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 INTRODUCTION 
 
 
OVERALL STATEMENT OF PURPOSE AND INTENT 
 
The purpose of the Personnel Policies and Procedures Manual is to be the official guideline to all 
personnel practices in the Town of Townsend.  As a written expression of the Town’s personnel 
policies, it will ensure consistent application of all personnel rules and regulations for all Town 
employees. 
 
This document shall enable supervisors to administer the affairs of their departments within the 
approved personnel framework and policy statements. As such, it is expected that they will be 
completely familiar with the contents of the manual and keep their copies up-to-date at all times as 
amendments are adopted by the Town Administrator, the Board of Selectmen and/or  designee.  
 
This manual is intended to ensure compliance with the Town Charter, Town Bylaws and all state 
and federal laws as well as contractual commitments with Town employees. 
 
It should serve as a reference and source of information for both department supervisors and their 
employees in determining established policies and procedures. 
 
No department supervisor or employee has the authority to deviate from the written policy, but 
each does have the responsibility to notify the Town Administrator, the Board of Selectmen 
and/or designee when in his or her opinion the policies no longer serve the best interest of the 
Town, its department or employees. 
 
This manual is intended to be an accurate reflection of all personnel policies of the Town. If there 
are any discrepancies between this manual and the specific terms of any collective bargaining 
agreement or individual employment contracts duly entered by the Town, the specific terms of the 
collective bargaining agreements or contracts shall govern.  The Town of Townsend reserves the 
rights to change, add to, or delete provisions as needed. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 



Personnel Policies and Procedures   

GENERAL INFORMATION 
 

 
NORMAL BUSINESS HOURS 
 
The Town of Townsend develops work schedules for employees in accordance with operational 
needs. Consequently, work schedules may vary from one department or office location to another. 
The normal business hours for town departments are Monday through Friday.  Memorial Hall 
public office hours are Monday through Friday, 9:00 A.M. to 4:00 P.M. and until 8:00 P.M. on 
Tuesday evenings. The Board of Registrars holds public office hours as mandated by law and as 
posted. 
 
Appointed officials and their staff serve under the general direction of the Town Administrator in 
conjunction with the Board of Selectmen unless the Town Charter makes other provisions.  All 
departments must comply with the policies and procedures set forth in this manual. 
 
EMPLOYEE INFORMATION BULLETIN BOARD 
 
An employee bulletin board is maintained in the mail/fax room located on the lower level of 
Memorial Hall.  In addition, departments not housed in Memorial Hall are requested to maintain 
employee information bulletin boards in accessible locations for their employees.  It is the 
employees’ responsibility to review the bulletin board. 
 
PAYDAY 
 
Payday is every other Thursday for the previous two weeks worked.  The workweek is the fourteen 
day period commencing Sunday at 12:01 A.M. and extending through the following Saturday, 
midnight.  If a payday falls on a holiday, employees will be paid the preceding business day. 
 
TIME SHEETS 
 
All town employees must submit a weekly time sheet, setting forth the hours worked, to their 
supervisor. The supervisor will certify the time sheet under the pains and penalty of perjury to the 
best of their knowledge and belief per M.G.L. Chapter 41, Section 41.  The approved time sheet is 
then submitted to the Treasurer’s Office for processing on the payroll warrant and then forwarded 
for approval by the Board of Selectmen.  
 
PAYROLL DEDUCTIONS 
 
Deductions from each employee’s gross pay period earnings are of two types: mandatory and 
voluntary.  Involuntary deductions are those required by federal or state law or a court order.  
Voluntary deductions are those requested by the employee to be made on their behalf and may 
include such items as employee contributions to benefit plans. 
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JOB DESCRIPTIONS 
 
All positions, paid or unpaid, shall have a job description in accordance with the Town Charter, 
Section 7-10 and the Americans with Disability Act (A.D.A.) requirements.  Said description shall 
contain a description of the essential duties of the office, position or employment and a listing of 
the necessary or desirable qualifications to fill the office, position, or employment.  All job 
descriptions shall be drafted by the Town Administrator in conjunction with the department for 
which the job description is for and will be kept on file with the Town Administrator and/or 
designee. 
 
 
PERSONAL PHONE CALLS 
 
Occasionally, it may be necessary for employees to use the telephone for personal calls.  Personal 
calls must be brief and kept to a minimum.  The Employee must pay charges for any long distance 
or toll personal calls.  
 
A.D.A. COORDINATOR 
 
Town of Townsend does not discriminate on the basis of disability in admission to, access to, or 
operations of its programs, services, or activities.  Town of Townsend does not discriminate on the 
basis of disability in its hiring or employment practices. This notice is provided as required by Title 
II of the Americans with Disabilities Act of 1990. 
 
Questions, concerns, complaints, or requests for additional Information regarding the ADA may 
be forwarded to Town of Townsend’s designated ADA Compliance Coordinator. 
 
   Name:  Eric Chartland 
 
    Title:  Building Commissioner/ADA Coordinator 
 
      Office Address:  272 Main Street Townsend, MA 01469 
 
          Phone Number:  (978) 597-1709  
 
      
       
 Individuals who need auxiliary aids for effective communication in programs and services of the 
Town of Townsend are invited to make their needs and preferences known to the ADA 
Compliance Coordinator. 
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ARTICLE I 
 
1. DEFINITIONS 
 
Continuous Service 
Employment with the Town of Townsend which is uninterrupted except for required military 
leave of absence, authorized holiday, paid vacation, sick leave, and paid leave of absence.  Any 
other absence of more than one week will constitute a break in service and such absence will not 
accumulate service credits. 
 
Department 
Any department, board, committee, commission, or other agency subject to the Town of 
Townsend’s Policies and Procedures. 
 
Effective Service Date 
The start date for regular employees or when temporary employees are changed to regular status, 
their effective service date is the date they become regular employees.  Effective service shall not 
accrue while on unpaid leave of absence or suspension, and the effective service date will be 
adjusted accordingly for the period of absence.  Determination of effective service shall always be 
kept in accordance with all state and federal laws so govern. 
 
Emergency Closure 
Emergency closures as defined in this manual are uncontrolled events such as fire, snow, ice, wind 
or building evacuation. 
 
Exempt Employee 
An employee of the Town paid either weekly, monthly, or annually for a specific job is also known 
as a salaried employee as defined by Fair Labor Standards Act. 
 
Full-Time Employee 
Anyone employed by the Town of Townsend who works thirty (30) or more hours per week for 
fifty-two (52) workweeks per fiscal year. 
 
Municipal Employee 
A person performing services for or holding an office, position, employment or membership in a 
municipal agency, whether by election, appointment, contract of hire or engagement, whether 
serving with or without compensation, on a full, regular, part-time, intermittent, or consultant 
basis as defined by the Conflict of Interest Statute, Chapter 268A, regardless of the number of 
hours employed. 
 
Non-Exempt Employee 
An employee of the town who is paid strictly for the number of hours worked based upon an 
hourly rate and is covered by the Fair Labor Standards Act. 
 
Part-Time Employee 
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Anyone employed by the Town of Townsend who works at least twenty (20) hours per week for no 
less than ten (10) consecutive months in any given year. 
 
Fractional Employee 
Anyone employed by the Town of Townsend who works less than twenty (20) hours per week but 
at least ten (10) hours per week with regularly scheduled work hours per week. 
 
Regular Employee 
An individual who is employed in a full-time or part-time position, in the town service, which has 
required or which is likely to require the services of an incumbent in continuous employment for a 
period of fifty-two (52) workweeks per fiscal year full time and for ten (10) consecutive months in 
any given year for part-time. 
 
Seasonal Employee 
An individual who is employed in a position which requires or which is likely to require the 
services of an incumbent for a period of less than six (6) months of continuous employment. 
 
Temporary Employee 
An individual who is employed in a position in the town service which requires or is likely to 
require the services of an incumbent for a period not to exceed ninety (90) days.  This position is 
not expected to be available on a yearly basis. Notifications for temporary appointments required 
beyond ninety (90) days must be given to the Board of Selectmen and the Town Treasurer. 
 
Overtime 
Time worked by a non-exempt hourly employee in excess of forty (40) hours of work required in a 
week by the Town (unless on an approved alternate schedule). An overtime rate is factored 
including other compensation as defined by the F.L.S.A. to 
include but not limited to: Longevity pay, shift differential, hazardous duty pay, educational bonus 
or incentives. 
 
Probationary Period 
The first six (6) months of a regular employee’s service in a given position is used as a trial period 
except those covered by the Supervisory Probationary Period as defined in Article 7.3. The 
employee may be terminated without cause during this period. 
 
Position 
An office or post of employment in the Town Service with duties and responsibilities calling for 
the full-time, part-time, fractional, seasonal, temporary or voluntary employment of one person. 
 
Town 
The Town of Townsend, a municipal corporation in the Commonwealth of Massachusetts, 
Middlesex County. 
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ARTICLE 2 
 
 
2. RESPONSIBILITIES 
 
In addition to the general responsibilities outlined below, this manual establishes responsibilities 
for specific policies, procedures, rules, and regulations. These responsibilities are established under 
the appropriate section. 
 
      Town Administrator 

 The Town Administrator, or his/her designee, is responsible for the day to day 
administration of the Personnel Policies and Procedures Manual. 

 
 The Town Administrator, or his/her designee, shall review the Personnel Policies and 

Procedures Manual periodically for amendments. 
 
 The Town Administrator, or his/her designee, is responsible for the Equal Employment 

Opportunity and Affirmative Action policies as defined in this manual. 
 

 The Town Administrator, in conjunction with department heads, will be responsible for 
all recruitment and selection procedures as outlined in this manual. 

 
 The Town Administrator, or his/her designee, shall be responsible for orienting all new 

employees to the Town of Townsend in accordance with the provisions of this manual. 
 
   Board of Selectmen 

The Board of Selectmen is responsible for the establishment, review, and maintenance of 
the Personnel Polices and Procedures Manual. 

 
 The Board of Selectmen and/or designee shall adopt policies and procedures deemed 
necessary for the administration of the Personnel Policies and Procedures Manual. 
 
The Board of Selectmen and /or designee is responsible for the review and maintenance of 
the Town’s Classification Plan, and hereby referred to as the “wage matrix”. 

 
Department Supervisors 
 Shall review and be familiar with the Personnel Policies and Procedures Manual and sign 

acknowledgment of receipt. 
 

 Shall administer their department in accordance with Personnel Policies and Procedures, 
including the establishment of employee conduct and work rules, which are consistent 
with this manual. 

 
 Shall assist the Town Administrator or his/her designee, in ensuring that the Town is 

following the Town’s Equal Employment Opportunity and Affirmative Action policies. 
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 May recommend in writing revisions to this Manual to the Town Administrator and/or 

Board of Selectmen. 
 
 Shall be responsible for the completion of an annual performance evaluation of their 

employees, sign all performance evaluations and conduct in person with the employee a 
review of the evaluation and to have the employee sign off on the review.  

  
 In the case of a board or commission acting as a Department Supervisor, an affirmative 

vote or approval is gained by obtaining a majority vote. (Note: A board or commission may 
delegate, by a majority vote of the full board, one member to approve payroll in accordance 
with M.G.L. Chapter 41, Section 41.) Payroll vouchers may be the only item that can be 
approved by that member of the board.  If one member is appointed to sign payroll, a 
letter certifying the vote and signed by the board, committee or commission must be 
forwarded to the Town Treasurer, the Town Administrator and to the Town Accountant. 
Performance reviews, vouchers for reimbursement, and other documentation must be 
approved by the board or commission. In addition, one member of a board, committee or 
commission may be designated to conduct employee performance reviews as required.  

 
Town Employees 
 Town employees shall sign a form acknowledging that they have received a copy of this 

Manual, their job description and a receipt of the Town’s Harassment Policy and any other 
policies or procedures as required.   

 
 Town employees have the responsibility to familiarize themselves with the Personnel 

Policies and Procedures Manual and shall comply with the provisions of this manual. 
 

Town employees have the responsibility to notify their Department Supervisor when any 
policy or procedure is not understood by them and to request further clarification. 

 
 Town employees shall share joint responsibility with their Department Supervisor for 

adherence to the Town’s Equal Employment Opportunity and Affirmative Action Policies. 
 

 Town employees may recommend in writing revisions to this Manual to the Town 
Administrator for consideration. 
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ARTICLE 3 
 

 
3.  PERSONNEL RECORDS 
 
The Town Administrator, and his/her designee shall be responsible for establishing and 
maintaining personnel records as may be required by law and are necessary for effective personnel 
management.  
 
Contents of Records 
The Town Administrator shall maintain an individual personnel file for each employee, who may 
include, but not be limited to, the following personnel records: 
 

 The employment application 
 Payroll Change Notice Forms 
 Special Letters of any kind 
 Any investigation information. 

Medical information (to be kept in Separate File not in personnel file) 
 A report of all personnel actions reflecting the original appointment, promotion, 

demotion, reassignment, transfer, separation, leave of absence or layoff. Results of tests, 
history of employment and correspondence directly related to the employee’s past 
employment record, reclassification or change in the employee’s rate of pay or position 
title, commendations, records of disciplinary action, training records, and other records 
that may be pertinent to the employee’s employment record. 

 
A copy of the following financial documents will be maintained in the Treasurer’s Office: 
 

 Federal and State Tax Forms (Withholding Forms). 
 Payroll Change Notice Forms. 
 Insurance Forms.   
 Copy of Federal Immigration Form in a Separate File (I-9 Form) 
  

Access to Records 
Any employee or designee (designated in writing) may upon request to the Town Administrator 
have access to review his/her personnel file in accordance with M.G.L. Chapter 149, Section 52C. 
The employee’s review of his/her employment record shall be in the presence of the Town 
Administrator and/or designee during normal business hours.  Copies of personnel records may 
be obtained by request.  Personnel records are the property of the Town of Townsend. The Town 
Administrator, or his/her designee must approve of all additions to or deletions from the 
personnel files.  
 
Release of Information 
Unless otherwise required by law or court order the Town Administrator and/or designee will not 
release any information to any individual except the employee or the employee’s designee 
(designated in writing).  



Personnel Policies and Procedures   

 
ARTICLE 4 
 
 
4. COMPENSATION PLAN 
 
All employees shall be paid in accordance with the rates per the wage and compensation plan, 
excluding those positions within a collective bargaining unit, or under personal contract or 
agreement with the Board of Selectmen.  
 
The Board of Selectmen, in accordance with the Personnel Policies and Procedures Manual, shall 
have the responsibility of administering the Town’s classification and compensation system. 
 
Advancement of employees through the steps in a grade in the compensation plan shall be based 
on performance (see policy on Performance Reviews). A performance increase is a salary 
adjustment within the job grade in recognition of satisfactory performance. 
 
Any employee denied wage/salary adjustments based on an unsatisfactory performance review may 
be eligible for reconsideration six (6) months after the denial.  
 
An employee, who receives a promotion and has a new job description, shall be assigned by the 
Board of Selectmen and/or designee to the step in the new grade closest to but higher than that 
which he/she is currently earning.  An employee is required to acknowledge any changes to 
his/her job description.  An employee who is not willing to acknowledge any changes to his/her 
job description will have a letter signed by their Supervisor, which will be witnessed and placed in 
their personnel file. 
 
If an employee is transferred to a position in the same grade and step, the employee shall be paid 
at their same level of compensation. 
 
Compensation for hours worked more than the standard work week shall only be allowed with 
prior Supervisor approval or with the approval of the Town Administrator and shall be as follows: 
 
Hourly Employees - Overtime 
Hourly employees who are required to work in excess of forty (40) hours a week shall be eligible for 
pay at the rate of time and one-half (1.5) for all hours worked in excess of 40, with the prior 
approval of their Supervisor.  The overtime rate is factored including other compensation as 
defined by the Fair Labor Standards Act (F.L.S.A).  Paid sick time is not considered when 
calculating overtime pay.  Early releases or building closures due to weather emergencies are not 
considered when calculating overtime pay. 
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Early Releases or Emergency Building Closures 
In the event of a building closure due to a State or Local declared emergency, the Department 
Supervisor and/or designee will notify its employees of such closure.    
 
Non-essential personnel will be paid for their regularly scheduled work hours for any workday that 
a town building is closed under a Governor’s State of Emergency or a Local State of Emergency as 
declared by the Chairman of the Board of Selectmen or other authorized designee and defined by 
Article I, Section 1 – Definitions, Emergency Closures. 
 
Employee time sheets shall reflect the employee having received pay for an emergency day.  
 
Employees, including but not limited to the following list of employees that are covered by this 
plan shall be considered “exempt” employees for the purpose of the Fair Labor Standards Act 
(FLSA): 
 
• Town Administrator; 
• Town Accountant; 
• Fire Chief; 
• Police Chief & Police Lieutenant; 
• Water Department Superintendent; 
•    Town Treasurer; 
• Tax Collector; 
• Town Clerk; 
• Building Commissioner; 
▪ Highway Superintendent; 
• Any other employee whose status should be exempt under the FLSA. 
 
All other employees shall be considered “Non-Exempt” employees for the purpose for the FLSA. 
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ARTICLE 5 
 
 
5. CLASSIFICATION PLAN 
 
It is the policy of the Town to establish and provide a uniform system for classifying all positions 
and to establish proper relationships between those positions not part of a bargaining unit based 
on the level of responsibilities assumed and the minimum qualifications required to perform the 
job so that the same schedule of compensation may be applied to each class ensuring equal pay for 
equal work. 
 
