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TOWN OF READING, MASSACHUSETTS
PERSONNEL POLICIES

ARTICLE 1: AUTHORIZATION

The following policies are adopted by the Board of Selectmen pursuant to their authority under Section 3-2 of the
Reading Home Rule Charter, and under Article 4.7 of the Bylaws of the Town of Reading.

ARTICLE 2: STATEMENT OF PERSONNEL PHILOSOPHY

The Town of Reading has as its goal the provision of excellent, cost effective and efficient services in a manner
that is honest, ethical and fair to residents and employees.

The Town through the Board of Selectmen has adopted and may periodically amend a Mission Statement, Vision, and val-
ues that are expected to guide the behavior of Town employees. The Town Manager will inform new employees and re-
mind ongoing employees of these important statements. Quality of service and excellence in customer service are the
Town's standards, and acting through the Town Manager, the Town has the right and responsibility to plan, direct and con-
trol the Town's business, operations and workforce to achieve these goals. In exercising these rights and responsibilities,
the Town has developed and adopted this Personnel Policy. THIS PERSONNEL POLICY, AND OTHER RULES AND REGULA-
TIONS THAT MAY BE ADOPTED FROM TIME TO TIME AND THAT ARE AVAILABLE FROM THE TOWN MANAGER, ARE
GUIDELINES WHICH THE TOWN MAY OR MAY NOT FOLLOW AS IT DEEMS APPROPRIATE. THESE GUIDELINES ARE NOT
INTENDED TO AND DO NOT CREATE A CONTRACT OF EMPLOYMENT BETWEEN THE TOWN AND TOWN EMPLOYEES.
THESE POLICIES MAY BE UNILATERALLY MODIFIED BY THE TOWN THROUGH A PUBLIC HEARING WITH THE BOARD OF
SELECTMEN.

The purpose of this statement is to develop a personnel philosophy for employees of the Town of Reading in
order that the Town may strive to attain its goals.

¢ Town personnel will be hired on the basis of qualifications only.

¢ The Town will strive to pay salaries that are equitable in relation to the complexity and responsibility of the work per-
formed, and to maintain comparable pay for comparable work within the Town workforce.

¢ The Town will strive to maintain a competitive position in the employment market and thereby attract and retain com-
petent employees.

¢ The Town will strive to stimulate and reward high-level performance. The Town will provide an orderly program of
salary policy and control.

¢ Employees will receive a copy of the current job description and Personnel Policies when they are hired. When such
job descriptions and/or policies are developed, revised or adopted, each affected employee will receive written notifi-
cation.

¢ Employees will be encouraged to develop professionally to the extent of their interest and capability and the needs of
the Town. (See Section 9.17).

¢ Responsibility within a Department or Division will be delegated to the minimum level at which the task can be accom-
plished.

¢ Current employees will be made aware of job openings. In-house promotion and/or transfer will be considered where
it would be of benefit to the employee and the Town and consistent with Affirmative Action policies.

¢ Over-staffing will be avoided. Temporary peaks in workload will be filled, where possible, with temporary help. Regu-
lar staff will be the minimum needed to meet normal work-loads. All staffing is subject to availability of funds.

¢ Employees are entitled to know what is expected of them in their job and to have their job performance periodically
evaluated by their supervisors. A personnel performance plan based on a written job description will be developed
with each employee.

¢ Where possible, or where desirable, staff will be shared between Departments and/or Divisions to provide the most
effective use of staff.

¢ Employees will be encouraged to learn as much as possible about the functions of their Department or Division so that
they may temporarily fill other positions as needed.

¢ Where possible, local residents will be hired for part-time and seasonal work with the Town.

¢ The Town and its employees will not discriminate in any way against employees or members of the public on account
of membership or non-membership in a union, on account of race, political activity, religion, creed, color, national
origin, gender, age, sexual orientation, physical handicap or life-threatening illnesses.

¢ The Town will develop, implement and maintain a positive affirmative action program to prevent discrimination, and
the Town and all of its employees will carry out the policy.



ARTICLE 3: DEFINITIONS

Section 3.1. Appointing Authority: The position responsible under the Reading Home Rule Charter for the hiring and firing
of employees.

Section 3.2. Charter: The Town of Reading's Home Rule Charter as adopted March 24, 1986 and any subsequent amend-
ments.

Section 3.3. Continuous Service: Employment without interruption, excluding authorized vacation, military leave, paid
leave or leave under the Family and Medical Leave Act.

Section 3.4. Department: Any department of the Town subject to this policy.

Section 3.5. Department Head: The officer having immediate supervision and control of a department or, in the absence of
such officer, the Town Manager.

Section 3.6. Employee:

3.6.1. Regular Employee — An employee who has successfully completed the prescribed probationary period. A
regular full-time employee provides full time services and is compensated at full pay and benefits for the assigned position.
An individual employed for not less than thirty seven and one-half (37 1/2) hours per week for fifty-two (52) weeks per
year, minus legal holidays, paid vacations and other authorized leaves of absence. The Town Manager may, based on spe-
cial circumstances, designate a different number of hours per week as full time. A regular part-time employee provides less
than full-time service, and is compensated in proportion to the amount of service provided.

3.6.2. Probationary Employee - An employee who has not completed the probationary period for a particular
position.

3.6.3. Temporary Employee - An employee who possesses the minimum qualifications for a particular position
and has been appointed to a position for a limited scope or duration. Seasonal workers and co-op students are considered
temporary employees. Temporary employees are not entitled to benefits.

3.6.4. Exempt Employee - An employee having significant responsibility for formulating and administering poli-
cies and programs of the Town and for directing the work of subordinates by lower level supervision; any employee having
the authority to exercise independent judgment, or to effectively recommend any action to hire, transfer, suspend, lay off,
recall, promote, discharge, assign, reward or discipline other employees, or to direct them to adjust their grievances, if the
exercise of such authority is not merely routine or clerical in nature but requires the use of independent judgment and
discretion. An exempt employee is not entitled to receive overtime compensation, and that is indicated on the job descrip-
tion.

3.6.5. Non-Exempt Employee - An employee entitled to receive overtime compensation, as indicated on the job
description.

Section 3.7. Human Resources Administrator: The employee appointed by the Town Manager to administer the personnel
functions of the Town, or in the absence of a Human Resources Administrator, the Town Manager.

Section 3.8. Position: An office or post of employment in the Town's service with duties and responsibilities calling for full-
time or part-time employment in the performance and exercise thereof.

Section 3.9. Town: The Town of Reading.

ARTICLE 4: APPLICABILITY

Unless specifically and otherwise excepted, wholly or in part, by statute, collective bargaining agreement, Bylaw,
Charter, or regulation superior to this, this Policy shall apply to all Town Departments, except the School Department and
Municipal Light Department, and to the positions of all employees except those under jurisdiction of said School and Mu-
nicipal Light Departments, those filled by popular election and those certain positions the holders of which render inter-
mittent or casual service.

These Policies apply to all positions, except those noted in the above paragraph; however, the authority of ap-
pointment shall be modified as follows:

¢ In the Library Department, the Board of Library Trustees shall be responsible for hiring and firing of personnel. [See
Town of Reading Home Rule Charter, Article 5. Town Manager, Section 5-2, Powers and Duties (b).]

¢ In the Finance Department, the Board of Assessors may appoint an Appraiser and an Assistant Appraiser. [See Town
of Reading Home Rule Charter, Article 3, Elected Officers and Boards, Section 3-6, Board of Assessors.]

¢ In the Accounting Department, the Board of Selectmen shall appoint the Town Accountant. (See Town of Reading
Home Rule Charter, Article 3, Section 3-2, Board of Selectmen.)



ARTICLE 5: ADMINISTRATION

This Article spells out the method of employing individuals to work for the Town, and deals with recruitment,
screening, appointment, orientation and probation. These methods shall be adhered to, where applicable, unless there is a
specific waiver from the Town Manager. It is the Town's intent that this recruitment, employment, promotion and transfer
policy ensures that every reasonable effort is made to attract qualified persons and that selection criteria are job related.
All positions that become available will be filled giving full weight to Equal Employment Opportunity and/or Affirmative
Action goals established by the Town, and to the Americans with Disabilities Act (ADA).

These policies shall be administered by the Town Manager. Department Heads are responsible for the implemen-
tation of policies and procedures as established and as directed by the Town Manager.

SECTION 5.1 - HIRING:

5.1.1. - Verification - The Department that proposes to hire an employee must first verify with the Town Manager
that:

Funds for the position are provided in the approved budget.
The position has been approved by the Town Manager and there is a need for the position.
The position has been included in the Classification Plan.

5.1.2 -In-House Promotion - When a vacancy exists, the overall personnel requirements of the Department and
the Town will be reviewed with the Town Manager who has the final and binding decision on promotions. Where possible,
in-house promotion and/or transfers will be considered in order to fill a position so long as such a decision is in conform-
ance with the Affirmative Action policy. Where two or more in-house candidates apply for a position, qualifications includ-
ing seniority and length of service shall be considered.

5.1.3 - Posting and Advertising - The Human Resources Administrator in consultation with the Department Head
shall prepare the posting and advertisement to solicit applicants. The Town will post the availability of a vacant position in
each Town building and with each Department Head for a period of five (5) business days, and shall send a copy of the no-
tice to each Town Union in order to provide the maximum opportunity for in-house promotion. Nothing shall prohibit the
Town from advertising the position at the same time that it is posted. Advertisements shall be submitted by the Human
Resources Administrator to the media best suited to attract qualified applicants adhering to Affirmative Action and Equal
Employment Opportunity goals.

5.1.4 - Application - Every applicant to be interviewed will be required to fill out, in its entirety, a Job Application
Form approved by the Town Manager. Additional information may be submitted by an applicant for employment. To the
extent possible, Affirmative Action and Equal Employment Opportunity data will be kept on each applicant by the inter-
viewer and, upon completion of the hiring process, will be forwarded to the Personnel Division.

