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PERSONNEL BY-LAW
TOWN OF STERLING

PREAMBLE
EQUAL EMPLOYMENT OPPORTUNITY POLICY

The policy of thetown of Sterlingisto provide equal employment opportunity to all candidates
for employment or appointment and administer working conditions, benefits, privileges of
employment, training, advancement, upgrading, promotion, transfers and termination’s of
employment for all employeeswithout regard to race, color, religion, national origin, sex or age,
physical and/or mental handicap or sexual preference.

SECTION 1. AUTHORIZATION/AMENDMENT

Pursuant to the authority contained in Sections 108A and 108C of Chapter 41 of the General
Laws, thetown of Sterling establishes plans which may be amended from time to time by vote
of thetown at a Town M eeting:

a. authorizing a Classification Plan classifying positionsin the service of the Town other than
thosefilled by popular election, those under thejurisdiction of the School Committee, those
cover ed by collective bargaining agreementswith the Town, those within the Municipal
Light Department, and those in which the incumbent tenders contractual serviceswhich
arenot provided during regularly established working hours, into groups and classes doing
substantially similar work or having substantially equal responsibilities;

b. authorizinga Compensation Plan for positionsin the Classification Plan;
c. providing for theadministration of said Classification and Compensation Plans; and

d. establishing certain working conditions and fringe benefits for employees occupying
positionsin the Classification Plan.

The Classification Plan and/or Compensation Plan and/or other provisions of this By-Law may
be amended by vote of the Town at either an Annual or Special Town Meeting. No amendment
shall be considered or voted on by Town Meeting unless the proposed amendment hasfirst been
consider ed by the Per sonnel Board and the Finance Committee.

The Personnel Board, of its own motion, may propose an amendment to the plansor other
provisions of this By-Law based on itsfindingsresulting from itsinvestigations.

The Personnel Board shall report itsrecommendations on any proposed amendment to the
Finance Committee and the Board of Selectmen. The Personnel Board shall make its
recommendations with regard to any amendment at the Town Meeting at which such
amendment is consider ed.



SECTION 2. PERSONNEL BOARD
A. MEMBERSHIP

There shall be a Personnel Boar d consisting of five (5) member s appointed by the Board of
Selectmen, the Town Moderator and the Finance Committee, each entity having one vote for a
total of three (3) votes. The Personnel Board shall beresponsible for the administration of this
by-law including classification and compensation plans. The membership of the Board shall be
made up of residents of the Town who are not employees of the Town, or appointed/elected
officials of the Town. Members should have a working knowledge of personnel practicesand
proceduresin a municipal or corporate work setting.

All membersof said Board shall beresidents of the town and shall serve without compensation.
Each member of the Personnel Board shall servefor aterm of threeyears. Re-appointments or
new appointmentsto full termswill be made to take effect on July first of the year of their
expiration. Each member shall continue to hold office until their successor has been appointed
and qualified.

Member s of the Personnel Board serving upon the effective date of this By-L aw shall serve until
the expiration of their respectiveterms. Upon the expiration of such termsthe Selectmen shall
appoint membersfor successivethreeyear terms.

If a member resignsor his office becomes vacant by his’her removal from the Town, or any
other cause, the Selectmen shall appoint his’her successor for the balance of the unexpired term
of such member.

B. ORGANIZATION

The Personnel Board shall organize annually, as soon as possible after July 1% of each year, at
the call of thethen Chairman, or lacking a Chairman any member of the Board, and shall elect
a Chairman and appoint a Secretary from among its members. The Chairman shall hold office
until his’her successor has been elected. 1n the event a vacancy occursin the office of the
Chairman, the Personnel Board shall elect a successor Chairman from among its members,
such successor to serve until the next or ganizational meeting of the Personnel Board and until
his’her successor hasbeen elected. A majority of the Board shall constitute a quorum for the
transaction of business. A majority vote of the Board shall determine the action the Board must
takein all mattersupon which it isauthorized or required to pass under thisBy-Law. Inthe
event that a bare quorum of the Board only is present, there must be a unanimous vote.

C. ADMINISTRATION

The Board shall administer the Personnel By-L aw, Classification Plan, and the Compensation
Plan and shall establish such proceduresasit deems necessary for the proper administration
thereof.

The Per sonnel Board shall maintain records of all employees subject to this By-Law, including
therein such information asit deemsdesirable. Said recordsto be kept shall be under the
direction of the Personnel Board. Department Heads shall furnish such information as shall be
requested by the Per sonnel Board.



The Board shall provide sufficient copies of the Personnel By-Law or a summarization ther eof
in the form of an employee handbook to each department for distribution to each employee.
Each department head will provide each new employee with a copy and have one available for
reference at all times.

D. AUTHORITY

The Personnel Board shall have the authority to review, from timetotimeor at least annually,
thework of all positions subject to the provisions of this By-L aw and shall recommend changes
in said positionsaswell as adjustmentsto salaries asit deemsadvisable. Such reviews shall be
made at such intervals asthe Board deems necessary and, to the extent which the Board
consider s practicable, shall include all occupational groupsin the Classification Plan.

The Board, after meeting with the appropriate department head/supervisor, shall have the
authority to adjust individual employee classifications and wages within the context of the By-
Law whenever inequities exist.

On or before January 15™ of each year, the Personnel Board shall voteto retain or changethe
Compensation Plan for the forthcoming year, subject to the subsequent ratification of itsaction
by formal amendment of that section of this By-Law at the next Annual Town Meeting.

In addition, the Personnel Board shall make an annual report in writing to the Board of
Selectmen on or before the second Wednesday in February of each year, including
recommendations on any mattersrelated to the Classification or Compensation Planswhich
said Board deems appropriate to be consider ed by the town.

The Board may employ assistance and incur expenses as it deems necessary, subject tothe
appropriation of fundstherefore.

SECTION 3. APPLICATION OF PERSONNEL BY-LAW

This By-Law shall apply to all Town Departments and to all positions of all employeesin the
service of thetown, whether full or part-time, temporary, seasonal, special, casual or any other
type of employment, other than those positions which arefilled by popular election, those under
thejurisdiction of the School Committee, those within the Municipal Light Department, and
those positions which are cover ed by separ ate agr eements between any Association of
Employees and the town developed through Collective Bar gaining; except that all provisions of
this By-L aw shall be applicable insofar asany collective bar gaining agreement may refer tothis
By-Law and to the extent applicable by statute or in the absence of any other provisions.