Contents of the Classification Plan 
All employees of the Town, excluding those within a collective bargaining unit or under personal 
contract with the Board of Selectmen, will be employed in positions classified according to the 
Town’s wage matrix. A copy of the wage matrix is available upon request from the Town 
Administrator. The classification plan consists of the following: 
 
  Position Descriptions: 

Each position shall have a written job description, written by the Department Supervisor in 
conjunction with the Town Administrator. The position description shall consist of a 
statement describing the nature of the essential functions, required work hours, examples 
of typical duties, the required minimum knowledge, skills, training, abilities, experience 
and necessary special qualifications, as well as a determination if the position is exempt or 
non-exempt from the F.L.S.A. (salary or hourly.) 

 
Position descriptions are intended to be representative of the positions in a class and 
provide illustrations of the type of work performed, and do not necessarily include all 
duties performed. Position descriptions are not intended to be restrictive. Qualification 
statements in each position description establish desirable minimum requirements that 
should be met by a person before appointment, transfer, or promotion to a position in the 
class. 

 
  Responsibility 

The Town Administrator or his/her designee, shall have the responsibility for the 
administration and day-to-day maintenance of the classification plan and is authorized to: 

  
Complete studies of proposed new positions and make recommendations on 
allocations to existing classes; re-establishment of a former class; establishment of a 
new class of positions; or deletion of a class of positions. 

 
Provide for studies of existing positions when there has been a substantial change 
in the essential duties and responsibilities, which justify consideration of possible 
reclassification. 
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Conduct periodic studies and request such assistance as may be needed to assure 
that the classification plan remains uniform and current. 

 
Require the submission of position questionnaires or any other related information 
when considered necessary for the proper maintenance of the plan. 

 
Make routine revisions to job description content such as additions and deletions 
of essential functions after review with the applicable department head. 

Classification of New Positions 

New positions may be established upon the recommendation of the Department Supervisor 
and/or the Town Administrator. The supervisor proposing the creation of a new position shall 
provide the Town Administrator and/or the Board of Selectmen with a description of the essential 
duties, skills, knowledge, abilities, and other work performance requirements of a proposed 
position in sufficient detail to enable them to appropriately classify the newly created position.  
Final approval of the new position(s) lies with the Board of Selectmen and/or designee and is 
subject to an appropriation. 
 
Reclassification of Positions 

Positions may not be reclassified without the following steps in order: 
 

A completed Position Analysis Questionnaire submitted by the employee and/or 
supervisor, 

 
Review by the Town Administrator, 

 
Review and classification by the Board of Selectmen and/or designee. 

 
The Town Administrator and/or designee, shall notify the Department Supervisor and the   
employee of the decision for the classification request and if applicable, starting date of salary 
change. 
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ARTICLE 6 
 
 

6. RECRUITMENT AND SELECTION 
 
Every person, regardless of race, color, creed, age, sex, religion, disability, sexual orientation, or 
national origin, applying for employment in the Town will receive equal treatment. Persons shall 
be recruited from a geographic area as wide as necessary to assure that qualified candidates apply 
for various positions. The recruitment, selection and promotion of candidates and employees shall 
be based solely on job related criteria as established in the position descriptions and in accordance 
with proper personnel practices.   
 
For employees working for an elected board/commission, a majority vote by the Board is required 
to make a recommendation to the Board of Selectmen for appointment.  
 
For employees working for an elected official, the elected official is required to make a 
recommendation to the Board of Selectmen for appointment. 
  
Recruitment 
The Department Supervisors, in conjunction with the Town Administrator or his/her designee, 
shall have a major role in the recruitment and selection of personnel not covered by a personal 
contract or collective bargaining agreement. The qualifications, classification and salary range for 
positions shall be established in accordance with the Town's wage matrix. 
 
Notice of Vacancies 
Upon the identification of a vacancy or on the authorization of a new position, the Department 
Supervisor shall prepare a job vacancy notice. The job vacancy notice shall include the job title, 
major duties of the position, qualifications, salary ranges, a closing date for applications, and 
application instructions. Recruitment for a position shall not begin until the Town Administrator 
or his/her designee approves the job vacancy notice.  Notices of vacancy shall be posted and shall 
follow the Town Charter unless otherwise governed by a specific state statute or contract or 
collective bargaining agreement.  
 
Posting and Advertisement of Job Vacancy Notices 
Notices of vacant positions shall be minimally posted in house on the town bulletin board after 
date stamped by the Office of the Town Clerk for not less than ten (10) calendar days, including 
Sundays, prior to the closing date for applications for employees and the public to review as 
required by Section 7-10 of the Town Charter.  Advertising for entry-level positions should be 
adequate to ensure that a sufficient number of qualified applicants apply for available vacancies. 
No position may be filled until at least fourteen (14) days following the date such notice was 
posted to permit reasonable consideration of all applicants.   
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Applications 
All candidates applying for employment in the Town shall complete an official employment 
application form and return the form to the appropriate Department or to the Town 
Administrator’s office. The application will be postmarked or stamped received with the closing 
date specified in the position announcement.  Each applicant shall sign the form, and the truth of 
all statements shall be certified by the applicant’s signature.   
 
Selection 
The Department Supervisor shall establish any one or a combination of selection procedures in 
order to determine the candidates’ ability to perform in the position: 
 

• Written examination 
• Interview 
• Practical (or performance) Test 
• Evaluation of Experience and training 

 
The methods of selection used shall be developed in a manner so as to not discriminate by age, 
race, gender, ethnicity, religion, sexual orientation or disability. 
 
References 
A candidate’s former employers, supervisors, and other references may be contacted as part of the 
selection process. References and other background investigations shall be documented and made 
part of the applicant’s file. All reference checks and investigations shall be completed prior to the 
offer of employment. 
 
Application Records 
The Town Administrator or his/her designee shall maintain the application, reference checks, and 
related documents submitted for the period required by law. The Town shall to the extent as 
allowed by law maintain the confidentiality of the application. 
 
Appointment 
The Department Supervisor shall make all appointment notifications in writing to the Board of 
Selectmen. The written notice of appointment shall include the salary, the starting date, and any 
conditions of employment not covered in these personnel policies.  
 
Pre-Placement Medical Examinations 
Persons selected for employment with the Town, after receipt of notice of an offer of employment 
and prior to the starting date of employment, are required to have a pre-placement medical 
examination, unless the position for which the person being appointed does not require a fitness 
for duty examination.  The examination shall be at the expense of the Town by a physician 
designated by the Board of Selectmen. The examining physician shall advise as to the applicant’s 
fitness for the position that the applicant is being hired for.  
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Other Requirements 
 For selected positions, driving record checks, Criminal Offender Record Information (CORI) 
checks and drug and alcohol checks may be required. 
 
Failure to Report 
An applicant who accepts an offer of employment and fails to report to work on the day set by  
the Department Supervisor, without prior approval of the change, shall be deemed to have  
declined the offer and the offer of employment shall be deemed withdrawn. 
 
Nepotism 
Supervisors are not allowed to hire or to supervise relatives as defined in the Massachusetts 
General Laws Chapter 268A-Conflict of Interest statute.  
 
Bonding of employees 
Employees, who by the nature of their job descriptions are required to handle large sums of money 
and/or as required by Massachusetts General Laws, shall be “Bonded” at the town’s expense 
pursuant to M.G.L. Chapter 41, Section 109A.   
 
The Town Clerk is bonded pursuant to M.G.L. Chapter 41, Section 13, the Tax Collector is 
bonded pursuant to M.G.L. Chapter 60, Section 13 and the Treasurer is bonded pursuant to 
M.G.L. Chapter 41, Section 35.  All employees handling sums of money are covered under the 
Town’s blanket bond policy.   
 
Issuance of Town Property 
The Department Supervisor shall issue any Town property, i.e. automobiles, computers, cellular 
phones and beepers, confidential manuals and other documents, keys, credit cards, uniforms and 
ID badges in accordance with specific department rules and regulations.  Upon separation of 
service from the Town, the employee must return any Town property assigned to them during an 
Exit Interview or prior to receipt of their final paycheck.  

 
Vacancy Exception 
In the event that a position becomes vacant within fifteen (15) working days after it was filled 
through the process outlined in Article 6 and the Town Charter 7-10, the Department Supervisor 
reserves the right to reconsider the pool applicants used to fill the position vacated during the 
fifteen (15) working day period.  
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ARTICLE 7 
 
 
7. ORIENTATION AND PROBATIONARY PERIOD 
 
The Department Supervisor and/or Town Administrator is responsible for informing new 
employees of their rights, responsibilities, duties, and obligations. 
 
 Orientation 
 The Department Supervisor will: 
    Notify the new employee of a starting date, time, and designated location for starting work. 
    
         Provide specific rules, regulations, policies, and procedures of the employee’s assigned 

department including the safety policies and procedures within seven (7) calendar days of the 
start of the employment.  

 
      Thoroughly explain all the benefits and options the employee is entitled to and shall assist   

the employee with completion of appropriate forms within seven (7) calendar days of the 
start of employment. 

 
    Obtain a signed acknowledgment from the employee that they have been orientated and 

received a “New Employee Information Packet” and a copy of this “Personnel Policies & 
Procedures Manual”.  A copy of this form will be placed in their personnel file. 

   
Probationary Period for All New Employees 
All new employees shall be required to successfully complete a probationary period to begin 
immediately upon the employee’s starting date and to continue for a one-year period. The 
probationary period shall be utilized to help new employees achieve effective performance 
standards. The Department Supervisor shall use the probationary period to observe and evaluate 
the employee’s performance against such standards. At the completion of the first three months 
and again at the completion of the first six months, the Department Supervisor will complete a 
written evaluation of the new employee. The employee may be dismissed without cause anytime 
during the six-month probationary period. The employee will not have the right to appeal this 
removal.   
 
Probationary Period - Supervisors 
Any employee, who has been promoted into a supervisory position within the Town of Townsend, 
will be required to successfully complete a supervisory probationary period, to begin immediately 
upon the employee’s starting date as a supervisor, which will continue for a six-month (6) period 
unless otherwise extended at the discretion of the Board of Selectmen and/or designee.  
Probationary period not to exceed nine (9) months total.  The supervisory probationary period will 
be utilized to help new supervisors achieve effective performance standards. During a supervisory 
probationary period, the employee retains the right to return to his/her former position.  The 
employee may not be dismissed during this probationary period, unless other reasons may exist 
which justify dismissal. 
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ARTICLE 8 
 
 
8. EMPLOYMENT OF MINORS 
 
Massachusetts General Laws (MGL) Chapter 149 Section 66 and 67 governs the employment of 
those under the age of 18. Following are guidelines as to hours worked and permit needed for 
those employees under the age of 18. All questions regarding the hiring of minors shall be referred 
to the Town Treasurer and/or the Town Administrator. 
 

Under no circumstances may these provisions be relaxed or violated. 
 
Persons 13 years and under: 
Employees who are under the age of 14 may not be hired under any circumstance. 
 
Persons aged 14 & l5: 
Those employees whose ages are 14 or 15 at the time of hire shall be required to submit to the 
Town an employment permit which is obtainable from the school district in the town in which the 
employee resides. 
 
These employees are allowed to work only under the following conditions: 
 
1) Hours must be scheduled between the hours of 7:00 AM and 7:00 PM (7:00 AM to 9:00 PM 

from July 1 to Labor Day). Hours may not be worked outside this time frame. 
 
2) Can work no more than three (3) hours per day on school days. 

 
3) Can work no more than eight (8) hours per day during a period of not more than nine (9) 

consecutive hours on non-school days. 
 
4) Can work no more than six (6) days per week. 
 
5) Can work no more than eighteen (18) hours per week in school weeks. 

 
6) Can work no more than forty (40) hours per week in non-school weeks. 
 
7) Cannot operate power equipment as defined by M.G.L. Chapter 149, Section 61. 

 
8) Must be under direct supervision of an employee 18 years or older. 
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Persons aged 16 & l7: 
Those employees whose ages are 16 or 17 at the time of hire shall be required to submit to the 
Town an educational certificate which is obtainable from the school district in the town in which 
the employee resides. 
 
These employees are allowed to work only under the following conditions: 
 
1) Hours must be scheduled between the hours of 6:00 AM and 10:00 PM. Hours may not be 

worked outside this time frame. 
 
2) Can work no more than nine (9) hours per day. 
 
3) Can work no more than forty-eight (48) hours per week. 
 
4) Cannot operate power equipment as defined by M.G.L. Chapter 149, Section 62. Safety 

orientation must be given and acknowledged by the employee as having received such training.  
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ARTICLE 9 
Revised July 2, 2019 

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

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

 
 If anyone is injured, notify the department head or designee immediately. All claims must 

be reported to the Town Administrator and as applicable to the appropriate Insurance 
Carrier.  A Supervisor’s Report of Injury must be completed and submitted to the Board of 
Selectmen’s office. 

 
 Property belonging to the Town, its customers, vendors or employees shall not be defaced 

or damaged, nor shall Town equipment or property be used without authorization or for 
personal matters. 
 

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

 
        Violations of Standards 

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

 
 Reporting to work under the influence of drugs or alcohol, possession or use of 

alcohol or illegal drugs during working hours. 
 

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

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

  Possession of dangerous weapons. 
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 Flagrant insubordination such as leaving a work location contrary to direct 
instructions, refusal to do assigned tasks. 

 
Conflict of Interest 
The Massachusetts Conflict of Interest Law, Chapter 268A of the General Laws, prohibits public 
employees from soliciting or accepting gratuities for or because of, their official duties. This law 
prohibits certain activities, which could result in a conflict of interest or create the appearance of a 
conflict of interest. If you have any questions, please contact the Town Administrator.  Pamphlets 
providing information on the Conflict of Interest statute are available from the Treasurer, the 
Town Clerk and the Town Administrator. 
 
Special Municipal Employees 
Generally municipal employees are prohibited from holding more than one paid position or 
contracting with the same city or town.  However, special municipal employee status can be 
assigned to certain municipal positions by vote of the Board of Selectmen.  Several specific 
municipal positions are automatically designated as “special” under the law.  Employees are eligible 
to be designated as a special municipal employee provided that: 
 

The employee is not paid; or 
 
The employee holds a part-time position that allows them to work at another job during 
normal working hours; or 
 
The employee was not paid by the town for more than 800 working hours (approximately 
20 weeks full-time) during the preceding 365 days. 

 
It is the municipal position that is designated as having special status, not the individual.  
Therefore, all employees holding the same office or position must have the same classification as 
special.  Refer to State Ethics Commission Fact Sheet No. 4 entitled “Special Municipal 
Employees”, copy of which is available from the Board of Selectmen’s office.  An employee  needs 
further clarification on any issue you have regarding the Conflict of Interest Law, please feel free to 
call the State Ethic’s Commission’s Legal Division at 617-727-0060. 
 
Gifts & Contributions 
Employees are prohibited from soliciting or accepting any gift, gratuity, favor, entertainment, loan 
or any other item of substantial value ($50 or more) from anyone with whom they have or are 
likely to have official dealings.  Massachusetts Conflict of Interest Law Chapter 268A of the 
General Laws addresses this issue in detail. The Town of Townsend takes this issue seriously. 
Violators face potential prosecution under the law.  
 
Release of Public Records or Disclosure of Confidential Information  
The Town of Townsend has contact with many organizations including state, county and federal 
governments, private businesses, news media and citizens.  In many cases the Town is dealing with 
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issues that are of a confidential and sensitive nature. Employees must be cautious not to disclose 
confidential or sensitive information which could lead to legal and financial repercussions for the 
Town, poor public relations and/or bad employee morale. 
 
The Massachusetts Public Records Law provides that any person has the right of access to public 
information.  This right of access includes the right to inspect, copy or have copies of records 
provided upon the payment of a reasonable fee.  A guide to the Public Records Law is available 
from the Office of the Town Clerk. 
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ARTICLE 10 
 
10. HARASSMENT POLICY  
(Revised October 13, 2016)  
 
I. PURPOSE 
 
This Policy describes the Town’s prohibition of unlawful discrimination and harassment in the 
workplace, in order to ensure compliance with all applicable federal laws and state statutes and 
regulations.  
 
II. APPLICATION 
 
The Policy applies to all employees of the Town of Townsend, excluding those employees under 
the supervision and control of the School Committee.  Employees whose employment is governed 
by a collective bargaining agreement are subject only to those provisions of this Policy not 
specifically regulated by law or agreement. 
 
III. POLICY 
 
It is the Policy of the Town to promote a professional and productive workplace in which all 
employees are treated with dignity and respect. Employees are expected to act in a positive manner 
and contribute to a productive work environment that is free from harassing or disruptive activity.  
Discrimination, including harassment, whether based upon race, color, gender, gender identity, 
national origin, religion, ancestry, age, sexual orientation, disability, maternity leave, genetic 
information, active military status, or other bases prohibited under state or federal anti-
discrimination statutes, will not be tolerated.  To achieve the goal of providing a workplace free 
from discrimination, the Town will implement the procedure described below to address any 
potential inappropriate conduct. 
 