5.1.5 - Testing and Examination - Applicants may be required to submit to a test(s) and/or examination(s), and to
submit other information which is reasonably related to the job for which the application is made.

5.1.6 - Interview - As determined by the Town Manager, each Department Head, designee or the Human Re-
sources Administrator shall interview applicants for the position within the Department. This process will involve looking
only at the criteria important to filling the position.

Unless instructed otherwise, the Department Head or the Human Resources Administrator will select not less
than the top three (3) candidates for each position and will schedule interviews for these candidates with the Town Manag-
er. The Department Head or the Human Resources Administrator will be responsible for checking references and discuss-
ing hours of work, benefits, the promotional opportunities, and other aspects of the position with the candidates. The final
selection will be made by the Town Manager in consultation with the Department Head or the Human Resources Adminis-
trator. As part of the interview process, nothing shall preclude the use of a panel of interviewers for any position, including
using a member or members of a Board, Committee or Commission on the panel.

5.1.7 - Appointment — After all reference and background checks are complete, appointments shall be made by
the Town Manager who shall inform the successful candidate in writing of the appointment including the starting date,
salary, benefits and union status. All appointments shall be subject to the satisfactory completion of a physical examination
(including a drug and alcohol screen) by the Town Physician.

Other tests and examinations that may be required, to the extent that they are related to the position being
filled, include but are not limited to, psychiatric examinations, Criminal Offender Record Information (CORI), as authorized
by the Criminal Systems History Board, Sex Offender Record Information (SORI), and background checks. These tests and
examinations will only be done after an offer of employment and the offer will be contingent upon successful completion of
the tests and/or examinations.

Appointments of employees shall be made from a selection of the best qualified applicants. Preference will be
given to Town residents when equal qualifications are possessed by the applicants. Nothing herein shall be construed to
permit hiring in conflict with the Town's Affirmative Action, Equal Employment Opportunity and ADA Policies.



5.1.8 - Orientation - On or before the starting date, each new employee will be given an orientation and will be introduced to
other employees. The new employee shall complete the necessary forms for withholding, insurance, pension and other forms
needed. Each new employee will be given a copy of the current Personnel Policies, applicable union contract and other relevant
information.

5.1.9 - Probation - Unless otherwise determined by law, the appointment of each employee shall be probationary for a
period of six (6) months of employment for purposes of evaluation prior to being assigned regular position status. Probation may
be extended for an additional time up to three (3) months if performance indicates such a need. Vacation time will accrue (see
section 9.13.1) but may not be used during the probationary period. Sick time may be used during the probationary period with
the following restrictions:

Only accrued sick time may be used (see Section 9.2).
Sick time may only be used for personal illness or injury.

The Town may require the employee to submit a letter from a regularly licensed practicing physician giving the progno-
sis of the illness or injury before the employee shall be entitled to sick leave with pay.

Advancement of Sick Leave, the use of the Sick Bank, Sick time for family illness, FMLA Leave, Leave of Absence other than FMLA
Leave, and Floating Holidays are not available to employees during the probationary period. When absence is compensable under
Worker's Compensation Law, an employee may use accumulated sick leave during the probationary period in accordance with
Section 9.2 of this policy.

The Town Manager may extend leave during the probationary period only for special circumstances where such an ex-
tension is warranted. Such an extension will not set a precedent in any other case, and denial of such a request is not subject to
appeal.

5.1.10 - Exit Interview - A confidential exit interview shall be conducted during the final week of the employee's current
position by the Town Manager or his designee. The purpose of an exit interview is to:

Provide the departing employee with information and assistance and to further good employee relations.
Provide the Town with insight into Town personnel and management practices.
Inform the employee about benefits and retirement information.

SECTION 5.2 - JOB DESCRIPTION:
The Town Manager or Human Resources Administrator will be responsible for preparing and periodically reviewing with
the Department Head an appropriate job description for each position using a standardized form. An employee will have a copy

of the job description for his/her position. The Human Resources Division shall be responsible for maintaining the current job
description. This description shall include, but not be limited to, the following:

Classification Title, Department and Division, Exempt/Non-Exempt, Union Status, General Purpose, Supervision Received,
Supervision Exercised, Essential Duties and Responsibilities, Peripheral Duties, Desired Minimum Qualifications, Special
Requirements, Tools and Equipment Used, Physical Demands, Work Environment and Selection Guidelines.

SECTION 5.3 - MANDATORY REVIEWS:

All new, promoted, transferred or demoted employees will be reviewed for performance purposes no later than six (6)
months after assuming their assignments as such period may be extended pursuant to Section 5.1.9.

All new, promoted or transferred employees will be reviewed for compensation purposes concurrently with their per-
formance review. If an employee is retained, based on the performance review, the employee will be granted a salary increase of
no less than one step. The salary increase shall be effective on the date of the completion of the probationary period.

All salary increases in excess of 2 steps are subject to prior approval of the Board of Selectmen.

SECTION 5.4 - MAINTENANCE OF AND ACCESS TO PERSONNEL RECORDS:

The Town Manager shall keep or cause to be kept, personnel records for each Town employee. The personnel records
shall contain:

¢ Application for employment;

Annual attendance (including vacation, sick leave and other leave used and accrued) for the past three (3) years, plus any
additional record needed to determine accrued sick leave;

Commendations and complaints;

Reference verification;

Tests and other information required prior to hiring;

Professional development and other records accumulated during employment;
Copies of performance evaluations;

A record of any and all personnel actions taken;

Copies of employee awards;

INS Form [-9;

Other pertinent information.
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The employee's personnel records shall be maintained as up to date as reasonably practicable but in every case
material shall be filed within three (3) months. Each employee shall have access to his/her complete personnel records upon
notice of five (5) business days to the Town Manager or designee. All information in the personnel records shall be available
in printed or electronic format. The employee shall be notified in writing when any information (except for routine salary
adjustments) is added to or removed from his/her personnel records.

No employee shall have access to any other employee's personnel records except that a Department Head shall
have access to the personnel records of any and all employees for whom the Department Head is responsible.

ARTICLE 6: CLASSIFICATION AND COMPENSATION PLANS

SECTION 6.1 - CLASSIFICATION PLAN:

The Classification Plan as established and modified from time to time by the Board of Selectmen according to Bylaw
is hereby designated Schedule A, and made a part hereof classifying by grade and specific job title and assigning to pay grades
certain exempt and non-exempt positions in the service of the Town, other than those which are specifically exempted ac-
cording to Article 4 (Applicability). This plan shall constitute the Classification Plan of the Town within the meaning of Section
108A of Chapter 41 of the General Laws.

The job title and job description for each position established by the Classification Plan shall be the official title of
the position and of the incumbent of the position, and shall be used to the exclusion of all others for all purposes relating to
the position including, but not limited to, payrolls and official records.

Before any individual may be hired, transferred or promoted into any newly established position, the position must
be included in the classification by job title and pay grade. If the job position is not already included in the Classification Plan,
then the requesting department shall seek such classification approval through the Town Manager in advance of any request
for funds.

The Town Manager may investigate and review the work of any position subject to the provisions of this policy and
recommend reclassification of the position as required.

Reclassification is the result of a re-evaluation of a position to place it on the appropriate grade based on an inter-
nal and external study or to recognize a change in the duties and responsibilities of a position. Reclassification shall not be
used as a device for promoting or demoting incumbents.

The Classification and Compensation Plans and job descriptions shall be reviewed on a periodic basis by the Town
Manager, who shall recommend to the Board of Selectmen correction of disparities that may have developed. In proposing
and implementing reclassifications, the Town Manager shall consult with Department Heads and Division Heads as appropri-
ate.

No employee may be appointed to a position not included in the Classification Plan.

SECTION 6.2. COMPENSATION PLAN:

The Compensation Plan established and modified from time to time by the Board of Selectmen according to Bylaw
is hereby designated Schedule B and made a part hereof, establishing compensation rates for each pay grade.

This plan may provide for rate progression through the steps. The compensation range established for any pay
grade shall be the range for all positions assigned by job title to that pay grade. The rates set forth in Schedule B shall consti-
tute the Compensation Plan of the Town within the meaning of Section 108A of Chapter 41 of the General Laws.

6.2.1. Total Compensation - The rates shown in Schedule B shall constitute the total remuneration for any position
including pay in any form unless a specific exception is noted. The schedule does not include actual and authorized expenses
necessarily incident to the employment. No employee shall receive compensation in any form from more than one depart-
ment, subject to waiver by the Town Manager for specific circumstances.

6.2.2. Positions Funded by Grants - Individuals serving the Town, who are funded by State or Federal programs,
shall be compensated at rates set forth in the Compensation Plan, unless the program mandates another rate of pay.

Employees, whose pay may be funded in part by State or Federal programs subject to approval by Town Meeting,
may be supplemented in an amount recommended by the Town Manager which is necessary to properly relate them to the
appropriate job title and pay grade in which they are to perform.

6.2.3. Cooperative, Training or Seasonal Employees - Cooperative or placement training college students and sea-
sonal employees serving the Town shall be compensated at rates established by the Town Manager.

6.2.4. Starting Pay Rates - Individuals shall be paid no less than the minimum pay rate of the applicable grade. Con-
sideration of a starting salary above the minimum must be based on skill and/or experience. Starting pay rates which exceed
Step 8 must have prior approval by the Board of Selectmen.




6.2.5. Out of Classification Pay - An employee who is assigned in writing by the Department Head or the Town Manager to
perform all of the job duties, and not merely individual tasks of a higher position, and replaces an absent employee for more than
three (3) consecutive work days, shall be paid at the lowest step in the grade of the absent employee that will ensure an increase of
5% over their base pay.