SECTION 4. DEFINITIONS

Asused in the By-L aw, the following terms shall have the meaning indicated:

a. Employee - Any person whois paid by thetown for servicesrendered to thetown, excluding
elected officials, independent contractors, Municipal Light Department employees,

contractual Police Department employees and per sonsunder the direction of the School
Committee.



Regular Full Time Employee - Any employee who isemployed no less than seven (7) hours
per day, five days per week, 52 weeks per year for the department or position in which that
person s employed.

Regular Part Time Employee - Any employee who works at least 20 hours or mor e each
week for 52 weeks per year, but lessthan a normal work week for the department or
position in which that person isemployed.

Casual Part Time Employee - Any employee hired for irregular or occasional employment
for an hourly rateor afee. Personnel servicerendered by an employeein a position calling
for part-time employment which service, although constituting continuous employment is
not rendered during prescribed working hour, daily, weekly or annually, but isrendered
accor ding to the demandsfor such service.

Temporary or_Seasonal Employee - Any employee whose duration of employment with the
Town isof a seasonal or emergency nature, or specified limited amount of time (not to
exceed six (6) continuous months).

Continuous Service - Length of employment with the town of Sterling of aregular full time
or regular part time employee, uninterrupted except for authorized military leave, vacation
leave, sick leave, court leave, disability, maternal/pater nal leave, or any other authorized
leave of absence, if applicable and covered in the terms of this By-law.

Absence - Any time an employeeisnot at work during a scheduled work period.
Town - Thetown of Sterling, Massachusetts.

Department - Any Board, Committee, Commission, other Agency of functional unit (or sub-
unit) of thetown.

Administrative Authority - The elected or appointed official or board having jurisdiction
over afunction or activity.

Appointing Authority - Any person(s), Board, Committee, Commission, or other Agency
who hastheright to hire or dischar ge employees.

Position - An office or post of employment in the Town service with dutiesand
responsibilities calling for full time, part time, special, temporary or seasonal employment
of one person in the performance and exer cise ther eof.

Temporary Position/Seasonal Position - Any position in the Town service which requires or
islikely to requirethe service of oneincumbent for a period not exceeding six calendar
months; either on afull timeor part time basis.

. Class- A group of positionsin the Town service sufficiently similar in respect to duties and
responsibilities so that the same descriptivetitle may be used to designate each position
allocated to the class, that the same qualifications shall be required of the incumbents, that
the sametests of fitness may be used to choose qualified employees and that the same scale
of compensation can be madeto apply with equity.



Group or Occupational Group - A group of classes designated by occupation within one of
the major functional unitsof municipal government.

Functional Units of Municipal Government - A grouping of occupational groupsor classes
by type of municipal servicesrendered (i.e.), General Government - Executive and
Administrative duties; Public Safety - Protection of life and property; Public Utilities -
Development, operation and maintenance of public property and facilities; Education -
Instruction and related support and administrative functions, Human Services - Health,
Youths, Elders, Veterans, etc. functions; Culture and Recreation - Library, Parksand
Recreational facilities and functions.

Classification Plan - Class specifications and titles approved by the Per sonnel Board and
appearing as Schedule A to these By-laws.

Job Classification - A particular job title within the Classification Plan.

Compensation Plan - Specified rates of pay for each job classification included in the
Classification Plan, appearing as Schedule B to these By-laws.

Compensation Grade- A range of salary or wagerates appearing in the Compensation
Plan.

Rate - A sum of money desighated as compensation for personal serviceson an hourly,
daily, weekly, monthly, annual or other basis.

Minimum Rate - Thelowest ratein a compensation grade; normally the hiringrate of a
new employee.

Maximum Rate - The highest rate in a compensation grade which an employee normally is
entitled to attain.

w. Single Rate - A ratefor a special, temporary or seasonal position for which thereisno

X.

Y.

range.
Step Rate - A ratein arange of a compensation grade.

Range - Thedallar difference between minimum and maximum ratesfor a particular
compensation grade.

SECTION 5. CLASSIFICATION PLAN

A. MANDATORY CLASSIFICATION

No person shall be appointed, employed or paid asa Town employeein any position under
the Classification Plan and Compensation Plan under any title other than that of the class of
which position is allocated.



B. EMPLOYEE CATEGORIES

All positions subject to the provisions of the Personnel By-law of the Town shall fall into one
of the following categories:

Regular Full Time

Regular Part Time

Casual Part Time

Special, Temporary or Seasonal

oo op

These categories will deter mine an employee’ s eligibility for benefits as specified by this by-
law.

C. ALLOCATION AND NEW POSITIONS

The Personnel Board may allocate each position subject to the provisions of the
Classification and Compensation Plan to its appropriate class and pay grade. Whenever a
new position isestablished, or the duties of an existing position ar e so changed that, in
effect, a new position of a different classissubstituted for the old position, the Personnel
board, with the recommendation of the Department Head, may allocate such position to an
appropriate class and pay grade; and whenever such action appear swarranted by reason of
error in theallocation then in effect, or asaresult of additional duties and changesin the
job content of the class.

A new position or change in classification can only be considered if the Town Meeting
approvesthe new position and provides fundsfor said position.

The Personnel Board shall afford reasonable opportunity to be heard to any employee or
any Department Head affected by such a new position or changein classification.

D. HIRING AND RE-CLASSIFICATION

The following procedur e shall be used when hiring employeesin filling regular full timeand
regular part time positions covered by this By-law.

1. Ajobdescription agreed to by both the hiring department head or Board Chairman
and the Personnel Board must be completed prior to the announcement of thejob
opening.

2. Thehiringrateand pay ratefor the job must bein accord with the Classification
and Compensation Plans or be developed with and agreed to by the Per sonnel Board
prior tothe announcement of thejob opening.

3. Thejob opening must be printed in the Worcester Telegram and Gazette and any
other publication appropriate as designated by the Personnel Board and must be
posted on the Town Hall bulletin board at least ten (10) daysprior to thejob being
filled.

The announcement will include:

Job title

b. Payrate

c. Summary statement of duties

d. Direction on where and how applications may befiled

o
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e. Deadlinefor filing application must be at least ten (10) days after the notice
of job opening appears.

4. Job applicantswill not be discriminated against on the basis of race, handicap,
veteran, sex, age, religion or national origin, sex or age, physical and/or mental
handicap or sexual preference.

5. Recordsof all job applicants must beretained by the Personnel Board for a period
of one (1) year after thejob wasfilled, in the event that a case charging hiring
discrimination is brought against the Town. The application of the person hired will
befiled in hisher personne file.