A. Coverage 
 
This Policy applies to all employment practices and employment programs sponsored by the Town.  
This Policy shall apply, but not be limited to, the areas of: 
 

• Recruitment  
• Selection 
• Compensation and benefits 
• Professional development and training 
• Reasonable accommodation for disabilities or religious practices   
• Promotion  
• Transfer 
• Termination  
• Layoff, and  
• Other terms and conditions of employment.  
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This Policy may apply to discrimination (including harassment) that occurs between co-workers 
that takes place outside the workplace (including, but not limited to, online conduct or conduct 
utilizing the internet or other electronic media). When the conduct complained of occurs outside 
of the workplace, the Town may consider the following and other factors in assessing whether the 
conduct constitutes conduct in violation of this Policy: 
 

• whether the event at which the conduct occurred is linked to the workplace in any way, 
such as at a Town-sponsored function.  

• whether the conduct occurred during work hours.  
• the severity of the alleged outside-of-work conduct. 
• the work relationship of the complainant and alleged harasser, which includes whether 

the alleged harasser is a supervisor and whether the alleged harasser and complainant 
come into contact with one another on the job.  

• whether the conduct adversely affected the terms and conditions of the complainant's 
employment or impacted the complainant's work environment.  

  
Because the Town takes allegations of unlawful discrimination and harassment seriously, officials 
will respond promptly to complaints and, where it is determined that such inappropriate conduct 
has occurred, will act promptly to eliminate the conduct and impose such corrective action as is 
necessary, including disciplinary action where appropriate.   
 
Please note that while this Policy sets forth the Town’s goals of promoting a workplace that is free 
of discrimination and harassment, the Policy is not designed or intended to limit the Town’s 
authority to discipline or take remedial action for workplace conduct which is deemed 
unacceptable, regardless of whether that conduct satisfies the legal definitions of discrimination 
or harassment.  
 

B. Examples of Prohibited Discriminatory Behavior 
 

It is not possible to list all the circumstances that may constitute discrimination in violation of this 
Policy.  Discrimination may take many forms, including both verbal and nonverbal behaviors.  
Prohibited behavior includes, but is not limited to, the following behaviors connected to 
someone’s membership in one or more groups protected by law as noted in the first paragraph 
above: slurs or other derogatory comments; sharing demeaning pictures, cartoons, or jokes; 
demeaning gestures, and; any conduct constituting sexual harassment. 

   
 

C. Definition of Sexual Harassment 
 
Sexual Harassment - That conduct, including unwelcome sexual advances, requests for sexual 
favors, and other verbal or physical conduct of a sexual nature, which may constitute sexual 
harassment when:  
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1)  submission to such conduct is made explicitly or implicitly a term or condition of an 
individual’s employment.  

2)  submission to or rejection of such conduct by an individual is used as the basis for 
employment decisions affecting such individual; or  

3)  such conduct has the purpose or effect of unreasonably interfering with an individual's 
work performance or creating an intimidating, hostile, or offensive working 
environment.  

 
Hostile Work Environment – A form of sexual harassment, where pervasive and sexually hostile 
working conditions unreasonably interfere with an employee’s ability to do his or her job.  
 
Quid Pro Quo – Another form of sexual harassment, where tangible job benefits are offered or 
withheld in exchange for sexual favors.  
 
Note: While it is not possible to list all those additional circumstances that may constitute sexual 
harassment, the following are some examples of conduct which, if unwelcome, may constitute 
sexual harassment depending upon the totality of the circumstances including the severity of the 
conduct and its pervasiveness: 

 
1. Unwelcome sexual advances, whether they involve physical touching or not. 
2. Sexual epithets, jokes, written or oral references to sexual conduct, gossip regarding 

one’s sex life, comment on an individual’s body, comment about an individual’s sexual 
activity, deficiencies, or prowess. 

3. Displaying sexually suggestive objects, pictures, cartoons. 
4. Unwelcome leering, whistling, brushing against the body, sexual gestures, suggestive or 

insulting comments. 
5. Inquiries into one’s sexual experiences; and, 
6. Discussion of one’s sexual activities. 

 
Under these definitions, direct or implied requests by a supervisor for sexual favors in exchange for 
actual or promised job benefits such as favorable reviews, salary increases, promotions, increased 
benefits, or continued employment constitutes sexual harassment. 
 
The legal definition of sexual harassment is broad and in addition to the above examples, other 
sexually-oriented conduct, whether it is intended or not, that is unwelcome and has the effect of 
creating a work place environment that is hostile, offensive, intimidating, or humiliating to male 
or female workers may also constitute sexual harassment.  This can include conduct that is aimed 
at a person’s sexual orientation or gender identity. 
     
 
IV. PROCEDURES 
 

A. Complaints of Sexual Harassment 
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If an employee believes that he or she has been subjected to sexual harassment, it is the Town’s 
policy to provide the employee with the right to file an internal complaint.  This may be done 
orally or in writing.  
 
An employee may file a complaint of sexual harassment by contacting the Town Administrator. 
Alternatively, an employee may file his or her complaint with the Chief of Police.  These persons 
will remain available to discuss any concerns employees may have and to provide information 
about the Town’s Policy on sexual harassment and the complaint process. 
 

B. Sexual Harassment Investigation 
 
When a complaint of sexual harassment is received, the Town will promptly investigate the 
allegation in a fair and expeditious manner.  The investigation will be conducted in such a way as 
to maintain confidentiality to the extent practicable under the circumstances.  The Town’s 
investigation will include a private interview with the person filing the complaint and with any 
witnesses.  The Town will also interview the person alleged to have committed sexual harassment.  
When the investigation has concluded, the Town will, to the extent appropriate inform the person 
filing the complaint and the person alleged to have committed the conduct of the results of that 
investigation. 
 
If it is determined that inappropriate conduct has occurred, the Town will act promptly to 
eliminate the offending conduct, and where appropriate, impose disciplinary action. 
 

C. Complaints Concerning Other Forms of Discrimination and/or Harassment 
 
Complaints alleging forms of discrimination and/or harassment, other than sexual harassment, 
will be processed in accordance with Paragraphs B and C above, whenever appropriate.  
 

D. Confidentiality 
 
Given the sensitive nature of complaints of discrimination and/or harassment, all parties and 
witnesses in a complaint, as well as department heads, supervisors, etc. who are aware of a 
complaint or investigation thereof, are strongly encouraged to maintain this information as 
confidential, so as not to negatively impact an investigation.  The investigation will be conducted 
in such a way as to maintain confidentiality to the extent practicable under the circumstances.   
 
All employees are reminded of the provisions of G.L. c. 268A, § 23(c)(2), which prohibit a 
municipal employee or official from improperly disclosing information that is protected from 
disclosure under the public records law, and acquired by an employee or official in the course of 
official duties.  Section 23 also prohibits a municipal employee or official from using such 
information to further the employee’s/official’s personal interest.  Violations of Section 23 may 
lead to disciplinary action, up to and including termination. 
 

E. Retaliation 
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Any retaliation against an individual who has formally or informally complained about 
discrimination, including harassment, or has cooperated with an investigation of a discrimination 
complaint, is prohibited.   
 
Retaliation can be overt or subtle.  Retaliation may include, but is not limited to, treating a 
complainant or witness differently, more harshly or in a hostile manner; physical interference with 
movement such as blocking a path; derogatory comments or action which would tend to have a 
chilling effect on other complainants; sudden investigations of the complainant’s private life, or; 
sudden strict enforcement of work rules.  Retaliation in any form will not be tolerated. 
 
IV. SANCTIONS 
 
If it is determined that inappropriate conduct has been committed by an employee, the Town will 
take such action as is appropriate under the circumstances.  Such actions may include counseling, 
informal or formal reprimands, written or verbal warnings, suspension, reduction in pay, 
reduction in duties, transfers, and other formal sanctions, including termination from 
employment. 
 
V. STATE AND FEDERAL REMEDIES 
 
In addition to the above, if an employee believes he or she has been subjected to sexual 
harassment, he or she may file a formal complaint with either or both government agencies listed 
below.  Using the Town’s complaint process does not prohibit an employee from filing a 
complaint with either of these agencies.  Please note that both agencies have a short time for filing 
a claim (300 days). 
 

1. The United States Equal Employment Opportunity Commission (EEOC) 
 
 John F. Kennedy Federal Building 
 475 Government Center 
 Boston, MA 02203 

Phone: (800) 669-4000 
TTY:   (800) 669-6820 

 
 

2. The Massachusetts Commission Against Discrimination (MCAD) 

Boston Office 

One Ashburton Place 
Sixth Floor, Room 601 
Boston, MA 02108  
Phone: 617-994-6000  
TTY: 617-994-6196 

Springfield Office 

436 Dwight Street 
Second Floor, Room 220 
Springfield, MA 01103 
(413) 739-2145  
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Worcester Office 

Denholm Building 
484 Main Street, Suite 320 
Worcester, MA 01604 
(508) 453-9630 
(508) 453-9641 – FAX 

New Bedford Office 

800 Purchase St., Rm 501 
New Bedford, MA 02740 
(508) 990-2390 
(508) 990-4260 - FAX 

 
 

VI. REASONABLE ACCOMMODATION 
 
The Town will not discriminate against people with disabilities in any employment practices or in 
terms, conditions or privileges of employment, including, but not limited to: application, testing, 
hiring, assignment, evaluation, disciplinary action, training, promotion, medical examination, 
layoff/recall, termination, compensation, leaves or benefits. The Town will make reasonable 
accommodation to the known physical or mental limitations of a qualified applicant or employee 
with a disability unless such action would cause an undue hardship to the operations of the Town.  
 
Employees seeking reasonable accommodations may submit their request in writing to the Town 
Administrator.  
 
VII. EQUAL EMPLOYMENT OPPORTUNITY STATEMENT 
 
The Town will not discriminate in its employment practices, on the basis of race, color, gender, 
gender identity, national origin, religious creed, ancestry, age, sexual orientation, disability, 
maternity leave, genetic information, active military status, or another basis prohibited under state 
or federal anti-discrimination statutes.  This shall include such areas as recruitment, selection, 
compensation and benefits, professional development and training, reasonable accommodation 
for disabilities or religious practices, promotion, transfer, termination, layoff, and other terms and 
conditions of employment.   
 
 
ARTICLE 11 

 
PRIVACY NOTICE 

 
 

THIS NOTICE DESCRIBES HOW MEDICAL INFORMATION ABOUT YOU MAY BE 
USED AND DISCLOSED AND HOW YOU CAN GET ACCESS TO THIS INFORMATION.  
PLEASE REVIEW IT CAREFULLY. 
 
The Town of Townsend provides health coverage to you through its membership in the MIIA 
Health Benefits Trust (“the Trust”).  The Trust, in turn, provides health coverage to you through 
its contract with Blue Cross Blue Shield of Massachusetts.  The Town of Townsend is providing 
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this notice to you pursuant to the Health Insurance Portability and Accountability Act and the 
regulations promulgated thereunder (“the Privacy Rule”). 
 
This Privacy Notice describes how your protected health information may be used and disclosed to 
carry out treatment, payment, or health care operations and for other purposes that are permitted 
or required by law.  It also describes your right to access and control your protected health 
information.  “Protected health information” is information about you, including demographic 
information, that may identify you and that relates to your past, present or future physical or 
mental health or condition and related health care services. 
 

Disclosures Under the Privacy Rule 
 
Under the HIPAA Privacy Rule protected health information relating to you may be used and 
disclosed for certain purposes without your prior written authorization.  For example, protected 
health information is used in providing your health coverage.  That information is used for 
treatment (for example, to help your providers coordinate and manage your health care), for 
payment (for example, to provide payment to your health care providers for the health care they 
provide to you) and for health care operations (for example, to conduct quality assessment and 
improvement activities). 
 
The Privacy Rule also permits disclosure of protected health information by a covered entity 
without the member’s prior written authorization, and without providing the member the 
opportunity to agree or object, in the following situations: 
 

1.) Where use or disclosure is required by law. 
 
2.) To a public health authority that is authorized by law to collect or receive such 

information. 
 

3.) To a governmental authority where there is a reasonable belief by the covered entity 
that the individual is a victim of abuse, neglect or domestic violence. 

4.) To a health oversight agency for oversight activities authorized by law. 
 
5.) In the course of certain judicial or administrative proceedings in response to a 

court order, subpoena, discovery request or other lawful process. 
 

6.) To a law enforcement official for certain law enforcement purposes. 
 

7.) To a coroner, medical examiner or funeral director for identification of a decedent 
and similar purposes. 

 
8.) To organ procurement organizations or similar entities for the purpose of 

facilitating transplantations, etc. 
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9.) For medical research that has been approved by an institutional review board or 
similar medical panel. 

 
10.) Where the covered entity in good faith believes the use or disclosure is necessary to 

prevent or lessen a serious and imminent threat to the health or safety of a person 
or the public or is necessary for law enforcement authorities to identify or 
apprehend an individual. 

 
11.) For certain specialized government functions including certain military and 

veterans activities, certain national security and intelligence activities, protective 
services for the President and other leaders; certain medical suitability 
determinations by the Department of State; and certain correctional and law 
enforcement custodial situations. 

 
12.) As authorized by and to the extent necessary to comply with laws relating to 

workers’ compensation or other similar programs. 
 
The conditions pursuant to which disclosures may be made for the above-listed purposes are more 
fully described at 45 CFR 164.512. 
 
Uses and disclosures of protected health information other than those listed, above, may only be 
made with your written authorization.  You may revoke any such authorization at any time by 
submitting a written revocation of that authorization, except to the extent that the covered entity 
has acted in reliance on the authorization. 
 

Your Rights 
 

Under the agreement between Town of Townsend and the MIIA Health Benefits Trust,                                 
the Town of Townsend does not have access to your medical and hospital records .  The Trust and 
Blue Cross Blue Shield of Massachusetts, however, do have access to that information.  As a 
practical matter, most of the rights described, below, will most effectively be exercised by directing 
requests to both the Town of Townsend and to the Trust.   
 
 
 
You have the right to inspect and copy your protected health information that is maintained in a 
designated record set.  You will be provided with access to this information within thirty (30) days 
of our receiving a written request for it.  You may be charged a reasonable fee for copying and 
mailing the records.  Your rights with respect to the inspection and copying of records are more 
fully described at 45 CFR 164.524. 
 
You have the right to request restrictions on certain uses and disclosures of protected health 
information (as provided at 45 CFR 164.522(a)) to carry out treatment, payment or health care 
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operations.  While we are not required to agree to a requested restriction, we will carefully 
consider any request. 
 
You have the right to request that we allow you to receive communications of protected health 
information from us by alternative means or at alternative locations if you state that the disclosure 
of all or part of that information could endanger you.  We will accommodate any such reasonable 
request. 
 
You have the right to request that PHI in a designated record set be amended for as long as the 
Plan maintains the PHI.  The Plan may deny your request for amendment if it determines that the 
PHI was not created by the Plan, is not part of a designated record set, is not information that is 
available for inspection, or that the PHI is accurate and complete. Your request to correct, amend, 
or delete information should be in writing. You will be notified if an adjustment is made as a 
result of your request.  If an adjustment is not made, you will be sent a letter explaining why 
within 30 days.  In the case of a denial, you may ask that your request be made part of your 
records, or you may file a statement of disagreement with us.  You may also file a complaint with 
us or with the Secretary of Health and Human Services.  If an amendment is made we will attempt 
to inform you and provide the amendment within a reasonable time to anyone identified by you as 
possessing the subject protected health information as well as to persons who we know have the 
protected health information that has been amended. 
 
You have the right to receive an accounting of the disclosures (if any) of your protected health 
information that we have made.  This right to an accounting does not apply to uses or disclosures 
that were made in connection with treatment, payment or health care operations, nor does it apply 
to disclosures that you authorized or to other disclosures listed at 45 CFR 164.528(a).  This right 
to disclosures is more fully described at Section 164.528. 
 
You have the right to obtain upon request a paper copy of this notice from the Town of Townsend 
 

 
General 

 
The Town of Townsend is required by law to maintain the privacy of protected health information 
and to provide individuals with notice of the Town of Townsend’s legal duties and privacy 
practices with respect to protected health information. 
 
This notice is effective April 14, 2003.  The Town of Townsend is required to abide by the terms 
of this notice.  We reserve the right to change this notice.  Any changes to this notice may be 
effective for all protected health information that the Town of Townsend maintains.  A revised 
notice will be mailed to you within thirty (30) days of its effective date. 
 
 
You may complain to us and to the Secretary of Health and Human Services if you believe your 
privacy rights have been violated.  You may file a complaint with the Town Administrator, , at 
272 Main Street, Townsend (978) 597-1702.  Please be assured that you will not be retaliated 
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against for filing a complaint.  You may also contact our Privacy Official to receive further 
information concerning our privacy policies. 
 
 

 
ARTICLE 12 
 
 
12. Employee Assistance Program 
 
The Employee Assistance Program (E.A.P.) is a confidential counseling service providing 
professional help to employees for any type of personal and/or work-related problem.  As well, 
their family members may receive counseling services for personal problems.  Many professional 
services are covered either partially or totally by health insurance.   
 
For more information, a E.A.P. brochure is available from the office of the Board of Selectmen.  
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ARTICLE 13 
 
13. DISCIPLINE 
 
All employees are responsible for observing regulations necessary for proper operation of 
departments in the Town. Any disciplinary action will be subject to all Federal and State Laws, 
Town By-law, Charter and the A.D.A. where applicable. Corrective and disciplinary action when 
imposed shall be implemented in progressive stages from minor to severe.  Such action is intended 
to be from a less severe to more severe corrective action to bring about the necessary change in 
work habits.  However, in some circumstances, actions, or omissions, which have resulted or will 
result in harm to the Town, its employees and patrons, may require imposition of severe sanctions 
in the first instance.  Progressive disciplinary actions may include, but are not limited to oral 
reprimand, oral reprimand with notation to the personal file, written reprimand, suspension with 
pay, suspension without pay, demotion and discharge. 
 