6.2.6. Overtime Compensation - Overtime at the rate of time and a half shall be paid to non-exempt employees for the
number of hours worked in excess of forty (40) or thirty seven and one-half (37 1/2) hours whichever is the regular work week of the
employee.

6.2.7. Compensatory Time for Non-Exempt Employees - By mutual agreement between a Department Head and an em-
ployee, compensatory time in lieu of pay may be substituted on a time and a half basis for the number of hours worked in excess of
forty (40) or thirty seven and one-half (37 %) hours whichever is the regular work week of the employee. The mutual agreement must
occur before the work is performed. Compensatory time off may be accumulated to a maximum number of hours as an employee’s
regular work week and must be scheduled by mutual consent of the employee and the Department Head.

6.2.8. Compensatory Time for Exempt Employees - The Town recognizes that exempt employees are often required to
work in excess of thirty seven and one-half (37 1/2) hours or forty (40) hours. Exempt employees recognize that the nature of ex-
empt work is such that additional hours may be necessary to accomplish the requirements and responsibilities of the job.

Situations where exempt employees may not normally be eligible for compensatory time off include, but are not limited to,
sporadic extra time to keep projects on schedule, attendance at evening meetings with Town Boards, Committees and Commissions
and extra time required to catch up on routine work.

Situations where exempt employees may qualify for compensatory time off include, but are not limited to, sustained extra
effort where the employee is requested by his/her Manager to work extra hours with little or no discretion on the employee's part as
to whether or not to work or to schedule the work at a different time, and additional hours generally worked under a predetermined
planned schedule arranged in advance.

By mutual agreement between a Department Head and an exempt employee, compensatory time is available at a rate of
hour for hour. A maximum of one (1) week of compensatory time per calendar year may be utilized. Compensatory time will be
taken with the Department Head's approval at the convenience of the Department, and no compensatory time will be carried over
into a new calendar year. In the case of Department Heads, mutual agreement will be with the Town Manager. There shall be no
payment of unused compensatory time at the end of the year.

ARTICLE 7: EMPLOYEE GUIDELINES

The Town of Reading expects its employees at all times to act in the best interests of the Town and its residents. This in-
cludes an expectation that all employees will meet the highest standards of ethics and honesty, that there will be no political activity
on the part of the employee that could relate to the employee's position with the Town, and at all times the employee will act in a
manner that will reflect well upon the employee and the Town.

SECTION 7.1 - NEPOTISM:

When in the normal selection process, relatives of Town employees or officials are considered for appointment or promo-
tion, the Town Manager will be notified by the Department Head. No person shall be hired or promoted based upon their family rela-
tionship to another Town employee. No employee shall be in a position that provides supervision over his/her relative.

This policy is not for the purpose of depriving any person of an equal chance for employment with the Town, but is solely
intended to eliminate the perception of or potential for preferential treatment of the relatives of government personnel.

This policy will not be construed to deprive any person employed on December 14, 1987, the effective date of this policy, of
any promotional right in normal career development nor change the existing status of any employee. However, the Town may modi-
fy schedules, shifts, squads or work units to eliminate any potential for conflict under this policy.

Relatives, for the purpose of this policy, shall include all members of the immediate family including spouse, parents, broth-
ers, sisters, direct line aunts and uncles and nieces and nephews, children, grandparents, grandchildren and in-laws. Cousins and
aunts, uncles, nephews and nieces by marriage are not regarded as members of the immediate family for purposes of this policy.

Section 7.2 - Harassment and Discrimination Prohibited:

7.2.1. Introduction - The Town of Reading’s goal is to promote and maintain a work environment that is free from discrimi-
nation and sexual harassment.

Discrimination or sexual harassment of any individual by an employee of the Town in the performance of that employee's
duties, or in any way related to that employee's duties, or discrimination or sexual harassment of an employee by another employee
is unlawful, strictly prohibited and will not be tolerated by the Town. Further, any retaliation against an individual who has com-
plained about sexual harassment or discrimination or retaliation against individuals for cooperating with an investigation of a sexual
harassment or discrimination complaint is similarly unlawful, will not be tolerated, and may result in disciplinary action. The Town
will take reasonable action to protect all parties and witnesses involved in this process from retaliation.



7.2.1. Introduction cont.

To achieve the Town'’s goal of providing a workplace free from sexual harassment and discrimination, the conduct that is described
in this policy will not be tolerated and the Town has provided a procedure by which inappropriate conduct will be dealt with, if en-
countered by employees. Because the Town of Reading takes allegations of sexual harassment and discrimination seriously, we will
respond promptly to complaints of sexual harassment and discrimination and where it is determined that such inappropriate con-
duct has occurred, the Town 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 work environment that is free of sexual har-
assment and discrimination, this policy is not designed or intended to limit the Town’s authority to discipline or take remedial action
for workplace conduct which the Town deems unacceptable, regardless of whether that conduct satisfies the definition of sexual
harassment or constitutes discrimination.

7.2.2. - Definition of Sexual Harassment and Discrimination —

Discrimination occurs when actions, procedures, policies or personnel treat an individual adversely solely on the basis of
the individual's race, color, religious creed, national origin, sex, age, ancestry, sexual orientation or disability. Discrimination on the
basis of sex shall include, but not be limited to, sexual harassment.

Harassment on the basis of an individual's race, color, religious creed, national origin, sex, age, ancestry, sexual orientation
or disability includes any unwelcome physical or verbal action toward another that has the purpose or effect of creating an intimi-
dating, hostile, humiliating or offensive working environment. Examples of actions that may constitute harassment include, but are
not limited to, the following:

¢ Using racial slurs;
¢ Displaying symbols of hate;

Making generalizations about people;

* o

Using stereotypes;

¢ Telling racial or ethnic jokes;

¢ Displaying pictures of a sexual nature;

¢ Making derogatory comments of a sexual nature.

Sexual harassment is unwanted attention directed toward a person because of his or her gender. Sexual harassment in the
workplace is unlawful and will not be tolerated._In Massachusetts, the definition of sexual harassment means sexual advances, re-
quests for sexual favors and other verbal, visual or physical conduct of a sexual nature when:

(a) submission to or rejection of such advances, requests or conduct is made an implied or explicit term or condi-
tion of success in employment, or as a basis for employment conditions; or

(b) such advances, requests or conduct have the purpose or effect of substantially interfering with an individual's
work performance or creating an intimidating, hostile, humiliating or offensive work environment.

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.

While it is not possible to list all of 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:

¢ Unwelcome sexual advances whether they involve touching or not;

Unwelcome leering or staring, whistling, catcalling or making offensive gestures or noises;

Making suggestive remarks, sexual epithets, jokes of a sexual nature or using derogatory sexual terms;
Displaying sexually suggestive photographs, cartoons, illustrations, pictures or objects;

Blocking a person's movements;

* & & o o

Unwelcome touching, brushing against the body, pinching, hugging, kissing or patting of the body, pulling or lifting of clothing;
or the

¢ Pressuring a person for dates, commenting on an individual’s body, commenting about an individual’s sexual activity, deficien-

cies or prowess or providing information or discussing one’s personal sexual experiences.



All employees must take special note that, as stated above, retaliation against an individual who has complained about
sexual harassment, and retaliation against individuals for cooperating with an investigation of a sexual harassment complaint
is unlawful and will not be tolerated by the Town of Reading.

Victimizing harassment in the form of bullying or victimizing is considered harassment under this policy. An em-
ployee is being bullied or victimized when he/she is exposed to negative actions on the part of one or more other employees,
that have the purpose or effect of substantially interfering with the employee's work performance or creates an intimidating,
hostile, or offensive work environment for the person. Examples of actions that may constitute victimizing harassment in-
clude, but are not limited to, the following:

¢ Physical threatening (bullying);
¢ Making comments about an individual's size, weight, height, etc.;
¢ Making comments about an individual's perceived lack of intelligence;

¢ Making undue use of negative sarcasm toward an individual.

7.2.3. Complaints of Discrimination or Sexual Harassment

Any employee who believes that he/she has been the victim of discrimination or sexual harassment has the right to
file a complaint either in writing or orally. Complaints should be reported to one of the following people:

his/her supervisor or the next level of superior in the Department, or
Human Resources Administrator  (781) 942-9033

Town Hall

16 Lowell Street

Reading, MA 01867, or
Town Manager (781) 942-9043

Town Hall

16 Lowell Street

Reading, MA 01867.

It is suggested, but not required, that an employee fill out a Complaint Form, which is available in the Human Re-
sources Office. The Human Resources Administrator or the Town Manager is also available to discuss any concerns you may
have and to provide information to you about the Town’s policy on discrimination and sexual harassment and the complaint
process.

7.2.4. Investigation - All complaints, verbal or written will be promptly investigated in a fair and expeditious man-
ner. Within three (3) working days of receiving a verbal complaint or a written Complaint form, an investigator designated by
the supervisor, Department Head, Human Resources Administrator or Town Manager shall meet with the subject of the re-
ported discrimination or sexual harassment and begin the investigation. Any employee involved in an incident of discrimina-
tion or harassment can expect that: (1) the complaint will be taken seriously and will be appropriately investigated; (2) the
investigation will begin promptly and proceed in a timely manner; (3) steps will be taken to stop any discriminating or harass-
ing behavior; and (4) due process rights will be respected.

The investigation will be conducted in such a way as to maintain confidentiality to the extent practicable under the
circumstances. Complaints will be addressed in a confidential manner to protect the privacy of all individuals involved. Infor-
mation provided under this policy will be disclosed with others on a need-to-know basis only. However, in order for the Town
to take appropriate action, it may be necessary for the Town to disclose the complaining individual's name to the accused
employee, and for the complaining individual to provide testimony before the accused employee in the presence of the ap-
propriate authorities. The complaining individual and the accused employee may, if applicable, request union/association
representation to assist him/her through the complaint process, in accordance with any process in any union contract that
addresses the issue of an investigative procedure. After conducting an appropriate investigation, the investigator will deter-
mine whether the sexual harassment and discrimination policy has been violated and, if so, determine the severity of the
behavior. To the extent appropriate, the Town will inform the person filing the complaint and the person alleged to have
committed the conduct of the results of that investigation.