6. A Payroll Change Authorization with the required approvalswill be submitted to
the Town Accountant prior to hisher issuance of a voucher for a new employeeor a
voucher including pay rate change for an incumbent employee.

7. Fundingfor a new position must be approved by Town Meeting vote prior to
advertising said position.

No employee may bereclassified to a position in another group, either higher or lower, until the
Personnel Board determinesthat such a reclassification will be consistent with the provisions of
the Compensation Plan.

E. JOB DESCRIPTIONSAND INTERPRETATIONS

The Personnel Board shall maintain written descriptions of thejobsor position in the
Classification Plan. These descriptions shall bewritten by department supervisor and
approved by the Personnel Board. The descriptions should include definitions describing
the essential nature of the work, distinguishing features of thework and such illustrative
examples of dutiesas: may be deemed appropriate. The Personnel Board may amend such
job descriptionsfrom timeto time at its discretion.

The heads of departments shall be required to retain copies of the current job descriptions.
They shall beresponsiblefor drafting any revisions and submitting them to the Personnel
Board for approval.

The description of any position shall be construed solely as a means of identification. It
shall not limit the duties and responsibilities of any position or modify, or in any way affect,
the power of any administrative authority as otherwise existing, to assign dutiesto, or to
direct and control the work of any employee under thejurisdiction of such authority.

F. CLASSTITLE

Thetitle of each class, as established by the Classification Plan, shall be the official title of
every position allocation to the class and the official title of each incumbent of a position so
allocated, and shall be used to the exclusion of all otherson payrolls, budget estimates and
other official recordsand reports pertaining to the position.

No administrative authority shall fix the salary of any employeein a position in the
Classification Plan except in accordance with the Compensation Plan.



G. WORK WEEK

The normal week for aregular full time employee shall beat least thirty-five (35), but not
mor ethan forty (40) hours. The Department Head, with the approval of the Board,
Committee or Commission responsible for the Department and of the Per sonnel Board, will
establish and post permanently on the Department bulletin board the regular working
hoursfor all employees of that department. Thenormal lunch period will not be a paid

period.

SECTION 6: COMPENSATION PLAN

The compensation provided for in this section shall be subject to the availability of
appropriated funds.

A. PAY AND SALARY SCHEDULE

The Compensation Schedule set forth in this By-law shall consist of hourly ratesaswell as
salaries, which are on a grade and step schedule except for those presented as either a single
rateor asarange. Theweekly pay period beginsat 12:01AM on Sunday and ends at 12:00
Midnight on the following Saturday.

B. PAY RATE FOR NEW AND CONTINUING PERSONNEL

1. Thehiringrate shall bethe minimum of therate range of thejob for which the new
employeeishired. An appointing authority may assign a new employee, only for the
purposes of pay, to arate higher than the minimum ratein any case wherethe
employee’ s prior experiencein thework warrants such action. The Board may
investigate any request for a higher salary step and confer with theimmediate
supervisor or department head relative to such employment.

2. Thehead of each department of which an employee occupying a position in the
Classification Plan isassigned shall includein his/her estimates, required by provisions
of Section 59 of Chapter 41 of the General Laws, a pay adjustment section setting forth
in detail the amountswhich will berequired for anticipated pay adjustments during the
ensuing fiscal year, and shall furnish a copy thereof to the Personnel Board.

C. TRANSFERSAND PROMOTIONSOF EMPLOYEES

1

2.

An employee receiving a promotion to a vacant position or to a new position as
defined in Section 6 (1) shall, upon assignment resulting from such promotion,
receive theratein the compensation grade of the vacant, or new position next above
hisexisting rate. |f theresulting adjustment does not equal $2.00 per week for a
position class assigned to Schedule B or $.05 per hour for a position class assigned to
Schedule C, the adjustment shall beto the next position.

The employee receiving a promotion and adjustment in rate pursuant to the
provisions of sub-section 6 (d)1 shall be eligible for recommendation for the next
increment of his compensation grade effective the next January 1 or July 1 following
completion of twelve months at the rate resulting from the promaotion.

If an employeeistransferred to alower ratejob, he/she shall enter it at hissher own
rateor at the maximum rate for the job, whichever isthe lower. The employee shall

10



have theright of appeal to the Personnel Board and to be heard thereon. No
employee, having satisfactorily served a six months probationary period, shall be
removed or lowered in rank without the approval of the Personnel Board.

4. Beforeastep rateincrease or promotion changeisinitiated by the Department,
there must be adequate funds available in the Department’ s budget to cover the
requested increase.

5. Any classification in the Compensation Plan for which only onerateisindicated
shall not be eligible for step rateincreases.

.“PERSONAL RATE” ABOVE MAXIMUM

Any salary rate which is above the maximum ratefor ajob as established by this plan, shall
be deemed to be a personal rate, and apply only to theincumbent. When such incumbent
leaves the employ of the Town, or istransferred to another job or a new maximum higher
than the personal rateis established, the personal rate shall disappear. No other employee
assigned to, or hired for, such ajob shall advance beyond the maximum of the jab.

. PHYSICAL EXAMINATION

The Department Head and the Personnel Board may decideif a specific classification in the
Classification Plan should require a physical examination satisfactory to the Personnel
Board. In such cases, the examining physician shall be appointed by the Personnel Board
and the examination shall be at the expense of the Town. The examining physician shall
advise the Personnel Board asto whether, in hisher opinion, the applicant isphysically
qualified to perform the duties of the position for which application has been made.

. STRAIGHT TIME HOURLY PAY

The compensation paid an employee per the Compensation Plan for each hour worked
during the normal work week shall be his/her regular straight time hourly pay. Inthose
instances in which the hourly earnings ar e not specified in the Compensation Plan, the
straight time hourly pay is calculated be dividing the weekly rate by the normal work week
hours. For salaried position, straight time hourly pay is calculated by dividing the weekly
compensation by the normal work week hoursof that area in which the employee works.

. OVERTIME

1. Any hours, or portionsthereof, authorized by the department head and wor ked by
an employee in the service of the Town over and above forty (40) hoursfor the
nor mal work week, shall be consider ed overtime with the exception of full time, non
salaried fire protection personnel employed by the Fire Department. For purposed
of calculating overtime, holiday pay and vacation pay shall be considered as hours
worked.

2. Overtime shall be compensated to all employees, at one and one half times straight
hourly earnings with the exception of salaried personnel who are only paid overtime
in accordance with the next paragraph.

3. Salaried employees may only be granted overtime subject to prior approval of the
appointing authority and within budgetary constraints.