The following shall be sufficient cause for disciplinary action being treated on a case by case basis: 
 

 Insubordination: Refusal to perform assigned work or violation of any reasonable official 
order or failure to carry out any lawful and reasonable directions made by a supervisor. 

 
 Chronic tardiness or absence from duty without reasonable excuse. 

 
 Use or possession of alcohol or non-prescribed controlled substance and/or illegal 

narcotics while on duty. 
 

 Willful misuse, misappropriation, negligence or destruction of Town property or 
conversion of Town property to personal use or gain. 

 
 Fraud in securing employment. 

 
 Disclosure of confidential information. 

 
 Conviction of a felony, depending upon individual circumstances and job classification. 

 
 Violation of safety rules, practices and policies. 

 
 Engages in sexual, gender, race or religious harassment. 

 
 Demonstrated incompetence or inefficiency in performing one or more assigned duties. 
 
  Willful neglect or nonperformance of one or more assigned duties. 
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Disciplinary Procedures: 
Department Supervisors shall be responsible for enforcing rules and regulations. The type or level 
of disciplinary action imposed is at the discretion of the Department Supervisor and is dependent 
upon the nature and seriousness of the disciplinary violation. Supervisors with union employees 
must ensure that the proper steps in the union contract are strictly followed. Disciplinary action by 
the initiating Supervisor shall include the following: Oral Reprimand, and Written Reprimand. 
All requests for Suspensions and Dismissal shall be submitted to the Town Administrator.   
 
Oral Reprimand Conference 
It is the responsibility of the immediate supervisor to recognize and handle disciplinary cases. 
Employees who break a rule are not problem employees unless they are habitual offenders. An oral 
reprimand conference is the first and often the only step in the disciplinary procedure. It is 
encouraged that a third party is present during the conference. In this conference, the supervisor 
tries to reach an understanding of the causes for the offense and to impress upon the employee the 
need for corrective action. The conference can eliminate misunderstandings immediately and set 
the desired standards of conduct and performance. A written record of oral reprimands is kept in 
the employee’s personnel file. After a period of twelve (12) months, the reprimand may be 
removed from the employee’s file at the employee’s written request if his/her performance and 
conduct have been satisfactory during that time. 
 
Written Reprimand 
Should an oral reprimand fail to result in improved behavior, a written reprimand may be 
necessary. A written reprimand will specify the nature of the employee’s offense, the efforts made 
previously to correct the problem, and a warning to the employee that future disciplinary action 
may be taken if the matter is not corrected. A copy of the written reprimand shall be sent to the 
employee and to the Town Administrator. The employee may write a letter, which responds to the 
reprimand, and send it to the supervisor and the Town Administrator. Such a letter shall be placed 
in the employee’s personnel file. After a period of twelve (12) months, the reprimand may be 
removed from the employee’s file at the employee’s written request if his/her performance and 
conduct have been satisfactory during that time. 
 
Suspension 
The Department Supervisor may request a suspension with/without pay of any employee 
employed by the Town of Townsend with the approval of the Board of Selectmen and/or designee 
who will consult with Labor Counsel as applicable.  The procedure defined by the Town Charter, 
Section 7-8 must be minimally adhered to. 
 
For Suspension: The Supervisor may recommend, in writing, to the Board of Selectmen that an 
employee be suspended.  Within five (5) days of written notice of suspension, the employee may 
request in writing a hearing before the Board of Selectmen.   The Board of Selectmen shall hold a 
hearing within seven (7) days of said written request for hearing to determine if the proposed 
discipline is justified. 
 
An employee suspended in accordance with the Town Charter shall be considered for 
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reinstatement or removal at the end of such suspension.  An employee whose suspension and/or 
discharge under this section is decided to have been without cause shall be deemed not to have 
been suspended or discharged, and shall be entitled to compensation for the period for which said 
employee was not paid. 
 
Employees may also be suspended and/or discharged for unsatisfactory performance of work on 
the job.  Prior to such suspension, unless in the case of a grievous violation of policy, the 
employee’s immediate supervisor must make every effort to correct performance by counseling, 
oral reprimand and a written statement. 
 
Dismissal 
Dismissal is the most severe and permanent form of disciplinary action. The Department 
Supervisor who proposes to dismiss an employee shall consult in detail with the Town 
Administrator and Board of Selectmen prior to taking any action. The procedure defined by the 
Town Charter, Section 7-8 must be minimally adhered to. 
 
For Dismissal: The Department Supervisor may recommend, in writing, to the Board of Selectmen 
that an employee be dismissed.  Within five (5) days of written notice of dismissal, the employee 
may request in writing a hearing before the Board of Selectmen.   The Board of Selectmen in 
conjunction with Labor Counsel shall hold a hearing within seven (7) days of said written request 
for hearing to determine if the proposed discipline is justified.  
 
Once it is decided to dismiss an employee, the Town Administrator with the approval of the Board 
of Selectmen shall send the affected employee a letter by certified or registered mail, return receipt 
requested that states the grounds for the action and the employee’s appeal rights. The letter may be 
hand delivered by the Board of Selectmen or designee who will obtain the employee’s signature 
that they are in receipt of the original letter.  If the employee does not sign for the certified or 
registered letter, upon return to the Town, a Town Constable shall be given the letter to serve to 
the employee.  The letter of dismissal shall be effective immediately. 
 
Demotion for Cause 
When the employee’s ability is impaired to the extent he/she is unable to perform his/her 
assigned duties, but not hampered to the extent he/she is unable to work at lower paid related 
duties, a Department Supervisor may, in consultation with the Town Administrator, the Board of 
Selectmen, and/or with Labor Counsel, recommend that an employee be demoted.  Prior to the 
employee being demoted, the employee shall be given a hearing before the Board of Selectmen  to 
determine whether such action is justified.  As in other disciplinary actions, the grounds shall be 
stated in a letter to the affected employee, a copy of which shall be signed by the employee 
acknowledging receipt.  
 
 
Hearing Procedure for Suspension, Dismissal or Demotion for Cause  
This will outline the conduct of hearings by Department Supervisors, Boards and Committees 
which are involved in the discipline of employees. 
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 HEARINGS: 
 

1. All hearings shall be conducted in accordance with the Open Meeting Law.  
 
2. The hearing will be presided over by Labor Counsel, and he/she will have the authority to 

determine what evidence and/or information will be admitted. The Department 
Supervisor, Board or Committee initiating the disciplinary action against an employee will 
also be represented by counsel, either Town or Labor Counsel. 

 
3. The employee may have a representative of their choosing who may present evidence on 

his/her behalf or they may choose to represent themselves.  
 

4. All testimony shall be in question and answer format with the exception that the employee 
may make a narrative statement to the Supervisor, Board or Committee either at the 
beginning or the end of the evidentiary portion of the hearing. 
   

 EVIDENCE: 
 

1. Any party wishing to submit documents shall bring sufficient copies so that the Hearing 
Officer, opposing representation, and the employee or the appointed officer or member of 
multiple member body involved will receive a copy. 

 
2. The Department Supervisor and/or members of the Board or Commission will be present 

to hear all evidence. 
 
3. The formal rules of evidence will not apply to hearings conducted under this policy. 

 
WITNESSES: 
 

1. Witness lists must be prepared and submitted in writing by both the employee and the Town 
at least twenty-four (24) hours prior to the hearing date.  No witness not listed will be 
permitted to be heard. 

 
2. All testimony shall be given under oath. 
 
3. All witnesses shall be subject to cross-examination. 

 
 

DELIBERATIONS/DISCIPLINE: 
 
1. The members of the Board or Committee will deliberate and vote on the issue of  
 discipline at the conclusion of the hearing.    
 

 2. Such deliberations and/or discipline may take place on a different date than the  
  actual hearing. 
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ARTICLE 14 
 
14. PROBLEM RESOLUTION PROCEDURE 
 
It is the policy of the Town of Townsend to provide an effective and acceptable means for 
employees to bring problems and complaints concerning their well being at work to the attention 
of their supervisor. When the employee feels aggrieved, he/she should follow the steps below in 
order to have their complaint answered and/or investigated.  
 
Employees are encouraged to bring any problems or valid complaints regarding their employment 
or working environment to their direct Supervisor and/or the Town Administrator.  
 
 The following steps should be followed: 
 

Employee presents informally any grievance or complaint to his/her direct Supervisor.  
This informal discussion shall take place within seven (7) working days of the situation 
occurring.  The direct Supervisor shall attempt to resolve the matter and shall respond in 
writing to the employee within five (5) working days. 

 
 If the grievance or complaint has not been settled, it shall be presented in writing to the 
Town Administrator.  

 
The Town Administrator shall act on a complaint by scheduling a meeting with the 
employee no later than thirty (30) working days after receipt of written submission of the 
matter. The Town Administrator shall take the question under advisement, collecting such 
facts relating thereto as it may deem helpful. Not later than ten (10) working days after said 
meeting, the Town Administrator and/or designee shall render his/her decision in writing. 

 
If the decision rendered by the Town Administrator  is considered unsatisfactory to either 
party, then final appeal may be made, in writing, including a full record of the disposition 
of this matter at any prior steps, within ten (10) working days from when the Town 
Administrator responded or should have responded, to the Board of Selectmen. 

 
Removal of Records from Personnel Files 
As defined in M.G.L. Chapter 149, Section 52C if there is a disagreement with any information 
contained in a personnel record, the Town of Townsend and the employee may mutually agree 
upon removal or correction of such information.  If an agreement is not reached, the employee 
may submit a written statement explaining the employee’s position and such statement will 
become part of the employee’s personnel record.  
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ARTICLE 15 
 
 
15. PERFORMANCE REVIEW AND LONGEVITY PAY 
 
ANNUAL PERFORMANCE REVIEW 
Employees shall be reviewed annually.  A performance review should be conducted by March 1 of 
each year. The department supervisor is responsible for the completion of all annual performance 
evaluations of their employees and to conduct in person with the employee a review of the 
evaluation and to have the employee sign off on the review.  The employee must sign off on the 
evaluation to be considered a performance review in accordance with the policies and procedures 
of this Manual.  Upon completion, the department supervisor must file a “Statement of 
Completion” form with the Town Administrator and/or designee for placement into the 
employee’s personnel file. 
 
LONGEVITY PAY 
Longevity full-time employees: 
At five (5) years of service to the Town, computed and paid at the anniversary date of the 
employment thereafter, each employee shall receive an annual sum of $300.00. 
 
At ten (10) years of service to the Town, computed and paid at the anniversary date of 
employment thereafter, each employee shall receive an annual sum of $600.00.  
 
At fifteen (15) years of continuous service, the annual sum shall be increased to $900.00 per year. 
  
Longevity part-time employees: 
At ten (10) years of service to the Town, computed and paid at the anniversary date of 
employment thereafter, each employee shall receive an annual sum of $300.00.   
At fifteen (15) years of continuous service, the annual sum shall be increased to $600.00 per year. 
  
Longevity Payment 
All longevity payments will be made as a single payment in a separate check, subject to budget 
appropriation.  As of July 1, 2001, no longevity payments are to be calculated in a rate of pay (i.e. 
matrix). 
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ARTICLE 16 
 
 
16. TRAINING AND EDUCATION 
 
To provide a high level of service to our citizens and customers, employees continually need to 
improve existing skills and develop new ones, acquire new knowledge, and increase their overall 
competence. Accordingly, the Town shall foster and promote programs of training for employees 
for the purpose of improving the quality of services provided by the Town. 
 
We expect that a great deal of your development will take place on the job. To complement your 
work experience, the Town will provide internal training sessions, as department supervisors deem 
necessary. The Town may also sponsor employees to attend off-site training sessions from time to 
time to develop their skills. 
 
It is the responsibility of the Department Supervisor to recommend a budget for training, off-site 
training and seminar attendance and mileage reimbursement for use of personal vehicle. 
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ARTICLE 17 
 
 
17. RESIGNATIONS/TERMINATION 
  
Notice 
An employee shall give his/her Department Supervisor notice of resignation as soon as is possible 
prior to his/her last day of work. It is the Department Supervisor’s responsibility to provide a 
written copy of the resignation to the office of the Board of Selectmen and when applicable, to the 
Town Clerk.   
 
Layoffs 
The Town of Townsend reserves the right to lay off any employee whenever such action becomes 
necessary by reason of budgetary constraints, lack of work, the abolition of a position, a material 
change in duties or organization or for any other appropriate reasons.  
 
Seasonal Employees 
Each seasonal worker shall be considered as terminated from his/her seasonal employment as 
noted by the Department Supervisor on the change in State form filed with the Town Treasurer at 
their initial appointment. 
 
Exit Interview 
The Department Supervisor or the Town Administrator will conduct an exit interview prior to the 
employee’s last day of work or in the case of termination, on the termination date.  A copy of 
which shall be filed in the personnel records maintained by the Town Administrator.  An “Exit 
Interview” form is available from the Town Administrator. 
 

Reference Inquires/Employment Verifications 
Only the following information shall be provided to concerning any employee past or present and 
will be supplied by the Treasurer’s office: 
 

  Dates of Employment 
  Position Held 
  Rate of Pay at separation 
 

All requests for additional information shall be referred to the Town Administrator and/or 
designee. 
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ARTICLE 18 
 
18. Holiday 
 
The following holidays shall be recognized by the Town on the day on which they are legally 
observed by the Commonwealth of Massachusetts or as may be determined by the Board of 
Selectmen, and on these days, employees who are entitled to holiday leave, without loss of pay, 
shall be excused from all duty except in cases of emergency personnel as outlined in the Emergency 
Operations Plan.  
 
Full-time Employees as defined in Article 1: 
 
New Year’s Day  Martin Luther King Day  President's Day 
Patriot’s Day   Memorial Day    Independence Day  
Labor Day    Columbus Day   Veterans’ Day 
Thanksgiving Day  Christmas Day 
 
With the approval of their Department Supervisors, full-time employees may request to work the 
Veterans’ Day holiday when it falls on a weekday in exchange for the day after Thanksgiving off.  

 
Part-time Employees as defined in Article 1 and who are normally scheduled to work on days that 
holidays are observed: 
  New Year's Day     Memorial Day 
 Independence Day     Labor Day 
 Thanksgiving Day     Christmas Day 
 
Fractional Employees as defined in Article 1:  Upon completion of one year of service, an 
employee will be entitled to receive (3) three paid Personal Days per fiscal year. 
 
Special Circumstances 
Whenever any of the above-named holidays fall on a Saturday or Sunday, the preceding Friday, in 
the case of a Saturday holiday, and the following Monday, in the case of a Sunday holiday, shall be 
recognized as the holiday for the purpose of time off.   
 
Holiday leave will be granted on the holiday whenever possible. If according to the needs of a 
department, holiday leave cannot be granted on the day on which the holiday is observed, the 
employee shall receive pay for time worked as well as the holiday pay (for a total of 2.5 X regular 
pay).  If an employee is required to work a holiday, the Department Supervisor must notify the 
Town Administrator in advance. 
 
An employee who is on leave without pay or is absent without pay for any of his/her scheduled 
workday immediately preceding or immediately following a holiday shall not received holiday pay. 
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ARTICLE 19 
 
19. PERSONAL LEAVE 
 
Policy 
Personal Days shall be taken and charged in one-hour increments. 
 
On July 1, eligible employees will be credited annually with three (3) personal leave days, which 
may be taken during the following 12 months. Personal leave shall be taken in no less than one-
hour increments. 
 
Employees hired after July 1, but before November 1 shall be credited with two (2) such personal 
leave days during their first partial year of service. Employees who are hired on or after November 
1 but before March 1 shall be credited with one (1) such personal leave day during their first 
partial year of service. Employees hired after March 1 shall not receive such personal leave days.  
 
Conditions 
Personal days cannot be used in conjunction with vacation, holidays, or sick days unless with 
approved by the Department Supervisor. Personal days shall not be considered hours worked. 
 
Accrual 
Personal days shall not accrue from fiscal year to fiscal year. Personal days not used within a fiscal 
year shall be forfeited. 
  
Termination 
 Unused personal days shall not be reimbursed upon termination for any reason. 



Personnel Policies and Procedures   

 
ARTICLE 20 
 
 
20. VACATION LEAVE 
 
Policy 
The Town provides vacation leave for all regular full-time and part-time employees who work not 
less than twenty (20) hours per week.  Annual vacation may be taken as earned with the approval 
of the Department Supervisor.  Employees should give as much advance notice as possible when 
requesting vacation periods or days.  One-week advanced notice should be given for vacation 
periods whenever possible.  
 
The rate of vacation pay shall be the employee’s regular straight time rate of pay in effect for the 
employee’s regular job on the day immediately proceeding the employee’s vacation period or day. 
 
Employees may receive their vacation pay prior to the start of their vacation period provided that 
the vacation pay is submitted in advance under proper payroll procedures. 
 