7.2.5. Disciplinary Action - If it is determined that inappropriate conduct has occurred, the Town will act promptly to
eliminate the offending conduct and where appropriate, disciplinary action will be imposed. The investigator will recommend to the
employee’s supervisor, Department Head, Human Resources Administrator or Town Manager the appropriate action to resolve the
situation including, but not limited to, the following:

¢ Verbal warning or reprimand;

¢ Verbal or written apology to the alleged victim;

¢ Written warning or reprimand entered into the employee's file;
Conference with the alleged victim;

Attending required counseling;

Receiving a letter from the alleged victim; or

* o * o

Suspension, demotion or dismissal subject to collective bargaining agreements and applicable Federal, State and local law and
bylaws.

These actions are not to be considered as progressive actions but rather may be taken in any order or combination to
effectively deal with the situation. Any action except for a verbal warning or reprimand, a verbal or written apology to the com-
plaining individual, or a written warning or reprimand entered into the employee's file, shall be handled by the Town Manager. A
written warning or reprimand, the requirement to have a conference with the complaining individual, the requirement to attend
counseling sessions, the receipt of a letter from the complaining individual, or suspension or termination will all be documented in
the accused employee's personnel file.

7.2.6. State and Federal Remedies — In addition to above, any person who believes that they have been subjected to
sexual harassment or discrimination may file a formal complaint with either or both of the governmental agencies set below:

Massachusetts Commission Against Equal Employment Opportunity
Discrimination (“MCAD”) Commission (“EEOC”)

1 Ashburton Place, Room 601 475 J.F.K. Federal Building
Boston, MA 02108 Government Center

(617) 994-6000 Boston, MA 02203-0506

(617) 565-3200
Each of these agencies has a short time period for filing a complaint. (Equal Employment Opportunity Commission, 300

days; Massachusetts Commission Against Discrimination, 300 days.

For claims of harassment against the Town Manager, see Article 5 of the Reading Home Rule Charter.

Section 7.3 - Conflict of Interest :

All employees shall comply with the State Conflict of Interest Law in all respects. In addition thereto:

1. Outside Employment - No employee shall accept outside employment if such outside employment directly interferes
with an employee's performance. No employee shall receive or request compensation from, or act as an agent or attorney for any-
one other than the municipality in relation to any matter in which the Town is a party or has a direct and substantial interest.

2. Solicitations and Acceptance of Gifts, Gratuities, Fees, Loans, etc. - No Town employee, acting in his/her professional
capacity on behalf of the Town, shall solicit or accept any personal gift, gratuity, loan, fee or other thing of value. Employees may
accept fees for work done on their own time provided the individual or group engaging the employee has no contractual relation-
ship with the Town. No employee shall solicit any gift or gratuity from another employee.

3. No employee shall use or attempt to use his/her official position to secure unwarranted privileges or exemptions for
him/herself or others.

4. No employee shall, by his/her conduct, give reasonable basis for the impression that any person can improperly influ-
ence or unduly enjoy his/her favor in the performance of official duties, or that he/she is unduly affected by the kinship, rank, posi-
tion or influence of any party or person.

Employees should be aware of the Policy on Defense of Actions Brought Against Public Employees, available from the
Town Manager, which the Board of Selectmen adopted and was effective as of July 1, 1996.



SECTION 7.4 - POLITICAL ACTIVITY:

It shall be the policy of the Town to appoint, promote, demote and remove all employees without regard to political con-
siderations.

The political opinions or affiliations of any resident shall in no way affect the amount or quality of service a resident re-
ceives from the Town.

Town employees shall not engage in any political activities including, but not limited to, campaigning for themselves or
individual candidates, or campaigning for support of or opposition to ballot questions, during working hours, nor in uniform nor on
Town property (except in locations designated by the Town Manager), nor using Town resources including office space, equipment,
vehicles, uniforms, etc. Employees shall not directly or indirectly use or seek to use the authority or influence of their positions to
control or modify the political action of another person.

Any employee may, on his/her own time, and without the use of any Town resources, advocate for or against any ballot
question. Town resources include office space, equipment, vehicles, uniforms, etc. Town employees may not participate in fund
raising for any ballot question, may not solicit or receive any political funds from anyone, may not give, solicit, or receive political
funds in any public building, and may not serve on any steering committee or as treasurer of any group that has as its purpose fund
raising for any ballot question or candidate.

Nothing in this section shall be construed to prevent Town employees from becoming or continuing to be members of any
political party, club or organization; attending political meetings during non-working hours, and not in uniform; expressing their
views on political matters during non-working hours; circulating petitions on public questions or voting with complete freedom in
any election.

Section 7.5 - Use of Town Property:

The use of Town property and supplies for personal use is not permitted. Personal telephone calls shall be limited in
number and duration and in the event that a personal call is necessary, the Town will be reimbursed for its cost (if any).

SECTION 7.6 - DRUG FREE WORKPLACE:

The Town of Reading workplace shall be drug-free. The unlawful manufacture, distribution, dispensing, possession or use
of a controlled substance is prohibited on Town-owned property. Employees who violate this condition of employment will be
subject to appropriate personnel action up to and including termination.

Every employee will be made aware of the dangers of substance abuse in the workplace, and will be notified of the intent
to maintain a substance-free workplace. Every employee will be notified of the availability of drug counseling rehabilitation and
any other employee assistance activities that may exist. The penalty for drug abuse or substance abuse, such as conviction for a
violation occurring in the workplace, may be required participation in a program approved for drug abuse rehabilitation by the Fed-
eral, State, or local health agency.

As a further condition of employment, employees will abide by the terms of this statement, and notify the Town Manager
of any criminal substance abuse conviction no later than five (5) days after such conviction.

ARTICLE 8: CHANGE OF EMPLOYMENT STATUS

SECTION 8.1 - TRANSFER:

. A transfer takes place when an employee is assigned to a different job title with the same level of responsibility and at the
same pay grade. A transfer may be either voluntary or involuntary.

. Employees who desire to voluntarily transfer within the Town may do so upon approval of the Town Manager if a position
vacancy exists, and if the supervisor of the vacant position finds the employee qualified.

. A request for voluntary transfer to a different department shall be submitted in writing to the Town Manager, who shall
review the request with the Department Heads, and make a finding regarding the employee's suitability for the position.

. A request for voluntary transfer within a department shall be submitted in writing to the Department Head, who shall
review the request, and make a recommendation to the Town Manager.

. Employees whose services in a given position are no longer required, or whose performance fails to meet Town stand-
ards, may be transferred involuntarily to a different position.

. Involuntary transfers shall be ordered in writing by the Town Manager after consultation with the Department Heads
affected.
. A probationary period shall be mandatory following transfers. Employment status, benefits and anniversary date will not

be affected by transfers.



SECTION 8.2 - PROMOTION:

Promotion is the advancement of any employee to a position with a higher level of responsibility. Promotions may be
awarded through the filling of a vacancy in a higher grade. Promotions may be temporary or permanent. When an employee is
promoted to a higher job classification, he/she will be placed in the appropriate grade for the new job at a step which will ensure no
less than a 5% increase in pay.

Promotions will be made by the Town Manager in consultation with the Department Head.

A probationary period shall be mandatory following promotions. Employment status, benefits and anniversary date will
not be affected by promotions. If an employee whose current position does not include time off benefits is promoted to a position
that does include time off benefits, he/she may use sick time as it accrues during the probationary period.

SECTION 8.3 — DEMOTION AND REASSIGNMENT:

Demotion is the assignment of an employee from one position to a position with less responsibility. Demotions may be
ordered by the Town Manager:

as a disciplinary action or

due to an unsatisfactory performance evaluation followed by continued unsatisfactory performance during the probationary
period.

The Town Manager may, following consultation with a Department Head, assign the demoted employee to a position
with lower level of responsibility and/or lower level of pay. A probationary period shall be mandatory following a demotion. Em-
ployment status, benefits and anniversary date will not be affected by demotions.

An employee may be reassigned from one position to a position with less responsibility. A reassignment may be ordered
by the Town Manager because of

a reclassification downward of an employee's position or
the reorganization of Town services.
Employment status, benefits and anniversary date will not be affected by a reassignment.

SECTION 8.4 - LAY-OFF:

Lay-off is the involuntary separation of an employee from the Town's service because of lack of work, lack of funds or the
discontinuance of a position.

Lay-offs may be ordered for the above reasons, and may be for a definite or indefinite period of time. Lay-offs shall not
be used as a disciplinary measure.

Lay-offs shall be determined by the Town Manager in the following circumstances:

Upon discontinuance or reduction of a Town program or service;
As a means of reducing salary and wage costs in order to meet budget restrictions;
Upon reorganization of a Department or operating unit of the Town.
Lay-offs within positions performing the same functions shall be conducted in the following order:

1.Seasonal Employees

2.Temporary Employees

3.Part-time Employees

4.Full-time Employees

Employees separated by lay-off shall be given first consideration for new vacancies which may develop in the Town ser-
vice within two (2) years.

Before ordering a lay-off, the Town Manager shall consult with the affected Department Heads. A determination shall be
made on the number of positions to remain after the reduction in force is effected. Where possible, transfers, demotions and reas-
signment shall be offered prior to lay-offs, beginning at the highest level where reductions need to be made and then proceeding
downward in the table of organization. Employees in the same level shall then be evaluated in terms of performance and length of
service to determine retention status.

The Town will attempt, unless circumstances make it impractical, to give no less than thirty (30) days written notice to any
employee whose job is being eliminated or reduced in hours.