4. In accordancewith the FL SA, the Town isadopting a 7-k exemption by establishing
a 28 day work period for police and fire personnel. For all other employees covered
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by this by-law, thetown is establishing a 7-day work period commencing on Sunday
at 12:01 am.

H. CALL BACK PAY

When full time employees, except salaried employees and full time non salaried fire
protection personnel arerequested to return to work after completing their normal
day’swork, and work lessthan four hoursupon their return, they shall be compensated
for nolessthan two hours.

SECTION 7: DISCIPLINARY ACTION

The Town recognized that all of its employees have high standards. However, there aretimes
when it may be necessary to disciplineindividual employees. The Town believesthat discipline
should be used only in the most serious of incidents and with the utmost concern for the
individualsinvolved. Therefore, the following disciplinary procedur e shall be followed:
Step 1. Thesupervisor will give the employee an oral war ning.
Step 2. The supervisor may issue awritten warning to the employee with a copy being
placed in the personnel file depending upon the severity of the offense committed.
Step 3. Additional infractionswill result in more severe disciplinary actions being take,
up to and including suspension.
Step 4. Another similar infraction will result in the recommendation to the Personnel
Board that the employee be terminated.
At any step in the disciplinary procedure, an employee may, at hisher discretion, appeal to the
Personnel Board.
The progressive disciplinary procedurewill be by-passed for, but not limited to, the following:
insubor dination, theft of Town or another employee’ s property, falsification of timerecords,
drunkenness on the job, use of an illegal substance on the job, fighting while on the job and
disclosure on confidential matters.
After oneyear following disciplinary action, if there has been no further disciplinary action, the
department head and the personnel board will make ajoint determination to either remove the
record from the personnel fileor retain it for a specified longer period. If retained, the
employee will be so notified.

SECTION 8: GRIEVANCESAND APPEALS

Step 1. Any employee who believesthat they have received inequitable treatment because of
some condition of their employment may appeal for relief from that condition. An
employee must discussthe grievanceinitially with their direct supervisor. Then, if the
matter isnot settled, the employee should submit said grievancein writing to the
department head. The department head shall respond in writing, within fourteen calendar
days. If the employee’ s department head isalso the immediate supervisor, he/she should
proceed to Step 2.

Step 2. If theemployeefeelsthat hisher grievanceisstill unresolved, he/she may appeal to
the Personnel Board within fourteen calendar days after receiving the decision of the
Department Head. The Personnel Board may require awritten statement from the
aggrieved employee in such form and containing such information asthey may require. The
Personnel Board shall hear the grievance at their next regularly scheduled meeting and

shall render adecision with 14 calendar days of the hearing.

12



SECTION 9: REDUCTION IN FORCE (RIF)

In the event that, for reasons of economy, it becomes necessary to reduce the number of
employees under the Personnel By-law, thetown of Sterling, in determining which of its
employees are to be terminated, will take into consider ation the qualifications of such
employees, the quality of their past performance and their seniority as employees of the Town.
Where, in the opinion of the appointing authority, the qualifications and quality of performance
of employees are substantially equal, employees will be terminated in the order of reverse
seniority as employees of the department.

Employees, whose employment is so terminated, will be considered for reemployment by the
Town in thereverseorder of their termination during a period of one (1) year from the effective
date of their termination, if they inform the appointing authority in writing of their desireto be
considered.

An employee who isre-employed by the Town within said one (1) year period after termination
under the provision of this Section, shall haverestored the unused sick leave accumulated at the
time of termination.

An employee whose employment date with the Town isthe same as another employee shall be
terminated upon the Department Head’ s evaluation of each employee’ s overall work
performance.

Employees whose employment isto be so terminated will be notified in writing of such
termination no later than May thirty-first of thework year (fiscal year) at the end of which
their employment isto beterminated.

SECTION 10: EMPLOYEE BENEFITS

Employee benefits provided by the Town are an item of cost to the Town and aform of indirect
pay for the employee. Therefore, the policies and proceduresfor the establishment and
maintenance of these benefitsareincluded in this Personnel By-law.

A. APPLICATION
Regular Full Time Employees- All of the below listed employees benefits apply to full
time employees.
Regular Part Time Employees - Eligiblefor all employee benefits, in proportion to the
ratio that their average weekly hours of work in the preceding twelve (12) months bears
to the normal work week for their job.
Casual, Special, Temporary or Seasonal Employees - Not eligible for employee benefits.

13



COMPENSATED ABSENCES

B. HOLIDAYS

1

3.

Each regular full timeand regular part time employee will be entitled to one day’s pay at
regular straight timeratesfor eleven (11) paid holidays per year. If the holiday fallson a
Saturday, it will be observed on Friday and if it fallson Sunday, it will be observed on
Monday. Thedesignated holidays are:

NEW YEAR’'SDAY MARTIN LUTHER KING DAY
PRESIDENT’SDAY PATRIOTS DAY

MEMORIAL DAY INDEPENDENCE DAY
LABOR DAY COLUMBUSDAY
VETERANS DAY THANKSGIVING DAY

CHRISTMASDAY

Tobedigiblefor holiday pay, an employee in continuous employment who perfor mswork
on one of the days designated in subsection (1) shall be paid therate of time and one-half in
addition to his/her regular ratefor such day or fraction thereof, or be granted
compensatory time off at a 1-1ratio at this’her option; if compensatory time off istaken the
dateisto be mutually agreeableto both the employee and to the department head.

In cases wher e personnel arerequired towork on a holiday that fallswithin their nor mal
wor k week, such personnel shall be granted a compensatory day off within sixty (60) days of
the holiday. Such day shall be mutually deter mined by the Department Head and the
employee. Oneday’spay at regular straight timerates may be paid to an individual instead
of having the individual take such a compensatory day off. Department Heads shall be
considered the same as all other personnel when working on a holiday except that approval
for the compensatory day off or pay in lieu of a day off shall be obtained from the
appointing authority.

An employee whose work week regularly, or by rotation of shifts, isother than Monday
through Friday and whose day off falls on one of the designated holidays (except in the case
of a holiday falling on Sunday) shall be paid at his’her regular straight timeratefor such
day of fraction thereof, or be granted compensatory time-off at the convenience of the
department in lieu of payment.

When any of the eleven holidaysfall within a sick leave period, it shall be granted asa
holiday and no charge made to the employee’ s sick leave credits.

When any of the eleven holidaysfall within a vacation period, it shall be granted asa
holiday and an additional day of vacation leave will be granted.