Unused vacation will be paid to an employee upon termination or by dismissal through no fault or 
delinquency on the part of the employee, by retirement or by resignation.  The employee shall be 
paid at his/her current rate of pay, an amount equal to the vacation allowance as earned and not 
taken in the vacation year prior to such termination.  In addition payments shall be made for that 
portion of the vacation allowance accrued in the vacation year during which termination occurred 
up to the time of the employee’s separation from the payroll. A termination report must be 
completed by the Department Supervisor and submitted to the Treasurer’s office.   
 
Vacation time may not be accumulated from year to year.  It must be taken annually between July 
1st though June 30th.  Unused vacation will be forfeited. 
 
Eligibility 
 
Full-time employees: 
Each full-time employee shall be eligible for paid vacation time after six (6) months of service with 
the Town.  Employees shall start to earn vacation allowance as of their date of hire.  Vacation 
allowances shall be earned during the fiscal year annually based upon the following schedule:  
 
 Six Months  One (1) week of regularly scheduled work hours. 
 One Year  Two (2) weeks of regularly scheduled work hours 
 Five Years  Three (3) weeks of regularly scheduled work hours 
 Ten Years  Four  (4) weeks of regularly scheduled work hours. 
            Over Ten Years One (1) additional vacation day for each year over ten (10) years of 

service up to a maximum of five (5) weeks vacation after fifteen years 
(15) of service. 
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Part Time Employees 
Each part time employee shall be eligible paid vacation after one (1) year of service with the Town.  
Employees shall start to earn vacation allowance as of their date of hire. Vacation allowances shall 
be earned each fiscal year annually based upon the following schedule: 
 
 One Year  One (1) week of regularly scheduled work hours 
 Five Years  Two (2) weeks of regularly scheduled work hours 
 Ten Years  Three (3) weeks of regularly scheduled work hours. 
 
Death 
Whenever employment is terminated by death, the beneficiary of the deceased shall be paid an 
amount equal to the vacation allowance accrued in the vacation year prior to the employee’s death 
but which had not been taken. 
 
Vacation Authorization 
The Department Supervisor shall determine approval and timing of vacations with due regard to 
the wishes of the employee and the needs of Town services.  Vacation requests will be made and 
granted in regard to basis of seniority subject to the approval of the employees’ immediate 
supervisor. Department Supervisors should request projected leave schedules from employees at 
the beginning of each fiscal year. 
 
Additional Vacation Day 
An employee shall be granted an additional day of vacation if, while on vacation leave, a 
designated holiday occurs which falls on or is legally observed on Monday, Tuesday, Wednesday, 
Thursday, or Friday. 
 
Tracking  
The Treasurer’s Office and the Department Supervisor will track each employee’s vacation leave 
balance. Employees may at any time contact the Treasurer’s Office or their Department Supervisor 
to determine their balance of vacation leave. 
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ARTICLE 21 
 
 
21. SICK LEAVE 
 
All employees who have completed the six-month of continuous service and work a minimum of 
twenty (20) hours per week shall be entitled to sick leave. 
 
Policy 
Sick leave shall apply when personal illness, family illness, disabling non-work-related accidents, 
prescribed medical examinations and absences concerned with accidents or illness and deemed 
justifiable by the department supervisor. Sick Leave shall be taken in half-day increments. 
Employees shall not be compensated for accrued but unused sick leave upon the termination of 
their employment. 
 
Eligibility 
Full-time and part-time employees shall accrue sick leave at a rate of 1 ¼ (one and one-quarter) 
days per month for each month of continuous employment.  
 
Accrual of Sick Leave 
Sick leave credits may be carried over from year to year, to a maximum of 150 days. 
Unused credits are not reimbursable upon termination of employment.  
 
Reporting Sick Leave to Employer 
An oral notification shall be given in advance as early as possible before the beginning of regular 
work hours in the case of illness.  Except in the case of an emergency, an employee should notify 
the appropriate supervisor of illness and absence within two hours of the regular starting time of 
the workday. 
 
The employee if requested will produce a physician’s certificate of illness after three (3) days 
absence or after a series of repeated absences during the year. The original certificate shall be 
forwarded to the Town Administrator and a copy filed with the Treasurer’s Office.  
 
The Treasurer’ Office and the Department Supervisor will keep track of each employee’s sick leave 
balance. Employees may, at any time, contact the Treasurer’s Office or their immediate supervisor 
to determine their balance of sick leave available. 
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ARTICLE 22 
 
22. JURY LEAVE 
 
Policy 
Any employee who shall be required to serve on any County or Federal Jury or Grand Jury shall be 
paid the difference between the amount paid for such service and his/her straight time rate, for 
the time lost from his/her scheduled work by reason of such service. Provided, however, for the 
first three (3) days of any Massachusetts jury service, such employee shall be paid the full amount 
for the time lost from his scheduled work, subject to the following provisions: 
 

 An employee must notify his/her supervisor within three (3) working days after receipt of 
notice of selection for jury duty. 

 
 An employee called for jury duty who shall be temporarily excused from attendance at 

Court must report for work if sufficient time remains after such excuse to permit him/her 
to report to his/her place of employment and work. 

 
Eligibility  
To be eligible for such payments, the employee must furnish a copy of a “Jury Service Certificate” 
to the Employer from the appropriate court officer showing the date and time served and the 
amount of pay received. 
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ARTICLE 23 
 
 
23. MILITARY LEAVE 
 
Long Term Military Service 
Employees entering the Armed Forces of the United States, pursuant to the provisions of the 
Universal Military Training and Service Act, as amended by the Military Selective Service Act of 
1967 (and as may be hereafter amended), shall be granted all rights and privileges provided by law. 
 
 
Short Term Military Duty Pay 
Employees who are National Guardsmen or United States Armed Forces Reservists and who are 
on ordered annual active duty, shall be paid for such time lost from work for not more than 
seventeen (17) days per year, at their base rate of pay, less the pay received from the armed services. 
Payment shall not be made to members of the National Guard when mobilized during an 
emergency in the Commonwealth. Employees are required to request such leave as far in advance 
as possible. 
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ARTICLE 24 
 
 

24. FAMILY AND MEDICAL LEAVE 
 
Eligibility 
All full and part-time employees who have been employed by the Town of Townsend for at least 
twelve months and have worked a minimum of 1,250 hours during the immediately preceding 
twelve months are eligible for a leave of absence under this policy. All requests for F.M.L.A. shall 
be directed to the Town Administrator. 
 
Policy Statement 
In accordance with the Family and Medical Leave Act of 1993 (FMLA), the Town of Townsend 
will grant eligible employees up to twelve weeks of unpaid leave during any twelve-month period 
for any of the following reasons: 

  
to care for the employee’s child within one year of birth, adoption, or the initiation  
of foster care; 
 
to care for a child, spouse, or parent with a serious health condition; the employee’s own 
serious health condition makes the employee unable to perform his/her job. 

 
Upon the completion of FMLA leave, an employee generally will be reinstated to the position that 
the employee held with the leave commenced, or to an equivalent position with equivalent pay, 
benefits and other terms and conditions of employment. 
 
Scheduling of leave 
Eligible employees may take a maximum twelve weeks of leave during any twelve-month period.  In 
all cases, the twelve-month period shall be measured from  
September 1st to August 30th . 
   

Family leave, i.e., leave for childbirth, adoption, or foster care must be taken and 
completed with one year of the birth, adoption, or the initiation of foster care.  Such leave 
ordinarily is taken all at once.  However, with the employer and employee’s consent, 
F.M.L.A. may be taken intermittently or on a reduced leave schedule arrangement that 
satisfied the operational needs of the Town of Townsend.  

 
Medical Leave, i.e., leave for the serious health condition of an employee or the employee’s 
relative, may be taken whenever medically necessary.  Depending on the circumstances, 
medical leave may be taken all at once, intermittently, or on a reduced leave basis.  
However, if the employee’s need for intermittent leave or leave on a reduced basis is 
foreseeable based on planned medical treatment, the employee must make a reasonable 
effort to schedule the treatment in a way that will minimize disruptions to the Town of 
Townsend’s operations.  The Town of Townsend may, with justifiable cause, ask an 
employee to modify his/her treatment schedule, with the approval of the medical provider, 
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to better accommodate the Town of Townsend’s needs.  
 

Employee notice requirements 
If an employee’s need for FMLA leave is foreseeable, the employee must provide his/her 
supervisor with at least thirty days advance verbal notice before the leave can begin, or as 
much notice as is practicable under the circumstances.  Such notice should include the 
employee’s reason for requesting leave as well as its anticipated times and duration.  [Note:  
under the Massachusetts Maternity/paternity Leave Statue, only two weeks notice is 
required.  If the employee requests eight weeks of leave or less, only two weeks notice may be 
requited. 

 
If an employee’s need for FMLA leave, or its approximate timing is not foreseeable, the 
employee is expected to give his/her supervisor notice as soon as possible under the 
circumstances.  Ordinarily, such notice should be provided within one to two working days 
after the employee learns of the need for the leave. 

 
Employees will be provided a detailed notice from the Town Administrator at the time they 
request FMLA leave, which specifies the expectations and obligations of the employee during 
FMLA leave and the consequences of any failure to meet these obligations. 

 
Medical certification requirements 

Any employee requesting a medical leave, either to care for a sick relative or because of the 
employee’s own medical condition, must provide a doctor’s statement supporting the 
employee’s need for leave within fifteen days after requesting leave.  Employees should 
contact the Town Administrator as soon as their need for a medical leave is determined to 
obtain the Town of Townsend’s Medical Certification Form. 

 
A doctor’s statement must be submitted monthly while an employee is on medical leave in 
order to certify the employee’s continuing need for leave.  A doctor’s statement also may be 
required if the employee requests an extension of leave, or if there is a significant change in 
circumstances related to the employee’s need for leave.  
 
In the event of two disputed opinions on the need for leave, the third opinion of health care 
provider shall be final and binding on the employer and the employee. 

 
Status of compensation and benefits while on FMLA Leave 

FMLA leave will be without pay except when an eligible employee uses accrued sick, vacation, 
or personal time to qualify for compensation during leave.  The Town of Townsend will 
require that employees use seventy-five (75%) of total and combined accrued sick, vacation 
and personal leave.  Employees may elect to use the additional twenty-five (25%) percent of 
accrued paid leave.  
 
The Town of Townsend will maintain an employee’s health insurance coverage for the 
duration of the employee’s FMLA leave as though the employee were continuously employed.  
The Town of Townsend will continue to pay its portion of the employee’s health insurance 
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premiums provided that the employee pays his/her contributory portion on a timely basis.  
Employees requesting leave should contact the Treasurer’s Office to arrange an acceptable 
payment schedule. 
The Town of Townsend will maintain and pay its portion of the premiums for other benefits 
during FMLA leave, including life and disability insurance, provided that the employee pays 
his/her contributory portion on a timely basis.  [Note:  The Town of Townsend is not 
required to continue any benefits other than medical insurance during FMLA leave unless a 
lapse in coverage would jeopardize the resumption of such benefits at the conclusion of 
FMLA leave]. 

 
Return to Work 

An employee on FMLA leave is expected to report periodically to the employee’s supervisor 
on his/her status and intent to return to work. 

   
The Town of Townsend will make every effort to restore all employees on leave to their 
original or equivalent positions with equivalent pay, benefits, and other employment terms.  
However, it may be necessary to deny restoration to certain highly compensated “key 
employees” in order to avoid substantial and grievous economic injury to the Town of 
Townsend’s operations.  The Town Administrator will notify any employee who qualifies as a 
“key employee” and thus might be denied restoration, as soon as possible after the  
employee requests leave. 
 
As a condition of returning to work, an employee who has been on medical leave must 
present a doctor’s statement certifying that the employee is well enough to resume work.  A 
medical certification also will be required in any case where an employee on FMLA leave 
represents that he/she is unable to return to work for medical reasons.  If an employee fails to 
return from FMLA leave, the Town of Townsend may seek reimbursement for any health 
insurance premiums that it paid during leave unless the employee cannot return for medical 
reasons or other circumstances beyond the employee’s control.  The Town reserves the right 
to seek a second and third medical opinion on the need for Family of Medical Leave.  The 
employer will pay for additional opinions. 

 
FMLA Employee responsibilities 
       Serious Health Conditions  
      When the employee is confronted with a serious health condition of either the employee,  
      their spouse, son, daughter or parent, and this health condition requires foreseeable, planned      
      medical treatment, the employee shall: 
 

1) Make a reasonable effort to schedule the treatment so as not to unduly disrupt the 
operation of the employer, subject to the approval of the health care provider. 

2)  Provide the employer with not less than 20 days notice before the leave is to     
     begin. 

When both spouses entitled to leave under this section are employed by the Town of Town of 
Townsend, the aggregate number of workweeks of leave to which both may be entitled will be 
limited to 12 workweeks during any 12 month period. 
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Childbirth or placement 
When the employee finds it necessary to seek leave for childbirth or child placement which is 
foreseeable, the employee shall: 

1)  Provide the employer with not less than 30 days notice before the leave is to begin, 
excepting that; 

 
2) If the leave required must be taken in less than 20 days, the employee shall provide 

such notice as soon as practicable. 
When both spouses entitled to leave under this section are employed by the Town of 
Townsend, the aggregate number of workweeks of leave to which both may be entitled will    
be limited to 12 workweeks during any 12-month period. 
 
If a female employee uses the FMLA leave for disability in pregnancy, then the employee 
would be entitled to the Massachusetts Maternity Leave Act for the birth of the child for an 
additional 8 weeks of leave after the child is born. 
 

       Reporting to employer 
The employee is required to report to the employer on a periodic basis to be determined by     
the employer.  The employee shall advise the employer of the status of the leave, his/her 
intent to return to work and when return to work is expected. 

   
Monthly physician’s statement 
The employee shall be responsible for obtaining and forwarding to the employer a monthly 
physician’s statement certifying that continued leave is required. 

 
Return to work 
The employee must present to the employer a statement signed by the physician certifying that 
the employee is able to return to work and to assume all duties required by his/her position. 

 
Recovery of insurance premiums paid by employer 
If the employee refuses to return to work when able to do so, or has no intent to return to 
work, the employer has the right to seek reimbursement from the employee for all insurance 
premiums paid by the employer during the leave preceding the refusal to return to work. 

 
Requirement of employee co-payment of insurance benefit premiums during leave 
The employee is required to pay, on or before the fourth Monday of each month, all premium 
payment(s), which the employee is obligated to pay prior to the leave period. 

 
No accrual of seniority or benefits during leave 
Although the employee will not lose any seniority or benefits during the leave period, there 
will be no accrual of additional seniority or benefits during leave. 
 
Reinstatement to prior position 
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The employer will make every effort to return the employee to his/her pre-leave position and 
any reinstatement will be in accordance with any existing collective bargaining agreements and 
existing personnel policies and practices, if applicable. 
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ARTICLE 25 
 
25. SMALL NECESSITIES LEAVE ACT 
 
The Small Necessities Leave Act mandates that certain employers provide up to 24 hours of 
unpaid leave during any twelve-month period to “eligible employees.”  This leave is in addition to 
the 12 weeks already allowed under the Federal Family and Medical Leave Act.   
 
Employees are eligible for the 24 hour leave under the statue if their employer has 50 or more 
employees working within 75 miles of the worksite of the employee requesting leave.  In addition, 
the employee must (I) have been employed for at least 12 months by the employer from whom the 
leave is requested, and (II) provided at least 1,250 hours of service for the employer during the 
immediately previous 12 month period. 
 
25.1 Reasons for taking leave 
The 24 hours-unpaid leave may be taken for any of the following reasons: 
 

▪ To participate in school activities directly related to the educational  
advancement of a son/daughter of the employee.   

▪ To accompany the son/daughter of the employee to routine medical or dental 
appointments. 

▪ To accompany an elderly relative of the employee to routine medical or dental 
appointments or appointments for any other professional services related to the elder’s 
care. 

 
25.2 Notice requirement/certification 
To be entitled to leave, employees must provide notice to the Town of Townsend as follows: 
  

▪ If the need for leave is foreseeable, the employee must request the leave no 
 later than seven (7) days in advance. 
▪ If the need is not foreseeable, the employee must notify the employer as soon as 

practicable under the circumstances of the individual case.  
 
To the extent possible, employees must provide written notice to the Town of Townsend.  If not 
feasible, employees may request leave orally. 
 
Certificate and/or requests for leave provided by employees must be kept in the employee’s 
personnel record and must be maintained for three years in accordance with M.G.L. Chapter 149, 
Section 52C.  Records and documents relating to medical certifications or medical histories of 
employees’ family members must be maintained as confidential medical records and kept in 
separate files from the usual personnel files. 
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25.3 Unlawful acts by employers 
A violation of the Act occurs when the employer: 
 

▪ Fails to provide the time requested by the eligible employee. 
▪ Fails to restore the employee to the position held by the employee when the    

   leave commenced, or fails to restore the employee to an equivalent position     
   with equivalent employment benefits, pay, and other terms and conditions of    
 employment. 

▪ Discharges or in any manner discriminates against any individual for    
    opposing any practice made unlawful by the Act. 
▪ In any other manner discriminates against any individual because the     
    individual: 
   1) has filed any charge, or has instituted or caused to be instituted any  
    proceeding, under or related to the Act; or 
 2)  has given, or is about to give any information in connection with any  
   inquiry or proceeding relating to any right provided under the Act; or 
      3) has testified, or is about to testify, in any inquiry or proceeding relating to    
      any right provided under the Act. 