SECTION 8.5 - RESIGNATION:

Resignation is a voluntary action of any employee to terminate employment with the Town. A resignation shall be sub-
mitted in writing to the Town Manager with a copy to the Department Head at least two (2) weeks prior to the effective date of
termination.

If at least two (2) weeks notice is not given, the employee shall be considered to have resigned not in good standing and
shall forfeit any benefits accrued except as prohibited by law. Oral resignation will be deemed binding but shall not constitute resig-
nation in good standing.



SECTION 8.6 - RETIREMENT:

All employees covered under the Retirement System shall be governed by the requirements and provisions of the System
relating to retirement age and benefits.

An employee contemplating retirement should notify the Human Resources Administrator in writing at the earliest date
that such a decision is being considered, in order to be aware of what benefits may be available through early notice (6 months) of
retirement. (See Sections 9.3 and 9.13.11 of these policies.)

The employee should notify the Town Manager as soon as possible but not less than two (2) months before retirement.
The employee should also apply to the Retirement System if pension benefits are available.

ARTICLE 9: BENEFITS AND WORKING CONDITIONS

The following benefits apply to all regular employees of the Town whose regular work week is twenty (20) hours or more,
unless noted differently in each section. Time off benefits shall be made available to part-time regular employees who work more
than twenty (20) hours per week on a pro-rata basis. For example, if an employee works twenty eight (28) hours per week and the
full time work schedule for the position is thirty seven and one half (37.5) hours per week, the employee will be entitled to 28/37.5
of the applicable benefits. A "day" of vacation would therefore be equal to 5.6 hours. No time off benefits are available to part-
time employees who work less than twenty (20) hours per week.

All time off benefits are determined on a calendar year basis.

The Town will maintain a complete and accurate record of attendance for each employee, setting forth the amount of
time off benefits available for the calendar year, the dates of time off benefits used and the amount of time off benefits remaining
for the calendar year. Such record shall be available for inspection by the individual employee upon reasonable request and shall
be reviewed periodically with the employee at least annually. The employee shall have the responsibility of reviewing the time off
benefit record for accuracy.

The Board of Selectmen may, from time to time, develop alternative benefit packages for Department and Division Heads.

SECTION 9.1 - SERVICE CREDIT:

Service credit is used primarily to determine eligibility for vacation and other time off benefits. Service to the Town shall
be determined as the service accrued by a regular employee, commencing from the date of employment, or benefit date if it is
different from date of employment, which is uninterrupted except by vacation, military service, or other authorized leave of ab-
sence pursuant to Section 9.9 Family and Medical Leave Act, and Section 9.10 Leaves of Absence other than FMLA Leave.

Termination for any reason shall constitute a break in service. If a former employee of the Town returns to the service of
the Town and completes at least five (5) years of continuous service following such return, the amount of continuous service imme-
diately preceding the interruption of work for the Town shall be added to the five (5) years of current service to compute a new
Service Credit date. Service credit is not granted for any period of time that the employee was a temporary employee or a part
time nonbenefited employee. The probationary period will count for service credit.

An employee who has changed from regular part-time benefited status to regular full-time status will have service credit
determined for the period of part-time service on a prorated basis. For example, if an employee worked six (6) years at 2/3 time,
and then assumed a full-time position, the amount of service credit available for the part-time work would be four (4) years, and all
hours of accrued vacation, personal leave or sick leave would be credited to the employee as earned.

An employee who has changed from full-time status to part-time status will retain their full amount of service credit, and
accrued hours of vacation leave, floating holiday leave and sick leave will be credited to the employee as earned.

If the employee was eligible for and took sick leave buyback when he/she left the service of the Town, then the employee
must repay to the Town the amount of money paid in sick leave buyback as a condition of being granted past accrued sick leave.
The returning employee will be credited with the number of hours of sick leave that the buyback represented based on the rate of
pay at the time of termination.

SECTION 9.2 - SICK LEAVE:

All regular full-time and regular part-time employees who work twenty (20) hours or more per week shall be eligible for
payment from accrued sick leave for time absent due to illness, injury, or medical appointments that cannot be arranged after regu-
lar working hours. A policy on the procedure for informing a supervisor and/or Department Head of illness or injury will be used in
each department.

Effective January 1, 2010 sick leave shall accrue on the basis of 1 (one) day per month of service beginning on the first day
of the month of employment. Prior to January 1, 2010 sick leave shall accrue on the basis of 1 % days per month. Unused sick leave
shall be accumulated from year to year without limitation.



Section 9.2 - Sick Leave: cont.

Up to five (5) days of accrued sick leave, not covered under Section 9.9 Family and Medical Leave Act, may be used by an employee
to attend to a spouse, parent or child, or someone who lives in the same household as the employee, and who is ill. There will be
no carry-over of this benefit from one calendar year to another calendar year. The Town Manager may extend the sick leave used in
this manner beyond what is permitted. This extension of the leave will be granted only for extraordinary circumstances where such
an extension is warranted. Such an extension will not set a precedent in any other case and denial of such a request is not subject
to appeal.

When absence by reason of sickness or injury is for a period of three (3) consecutive days or more, the Department Head may re-
quire the employee to submit a letter from a regularly licensed practicing physician giving the prognosis of the sickness or injury
before the employee shall be entitled to sick leave with pay. The Town, at its expense, reserves the right to have a physician exam-
ine the employee.

When absence is compensable under Worker's Compensation Law, an employee may, upon signing written authorization,
be paid the difference between Worker's Compensation benefits and his/her regular base salary until part or all of his/her accumu-
lated sick leave has been used. Sick leave used in this manner shall be charged at a rate of 0.4 days for each day the employee is on
Worker's Compensation leave.

An employee who is on paid vacation and who is hospitalized for an injury or iliness, at his/her option and provided that
he/she has sick leave available, may have his/her vacation time changed to paid sick leave for the period of the actual hospitaliza-
tion.

SECTION 9.3 - SICK LEAVE BUYBACK:

ALL EMPLOYEES HIRED AFTER AUGUST 31, 2009 ARE INELIGIBLE FOR SICK LEAVE BUYBACK.

ELIGIBLE EMPLOYEES HIRED PRIOR TO SEPTEMBER 1, 2009 WHO TERMINATE EMPLOYMENT (EXCEPT TERMINATION BY
THE TOWN OR RESIGNATION NOT IN GOOD STANDING) AND WHO WORK TWENTY (20) HOURS OR MORE PER WEEK, AFTER SEVEN
(7) YEARS OF BENEFITED EMPLOYMENT, SHALL BE PAID FOR UNUSED SICK LEAVE NOT EXCEEDING ONE HUNDRED (100) DAYS AT
FIFTY PERCENT (50%) OF HIS/HER DAILY RATE OF PAY AT THE TIME OF THEIR TERMINATION. SICK LEAVE BUYBACK SHALL BE PAID
TO THE ESTATE OF ANY EMPLOYEE WHO IS ELIGIBLE FOR IT AT THE TIME OF HIS/HER DEATH.

The following positions have always been ineligible for sick leave buyback unless the employee fulfilled the criteria below.

Appraiser Library Director

Assistant Appraiser Library Division Heads
Assistant Library Director Network Administrator
Assistant Town Manager/Finance Director Office Manager

Assistant Collector Police Chief

Assistant Town Clerk Police Business Administrator
Assistant Treasurer Project Director

Building Inspector Public Works Director
Community Services Director/Town Planner Recreation Administrator
Conservation Administrator Retirement Board Administrator/Assistant Town
Database Administrator Accountant

DPW Business Administrator Technology Coordinator
Elder/Human Services Administrator Town Accountant

Fire Chief Town Clerk

Forestry, Parks and Cemetery Supervisor Town Engineer

GIS Coordinator Treasurer Collector

Head Public Safety Dispatcher Veteran’s Service Officer
Health Services Administrator Water/Sewer Supervisor
Highway/Equipment Supervisor Water Quality Supervisor

Human Resources Administrator



Any employee among the above titles who as of December 14, 1987 (the time of the initial adoption of this policy) has
already earned one hundred (100) unused sick days, and who was at that time eligible for sick leave buyback benefits, is grandfa-
thered and will be compensated for sick leave buyback upon retirement or resignation.

Any employee who is promoted to one of the above titles and was eligible for sick leave buyback before being promot-
ed, will be compensated upon retirement or resignation for unused sick leave not to exceed one hundred (100) days at 50% of his/
her daily rate of pay that was in effect prior to the promotion. Should a promoted employee have less than one hundred (100)
days of unused sick time at the time of promotion, he or she will not be able to add days to that total.

SECTION 9.4 - ADVANCEMENT OF SICK LEAVE:

It is recognized that, under some circumstances, an employee may be ill or injured and not have adequate accrued sick
leave to cover the incident.

The Town Manager may, upon written request from an employee, with written endorsement from the employee's De-
partment Head, advance up to two (2) weeks (10 working days) of sick leave to any regular full time or regular part time employee
who works twenty (20) hours or more per week. Included in the consideration of approval of the advancement of sick leave will
be:

1. The likelihood that the employee will be able to repay the advanced sick leave;

2. A pattern of abuse of sick leave which may be cause to deny the advancement of sick leave;

3. Whether the employee has used all accrued compensatory time or floating holidays. The Town Manager may require
accrued vacation to be used prior to advancement of sick leave, depending upon the time of year the incident occurs and the
amount of vacation time available;

4. Other factors that may be relevant to the issue of advancement of sick leave.

SECTION 9.5 - SICK LEAVE BANK:

A "Sick Leave Bank" shall be established and maintained for the purpose of protecting regular full time and regular part
time benefited employees against loss of income due to long term iliness or disability.