Any regular full time or regular part time employee on a normal work schedule whose
services arerequired and who works on any unscheduled holiday, so designated by an Act
of the Legidature as a state wide holiday, shall receive additional compensation at their
regular straight time hourly rate for each hour of portion thereof worked on the
unscheduled holiday.

Any act of the General Court establishing any day or days designated as a state holiday
shall be granted to all employees covered by this By-law.

14



C. VACATION PAY

Thevacation year isfrom July 1 through June 30. Regular full time and regular part time
employees, only, are eligible for vacation asfollows:
After twelve (12) months continuous service, the employeeiseligible for one (1) day of paid
vacation at a normal day’s pay for each full month of continuous serviceto the Town in the
prior fiscal year, but not to exceed ten (10) days.
Example: |f an employee were hired on November 1% he/she would not be eligible for any
vacation until the following November 1% . At that time the employee would be eligible for
eight (8) days of vacation. One (1) day for each month between November 1% (date of hire)
and June 30" of the new fiscal year.
After five (5) and up to a maximum of fifteen (15) years service, the employeeiseligible for
one and one half (1.5) days of paid vacation at a normal day’s pay for each full month of
continuous service provided to the Town in the prior fiscal year, but not to exceed a
maximum of fifteen (15) days.
After fifteen (15) yearsand up to twenty (20) years service, the employeeiseligiblefor four
(4) weeks vacation earned and paid as above.
After twenty (20) year s service, the employeeisédligiblefor five (5) weeks vacation ear ned
and paid as above.
Employeeswho are eligible for four (4) or five (5) weeks vacation with pay may elect t work no
mor e than one (1) vacation week and receive vacation pay plustheir regular straight time pay
for that week, but only after prior approval has been received from the employee's Department
Head or Board, Committee or Commission responsible for the employee’s Department and
from the Personnel Board. Thevacation pay of aregular part time employee shall be the
aver age of his’her weekly pay for thefifty-two (52) weeksworked immediately preceding the
vacation.

Should a paid holiday occur during the employee’sregularly scheduled work week whilethe
employeeison an authorized paid vacation, an additional day of vacation shall be allowed.

Vacation time shall not be cumulative from year to year accept for five dayswhich may be held
over to be used within three (3) months of the end of the Fiscal Year in which they were
otherwiseto be taken.

In case of retirement or termination of employment, the employee shall be paid for all accrued
vacation time earned up to the termination date.

The choice of vacations shall be on the basis of seniority in the department and approved by the
department head. Department heads shall post the vacation grantsannually.

D. SICK LEAVE

Each regular full timeand regular part time employee shall earn sick leave credit with pay at
therate of one and one-quarter (1 %2 normal work day’s pay for each month of continuous
employment be the Town, to a maximum of fifteen (15) such days credit per fiscal year. This
time shall be saved for use when an employee cannot report for work dueto sickness, injury or
exposur e to contagious disease. Use of such accumulated sick leave credit isallowed only after
the employee has completed hissher probationary period. The maximum number of such days
of sick leave credit that may be accumulated is one hundred ninety (190). Department Heads
areresponsible for maintaining recor ds of sick leave days accumulated and used for all eligible
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employees within the Department and reporting sameto the Personnel board al last on a
quarterly basis. Application of sick leave credit must be authorized by the employee's
Department Head.

Employeesreturning from a sick leave or disability leave may berequired to have a physical
examination to determinetheir capability to perform satisfactorily their regular work without
endangering themselves or their fellow employees.

The Board may, of its own motion, require a medical examination of any employee who reports
hig’her inability to report for duty because of illness. Thisexamination shall be at the expense
of the Town by a physician appointed by the Board.

Payments made under the provisions of this section shall belimited in the case of an employee
who isreceiving Workers Compensation paymentsto the differ ence between the amount paid in
Workers Compensation and the employee' sregular pay. Intheevent of such payments, the
Board may debit the employee’s sick leave accrual by such amountsasit determinesto be
equitablein relation to such payments.

Nothingin this section will be construed to conflict with Chapter 41, section 100 of the
Massachusetts General Laws.

Only employees who retire shall be paid ten (10) percent of the value of their unused sick leave,
at thetime of retirement. It isto beunderstood that the payment of any amount under thisrule
will not change the employee’s pension benefit.

E. BEREAVEMENT LEAVE

Regular full timeand regular part time employees shall be given up to three (3) consecutive

wor king days leave with a normal day’s pay for the purpose of making arrangements and
attending the funeral of a member of hisher immediate family which isdefined as. mother,
father, spouse, mother-in-law, father-in-law, sister, brother or child of the employee or any live-
in family member. Regular full time and regular part time employees shall be given one (1) day
leave with pay for the purposes of attending the funeral of the employee’ s aunt, uncle, niece,
nephew or grandparent.

F. JURY DUTY LEAVE

A regular full timeand regular part time employee called for jury duty shall be paid by the

Town an amount equal to the differ ence between the compensation paid the employeefor a

normal working period and the amount paid by the court excluding any allowance for travel
and lodging, upon presentation of an affidavit of jury pay granted.

G. MILITARY LEAVE

Regular full time employeeswho arein the Armed Services Reservesor National Guard and are
called to temporary military duty not exceeding two (2) weeksin any twelve (12) month period,
shall receive the differencein pay between their regular Town pay and their Military pay. Such
employee may use hisgher normal vacation timefor hisher military duty if he/shedesires. This
provision does not include paymentsto member s of the National Guard who may be mobilized
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during an emergence in the Commonwealth. Proof of service shall be submitted to the
employee’ s Department Head and a copy to the Personnel Boar d.

H. OTHER LEAVE

Absencefor personal reasonsup to three (3) days per year may be granted to full time
employees. These personal days may betaken at any time of the year upon the employee's
request with the approval of the Department Head. Any days not used will be credited to sick-
leave.

When possible, the employee must request from the employee’ simmediate supervisor the
personal day leave at least forty eight (48) hoursin advance. A supervisor may not question the
reason for personal leave nor may he/she deny such arequest except for scheduling problems.

Only employees who have completed their probationary period may be compensated for
absence for personal reasonsunder provisions of this sub-section.

NON COMPENSATED ABSENCE

I. DISABILITY AND PARENTAL LEAVE

A leave of absence without pay may be granted an employee with a least six (6) months of
continuous service who’sillness or disability continues beyond sick leave that has been accrued.
Such disability leave shall befor sickness or injury resulting in temporary disability of the
employee or a member of hisor her immediate family, or for the birth of a child to (or adopted
by) the employee and/or the employee’ s spouse. Duration of the leave shall be for the period a
physician saysthe employeeisunableto perform the regular dutiesof hisor her position or, in
the event the leave isfor reasons other than the employee’ s per sonal health, it shall be within
the discretion of the Personnel Board to deter mine the length of the leave.