 
25.4 Enforcement 
The Act authorized the Attorney General to initiate either a criminal action against an employer 
who violates the Act and/or seek injunctive relief against such employer.  Any employer convicted 
of a criminal violation of the Act is subject to a $500.00 fine. 
 
In addition, any aggrieved employee may institute a civil action for injunctive relief an/or damages 
against his/her employer.  Should the employee prevail, he/she will be entitled to treble damage 
costs of the litigation and reasonable attorney’s fees. 
 
25.5 State Remedies 
For additional information contact the Attorney General’s Fair Labor and Business Practices 
Division in Boston at (617) 727-3465, or in Springfield at (413) 784-1128. 
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ARTICLE 26 
 
 
26. BEREAVEMENT LEAVE 
 
Leave of absence with pay may be granted to an employee who suffers the loss by death of a spouse 
or domestic partner, child or grandchild, parent of either the employee or spouse or domestic 
partner, brother or sister or person living in the employee’s immediate household, for a period not 
exceeding four (4) working days.  
 
Similarly, leave of absence with pay may be granted to an employee who suffers the loss by death of 
his/her spouse or domestic partner’s brother or sister, grandparent or grandchild, son or daughter-
in-law for a period not exceeding two (2) days.   
 
In the event of a tragedy or extenuating circumstances, upon request, an employee may be granted 
bereavement leave for other family or non-family members excluded above at the discretion of the 
Department Supervisor. 
 
One (1) bereavement day may be granted for purposes of attending or participating in the funeral 
services of a co-worker. 
 
This leave shall not be charged against sick leave or vacation time. 
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ARTICLE 27 
 

27. MATERNITY/PATERNITY/PATERNITY LEAVE 
 
27.1 General Leave 
Anyone who shall have given at least two (2) week’s notice to his/her Department Supervisor of 
his/her anticipated date of departure and intention to return, shall be entitled to 
maternity/paternity/paternity leave for a period not exceeding eight (8) weeks for the purpose of 
giving birth or adopting a child under three years of age, and shall be restored to his/her previous, 
or a similar, position with the same status, pay, length of service credit, and seniority, wherever 
applicable, as of the date of his/her leave.  Said maternity/paternity leave shall be without pay. 
 
An employee on maternity/paternity leave shall not be required to be restored to his/her previous 
position or a similar position if other employees of equal length of service credit and status in the 
same or similar position have been laid off due to economic conditions or other changes in 
operating condition affecting employment during the period of such maternity/paternity leave; 
provided however, that such employee on maternity/paternity leave shall retain any preferential 
consideration for another position to which she may be entitled of the date of her leave. 

 
    Such maternity/paternity leave shall not affect the employee’s right to receive vacation time, sick 

leave, bonuses, advancement, seniority, length of service credit, benefits, plans or programs for 
which he/she was eligible at the date of his/her leave, and any other advantages, or rights of her 
employment incident to his/her employment position; provided, however, that such 
maternity/paternity leave shall not be included, when applicable, in the computation of such 
benefits, rights, and advantages; and provided further, that the Town need not provide for the cost 
of any benefits, plans or programs during the period of maternity/paternity leave unless the Town 
so provides for all employees on an unpaid leave of absence.  If an employee has accrued personal, 
sick or vacation leave at the commencement of maternity/paternity leave the employee may use 
such leave for which they may be eligible under the personal, sick or vacation leave provisions of 
this manual. 

 
27.2 Additional Benefits During Maternity/Paternity Leave 

 When an employee, at their option, combines maternity leave and FLMA leave, the employee shall 
be entitled to leave for a period not to exceed twelve (20) weeks. 

 
If the employee refuses to return to work when able to do so, or has no intent to return to work, 
the employer has the right to seek reimbursement from the employee for all insurance premiums 
paid by the employer during the leave preceding the refusal to return to work. 
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ARTICLE 28 
 
 
28. LEAVE OF ABSENCE 
 
28.1 General Policy 
Upon written application to the department supervisor, with the approval of the Town 
Administrator or its designee, including a statement of any reasons, any employee who has 
completed his/her probationary period, who has been employed at least three (3) consecutive 
months who has given at least two (2) weeks prior notice of his/her anticipated date of departure 
and who has given notice of his/her intention to return, may be granted a leave of absence without 
pay up to a maximum of 30 calendar day increments per year.  Absences for periods of time more 
than thirty (30) days shall require the approval of the Board of Selectmen or its designee, who shall 
consult with the Department Supervisor.  Employees on unpaid leave shall return to work at the 
specified date and time unless the Department Supervisor extends the leave. Failure to return to 
work on the specified date, except in the case of a leave for medical necessity or disability for which 
the Town’s workers compensation insurer is making payments, will be considered a resignation 
from the employment of the Town with the loss of all seniority and benefits. Employees returning 
from an unpaid leave of absence shall be credited with seniority and benefits at the level at which 
they were frozen. 
 
28.2 Benefits during Leave of Absence 
Employee sick leave and vacation do not continue and/or accrue during leave of absence without 
pay but shall remain frozen at the levels at which they existed at the commencement of the leave. 
In order to continue coverage under the Town’s health and life insurance plans, the employee 
shall be required to pay the employee contribution premiums for the plans they are enrolled in at 
the time of the commencement of their leave.  Premiums are to be paid to the Town of Townsend 
and given to the Treasurer on or before the fourth Monday of each month. 
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ARTICLE 29 
 
 
29.  ADMINISTRATIVE LEAVE 
 
29.1 Administrative Leave 
The Board of Selectmen and/or designee for various emergency situations may grant 
administrative leave with pay. The following are examples: 
 

• Snowstorms and other dangerous weather conditions 
• Building construction 
• Fire 
• Miscellaneous building maintenance problems including heat & air conditioning, 

ventilation, etc. 
• Emergency Medical Reason defined as a danger, threat to themselves or others. 
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ARTICLE 30 
 
 
30. INSURANCE AND RETIREMENT BENEFITS 
 
30.1 Summary 
This policy will govern the treatment of insurance and shall include Life, Health and Disability. 
Information on all insurance’s, health plans and retirement benefits are available from the 
Treasurer’s Office. 
 
30.2 Life Insurance 
The Town provides two thousand ($2,000.) dollars worth of term life insurance to all employees 
who work twenty (20) hours or more on a regular basis or 1040 hours per year. The Town pays 
50% of the cost; Employee pays 50% of the cost. The insurance is not automatic. The insurance is 
not mandatory, and employees may elect to take the insurance at a cost determined by the 
Treasurers Office on an annual basis. The Town Administrator or the Treasurer’s Office shall 
offer the qualified employee the insurance during employee orientation.  Employees at their 
option may purchase additional insurance at 100% of the cost. 
 
30.3 Health Insurance 
The Town provides health insurance in conformance with Chapter 32B of the Massachusetts 
General Laws. Employees who work twenty (20) hours or more on a regular basis for ten (10) 
consecutive months per year are eligible. The insurance is not mandatory. Employees may elect to 
not take the insurance. 
 
The employee may opt to join any of the policies offered at the time of employment within thirty 
(30) days of their effective date of employment. The employee pays 25% share of the cost; the 
Town pays 75% share of the cost.  Any eligible employee not enrolling in any insurance offered 
through the Town shall sign a waiver of coverage. Employees may change status or plans during 
the open enrollment month occurring annually. Employees may not make changes other than in 
the open enrollment period unless they decide to drop the policy or they have a change in status. 
Examples of change of status are marital changes or the loss of insurance under another policy. 
 
Employees upon retirement pay 100% of the cost on or before the fourth Monday of each month.  
Late payments may cause cancellation of insurance. 
   
30.4 Reduction in Hours 
If an employee’s hours are reduced below twenty (20) hours per week on a regular basis for ten (10) 
consecutive months per year, the following procedures shall be implemented. 

 
A) Life Insurance - Policy for that employee shall be canceled on the effective date of 
change in the reduction of hours. 

 
B) Health Insurance, Voluntary Reduction in Hours - If the reduction in hours is due to 
employee request or as a result to satisfy the needs of the employee, the current policy shall 
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be canceled on the effective date of change in the reduction of hours.  Insurance coverage 
is available until thirty-one (31) days later as premiums are paid monthly in advance. 
(Reference M.G.L. Chapter 175, Section 110G.)  

 
30.5 Consolidated Omnibus Budget Reconciliation Act (Cobra) Provisions: 

A) There are provisions under Federal Law for employees who lose group coverage due  
       to a reduction in hours. These employees may be eligible to maintain insurance under     
       the Town’s group policy at full cost (102%) to the employee for period of not less  
       than eighteen (18) months. 

 
B) There are also provisions under Federal Law for employees who have left the employ  
  of the Town to maintain group coverage. These former employees may be eligible to  
  maintain insurance under the Town’s group policy at full cost (102%) to the  
  individual for a period of not less than eighteen (18) months. 

 
C) Late payments may cause cancellation of insurance. 
 
C) Further information on these programs may be obtained through the Town  
  Administrator. 

 
30.6 Worker’s Compensation 
The Worker’s Compensation system provides replacement income and medical expenses to 
employees who suffer work-related injuries or illnesses.  Benefits may also extend to the survivors 
of workers who are killed on the job. 
 
Worker’s Compensation shall be provided to all employees in conformance with Massachusetts 
General Laws.  Should an employee have any questions, please contact the Town Administrator.   
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ARTICLE 31 
 
 
31. BREAKS 
 
An employee must be afforded the opportunity to take at least a one-half (1/2)-hour meal break if 
the employee is scheduled to work six (6) or more consecutive hours per day work period. 
(Reference M.G.L. Chapter 149, Section 100.)  If the employee is relieved from his/her duties the 
meal break is unpaid.  If the employee is not relieved from his/her duties the meal break is paid. 
Department Supervisors are to make every effort to provide employees with the opportunity to 
receive an unpaid relieved from duty meal break.  
 
Employees are also allowed one ten- (10) minute break every four- (4) hours. 
 
All other breaks are assigned based on departmental policy. Please consult your supervisor for 
further information. 
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ARTICLE 32 
 
 
32. PAYROLL/PAY DAY  

32.1 Time Sheets 

A time sheet must be filled out and signed by the employee’s supervisor as to hours worked for 
that week for all town employees. Time off due to vacation, sickness and other leaves allowed shall 
also be indicated on the time sheet. Time sheets for all town employees shall be submitted to the 
Treasurer on Mondays by 10:30 A.M. The Town Accountant and Town Treasurer will process the 
payroll for the Board of Selectmen to approve and sign the payroll warrant to distribute checks on 
Thursdays to Department Supervisors or their designee. The Department Supervisor or designee 
will then distribute checks to the individual employees within their department. 
 
A time sheet must be filled out and signed by the employee as to hours worked for that work week 
and submitted to their Department Supervisor prior to 9:00 A.M. on Mondays except when a 
holiday falls on Monday then it would change to Tuesday.  This will allow the Department 
Supervisor sufficient time to process the total departmental payroll for submission to the 
Treasurer’s Office. 

  
32.2 Format 
Departments must use time sheets that have been approved by the Board of Selectmen and the 
Treasurer. Other forms may be used if prior approval has been received from the Board of 
Selectmen and/or the Treasurer.  The Department Supervisor transcribes individual employee 
hours to a payroll summary form.  Any discrepancies noted shall be corrected on the time sheet 
and initialed by the employee prior to processing payroll to the Treasurer’s Office. 
 
Department Supervisors sign under the following clause: 
Approved for the Selectmen, we hereby certify under penalties of perjury that the statements set 
forth in this payroll are true to the best of our knowledge and belief. 
 
Employees sign under the following clause: 
I, the undersigned, agree that I have worked the stated hours for the above referenced stated week 
ending payroll and that I have been given the opportunity to take all breaks due me. 
 
32.3 Signature 
An employee’s supervisor, Department Supervisor or designee must sign off on the time sheet as to 
its accuracy in accordance with M.G.L. Chapter 41, Section 41.  A commission, committee, or 
board of trustees of the town may for purposes of Section 41 designate any one of its members to 
make oath to a payroll of its members or employees. A copy of the letter authorizing a designee to 
sign the time sheet for an employee must be filed with the Town Administrator, the Town 
Treasurer, and the Town Accountant. 
 
 
32.4  Payroll Change Notices 
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Payroll change notices shall be filed for all new employees and for a current employee, when a 
change in pay, address or position occurs. Department Supervisors are to fill in all applicable 
sections of the “New Employee/Change in Status” form available from the Town Administrator or 
the Treasurer’s Office. The notice shall be filed prior to the first day of work for a new employee 
and prior to the effective date of the change for a current employee.  



Personnel Policies and Procedures   

ARTICLE 33 
 
 
33. EXPENSE REIMBURSEMENT 
 
33.1 Policy 
If a Town employee is required to use his/her own personal vehicle to conduct business for the 
Town, that employee must first obtain authorization from his/her supervisor. Once that 
authorization has been given, the employee will be reimbursed at a rate determined by the Board 
of Selectmen. Other reimbursements may include tolls, parking, accommodations, and meals. All 
expense reimbursements must be approved in advance by his/her supervisor. For the employee to 
receive reimbursement, he/she must first complete an expense voucher with appropriate receipts 
and have his/her supervisor approve it.  (An expense voucher form is appended to this manual.) 
 
33.2 Reimbursement-General Conditions 
Reimbursement shall be approved only if there is strict compliance with the following conditions: 
 

▪ The expenditure shall have been made by an official or employee of the Town of 
Townsend in the performance of official duties, the benefit from which accrues to the 
Town of Townsend. 
 

▪ The request for reimbursement shall be submitted to the employee’s Department 
Supervisor on a form provided for this purpose, properly executed. 
 

▪ Travel within the Commonwealth shall be approved by the employee’s Department 
Supervisor. 
 

▪ Travel outside the Commonwealth shall be approved by the employee’s Department 
Supervisor and must be indicated in the budget as a separate line item from in state travel. 

 
33.3 Nature of Reimbursements 
Reimbursements shall be approved, subject to the general conditions, only for expenditures as 
follows: 

▪ Use of privately owned automobiles. 
▪ Fares paid to a common carrier. 
▪ Meals. 
▪ Hotel accommodations. 
▪ Registration Fees. 
▪ Telephone and telegraph charges. 
▪ Service charges based on percentage of 3 or 4. 
▪ Automobile tolls and parking charges. 
▪ Taxes. 

 
 
33.4 Use of Privately Owned Automobiles 
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Reimbursement for the use of privately owned automobiles shall be approved, subject to the 
general condition set forth above, and subject to the following: 
The rate of reimbursement, except as provided in the following paragraph, shall be  
50.6 cents per mile of official travel. 
 

▪ The rate of reimbursement may be amended from time to time by the Board of Selectmen. 
▪ Reimbursement shall not be approved for: 

1)  Any expenditure for washing, polishing, repair or maintenance item of service. 
2) Mileage between an employee’s place of abode and his/her assigned place of 

employment. 
3) Mileage claimed by more than one official or employee for any concurrent trip in the 

same automobile. 
4) Any expenditure for garage and/or parking within the Town of Townsend. 
5) Any expenditure of any fine or forfeiture. 

 
33.5 Fares paid to a Common Carrier 
Reimbursement shall be approved, subject to the general condition, and subject to further 
conditions as follows:  
 

▪ The amount for a one-way trip shall be the fare by the least expensive route between point 
of origin and destination. 
 

▪ The amount for a trip shall be the fare by the lease expensive route from point of origin to 
destination and return. 
 

▪ Reimbursement shall be limited to coach fare 
 
33.6 Hotel Accommodations 
Reasonable reimbursement shall be approved, subject to the general conditions, provided that the 
Department Supervisor shall have approved the rate of accommodations prior to the incurring of 
the expense, and provided further that the maximum duration of stay shall not exceed the actual 
number of days required to accomplish the purpose for which the travel was authorized, and that 
receipted bills showing type of accommodation, number of persons, rate per day, date of 
occupancy, and total amount paid shall be submitted in support of request for reimbursement. 
 
33.7 Meals 
Reimbursement shall be approved, subject to the general conditions, and subject to such 
maximum allowances as the Board of Selectmen may, from time to time set, as follows: 
 

▪ Per day - $30.00 
▪ Breakfast only - $5.00 
▪ Lunch only - $10.00 
▪ Dinner only - $15.00 
▪ Conference or convention rate, for meals scheduled as a part of the meeting at a hotel or 

conference site which the official or employee is authorized to attend. 
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33.8 Taxes 

▪ Reimbursement of payment shall be approved for any federal or state excise tax, provided 
such tax is not subject to a municipal corporation exemption.  
 

▪ Exemption certificate or number may be obtained from the Board of Selectmen prior to a 
trip or other anticipated expenditure. 
 

▪ The Town will reimburse employees who are required by the Town to use their personal 
vehicle on Town business at the rate of 50.6 cents per mile. 
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ARTICLE 34 
 
 
34. DRUG AND ALCOHOL 
 
34.1 Policy Summary 
The Town of Townsend is a drug and alcohol-free workplace. The manufacture, use, possession 
and distribution, disposition of alcohol and or a controlled substance is prohibited while in the 
workplace, as is reporting to work under the influence of alcohol or a controlled substance. The 
use or possession of medication prescribed by an authorized health care provider is permitted, 
provided the employee reviews his or her duties as a Town employee with the authorized health 
care provider prescribing the medication, and informs his or her supervisor if the medication may 
have an impact on the performance of the employee, or the safety of the employee, other 
employees, or the public. Use of “over the counter” medications is permitted, provided the 
employee informs his or her supervisor if the medication may have an impact on the employee’s 
performance or the safety of the employee, other employees, or the public. Violation of this policy 
may result in disciplinary action, including, but not limited to, suspension and/or termination. 
 