1. The Sick Leave Bank will be administered by a committee consisting of one (1) member to be elected from each of the
constituent bargaining units that elects to participate (Engineers Unit, Public Works Unit, Police Officers, Police Superior Officers,
Dispatchers and others) and appointees of the Town Manager one less than the aggregate number of members representing the
Unions. All members of the Sick Leave Bank Committee shall be participants in the Sick Leave Bank.

2. Employees eligible to withdraw sick leave days from the Sick Leave Bank must make application to the Sick Leave Bank
Committee. The Committee may review the employee’s records of attendance kept by the Town. The Sick Leave Bank Com-
mittee's decision shall be by majority vote and shall be final and not subject to the grievance and arbitration procedure.

3. Sick leave days may be deposited in the Sick Leave Bank in the following manner: Any employee eligible to partici-
pate in the Sick Leave Bank shall contribute four (4) days of his/her accumulated sick leave on July 1* of the year that the employ-
ee initially joins the Sick Leave Bank. Employees will contribute two (2) days annually on July 1% for the following four years, and
then one (1) day annually on July 1 thereafter, unless they give written notification to the Sick Leave Bank Committee by June 30"
that they wish to withdraw their membership in the Sick Leave Bank.

4. The Sick Leave Bank Committee may, with the approval of the Town Manager, vote to change the number of days
contributed per year. If the number of hours in the Sick Leave Bank falls below 10,000, or if the membership in the Sick Leave Bank
fluctuates significantly, then the policy of contributing two (2) days yearly for all members may be reinstated.

5. Unlimited sick leave days may be credited to the Sick Leave Bank by all employees, provided that no employee shall
contribute more than two (2) days per year unless approved pursuant to Paragraph 4 above.

6. In order to be eligible to apply to the Sick Leave Bank for withdrawal of sick leave days, the employee must have used
up all of his/her own accumulated sick leave, and be a participant in the Sick Leave Bank.

7. In order to be eligible to make application to the Sick Leave Bank, an employee must have suffered an illness or disa-
bility resulting in thirty (30) consecutive days of work missed; or resulting in five (5) days without pay, whichever comes first. That
is, an employee with fewer than thirty (30) days of accumulated sick leave will not become eligible to withdraw sick leave from the
Sick Leave Bank until he/she has gone five (5) consecutive work days without pay due to the same illness or injury; any employee
with accumulated sick leave in excess of thirty (30) days shall be eligible to receive days from the Sick Leave Bank on the day fol-
lowing the exhaustion of his/her own accumulated sick leave. Paid vacation and/or floating holiday time may be allowed to be
substituted for the five (5) days without pay. Notwithstanding the language in this paragraph, if an employee has missed thirty
(30) days of work non-consecutively due to the same illness, then this paragraph may be waived by the Sick Leave Bank Com-
mittee.

8. The Sick Leave Bank Committee may require the employee to substitute paid accrued vacation and/or floating holiday
leave for leave available from th9. Any employee who is eligible for Worker's Compensation during the period of disability shall
not be eligible for the use of the Sick Leave Bank.

10. Should the Sick Leave Bank be eliminated, all days accumulated shall be equally divided among the participants.

11. Applications to join or withdrawal time from the Sick Leave Bank may be obtained from any member of the Sick
Leave Bank Committee or the Human Resources Administrator.



SECTION 9.6 - BEREAVEMENT:

9.6.1. Up to five (5) days leave with pay will be granted by the Town Manager for death in the immediate family. Im-
mediate family is defined as a spouse, parent, grandparent, grandchild, brother, sister, son, daughter, mother-in-law, father-in-law,
daughter-in-law or son-in-law.

9.6.2. One (1) day leave with pay will be granted to any employee to attend the funeral or other memorial service of
other members of his/her family defined as aunt, uncle, sister-in-law, brother-in-law, niece or nephew.

9.6.3. This benefit is available to all regular full-time and regular part-time employees who work twenty (20) hours or more
per week.

9.6.4. The Town Manager may grant the bereavement/emergency leave beyond what is permitted in 9.6.1, 9.6.2 or
9.6.3 above. This leave will be granted only for extraordinary circumstances where such an extension is warranted. Such an exten-
sion will not set a precedent in any other case and denial of such a request is not subject to appeal.

SECTION 9.7 - MILITARY LEAVE:

Employees who are regular employees and who serve in the Armed Forces of the Commonwealth, or as members of an
organized unit of a ready reserve component of the Armed Forces of the United States, under orders, will be allowed the difference
between base pay they receive for such service and their regular rate of compensation from the Town, in performance of the mem-
ber's annual active duty for training requirements (e.g., the 2 or 3 week annual encampment).

Employees shall be entitled, during times of service in the Armed Forces of the Commonwealth or during tours of duty as
members of a reserve component of the Armed Forces of the United States, to be released from work, without compensation, in
order to attend assigned weekly and week-end drills which require absence from normally scheduled work tours. Such absence for
military duty must be in response to Federal or State authority; i.e., competent oral or written orders.

The Town, at its option, reserves the right to require the reservist to present written orders or suitable military documen-
tation to support the military absence. Active (drilling) reservists are required to present their annual (or semiannual) unit training
calendar to their supervisor within thirty (30) days of its publication. The employee will confirm his/her request for such military
absence in accordance with existing Town policy for all other absences. In that all military absences cannot be forecasted so as to
enable the reservist to comply with the Town's policy of advance notice, a reasonability standard will be applied. The reservist is
required to give such reasonable notice, assuming he/she has been sufficiently informed by his/her military unit.

In accordance with General Laws Chapter 149, §52A, an employee who is a member of an organized unit of the ready re-
serve of the armed forces, who, in order to receive military training with the armed forces of the United States not exceeding seven-
teen days in any one calendar year, leaves a position other than a temporary position in the employ of any employer, and who shall
give notice to his employer of the date of departure and date of return for the purposes of military training, and of the satisfactory
completion of such training immediately thereafter, and who is still qualified to perform the duties of such position, shall be entitled
to be restored to his previous, or a similar, position with the same status, pay and seniority, and such period of absence for military
training shall be construed as an absence with leave. In addition, such absence for military training shall not affect the employee's
right to receive normal vacation, sick leave, bonus, advancement and other advantages of his employment normally to be anticipat-
ed in his particular position.

Additional short term absences will be in an approved leave without pay status, and as such will be in accordance with
Town policy for all employees in such leave without pay status. If the employee desires to maintain his/her insurance benefit pack-
age, he/she may do so at his/her option by paying both his and the employer's shares (contribution). In the event the insurance
benefits are suspended during the military absence, they will be re-instituted immediately upon the employee's return to paid work
status.

Employment seniority for retirement purposes and benefits will not be decreased due to military absences in compliance
with competent military authority. Military absences served in the capacity of active duty (per 10 USC), as a member of the active
forces, are limited to a cumulative total not to exceed five (5) years. Active military service in excess of five (5) cumulative years
denies the employee the statutory protection of the Federal Act protecting reemployment rights of returning veteran (38 USC, Ch.
43).

SECTION 9.8 - JURY SERVICE:

Any employee shall be allowed leave to fulfill jury duty. If the jury fees, exclusive of travel allowances, received by said
employee for such jury duty shall be less than the regular pay received by him from the Town, the difference between said fees, and
regular pay shall be paid to such employee by the Town. However, as a condition to receiving such payment, the employee agrees
that if discharged for a reasonable portion of regular work hours, the employee will report to his/her supervisor for such work as
may be assigned. An employee performing such jury duty and who desires the benefits of this section may be required to present
weekly to the Department Head a certificate by the Court or a duly authorized representative as to the time spent by the employee
in such jury duty during such week.




SECTION 9.9 - FAMILY AND MEDICAL LEAVE ACT:

The provisions of the Family and Medical Leave Act of 1993 (FMLA) entitle an eligible employee to a total of twelve (12)
workweeks of unpaid leave during a twelve (12) month period for one or more of the following reasons:

The birth and care of the newborn child of the employee;

The placement with the employee of a son or daughter for adoption or foster care;

To care for an immediate family member (spouse, child or parent) with a serious health condition;
To take medical leave when the employee is unable to work because of a serious health condition;

A qualifying exigency (need) arising out of the fact that the employee’s spouse, son, daughter, or parent is a covered military
member of the National Guard and Reserves on active duty (or has been notified of an impending call or order to active
duty) in support of a contingency operation;

Military caregiver leave (i.e. covered service member leave) to care for a service member with a serious injury or illness incurred
in the line of duty on active duty. Eligible employees who are the spouse, son, daughter, parent, next of kin (closest blood
relative), are entitled to a special leave entitlement of up to 26 weeks to care for a covered service member during a single
12 month period.

Leave qualifying as FMLA may either be requested by the employee or will be designated as FMLA leave by the Town when
it appears that the reason for the leave fits the Family and Medical Leave Act.

9.9.1 — Definitions — The following definitions apply to this Article:

1. Eligible Employee: An employee who has worked for the Town at least twelve months (consecutive or non-consecutive,
provided that the break in service does not exceed seven years unless due to National Guard or Reserve military service obligations),
and has actually worked 1,250 hours (including paid vacation and sick leave) during the previous 12 month period.

2. Twelve (12) Month Leave Period - The twelve (12) month period used for determining an employee's twelve (12) week
FMLA leave entitlement will be a "rolling" twelve (12) month period measured backward from the date the employee begins the use
of FMLA leave. The employee should submit a written request prior to the start of the FMLA leave.

3. Covered Service Member: A current member of the armed forces, including a member of the National Guard or Re-
serves, who is undergoing medical treatment, recuperation, or therapy, is otherwise in outpatient status, or is otherwise on the tem-
porary disability retired list, for a serious injury or ilness.

4. Qualifying Exigency: Must be one of the following: a) short-notice deployment, b) military events and activities, c) child
care and school activities, d) financial and legal arrangements, e) counseling, f) rest and recuperation, g) post-deployment activities,
h) additional activities that arise out of active duty, provided that the employer and the employee agree, including agreement on
timing and duration of the leave.