J. LEAVE OF ABSENCE

A leave of absence may be granted by the Department Head and the Personnel Board but shall
be without compensation. A leave of absence, of over three (3) months duration, except military
leave, shall be considered a break in employment and on return to wor k the employee shall have

the status of a new employee unless an extension of leave beyond three months has been
authorized by the Personnel Board in advance.

K. UNAUTHORIZED LEAVE OF ABSENCE

Any employee absent without authorization for three (3) consecutive wor king days shall be
terminated from the payroll as abandonment of his’her position.

INSURANCE COVERAGE

L. WORKERSCOMPENSATION

Each regular full time and each regular part time employee will be covered by the Town’s
wor ker s compensation policy.
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M. GROUP INSURANCE

Each regular full timeand regular part time employee covered by the By-law shall be entitled to
the Group Insurance Plan (Health and Life I nsurance) which has been accepted by the Town in
accor dance with M assachusetts General Laws, Chapter 32B. The Town’s contribution thereto
may be changed from time to time by amendment of this Personnel By-law.

N. RETIREMENT BENEFITS

The Town shall contribute funds asrequired for each employeein accordance with the
procedur es formula established by the Wor cester County Retirement Board and the By-laws of
thetown of Sterling.

SECTION 11: CIVIL SERVICE LAW

Nothingin this By-law or in the Classification or Compensation Plans shall be construed to
conflict with Chapter 31 of the Massachusetts General Laws.

SECTION 12: SEPARABILITY PROVISION

In the event that any provision of this By-law, or application thereof, shall be held to beinvalid
by the proper authorities, thisshall not be construed to affect the validity of any other
provision, or application thereof, of this By-law.

SECTION 13. HARASSMENT POLICY

1. Introduction
It isthe goal of thetown of Sterling to promote a workplace that isfree of sexual
harassment. Sexual harassment of employees occurring in the workplace or in other
settings in which employees may find themselvesin connection with their employment is
unlawful and will not be tolerated by thisorganization. Further, any retaliation against an
individual who has complained about sexual harassment or retaliation against individuals
for cooperating with an investigation of a sexual harassment complaint issimilarly unlawful
and will not betolerated. To achieve our goal of providing a workplace free from sexual
harassment, the conduct that isdescribed in this policy will not be tolerated and we have
provided a procedure by which inappropriate conduct will be dealt with, if encountered by
employees.

Because thetown of Sterling takes allegations of sexual harassment seriously, we will
respond promptly to complaints of sexual harassment and whereit is determined that such
inappropriate conduct has occurred, we will act promptly to eliminate the conduct and
impose such corrective action asis necessary, including disciplinary action where

appropriate.

Please note that while this policy setsforth our goals of promoting a workplacethat isfree
of sexual harassment, the policy is not designed or intended to limit our authority to
discipline or takeremedial action for workplace conduct which we deem unacceptable,
regardless of whether that conduct satisfiesthe definition of sexual har assment
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I1. Definition of Sexual Har assment

In Massachusetts, the legal definition for sexual harassment isthis:

“sexual harassment” means sexual advances, requestsfor sexual favors, and verbal or

physical conduct of a sexual nature when:

a. submission to or regjection of such advances, requests or conduct ismade either
explicitly or implicitly aterm or condition of employment or a basisfor employment
decision; or

b. such advances, requestsor conduct havethe purpose or effect of unreasonable
interfering with an individual’swork performance by creating an intimidating,
hostile, humiliating or sexually offensive work environment.

Under these definitions, direct or implied requests by a supervisor for sexual favorsin exchange
for actual or promised job benefits such asfavorablereviews, salary increases, promotion,
increased benefits, or continued employment constitutes sexual harassment.

Thelegal definition of sexual harassment isbroad and in addition to the above examples, other
sexually oriented conduct, whether it isintended or not, that isunwelcome and hasthe effect of
creating awork place environment that ishostile, offensive, intimidating, or humiliating to male
or female workers may also constitute sexual harassment.

Whileit isnot possibleto list all those additional circumstancesthat may constitute sexual
harassment, the following ar e some examples of conduct which if unwelcome, may constitute
sexual harassment depending upon the totality of the circumstancesincluding the severity of the
conduct and its pervasiveness:

o Unwelcome sexual advances - whether they involve physical touching or not;

o Sexual epithets, jokes, written or oral referencesto sexual conduct, gossip regarding

one s sexual activity, deficiencies or prowess,
o Displaying sexually suggestive objects, pictures, cartoons;
e Unwelcome leering, whistling, brushing against the body, sexual gestures, suggestive
or insulting comments;

e Inquiriesinto one's sexual experience; and,

e Discussion of one' s sexual activities.
All employees should take special note that, as stated above, retaliation against an individual
who has complained about sexual harassment, and retaliation against individuals for
cooper ating with an investigation of a sexual harassment complaint isunlawful and will not be
tolerated by this organization.
[11. Complaints of Sexual Har assment
If any of our employees believesthat he or she has been subject to sexual harassment, the
employee hastheright to file a complaint with our organization. Thismay be donein writing
or orally.

If you would liketo filea complaint you may do so by contacting the person or persons
designated by the Sterling Per sonnel Board who will be available to discuss any concer nsyou
may have and to provide information to you about our policy on sexual harassment and our
complaint process.

I'V. Sexual Harassment | nvestigation
When we receive the complaint we will promptly investigate the allegation in a fair and
expeditious manner. Theinvestigation will be conducted in such a way asto maintain
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confidentiality to the extent practicable under the circumstances. Our investigation will include
aprivateinterview with the person filing the complaint and with witnesses. We will also
interview the person alleged to have committed sexual harassment. When we have completed
our investigation, wewill, to the extent appropriate inform the person filing the complaint and
the person alleged to have committed the conduct of theresults of that investigation.

If it isdetermined that inappropriate conduct has occurred, we will act promptly to eliminate
the offending conduct, and whereit is appropriate we will also impose disciplinary action.

V. Disciplinary Action

If it isdetermined that inappropriate conduct has been committed by one of our employees, we
will take such actin aisappropriate under the circumstances. Such action may range from
counseling to termination from employment, and may include such other forms of disciplinary
action aswe deem appropriate under the circumstance.

