidays. This
amendment will provide paid leave to regular-status employees for the Juneteenth holiday, update
language to reference Indigenous Peoples’ Day, correct references to Patriot’s Day, and replace
gender-specific terms with neutral terms.
Vacation: This amendment will 1) remove the provision that “No vacation time may be taken until
an employee has completed six (6) months of service, unless authorized in advance by the Town
Manager,” which management and the Personnel Board have identified as an unnecessary
restriction that is counter to providing a flexible work environment attractive to today’s
workforce and 2) make gender-neutral language substitutions.
Bereavement: This amendment will 1) increase from 3 to 5 days the maximum bereavement leave
that may be granted by policy, and 2) support the expansion of relationships described in policy
to cover additional family and household members.
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AMENDED 1/26/2022
DRAFT WARRANT ARTICLE
RATIFY PERSONNEL BOARD CLASSIFICATION ACTIONS
ARTICLE __. To determine whether the Town will vote to ratify the Personnel Board’s actions to
amend the Classification and Compensation Plan as follows, or take any other action relative thereto:
1. Add the title “Economic Vitality & Tourism Manager” to Grade MP-3 effective July 1, 2021.
2. Add the title “Production Manager” to Grade MP-2 effective July 1, 2021.
3. Add the title “Administrative Projects Manager” to Grade MP-2 effective January 26, 2022.
4. Add the title “Executive Assistant to the Town Manager” to Grade AC-6 effective January 26, 2022.
5. Make all other changes to the Classification and Compensation Plan voted by the Personnel Board
between January 27, 2022 and May 1, 2022.
The Town Manager has authority to create and modify positions throughout the fiscal year. Titles and salary
ranges are determined using the Town’s established classification system. Under the Personnel Bylaw, the
Personnel Board is authorized to approve temporary changes in the Classification and Compensation Plans,
pending ratification of such actions at the next Town Meeting. Actions already taken appear in the Warrant; if
additional actions are taken by the Personnel Board after the close of the Warrant, notice will be filed with the
Town Clerk and details will be presented at Town Meeting.

AMENDED 1/26/2022

DRAFT WARRANT ARTICLE

Classification & Compensation Plan
The attached draft article reflects the following amendments to the Plan voted by Town
Meeting in 2021:
• incorporated classification actions already taken by the Personnel Board that are
subject to ratification,
• incorporated classifications recommended for Personnel Board 1/26/22 vote,
• split EL-2 and EL-3 grades into 2 grades each,
• increased all minimums and maximums by 3%,
• further increased the EL-2B, EL-3B, EM-2, EM-3, EM-4, EM-5, and EM-6 such
that they are 9% higher than FY22, and
• further increased the SF-1 and HS-A minimums to match Mass. minimum wage.
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DRAFT WARRANT ARTICLE

CLASSIFICATION & COMPENSATION PLAN FOR REGULAR-STATUS POSITIONS
ARTICLE ___. To determine whether the Town will vote to amend the Classification and
Compensation Plan for regular-status Town positions by adopting the following schedules to
become effective July 1, 2022, or take any other action relative thereto:
CLASSIFICATION AND COMPENSATION PLAN
Effective July 1, 2022

ADMINISTRATIVE-CLERICAL
Grade Number & Class Title

Minimum

Mid-Point

Maximum

AC-1
Receptionist/Clerk
Recreation Clerk

Hourly

18.72

22.52

26.31

AC-2
Account Clerk
Department Clerk
Senior Recreation Clerk
Utility Account Clerk

Hourly

20.91

25.15

29.38

AC-3
Customer Services Representative
Senior Account Clerk
Senior Department Clerk

Hourly

23.71

28.51

33.30

AC-4
Administrative Assistant
Assistant to the Town Clerk
Collections Assistant
Retirement Assistant
Treasury Assistant

Hourly

25.62

30.81

36.00

AC-5
Human Resources Assistant
Project & Procurement Coordinator
Senior Administrative Assistant

Hourly

27.39

32.92

38.44

AC-6
Executive Assistant to the Town Manager
Finance Assistant
Senior Human Resources Assistant

Hourly

28.33

34.06

39.79
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TRADES-CRAFTS-LABOR
Grade Number & Class Title

Minimum

Mid-Point

Maximum

TCL-1
Building Custodian

Hourly

18.48

22.34

26.19

TCL-2
Building Maintenance Custodian

Hourly

20.87

25.23

29.58

TCL-3
Facilities/Landscape Maintainer
Maintenance & Inventory Coordinator
Water/Sewer System Maintainer

Hourly

22.97

27.77

32.57

TCL-4
Custodial Maintenance Supervisor
Equipment/Line Operator
Master Craftsperson

Hourly

25.70

31.09

36.48

TCL-5
Assistant Public Works Supervisor
Crew Leader
Licensed Electrician/Skilled Carpenter
Senior Master Mechanic
Treatment Systems Operator

Hourly

28.45

34.41

40.36

TCL-6
Senior Treatment Systems Operator

Hourly

31.96

38.65

45.34

TCL-7
HVAC Technician
Public Works Supervisor

Hourly

35.44

42.88

50.32
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MANAGERIAL-PROFESSIONAL
Annual rates are controlling and are based on 52.2 weeks at 40 base hours per week;
compensation will be prorated for part-time schedules.