34.2 
The Town establishes as a condition of employment that each employee must abide by this Drug 
and Alcohol Policy. Each employee must notify the Town Administrator of any conviction for 
violation of any federal or state criminal drug law occurring in the workplace. 
 
34.3 Scope 
All employees of the Town are subject to the provisions of this policy.  Employees may not 
consume any mood-altering substances during their work period.      

Definitions 

 
Alcohol: The intoxicating agent in beverage alcohol, ethyl alcohol, or other 

low molecular weight alcohol including methyl and isopropyl 
alcohol. 

 
Alcohol Concentration: Also called alcohol content, the alcohol in a volume of breath, 

(expressed as grams of alcohol per 210 liters of breath) as indicated 
by an evidential breath test, such as a breathalyzer. 

 
Alcohol Use:   The consumption of any beverage, mixture, or preparation,  
    including medications containing alcohol. 
 
Controlled Substances: In this policy, the terms ‘drugs’ and ‘controlled substances’   
    are interchangeable and have the same meaning.  Unless   
    otherwise provided, these terms refer to: 

➢ Marijuana 
➢ Cocaine 
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➢ Opiates 
➢ Phencyclidine (PCP) 
➢ Amphetamines, including methamphetamines. 

 
Substance Abuse:  Refers to patterns of substance use that result in health   
    consequences or impairment in social, psychological, and   
    occupational functioning. 
 

Prohibited Alcohol and Controlled Substance Related Conduct 
 

a.) Reporting for work and/or remaining in the workplace while having a blood 
alcohol concentration of .04 or greater and/or while testing positive for any 
controlled substance.  An exception to this ruling would be if the physician advises 
the employee that it does not interfere with their ability to perform essential 
functions in a safe manner.  Employees who are taking over the counter and/or 
prescription drugs which may produce a positive test result are expected to inform 
the Department Supervisor of their use of such drugs at the time the prescription is 
first given by their physician or when they begin to use the over the counter drugs.  
  

b.) Possessing alcohol and/or controlled substances while working. 
 

c.) Consuming alcohol or using any controlled substance while on call, including 
during breaks or meal breaks. 
 

d.) Refusing to submit to an alcohol and/or controlled substance test required for pre-
employment, by reasonable suspicion or post-accident and/or follow-up testing 
requirements contained in Policy and/or to cooperate with or follow the 
instructions of the person(s) designated by the Board to administer any such test. 
 

e.) Using alcohol within eight (8) hours of an accident and/or prior to undergoing a 
post-accident test, whichever comes first. 

Required Testing 
 
All employees of the Town of Townsend are required to submit to drug and alcohol tests under 
any of the following circumstances: 
 

a.) All new employees prior to performing any duties on their first day on the job.  
 

b.) Any employee operating a motor vehicle involved in an accident while on duty 
which resulted in a fatality and/or the issuance of a citation and/or criminal 
complaint to said employee for a moving traffic violation arising out of said 
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accident. 
 

c.) Any employee about whom the Town Administrator and/or any other person or 
person(s) designated by the Board of Selectmen has a reasonable suspicion that said 
employee has and/or is violating the prohibitions set forth in this Policy. 
 

d.) All tests conducted pursuant to this section will be done by a person(s) and/or 
facilities designated by the Board of Selectmen at the Town’s expense.  No test shall 
be delayed more than two (2) hours because of said request for testing. 
 

e.) Failure by an employee to submit to an exam required by this section with two (2) 
hours of being ordered to do so and/or to cooperate with or follow the instructions 
of the person(s) designated by the Board to administer any such test will be deemed 
to be insubordinate unless such requirements are waived in writing by the Board of 
Selectmen or its designee. 

 
Results of Prohibited Conduct 
 

a.) Any employee of the town may be disciplined, subject to the applications of just 
cause principles, up to and including discharge for engaging in conduct prohibited 
by this Policy.  
 

b.) In addition to any discipline which may be imposed, no employee may continue to 
work if found to have a blood alcohol level of .04 and/or if found to be under the 
influence of a controlled substance. Any such employee will be immediately 
relieved from duty without pay until he or she passes a “return to duty” test for 
alcohol with a blood alcohol level of .02 or less and/or tests negative for controlled 
substances. 
 

c.) “Return to Duty Tests” for alcohol and/or controlled substances will be conducted 
by a person(s) and/or facility designated by the Town at the expense of the 
employee. 
 

d.) In addition to a “return to duty” test, as a condition of continued employment, any 
such member of the service shall also be evaluated by a substance abuse 
professional designated by the Town and complete any assistance program 
designated by said professional. The employee may be required to utilize the 
Town’s Employee Assistance Program (E.A.P.).  
The cost of said evaluation and/or program shall be born by the employee beyond 
the E.A.P. services provided by the Town.  
 

e.) Any employee who has engaged in conduct prohibited by this Policy shall be 
subject to random unannounced drug and/or alcohol tests for twelve (12) months 
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to sixty (60) months following such prohibited conduct.  Said tests will be 
conducted by person(s) or facilities designated by the Town at the Town’s expense. 

 
Supervisor’s/Employee Responsibility: 
It is the responsibility of any Department Supervisor to counsel employees whenever they see 
changes in performance or behavior that suggest that an employee has an alcohol or other drug 
problem.  Although it is not the supervisor’s job to diagnose the employee’s problem, the 
supervisor should encourage such an employee to seek help and tell him/her about available 
resources for getting help including referral to the town’s Employee Assistance Program (E.A.P.) 
Because all employees are expected to be concerned about working in a safe environment, they 
also should encourage their fellow employees who may have an alcohol or other drug problem to 
seek help. 
 
Employee Assistance Program (E.A.P.) 
The Town of Townsend provides an Employee Assistance Program (E.A.P.) which is a confidential 
counseling service provided professional help to employees and their family members for any type 
of personal problem.  E.A.P. services include initial assessment, short-term counseling (up to three 
(3) sessions) referral and follow-up.  Any employee of the town who is concerned about any mood-
altering substance abuse is encourage to utilize the program voluntarily to prevent any prohibited 
conduct according to town policy.  A brochure is available from the Selectmen’s or Treasurer’s 
Office.  
 

Required Reporting 

Any employee involved in an incident as outlined in this Policy shall make a written incident 
report and notify the Board of Selectmen and/or their supervisor within twenty-four (24) hours. 
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ARTICLE 35 
 

ACT TO PROTECT CONSCIENTIOUS EMPLOYEES 
CHAPTER 149, SECTION 185 
 
Protection is available to employees who reasonably believe that an activity, policy or 
practice of their employer or of another employer with whom their employer has a business 
relationship, violates a law, or rule or regulation promulgated pursuant to a law, or poses a 
risk to public health, safety or the environment. 
 
Employees who fall within the scope of the Act’s protection as stated above cannot be discharged, 
suspended, demoted, or subject to any other adverse action in the terms and conditions of 
employment for 
 

1. Disclosing or threatening to disclose such an activity, policy, or practice to a 
supervisor or to a public body; or 
 

2. Providing information or testifying before any public body Investigating or 
conducting a hearing regarding such an Activity, policy, or practice or 

 
3. Objecting to or refusing to participate in such an activity, 

policy or practice. 
 

However, an employee will be protected only where the employee has made disclosure to 
the employer and afforded the employer a reasonable opportunity to make corrections 
before making disclosure to a public body unless 
 

1. the employee is reasonably certain supervisors are aware of the 
matter and the situation are of an emergency nature, or 

  
2. the employee fears disclosure will result in physical harm, or 

 
3. disclosure is made to the judiciary or to a law enforcement officer 

to provide evidence of what is reasonably believed to be a crime. 
 

Employees exercising their rights under this statute have two years to file a civil action in Superior 
court and are entitled to claim a jury trial.  Remedies that may be available include reinstatement, 
payment of fringe benefits and seniority rights, injunctive relief, triple damages, and costs and 
attorney’s fees. 
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Reasonable attorney’s fees may be awarded to the employer in the event an employee files an 
action without basis in laws or in fact and does not move to dismiss that suit within a reasonable 
time after determining the employer would not be liable for damages. 
 
Employees retain all other rights under federal and state law and regulation and under any 
collective bargaining agreement or employment contract.  However, filing of a civil suit under this 
statute shall be deemed a waiver of all other rights and remedies. 
 
Employees reporting a perceived violation of law or regulation or a risk to public health safety or 
the environment shall submit a written report to the Town Administrator or if the complaint 
involves the Town Administrator, the complaint should be addressed in writing to the Board of 
Selectmen. 
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ARTICLE 36 
 
 
36. SAFETY POLICY STATEMENT 
 
It is this policy of the Town of Townsend that all employees work under the safest possible 
conditions in each department.  To this end, every reasonable effort will be made to provide and 
maintain a safe and healthy work environment, safe equipment, proper materials and to establish 
and require safe work practices at all times. 
 
Accidents which injure people, damage machinery or equipment and destroy materials and 
property, cause needless suffering, inconvenience, and expense. 
 
The Selectmen’s Office will see that all department heads and supervisory personnel carry out their 
designated responsibilities in the area of loss control. 
 
All accidents must be thoroughly investigated using the appropriate form.  The most immediate 
supervisor should conduct investigations.  The responsibility of department supervisor will be to 
make sure the accident investigations are complete and that emphasis is placed on determining the 
responsible condition for each and every incident. 
 
It is the responsibility of employees to make job safety a part of their daily concern.  As an 
employee of the Town of Townsend, it is your duty to observe rules of conduct and safety and to 
properly use any and all safety equipment provided. 
 
Employees are our most important asset.  Your safety is our greatest responsibility.  We appreciate 
your full cooperation in making this policy effective. 
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ARTICLE 37 
 
POLICY #03-2019 
REPLACE POLICY #2012-02 Electronic Communication and Computer Usage Policy  
 

 
Purpose: Email is an expedient and easy means of communication, but must be used 

carefully, both to ensure compliance with the Open Meeting Law and the Public 
Records Law and to ensure the content of said communications will be 
professional, courteous and responsible.  Therefore, the Board of Selectmen has 
established the following policy, which is meant to augment and emphasize the 
importance of the laws of the Commonwealth of Massachusetts. 

Policy: Email Communications Policy  

I. PRIVACY: 

There is no expectation of privacy for use of Town-issued email accounts or private email 
accounts over which Town business is conducted (hereinafter “Town Emails”) by Town 
employees (“Employees”) or by elected or appointed board, committee, commission members 
(“Officials”).  The Town reserves the right to review, examine and/or monitor all emails from 
Town-issued email accounts, at any time, with or without notice.  Use of the Town-issued 
email accounts constitutes acceptance of such monitoring. 

II. PROFESSIONALISM AND ETHICS: 

Though e-mail is an expedient and easy means of communication, said communications 
nevertheless must comport with general standards of professionalism.  When sending emails, all 
Officials and Employees will: 

 Conduct business in a truthful and accurate manner.  

 Keep communications and correspondence professional and appropriately personable. 
Email should not be used for communications that express anger or criticism. 

 Apply the same grammatical quality and professional letter writing standards that are 
applicable to paper-based correspondence. Email correspondence should reflect the Town’s 
commitment to quality, performance and professionalism at all levels. 

 Be aware that all laws, the Code of Conduct and other Town policies related to Sexual 
Harassment and Unlawful Harassment apply to the use of Town Emails. 

III.  PERSONAL EMAILS: 

Employees are allowed very limited personal use of Town-issued email accounts, under the 
following circumstances: 
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 The use is incidental (the email is subject to the public records law) 

 There is little or no cost to the Town. 

 Any use is brief in duration, occurs infrequently, and is the most effective use of the 
Employee's time or state resources. 

 The use does not interfere with the performance of the Employee's official duties. 

 The use does not disrupt or distract from the conduct of the Town business due to volume 
or frequency. 

 The use does not disrupt other Employees and does not obligate them to make a personal 
use of Town resources. 

 The use does not compromise the security or integrity of Town property, information, or 
software. 

IV. OPEN MEETING LAW APPLICABILITY: 

All Email use by the any Employee or Official the Town of Townsend will comply with the 
requirements of the Open Meeting Law (“OML”). A copy of the OML is given to all 
committee members by the Town Clerk when they take the oath of office.  Additionally, the 
OML Guide and OML decisions are available on the web at 
www.mass.gov/ago/openmeeting. 

Email communications by, between, or among Officials should not address substantive 
policy issues, decisions, or deliberations. Email should not be used to discuss policy 
issues on an item coming before the board, committee or commission for discussion, to 
make decisions, or carry on deliberations. 

Deliberations in violation of the OML, may include emails among a quorum of the 
public body, serial communications, and communications through an employee conduit.  
Officials may not attempt to circumvent the OML, by using Employees as a conduit. 

Email communication by, between or among Officials should ordinarily only be used to 
schedule meetings, transmit factual information, such as reports or documents, about the 
subject of deliberation, request information or similar administrative type 
communications. Email should not be used to opine, comment or deliberate upon such 
information. 

V. PUBLIC RECORDS APPLICABILITY: 

“Public Records” are defined by statute to include all documentary materials or data, 
regardless of physical form or characteristics, made or received by an officer or employee 
of any… municipality of the Commonwealth, unless falling within a statutory exemption 
(M.G.L. c..4, §.7). Therefore, the Secretary of the Commonwealth advises that the Public 



Personnel Policies and Procedures   

Records Law clearly applies to government records generated or received electronically. 
All electronic mail sent, and all electronic mail received by principal addressees at a 
Town-issued address, or any address, when used in an official capacity, should be 
considered a public record subject to inspection and disclosure and scheduled retention 
and disposition.  

VI. DISCIPLINE: 

Any Employee who violates this Policy shall be subject to appropriate discipline, up to and 
including termination of employment or removal from his/her position in accordance with the 
terms of the applicable collective bargaining agreement and/or personnel policy, recall from 
his/her elected position, termination of contract or agreement for volunteer or intern services. 

The Town prohibits acting against any Employee for reporting a violation of this Policy or for 
cooperating in an investigation.  Any Employee who retaliates against another Employee for 
reporting a violation of this Policy or for cooperating in an investigation will be subject to 
disciplinary action, termination of employment or removal from his/her position in 
accordance with the terms of the applicable collective bargaining agreement and/or personnel 
policies, recall from his/her elected position, termination of contract or agreement for 
volunteer or intern services. 

VII. MISCELLANEOUS: 

Amendments:  The Town intends to follow each provision of this policy but reserves the right 
to change any provision at any time if circumstances warrant or require.   

Waiver:  A failure to enforce this Policy does not constitute a subsequent waiver of any 
violation of this Policy.  

Governing Law: This Policy shall be read and interpreted in conjunction with all other Town 
policies and procedures. 

Collective Bargaining:  This policy is not intended to interfere with employee rights under 
Massachusetts General Laws Chapter 150E. 
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ARTICLE 38 
SOCIAL MEDIA  
 
INTRODUCTION 
 
The Town of Townsend (the “Town”) depends upon a work environment of tolerance and 
respect for the achievement of its goals in serving the citizens of the Town.   
 
PURPOSE 
 
The purpose of this policy is to provide notice to Town employees (“Employees”), elected or 
appointed board, committee and commission members of the Town (collectively “Officials”), and 
contractors, volunteers, and interns (“Affiliates”) (collectively “Users”) that their use of personal 
web pages and websites, blogs, microblogs, social networking sites, chat rooms and other forms of 
social media, as well as their comments on electronic sites hosted by other persons, groups or 
organizations (“Social Media”), both on and off duty, must conform to the law and this policy.  
This policy is designed to promote and govern the professional and personal use of Social Media 
in a responsible manner and to avoid uses that can: (1) breach confidentiality by revealing 
protected information about the Town, its citizens, or its Employees; (2) expose the Town to legal 
liability for behavior that may be false, deceptive, libelous, slanderous, offensive, malicious, 
misleading or causes harm to others;  (3) interfere with productivity and/or ability to perform 
duties and responsibilities as Employees and Officials of the Town or any other behavior 
prohibited by the Code of Conduct..  This policy is not intended to list all forms of acceptable and 
unacceptable use of Social Media by Employees and Officials. 
 
PRIVACY.  
 
Town owned property:  There is no expectation of privacy for use of Town-issued email accounts, 
Internet, Intranet or Town-owned cell phones, smart phones, pagers, lap tops, computers, 
operating systems, electronic storage systems and computer equipment and software (hereinafter 
“Town’s Resources”).  The Town reserves the right to review, examine and/or monitor all Town 
Resources, at any time, with or without notice, including individual user folders and other 
information stored on the Town’s Resources systems.  Use of the Town’s Resources constitutes 
acceptance of such monitoring. 
 
Internet Use:  There is no guarantee of privacy in accessing the Internet both on and off duty 
while using town resources (town direct internet connection and town Wi-Fi are to be considered 
a town resource while town guest Wi-Fi shall not be considered a town resource), including use of 
Social Media sites, users should assume that all connections and sites visited will be monitored and 
recorded by the Town.  Use of personally owned or non-town resource devices shall be limited to 
use of the guest Wi-Fi. There is no expectation of privacy in publicly disseminated information, 
which may include information transmitted through Social Media while using a town resource.  
Public dissemination constitutes acceptance of such monitoring. 
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Town Review:  Town review, examination and monitoring helps to ensure compliance with Town 
policies, assists with internal investigations and supports the management of the Town’s 
information systems.   