V1. State and Federal Remedies

In addition to the above, if you believe you have been subjected to sexual harassment, you may
fileaformal complaint with wither or both of the gover nment agencies set forth below. Using
our complaint process does not prohibit you from filing a complaint with these agencies. Each
of the agencieshasa short time period for filing a claim (EEOC - 180 days, MCAD -6
months).

1. TheUnited States Equal Employment Opportunity Commission (“EEOC”)
1 Congress Street - 10" Floor
Boston, MA 02114
617-565-3200

2. TheMassachusetts Commission Against Discrimination (“MCAD”)

Boston Office: Springfield Office:

One Ashburton Place - Room 601 424 Dwight Street - Room 220
Boston, MA 02108 Springfield, MA 01103
617-727-3990 413-739-2145

SECTION 14: POSITION DESCRIPTION CLASSIFICATION GRADESAND
COMPENSATION SCHEDULES

Thefollowing Position Description Classification Grades and Compensation Schedules,
constitute the classification and compensation plans of the Town.
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FIREFIGHTER -EMT WAGE SCALE

Effective July 1, 2006

RANK STEP YEARS OF EXPERIENCE RATE
Assistant FF N/A Varies 11.15
E.M.T. Recruit N/A Varies 11.15

(E-3)
Firefighter 1 0—-5 yearsinrank 13.01
(F-4) 2 6 — 10 years in rank 13.57
3 11+ vyearsinrank 14.41
EMT 1 0 -5 yearsin rank 13.01
(F-4) 2 6 — 10 years in rank 13.57
3 11+ vyearsinrank 14.41
Firefighter /| EMT 1 0-—5 yearsinrank 14.10
(F-5) 2 6 — 10 years in rank 14.68
3 11+ vyearsinrank 15.50
Company Officer (EMT) 1 0-—5 yearsinrank 15.86
(F-6) 2 6 — 10 years in rank 16.46
3 11+ vyearsinrank 17.04
Deputy Chief (EMT) 1 0-—5 yearsinrank 17.63
(F-7) 2 6 — 10 years in rank 18.23
3 11+ vyearsinrank 18.81
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FULL-TIME FIREFIGHTER / EMT WAGE SCALE

RANK GRADE STEP RATE
Firefighter / EMT
6 1 15.13
6 2 15.58
6 3 16.04
6 4 16.52
6 5 17.02
6 6 17.53
6 7 18.06
6 8 18.60
6 9 19.16
6 10 19.74
6 11 20.33
6 12 20.93
6 13 21.56
6 14 22.21
6 15 22.88

FULL-TIME FIREFIGHTER / PARAMEDIC WAGE SCALE

RANK GRADE STEP RATE
Firefighter / Paramedic
7 1 17.40
7 2 17.92
7 3 18.46
7 4 19.01
7 5 19.57
7 6 20.17
7 7 20.78
7 8 21.40
7 9 22.04
7 10 22.71
7 11 23.38
7 12 24.08
7 13 24.80
7 14 25.54
7 15 26.31
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COMPANY OFFICER / FIRE INSPECTOR WAGE SCALE

RANK GRADE STEP RATE
Company Officer / Fire
Inspector
7 1 17.40
7 2 17.92
7 3 18.46
7 4 19.01
7 5 19.57
7 6 20.17
7 7 20.78
7 8 21.40
7 9 22.04
7 10 22.71
7 11 23.38
7 12 24.08
7 13 24.80
7 14 25.54
7 15 26.31
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STIPENDS

In addition to salary or hourly rate, fire personnel holding state certification in certain
fire service skill categories specified by the Fire Chief shall receive an annual stipend
of $250 for each certification up to a maximum of $750 annually. This provision shall
not apply to Support personnel.

STIPEND POLICY

1) Effective fiscal year 2001, annual stipends of $250 each for up to a maximum of $750
are offered for the following certifications awarded by the Massachusetts Fire Training
Council and Massachusetts Office of Emergency Medical Services:

2)

3)

a)
b)
c)
d)
e)
f)
g9)

Firefighter I/11

Fire Officer I/l

Fire Inspector I/11

Fire Instructor I/1I

Emergency Medical Technician (Any level — Basic, Intermediate, Paramedic)
Fire Investigator

Hazardous Material Technician

Stipends are paid only to active firefighters and officers, both on-call and full-time.
Support personnel, recruits, Assistant Firefighters, Senior Firefighters and retired
personnel do not receive stipends.

Certification must be for a skill that the individual is currently using in the department

a)

b)

d)

f)

g9)

Firefighter I/11

i) Must be an active firefighter or fire officer

i) Must pass an annual skills assessment practical and written test administered by
the Sterling Fire Department

EMT - Must be a certified EMT and active firefighter or fire officer.

Fire Inspector I

i) Must be actively involved in the enforcement of fire code regulations in the Town
of Sterling

ii) Must participate in at least twelve hours of fire prevention seminars or programs
offered by the Fire Prevention Assaociation of Massachusetts, Massachusetts
Firefighting Academy, or other qualified agency.

Fire Officer Il — Must be an active firefighter or fire officer and complete the

Firefighter I/ll annual skills assessment described in 3, (a) (ii).

Fire Instructor Il — Must be actively involved in development and delivery of Fire

Department Training during the year.

Fire Investigator — Must investigate fire cause and origin for the Sterling Fire

Department.

Hazardous Materials Technician

i) Must serve on a state Hazardous Materials Response Team or be involved with a
similar organization at place of employment

i) Must have responsibilities for hazardous materials training, planning, and incident
response for the Sterling Fire Department
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4) To receive a full annual stipend for any approved certification, the certification must have
been obtained prior to the start of the fiscal year.

5) A stipend will be prorated

a) Ifitis received after the start of a fiscal year, in which case it will be prorated based
on each complete quarter after the certification is obtained.

b) If an individual is on a leave of absence for any portion of the year, the stipend will be
based on the number of full quarters during which the individual is active.

c) If an individual is inactive for any quarter because he/she responds to no emergency
calls during the quarter and attends fewer than 60% of training during the quarter, the
stipend will be based on the number of full quarters during which the individual is
active.

6) Stipends are paid in June for the fiscal year ending June 30.

Part B. Fireand EM S Per sonnel

Firefighter and non-Firefighter EMT's responding to ambulance incidents and
transport to a hospital, shall be paid arate of time and one-half the call rate.
Firefighter and non-Firefighter EM T's who respond to the scene of an ambulance
call and do not transport shall be compensated at a rate of one half of the call rate.
Firefighter and non-Firefighter EMT's will be compensated with a standby rate

of $50 per month for ambulance coverage between 10:00p.m. and 6:00a.m.
Firefighter and non-Firefighter Paramedics responding to ambulance incidents
and transport to a hospital, will receive an additiona $5/hr to the call rate.