Minimum

Mid-Point

Maximum

MP-1
Annual
Associate Engineer
Engineering Technician
Library Innovation & Communications Specialist
Media Technician
Recreation Supervisor
Station Manager
Tourism & Visitor Services Manager

50,869

63,802

76,734

MP-2
Annual
Administrative & Special Projects Coordinator
Administrative Manager
Administrative Projects Manager
Administrative Systems Analyst
Assistant Local Inspector
Assistant Natural Resources Director
Budget Analyst
Energy Specialist
Environmental Health Inspector
Environmental & Regulatory Coordinator
Facilities Operations Coordinator
Field Lister
GIS Technician/Analyst
Information Systems Technician
Land Manager
Office Accountant
Production Manager
Public Health Inspector
Water Conservation Coordinator

57,407

71,999

86,590

MP-3
Assistant Assessor
Assistant Human Resources Director
Assistant Public Health Director
Assistant Public Works Engineer
Assistant Senior Services Director
Assistant Town Accountant
Assistant Town Clerk
Assistant Treasurer
Associate Financial Manager
Childcare Services Manager
Customer Service Supervisor
Economic Vitality & Tourism Manager
Energy Conservation Coordinator
Local Inspector

67,736

84,957

102,178

Grade Number & Class Title

Annual

Page 4 of 9

AMENDED 1/26/2022

DRAFT WARRANT ARTICLE

MANAGERIAL-PROFESSIONAL, continued
Annual rates are controlling and are based on 52.2 weeks at 40 base hours per week;
compensation will be prorated for part-time schedules.

MP-3, continued
Annual
Management Analyst
Municipal Archivist/Records Manager
Operations Manager
Recreation Programs & Events Manager
Retirement System Administrator
Senior Budget & Operations Analyst
Senior Environmental & Regulatory Coordinator
Senior Information Systems Technician
Senior Planner

67,736

84,957

102,178

MP-4
Annual
Assistant Highway & Ground Superintendent
Assistant Recreation Director
Customer Service Administrator
Environmental Services Program Administrator
GIS & Application Integration Program Manager
Operations Engineer
Public Information & Communications Manager
Public Works Engineer

72,416

90,827

109,238

MP-5
Assistant Library Director
Assistant Town Engineer
Budget & Purchasing Director
Deputy Treasurer/Collector
Director of Sustainability
IT Services Manager
Financial Manager/Accountant
Natural Resources Director
Police Lieutenant
Public Health Director
Senior Services Director
Town Clerk
Town Planner

Annual

77,894

97,696

117,497

MP-6
Assistant Fire Chief
Building Commissioner
Facilities Director
Highway & Grounds Superintendent
Police Captain
Recreation Director
Town Accountant
Town Assessor
Town Engineer
Water/Sewer Superintendent

Annual

90,448

113,440

136,432
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MANAGERIAL-PROFESSIONAL, continued
Annual rates are controlling and are based on 52.2 weeks at 40 base hours per week;
compensation will be prorated for part-time schedules.

MP-7
Director of Planning & Land Management
Human Resources Director
Library Director

Annual

98,293

123,281

148,269

MP-8
Assistant Town Manager
Chief Information Officer
Fire Chief
Police Chief
Public Works Director

Annual

109,509

137,348

165,187

MP-9
Deputy Town Manager
Chief Financial Officer

Annual

120,016

150,528

181,040
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ELECTRICAL LABOR
Minimum

Mid-Point

Maximum

Hourly

20.36

24.63

28.89

EL-2A
Meter Technician
EL-2B
Lineworker, Grade 3

Hourly

26.47

32.02

37.56

Hourly

28.01

33.88

39.75

EL-3A
Utility Electrician
EL-3B
Lineworker, Grade 2

Hourly

33.60

37.98

42.35

Hourly

44.13

49.91

55.69

EL-4
Lineworker, Grade 1

Hourly

44.13

49.91

55.69

EL-5
Lead Lineworker

Hourly

46.22

52.26

58.30

EL-6
Line Supervisor

Hourly

49.78

56.28

62.78

Grade Number & Class Title
EL-1
(Reserved for future use)

ELECTRICAL MANAGEMENT
Annual rates are controlling and are based on 52.2 weeks at 40 base hours per week;
compensation will be prorated for part-time schedules.

Grade Number & Class Title

Minimum

Mid-Point

Maximum

EM-1
Meter Supervisor
Senior Engineering Technician

Annual

69,538

83,461

97,383

EM-2
Electrical Engineer

Annual

94,051

112,838

131,624

EM-3
Lead Electrical Engineer

Annual

101,046

121,292

141,538

EM-4
Power Supply & Rates Administrator

Annual

118,062

141,652

165,242

EM-5
Assistant CMLP Director

Annual

123,966

148,735

173,503

EM-6
CMLP Director

Annual

142,970

171,613

200,255
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