5. Serious Health Conditions: An illness, injury, impairment or physical or mental condition that involves: a) incapacity or
treatment as an in-patient in a hospital, hospice, or residential medical care facility, or b) incapacity caused by a health condition
requiring absence from work, school, or other regular daily activities for more than three calendar days and requiring two visits to a
health care provider, with the first visit within seven days of the onset and a second visit within 30 days of the capacity, or c) incapac-
ity or continuing treatment by a health care provider for a chronic or long-term health condition requiring periodic health care visits
for treatment (at least twice a year), or d) incapacity due to pregnancy or prenatal care, or e) incapacity that is permanent or long-
termdue to a condition for which treatment may not be effective, or f) absences to receive multiple treatments for a condition that
likely would result in an incapacity of more than three consecutive days if left untreated.

9.9.2 - Health Insurance Continuation - The Town will maintain health plan coverage for any employee who takes FMLA at
the same level and conditions that would have applied if the employee had not taken leave. The employee must continue to pay his
or her share of this coverage, either through payroll deduction or over the counter in the Treasurer's Office. If the employee fails to
return to work following the expiration of the period of FMLA leave, the employee will be obligated to pay to the Town the entire
Town contribution to the employee's medical insurance plan for the entire period of FMLA leave, except in certain limited circum-
stances required by law.

9.9.3 - Benefits - The employee will not accrue any vacation time, sick leave, holidays, personal leave, floating holidays,
clothing allowance, seniority, bereavement leave or other benefits during any unpaid part of leave. After returning from FMLA leave,
however, he/she will receive all vacation time, sick leave, seniority and other benefits for which he or she was eligible prior to the
start of the leave.

9.9.4 - Guarantee of Job - The employee will be able to return to his or her prior position or a position with equivalent ben-
efits, pay and other terms and conditions of employment. An exception to this guarantee is that the highest paid ten percent (10 %)
employees of the Town may be notified that their leave, or the continuation of their leave, would cause grievous economic injury to
the Town and cannot be granted. If one of these employees elects not to return to work after such a notice, the Town may then
deny later reinstatement.




9.9.5 - Limits - The following limits will apply to the leave granted under this Article:

1. Leave for the birth or placement of a child expires at the end of the twelve (12) month  period beginning on the date of
such birth or placement;

2. Leave for the birth or placement of a child or placement of a child for adoption or foster care may not be taken inter-
mittently;

3. Leave for the birth or placement of a child or to care for a sick parent may be limited to a total of twelve (12) weeks when
both a husband and wife work for the Town and are eligible for leave;

4. A son or daughter for whom family medical leave may be taken is one under 18 years of age or one who is incapable of
self care because of mental or physical disability;

5. A son or daughter includes an adopted, foster or stepchild, a legal ward or a child of a person standing in loco parentis;

6. A parent includes biological or adoptive parents of an employee, or a person who stands or stood in loco parentis to an
employee;

7. Spouse means a husband or wife under the Laws of the Commonwealth of Massachusetts;

8. The Town shall require the employee to substitute paid accrued vacation, floating holiday or sick leave for leave available
under the Act;

9. Under this policy, an employee can only substitute paid sick leave for his or her own leave because of a serious health
condition and not for that of a spouse, son, daughter or parent, except that which is allowed for family illness in Section 9.2;

10. When medically necessary, leave for a serious health condition may be taken intermittently. The Town may require an
employee to provide certification for intermittent leave for planned medical treatment indicating the timing and duration of treat-
ment. The Town may also require the employee to transfer to a position with equivalent pay and benefits which may better accom-
modate recurring periods of leave;

11. The Town may require thirty (30) days notice of planned medical treatment, or such notice as is practicable;

12. The Town may require proof from a health care provider of a serious health condition of a family member or employee,
to include:

(a) The date on which condition commenced;

(b) The probable duration of the condition;
(c) The appropriate medical facts about the condition within the knowledge of the health care provider;

(d) Either a statement that the employee is needed to care for a family member or that the employee is unable to
perform the functions of his or her position;

(e) In the case of intermittent or reduced leave for planned medical treatment, the dates on which treatment is
scheduled and its expected duration;

13. The Town may require the employee to obtain the opinion of a second health care provider of its choosing; a third opin-
ion may also be sought which is to be approved by both parties and which is binding. The Town will pay for these opinions;

14. The Town may require recertification of the serious health condition during a leave, and may require an employee to
report on his or her status and intention to return to work;

15. An employee must supply the Town with a fitness for duty note from a health

care provider before a return to work from a serious health condition.

SECTION 9.10 - LEAVES OF ABSENCE OTHER THAN FMLA LEAVE:

The Town Manager may grant leaves of absence, other than leave under the Family Medical Leave Act leave, for good cause
without pay to all employees. In reviewing requests for leave, consideration shall be given to:

1. The nature of the reason;
2. The employee's work record;
3. Impact on operation of the Town.

The leave may be immediately canceled if the employee unilaterally does not comply with the terms of the leave agreed
upon.

All requests for leave must be in writing, and a recommendation by the Department Head in writing is required.

The period of absence in excess of thirty (30) days shall not be included in an employee's time of continuous service in de-
termining seniority, longevity and determining vacation.

The rate of pay for an employee returning from a leave of absence shall be the applicable pay for the same position which
the employee held immediately prior to the leave, if the employee is returning to the same position.

Benefits will not accrue during a leave of absence in excess of thirty (30) days. Specifically, no paid holidays, vacation,
floating holidays or sick leave will accrue.

The Town will not make any payment toward an employee's health or life insurance plans for the period of the leave in ex-
cess of thirty (30) days. Employees have the option, however, of maintaining their coverage after the thirty (30) day period by paying
the full premium cost. The Treasurer's Office must be notified by the employee if coverage is desired so that the premium cost can be
paid directly by the employee for the period of the leave.



Section 9.11 — Small Necessities Leave Act

The Small Necessities Leave Act provides up to twenty-four (24) hours of unpaid leave during any 12-month period to an eligible em-
ployee for the purpose of:

participating in school activities directly related to the educational advancement of the employee’s child, such as parent-
teacher conferences or interviewing for a new school;

accompanying the employee’s child to routine medical or dental appointments, such as check-ups or vaccinations; and

accompanying an elderly relative of the employee to routine medical or dental appointments and appointments for other
professional services related to the elder’s care, such as interviewing at nursing or group homes.

This leave is in addition to any leave the employee may be entitled to under the
Family and Medical Leave Act (FMLA).
9.11.1 Eligibility - The following shall be conditions for eligibility under this Section:

Those who have been employed for at least twelve (12) months;
Those who have provided at least 1,250 hours of service, including paid vacation
and sick leave in the twelve (12) month period prior to the leave request.

9.11.2 Timing of Twelve (12) Month Leave Period - The twelve (12) month period used for determining an employee's 24
hours of leave entitlement will be a "rolling" twelve (12) month period measured backward from the date the employee begins the
use of the leave.

Limits — The following limits will apply to the leave granted under this section:

1. An employee is required to provide his/her employer with at least seven (7) days notice when the need for leave is fore-
seeable. If the need for leave is not foreseeable, the employee is required to provide the employer with such notice as is practicable
under the circumstances.

2. The Town shall require the employee to substitute paid accrued vacation, floating holiday or sick leave for any of the
leave available under this Act. However, an employer is not required to provide paid sick leave in any situation in which the employer
would not normally provide such leave.

3. An employee may take leave under this Act on an intermittent or reduced leave basis.

SECTION 9.12 - HOLIDAYS:

9.12.1. All regular full time and regular part time employees who work twenty (20) or more hours per week shall be entitled
to the following eleven (11) holidays with pay when they fall within the regular work week:

New Year’s Day Memorial Day Veteran’s Day
Martin Luther King Day Independence Day Thanksgiving Day
President’s Day Labor Day Christmas Day
Patriot’s Day Columbus Day

9.12.2. At the beginning of each calendar year the Town will notify employees on which week day a holiday will be celebrat-
ed if it is scheduled to fall on a weekend day. 9.12.3. In the event a non-exempt employee is required to work on a Town-
recognized holiday, he/she shall be compensated for the number of hours worked at double time. In the event an exempt employee is
required to work on a Town-recognized holiday, he/she will be given an alternative day off within twenty eight (28) calendar days at
the convenience of the Department.

9.12.4. A "floating holiday" is a day off to be taken at the employee's discretion with the prior approval of the Department
Head. Each employee will be given two (2) floating holidays per calendar year, and the holidays must be used in that calendar year. A
floating holiday will not be available to an employee during his/her probationary period.

9.12.5. In order to qualify for paid holidays, an employee shall have been employed on the last regularly scheduled work day
prior to, and the next regularly scheduled day following such holiday.

9.12.6. An employee who is not scheduled to work on the day of a holiday shall take holiday time on one of his/her regularly
scheduled days that week.

9.12.7. Any employee hired after May 31* and who has completed the probationary period before Jan 1% may carryover the
prorated floating holiday hours into the following year to be used by June 30".



SECTION 9.13 - VACATIONS:

PAID VACATIONS ARE AVAILABLE TO ALL REGULAR FULL TIME AND REGULAR PART TIME EMPLOYEES WHO WORK TWENTY
(20) OR MORE HOURS PER WEEK. THE FOLLOWING APPLIES TO ALL NON-EXEMPT EMPLOYEES AS DEFINED IN SECTION 3.6.5. ALL EX-
EMPT EMPLOYEES, AS DEFINED IN SECTION 3.6.4, WILL BE ELIGIBLE FOR ONE MORE ADDITIONAL VACATION WEEK THAN DESCRIBED IN
SECTIONS 9.13.1 THROUGH 9.13.5 BELOW. SEE THE CHART BELOW.