On-call firefighters, company officers and deputy chiefs responding to fire incidents
between the hours of 10:00p.m. and 6:00a.m. shall be compensated at a rate of
two times the call rate.

In addition to salary and hourly rate, fire personnel holding state certification in
certain fire and EM S service skill categories specified by the Fire Chief shall
receive an annual stipend of $250 for each certification, up to a maximum of
$750 annually. Paramedics shall receive an annual paramedic stipend of $750
for certification, with an annua stipend maximum total of $1250.

This provision shall not apply to support personnel or Assistant Firefighters.
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ATTACHMENT A - Position Description Classification Grades changes/additions

GRADE POSITION TITLE DEPARTMENT

1|Library Page Library

2|Library technician Library

3]|Van Driver Council On Aging
Clerk Typist Police
Accounting Clerk Public Works Department
Laborer Public Works Department
Dispatcher Police/Fire

4]Animal Control Officer Board of Selectmen/Police
Town Custodian Board of Selectmen
Administrative Secretary Town Clerk
Library Associate Library

Assistant Collector

Town Treasurer/Collector

Assistant Treasurer

Town Treasurer/Collector

Administrative Assistant

Public Works Department

Administrative Assistant

Board of Selectmen/Building

Administrative Assistant

Police, Fire

Administrative Assistant

Planning Board

Water System Technician

Public Works Department

Assistant to Assessors

Assessors

Truck Driver

Public Works Department

Conservation Agent Conservation
6|Firefighter/EMS Fire
Equipment Operator Public Works Department
Mechanic Public Works Department
Associate Health Agent Health Department
Company Officer Fire
Children's Librarian Library
Firefighter/Mechanic Fire
7|Director Recreation
Director Council on Aging

Water System Operator

Public Works Department

Assistant Superintendent

Public Works Department

Company Officer/Fire Inspector

Fire

Town Clerk Town Clerk
Director Library

Health Agent Health Department
Building Commissioner Building

Town Treasurer/Collector

Town Treasurer/Collector

Town Accountant

Board of Selectmen

10

11

Deputy Fire Chief Fire

Superintendent Public Works Department
Executive Secretary Board of Selectmen
Police Chief Police

Fire Chief Fire
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MISCELLANEOUS COMPENSATION SCHEDULE FOR SEASONAL AND PART TIME
EMPLOYEES

CLASSTITLE COMPENSATION

Life Guard $6.98 to $11.51
Police Special 6.98 to 9.61
Constable 8.95
Election Worker 7.39

Registrar of Voters 7.96

27



06/07 SCHEDULE +3% FY08 COMPENSATION SCHEDULE

GRADE STEPS

Non-Exen 1 2 3 4 5 6 7 8 9 10 11 12 13 14 15
1 7.74 7.99 8.22 8.47 8.72 8.99 9.25 9.53 9.81| 10.11 10.41 10.73 11.05 11.38 11.72
2 8.90 9.18 9.46 9.73 10.03 10.33 10.64 1095 11.28 | 11.63 11.97 12.33 12.70 13.08 13.47
3 10.25 10.56 10.87 11.20 11.54 11.88 12.24 12.61 12.98 | 13.37 13.77 14.18 14.61 15.05 15.50
4 11.79 12.15 12.51 12.88 13.27 13.67 14.08 14491 1493 ] 15.38 15.84 16.32 16.81 17.31 17.83
5 13.56 13.96 14.38 14.81 15.26 15.72 16.19 16.68 | 17.18 ]| 17.69 18.22 18.76 19.32 19.90 20.50
6 15.58 16.04 16.52 17.02 17.53 18.06 18.60 1916 | 19.74 ] 20.33 20.93 21.56 22.21 22.88 23.57
7 17.92 18.46 19.01 19.57 20.17 20.78 21.40 22.04 | 2271 ] 23.38 24.08 24.80 25.54 26.31 27.10

Exempt

8 42,936 44,224 | 45,551 | 46,917 | 48,325 49,7751 51,267 | 52,805 | 54,389 | 56,021 | 57,702 | 59,433 | 61,216 | 63,053 64,945
9 48,088 49,531 | 51,016 | 52,547 | 54,123 55,747 | 57,420 | 59,143 | 60,916 | 62,744 | 64,626 | 66,565 | 68,562 | 70,619 72,737
10 53,859 55475 57,139 | 58,854 | 60,620 62437 | 64,311 | 66,240 | 68,228 | 70,274 | 72,382 | 74,554 | 76,790 | 79,094 81,467
11 60,322 62,132 | 63,996 | 65916 | 67,893 69,930 | 72,028 | 74,189 | 76,415 | 78,707 | 81,068 | 83,500 | 86,005 | 88,589 91,246
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March 1, 1969
March 7, 1970
March 6, 1971
March 4, 1972

October 10, 1972

March 3, 1973
May 4, 1974
May 3, 1975
May 1, 1976
May 7, 1977
April 27,1978
April 30,1979
April 28, 1980
April 27,1981
April 26, 1982
April 25,1983
April 30, 1984

January 7, 1985

April 29, 1985
April 28, 1986
April 27,1987
April 25,1988

February 27, 1989

June 5, 1989
June5, 1989
May 14, 1990
May 13, 1991
May 30, 1992
May 23, 1994

October 17, 1994

May 22, 1995

May 18, 1996
May 17, 1997

May 11, 1998

March 15, 1999

May 13, 2000
May 13, 2000
May 14, 2001
May 13, 2002
May 12, 2003

May 16, 2005

Article #39
Article #42
Article #46
Article #38
Article #14
Article #28
Article #3
Article #3
Article #3
Article #3
Article #3
Article #1
Article #1
Article #1
Article #1
Article #1
Article#1
Article#1
Article #1
Article #1
Article#1
Article #1
Article #12
Article #1
Article #53
Article #1
Article #1
Article#1
Article #3
Article #3
Article#1
Article #2
Article #7
Article #14
Article #44
Article#1
Article #38
Article#9
Article #4
Article#5
Article #2
Article #2
Article#10

Article#l
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November 13,2006 Article#5  Amendment to “Attachment A —position Description
Classification Grades by adding, at grade 5, the position
of “Administrative Assistant” for the “ Planning board”
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