GENERAL PROVISIONS. 

This section describes acceptable and unacceptable uses of all Social Media by Users of the Town 
resources both on and off duty.  Users should use their best personal judgment when using any 
form of Social Media and must ensure that their use does not violate this or any other Town 
policy.  

While Users may use Social Media while off-duty, their status as Users of the Town resources 
requires that the content of any postings on those Social Media sites or other web pages not be in 
violation of existing Town by-laws, policies, directives, rules or regulations.  The Town’s image as a 
professional organization is key to maintaining the respect of its constituents.  Although the Town 
recognizes that Users may choose to express themselves by posting personal information and/or 
commenting on Social Media, this right of expression is not free from limitation.  That is, while 
the Town acknowledges its Users have the First Amendment right to free speech, that right is not 
absolute and extends only to matters of public concern contributing to public discourse.  
Therefore, Users must exercise caution with respect to comments they post in general and, in 
particular, those comments concerning the Town, a department of the Town, and/or the Town’s 
Employees. 

The Town specifically acknowledges that police officers and firefighter-EMTs may be required to 
use Social Media to perform their job duties and that such use, subject to the direction and 
authorization of the respective Chief, is permissible.  Such actions shall not be deemed a violation 
of this Policy provided the police officer or firefighter acts within the scope of the Chief’s direction 
or authority.  

Users’ use of Social Media is subject to the Town’s Sexual and General Harassment Policy as well 
as the Town’s other policies and standards of conduct, rules, regulations, and by-laws. 

All use of Social Media must conform to the following regulations: 

All Users are expected and required to conduct themselves in a manner consistent with the 
Town’s policies and standards of conduct.  

Users must not violate the due process rights of or reveal any confidential or privileged 
information about the Town, its employees, its constituents, or its contractors.  Users must 
be careful to protect against the inadvertent disclosure of confidential information.  

Users must not engage in harassment in contravention of the Town’s Sexual Harassment 
Policy regardless of the time, place, form, or way the information is posted or transmitted.  
Comments may be deemed to violate this Policy even if the Town’s name or the names of 
any of its Employees are not posted in the comment. 
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Users must make reasonable efforts that they are always honest and accurate when posting 
information or news, and if they make a mistake must correct it quickly.  Users may not 
post any information or rumors they know to be false about the Town, fellow Employees, 
constituents, suppliers, vendors, contractors or any other entities or individuals. 

Users must remain courteous and respectful towards fellow employees, Town officials and 
the public when posting information.  This does not preclude disagreement, but rather 
requires civil discourse. 

Users may express only their personal opinions and should never represent themselves as a 
spokesperson for the Town unless specifically designated by the Town.  Members of the 
Police and Fire Departments must abide by the chain of command. A spokesperson for the 
Police or Fire Department can only be authorized and designated by his or her ChIf the 
Town is a subject of the content created by Users, the User should be clear and open about 
the fact that he/she is an Employee, Official, or Affiliate of the Town and should make it 
clear that his/her views do not represent those of the Town, fellow Employees, suppliers, 
vendors, or any other agent of the Town.  Users who publish blogs or other online posts 
related to their work or subjects associated with the Town must make clear that they are 
not speaking on behalf of the Town.   

Users are expressly prohibited from using Social Media to engage in any activity or conduct 
that violates federal, state, or local law (e.g., software or data piracy, child pornography, 
etc.). 

Users should be aware that residents, property owners and others appearing before boards, 
commissions and committees or doing business in Town departments include persons of 
various races, religions, national origins, sexual orientations, genders, gender identities, or 
other legally protected classifications.  Public comments in any forum, including on Social 
Media, that contain slurs or express bigotry toward any one of the classifications shall be 
considered a violation.  

Officials are prohibited from posting content in violation of the Open Meeting Law, 
including prohibitions against serial communications. 

Users are prohibited from using Social Media to engage in any activity that constitutes a 
conflict of interest for the Town or any of its Employees and Officials. 

Department heads and supervisors are expressly prohibited from using any review or 
recommendation feature or system on a Social Media site (e.g., LinkedIn) to post negative 
reviews or other comments about any current or former Employees. 
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USE OF SOCIAL MEDIA AT WORK. 

Except as otherwise required by the Department Head or as part of an Employee’s job duties, the 
use of Social Media while on duty should not interfere with Employees’ ability to perform the 
duties and responsibilities assigned.  The Town’s computer systems are to be used for business 
purposes only.  Personal use of social media networks or personal blogging of online content from 
Employees’ personal devices is discouraged.  To the extent that said personal use of Social Media 
interferes with Employees’ ability to perform duties and responsibilities assigned, disciplinary 
action, up to and including termination, may result. 

Access to and use of Social Media must not interfere with an Employee’s and Official’s ability to 
perform the duties and responsibilities assigned.  In so far as an Employee is permitted to use 
Social Media in the course of his/her employment as set forth in this Policy, access to and use of 
Social Media must not interfere with an Employee’s productivity. 

COMPLAINTS OR PROBLEMS OF MISUSE. 

Should any User receive or become aware of a violation of this policy, the User is encouraged 
report the violation to the Town Administrator and/or the Board of Selectmen as soon as 
possible.  

The Town encourages any Users who use Social Media in contravention of this policy to be honest 
and admit the error as soon as it occurs.  Although errors cannot always be erased, prompt 
notification can make a significant difference in the Town’s ability to correct or remedy the issue. 

DISCIPLINE. 

Any User who violates this Policy shall be subject to appropriate discipline, up to and including 
termination of employment or removal from his/her position in accordance with the terms of the 
applicable collective bargaining agreement, personal services contract and/or personnel policy, 
recall from his/her elected position in accordance with any recall provisions established for the 
town of Townsend, termination of contract or agreement for volunteer or intern services. 

The Town prohibits acting against any User for reporting a violation of this Policy or for 
cooperating in an investigation.  Any User who retaliates against another User for reporting a 
violation of this Policy or for cooperating in an investigation will be subject to disciplinary action, 
termination of employment or removal from his/her position in accordance with the terms of the 
applicable collective bargaining agreement and/or personnel policy, recall from his/her elected 
position, termination of contract or agreement for volunteer or intern services. 

MISCELLANEOUS. 

Amendments.  The Town intends to follow each provision of this policy but reserves the right to 
change any provision at any time if circumstances warrant or require.   
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Waiver.  A failure to enforce this Policy does not constitute a subsequent waiver of any violation of 
this Policy.  

Governing Law.  This Policy shall be read and interpreted in conjunction with all other Laws, 
Charter provisions and Town policies and procedures. 

Collective Bargaining.  This policy is not intended to interfere with employee rights under 
Massachusetts General Laws Chapter 150E. 
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TOWN OF TOWNSEND 
 
 

EMPLOYEE ACKNOWLEDGEMENT 
RECEIPT OF 

PERSONNEL POLICY & PROCEDURES 
 

 
I, ___________________________, AM IN RECEIPT OF A COPY OF THE TOWN OF 
 
TOWNSEND’S PERSONNEL POLICY AND PROCEDURES. 
 
 
 
 
 
 
___________________________________    _____/______/_____ 
          (Employee’s Signature)                        (Date) 
 
 
 
 
 
THIS FORM IS TO BE RETURNED TO THE EMPLOYEE’S SUPERVISOR/ 
DEPARTMENT HEAD AND KEPT IN THE EMPLOYEES PERSONNEL FILE. 
 
 
 
 
Returned to: 
 
 
____________________________ ______/______/______ 

      (Department Head)         (Date) 
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TOWN OF TOWNSEND 

 
 

EMPLOYEE ACKNOWLEDGEMENT 
RECEIPT OF 

HARASSMENT POLICY & PROCEDURE 
 

 
I, ___________________________, AM IN RECEIPT OF A COPY OF THE TOWN OF 
 
TOWNSEND’S SEXUAL HARASSMENT POLICY AND PROCEDURE AS 
  
REVISED July 26, 2004 
REVISED October 13, 2016 
 
 
 
 
___________________________________    _____/______/_____ 
          (Employee’s Signature)                        (Date) 
 
 
 
 
 
THIS FORM IS TO BE RETURNED TO THE EMPLOYEE’S SUPERVISOR/ 
DEPARTMENT HEAD AND KEPT IN THE EMPLOYEES PERSONNEL FILE. 
 
 
 
 
Returned to: 
 
 
____________________________ ______/______/______ 

      (Department Head)  (Date) 
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TOWN OF TOWNSEND 

 
 

EMPLOYEE ACKNOWLEDGEMENT 
RECEIPT OF 

EMAIL & SOCIAL MEDIA  
 

 
I, ___________________________, AM IN RECEIPT OF A COPY OF THE TOWN OF 
 
TOWNSEND’S EMAIL & SOCIAL MEDIA POLICY  
  
 
 
 
 
 
 
___________________________________    _____/______/_____ 
          (Employee’s Signature)                             (Date) 
 
 
 
 
 
THIS FORM IS TO BE RETURNED TO THE EMPLOYEE’S SUPERVISOR/ 
DEPARTMENT HEAD AND KEPT IN THE EMPLOYEES PERSONNEL FILE. 
 
 
 
 
Returned to: 
 
 
____________________________ ______/______/______ 

      (Department Head)   (Date) 
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EMPLOYEE ACKNOWLEDGEMENT 
RECEIPT OF 

JOB DESCRIPTION 
 
 

Employee Name: ________________________________________________________ 
 

To The Employee 
 

Attached is a copy of the job description as revised on _____________ covering essential 
functions and minimum qualifications, abilities and skills of the position.  Please review the 
description and note any changes on the description itself or under “Statement of Employee” 
below. 
 
Please complete the review and acknowledgment within two (2) days and return your statement to 
the Board of Selectmen’s Office. 
 

Statement of Employee 
 

Indicate any exceptions or additions to your position description on the description itself or in the 
space below: 
 
________________________________________________________________________ 
 
________________________________________________________________________ 
 
________________________________________________________________________ 
 
________________________________________________________________________ 
 
________________________________________________________________________ 
 
________________________________________________________________________ 
 
 
CERTIFICATION:  I certify that I have reviewed the position description. 
 
Date: ______________ Employee’s Signature: _____________________________ 
 
Returned to: 
 
____________________________ ______/______/______ 

      (Department Head)    (Date) 
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TOWN OF TOWNSEND 

 
 

DEPARTMENT SUPERVISOR 
ANNUAL PERFORMANCE REVIEW 

 STATEMENT OF COMPLETION  
 

 
Department:       
 
 
I, ___________________________, have completed the annual performance review for,  
 
                                                      . Please place the attached evaluation in the employee’s  
 
personnel file.  
 
 
 
 
 
 
___________________________________    _____/______/_____ 
          (Department Supervisor)                        (Date) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
THIS FORM IS TO BE RETURNED TO THE EMPLOYEE’S SUPERVISOR/ 
DEPARTMENT HEAD AND KEPT IN THE EMPLOYEES PERSONNEL FILE. 
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PLEASE READ BEFORE FILLING OUT THIS APPLICATION 

 

The TOWN OF TOWNSEND does not discriminate in hiring or employment of the basis of race, color, religious 

creed, national origin, disability, veteran status, ethnicity or age.  No question on this application is intended to 

secure information to be used for such discrimination. 

 

To be sure that your application is properly evaluated, all questions should be answered clearly, completely and 

accurately.  If you need more space, please attach a separate sheet.  Please print and use ink. 

 

PERSONAL 

 

Date:  _______________ 

 

Name:  ______________________________________________________________________________________ 

   Last    First   Middle 

Address:  

____________________________________________________________________________________________ 

  Number  Street    City  State Zip Code 

Mailing Address:  

____________________________________________________________________________________________ 

(if different) Number  Street    City  State Zip Code 

 

Telephone:  (        ) ______-______________  Social Security No.:  ________-_______-________ 

 

Position(s) desired:  ___________________________________________________________________________ 

 

Salary desired:  ________________________  Date Available: ____________________________ 

 

GENERAL INFORMATION 

   

By whom or what source were you referred to us? 

 

(    )  Self (    )  School/College (    )  Newspaper  (    )  Employee Referral   

     Or Other Publication Name ______________________  

     Name _________________    

(    )  Other* 

 

* If Other, Explain _____________________________________________________________________________ 

 

 

If you are employed and under 18, can you furnish a work permit?  (   ) Yes   (   ) No 

 

Have you filed an application here before?        (   ) Yes   (   ) No  If yes, give date ________ 

 

Have you ever been employed here before?        (   ) Yes (   ) No If yes, give date ________ 

 

Are you employed now?          (   ) Yes (   ) No  

 

May we contact your present employer?          (   ) Yes (   ) No  

 

EMPLOYMENT EXPERIENCE 

TOWN OF TOWNSEND 

EMPLOYMENT APPLICATION 
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Start with your present or last job.  Include military service assignments and volunteer activities.  Exclude 

organization names which indicate race, color, religion, sex or national origin. 

Employer: Dates Employed Work Performed 

 From 

 

To  

 

Address:    

 Hourly Rate/Salary  

Job Title: 

 

Starting Final  

Supervisor:    

Reason for Leaving: 

 

   

Employer: Dates Employed Work Performed 

 From 

 

To  

 

Address:    

 Hourly Rate/Salary  

Job Title: 

 

Starting Final  

Supervisor:    

Reason for Leaving: 

 

   

Employer: Dates Employed Work Performed 

 From 

 

To  

 

Address:    

 Hourly Rate/Salary  

Job Title: 

 

Starting Final  

Supervisor:    

Reason for Leaving: 

 

   

Employer: Dates Employed Work Performed 

 From 

 

To  

 

Address:    

 Hourly Rate/Salary  

Job Title: 

 

Starting Final  

Supervisor:    

Reason for Leaving: 

 

   

 

If you need additional space, please continue on a separate sheet of paper. 

 

May we contact your present employer? 

(   )  Immediately  (   )  After Acceptance of Employment  (   )  No - If no, give reason 

_________________________ 

 

Describe other training, certifications, licenses (CDL, etc.) or experience applicable to the job you are seeking. 

 

 

EDUCATION 
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High School   Circle Last Completed Year 

1     2     3     4 

 

Complete Address 

 

   

 

Dates Attended 

 

 

From               To Graduated 

(   ) Yes (   )  No 

Area of Interest: 

College 

 

 

  Circle Last Completed Year 

1     2     3     4 

Complete Address 

 

 

  Major Course Of Study: 

Dates Attended 

 

 

From               

To 

Graduated 

(   ) Yes (   )  No 

Degree or Certificate Received: 

Other Schools or Specialized Training Circle Last Completed Year 

1     2     3     4 

Complete Address 

 

 

  Major Course Of Study: 

Dates Attended 

 

 

From               To  Graduated 

(   ) Yes (   )  No 

Degree Or Certificate Received: 

Scholastic Honors, Scholarships, Etc. 

 

 

Do You Intend To Continue Your Education?  If Yes, Give Details: 

 

 

 

SEALED RECORD NOTICE 

 

Have You Ever Been Convicted Of A Felony? (     )  Yes  (     )  No   

 

If yes, please explain: 

 

You may omit any information or answer “no record” to the following question regarding:  1.  A first conviction for 

drunkenness, simple assault, speeding, minor traffic violations, affray or disturbance of the peace; or 2.  Any 

conviction where there is a sealed record on file with the commissioner of probation or in any case of delinquency or 

as a child in need of services which did not result in a complaint transferred to the superior court for criminal 

prosecution. 

 

A conviction record would not necessarily be a bar to employment.  Factors such as age and time of offense, 

seriousness and nature of the violation and rehabilitation will be taken into account. 

 

Have you been convicted of a misdemeanor within the past five years? (     )  Yes (     )  No 

 

If yes, please explain. 
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REFERENCES: 

 

Give below the name of three professional or work - related references: 

 

 

Name Company Title Years Acquainted 

 

1. 

   

 

2. 

   

 

3. 

 

 

  

 

 

AGREEMENT - Please Read Before Signing 

 

********************************************************************************************* 

 

NOTE:  If you have any questions regarding the following statement, please ask the Personnel Representative before 

signing. 

 

********************************************************************************************* 

I understand that receipt of this application and the granting of an interview does not imply that I will be employed. 

 

I hereby affirm that the information provided by me on this application (and accompanying resume, if any) is true 

and complete and I understand that any false information or material omission of fact may disqualify me from 

further consideration for employment and may be considered justification for dismissal if discovered at a later date.  

I understand that any offer of employment is conditioned upon satisfactory replies from my references and that 

employment is for no stated term and may be terminated by me or the Town at any time. 

 

I authorize persons, schools, current employer (if applicable) and previous employers and organizations named in 

this application (and accompanying resume, if any) to provide the Town with any relevant information which may 

be required to arrive at an employment decision and I voluntarily release such persons, schools, employers and 

organizations from all liability for providing such information.  I release the Town against any liability which might 

result from requesting such information. 

 

 

 

Signature:  ________________________________________ Date:  ________________ 

 

It is unlawful in Massachusetts to require or administer a lie detector test as a condition of employment or 

continued employment.  An employer who violates this law shall be subject to criminal penalties and civil liability. 

 

 

 

 
 

 