9.13.1. Vacation shall accrue at the rate of 5/6 days per month for the remaining portion of the calendar year in which the
employee is hired. Thereafter, vacation will be advanced to an employee on January 1 for the entire calendar year. No paid vacation
will be taken during the probationary period.

9.13.2. Two (2) weeks' vacation with pay will be advanced to all regular employees beginning January 1 after their employ-
ment.

9.13.3. Three (3) weeks' vacation with pay will be advanced to all regular employees beginning on the date of completion of
their fifth year of continuous service. On January 1 of the year in which the completion of the fifth year of continuous service is to be
met, the vacation advanced will be the two (2) weeks earned plus the prorated amount of the third week earned that year.

9.13.4. Four (4) weeks' vacation with pay will be advanced to all regular employees beginning on the date of completion of
their tenth year of continuous service. On January 1 of the year in which the completion of the tenth year continuous service is to be
met, the vacation advanced will be three (3) weeks earned plus the prorated amount of the fourth week earned that year.

9.13.5. A fifth week of vacation with pay will be phased in for all regular employees who have completed their twentieth year
of continuous service. On January 1 of the year in which the completion of the 20th, 21st, 22nd, 23rd or 24th year of continuous ser-
vice are to be met, one (1) additional day each year of vacation in addition to the four (4) weeks previously earned will be advanced so
that upon the completion of the 24th year of service, a total of five (5) weeks of paid vacation will be earned.

VACATION SCHEDULE FOR ALL ELIGIBLE EMPLOYEES
NUMBER OF VACATION DAYS
Completed years of employment COLUMN A COLUMN B
Non-Exempt Employees Exempt Employees
0-4 10 15
5-9 15 20
10 20 21
11 20 22
12 20 23
13 20 24
14 20 25 (maximum)
15-19 20
20 21
21 22
22 23
23 24
24 25 (maximum)

9.13.6. The Town Manager may set a different vacation schedule based upon relevant years of service with another munici-
pality, the Commonwealth of Massachusetts, or in the private sector.

9.13.7. Vacations must be taken within the calendar year. An employee advanced up to three (3) weeks vacation may elect
to carry over one week of vacation into the next calendar year. An employee advanced four (4) weeks or more vacation may carry
over up to two (2) weeks of vacation into the next calendar year. Any vacation carried over must be taken by June 30th of the next
calendar year. All carry over must have prior approval of the Department Head.



9.13.8. Vacations are scheduled under the direction of the Department Head at the convenience of the Department.
9.13.9. If a holiday falls within the vacation period, one day will be added to the vacation.

9.13.10. Whenever the employment of a person is terminated during the year by dismissal through no fault or delin-
quency on his/her part, or by resignation in good standing, retirement or death, he/she or his/her estate shall be paid at the
regular rate of compensation payable at the termination of employment, an amount in lieu of earned but unused vacation.

9.13.11.An employee who terminates employment with the Town and who has taken vacation in excess of that which
has accrued (determined on the monthly accrual basis referred to in 9.13.1) must compensate the Town for the excess vacation
either directly or by withholding from paychecks. Employees who are retiring and give at least six (6) months notice will be
entitled to the full year's paid vacation without pro-ration. This option is available only once. If, after giving six (6) months no-
tice, an employee decides not to retire, the employee may not take advantage of this option again.

SECTION 9.14. GROUP HEALTH AND LIFE INSURANCE BENEFITS:

The Town complies with State Law regarding group health and life insurance. The Town will provide and may amend
a package of group health and life insurance benefits to its regular full time and regular part time employees who work twenty
(20) or more hours per week. Employees have a right to choose from among available medical benefits or may decline such
benefits.

The benefit plan, if any, in effect for each employee at the time of retirement shall be the plan to which the employ-
ee is entitled. The Town recognizes the validity of a coalition bargained agreement dealing with the subject of group health
and life insurance, and the Town and its employees recognize that, unless there is a change in State statutes to the contrary,
they are bound by this agreement as it may be modified through the coalition bargaining process from time to time.

SECTION 9.15. EMPLOYEE AWARDS:

The Town may establish and operate, in accordance with Chapter 40-5-43 of the Laws of the Commonwealth, an
Awards Program for Reading Town Employees to provide for the recognition of outstanding performance by an employee(s) as
follows:

1. In making suggestions that result in cost savings to the Town, or providing better service to Town residents;
2. Act of bravery or heroism;

3. Development of a more efficient manner of performing required jobs;
4. Provision of outstanding service to the Town or its residents;
5. Accomplishments of an outstanding nature in the employee's profession;

6. Other similar areas that shall be determined from time to time.

The Reading Employee Awards Committee (REAC) shall consist of the Town Manager; one employee from each de-
partment appointed by the Town Manager for staggered three (3) year terms, and a member of the Board of Selectmen ap-
pointed by the Board for a one (1) year term. The REAC shall also administer special employee awards as may be established.

Receipt of an employee award shall be entered in the employee's permanent personnel record.

SECTION 9.16. EMPLOYEE ASSISTANCE PROGRAM:

The Town of Reading may offer its regular employees and/or their immediate families an Employee Assistance Pro-
gram hereafter known as "EAP". The goals of this program are:

1. To retain valued employees;
2. To restore productivity through early identification of personal problems; and
3. To motivate employees to seek help with life management problems.

The EAP consists of an outside counseling group retained by the Town to provide professional counseling and referral
services. Their trained personnel can quickly assess an employee's problem, provide short-term counseling and/or referral and
follow-up services until the problem is resolved.

Talking to an EAP counselor is free. Costs occur to the employee only if professional help is recommended by the
counselor. Most professional services will be covered, either partially or totally, by the employee’s existing health insurance.

Information on the EAP will be posted prominently, will be available in all Town buildings, and will be available from
Department Heads and the Human Resources Division.



An employee's private life is not the concern of the Town. However, when an employee's personal life problems and stress begin to
affect his/her job performance or attendance, the matter becomes a justifiable concern of the Town.

When an employee's job performance is impaired, normal supervisory assistance will serve as the motivation by which em-
ployee's job performance will return to an acceptable level in most cases. In those cases where normal remedial or supervisory assis-
tance does not correct performance problems, outside or personal problems may be the cause.

The Town encourages all employees experiencing physical illness, mental or emotional distress, financial hardships, marital
or family difficulties, substance abuse or addiction, legal problems or any other concerns, to seek appropriate help. In most cases,
identifying the problem and receiving appropriate assistance will lead to its successful resolution. The Town supports and encourages
employees in their efforts to resolve personal or family problems.

The Town believes an employee's job performance may be affected by the problems of family members. For this reason, the
Town extends the same offer of assistance to the immediate family of all regular employees.

All contacts with the Employee Assistance Program are completely confidential. Records are kept at the EAP offices, and
may not be released without the employee's written consent.

The Town's concern with life management problems is strictly limited to an employee's job performance. Employees are
assured that their job security, future reputation or promotional opportunities will not be jeopardized by participation in the EAP.

Participation in the EAP is, however, voluntary. In cases where a supervisor has suggested the services of the EAP, the em-
ployee may elect not to take advantage of it. Where disciplinary action has been initiated, such procedures will continue. Disciplinary
action may continue whether or not an employee participates in the EAP. If an employee does take advantage of the EAP, it still re-
mains the employee's responsibility to meet job requirements. The EAP is meant to be a positive adjunct for employees, not a way to
excuse substandard performance.

SECTION 9.17. EMPLOYEE DEVELOPMENT:

It is the policy of the Town of Reading to encourage employee development on the part of regular full time and regular part
time employees when the employee development will enable them to better perform their current jobs, and when it will prepare
them for advancement and promotion within the Town.

Employee development may include conferences, seminars, non-accredited courses, accredited college courses, college
courses while enrolled in a degree program and enrichment programs offered by the Town.

In order to encourage employee development, the Town will pay for costs reasonably related to the programs included in
the definition of continuing education. These costs may include tuition, registration and books and publications. Parking, mileage or
other transportation, meals and lodging, if the program is away from the immediate area, will be evaluated on a case-by-case basis,
and may be paid when the employee development is directly related to the existing job of the employee and is not part of a degree
program.

Attendance at employee development programs is dependent upon the following:

1. The employee must have completed the probationary period;
2. The employee development program must be related to the employee's current job or a
job that can reasonably be expected to be available with the Town in the near future;

3. Adequate appropriation in the Municipal Budget dedicated to employee development;

4. The Division or Department Head must feel that attendance at the program will not adversely affect the functioning of the
Division or Department in the employee's absence;

5. Application to attend the program must be made in writing and approved by the Division and Department Head and the
Town Manager in advance of the beginning of the program;

6. The employee must complete the program with a grade of "C" or better with satisfactory completion of the course if the
course is ungraded.

An employee development program that is directly related to a current job held by an employee may be taken during work-
ing hours.

SECTION 9.18. OFFICE CLOSINGS:

In extreme cases, the Town Manager may order the closing, late opening or early closing of non-essential buildings such as
the Town Hall or the Library. Every effort will be made to contact employees directly either by “telephone trees” or electronic notifi-
cation. In such instances, employees will not be charged for the time off, but neither will employees who had already arranged for
paid time off be credited with that time.

In cases of severe weather and driving conditions, the Town will exercise flexibility in arrival and leaving times, so long as the
time is made up or charged to vacation or floating holiday leave.

In cases where an employee feels personally at risk due to extreme weather conditions, or other extreme emergency, and
an office closing has not been ordered, the employee may make up the time or take accrued vacation



or floating holiday leave for that day or part of a day that he/she chooses not to come to work or chooses to leave early.

It is the responsibility of the Department Head to ensure that there is adequate office coverage at all times when Town build-
ings are open for business.

Section 9.19. Personal Property:

The Town shall reimburse employees for the reasonable replacement cost of personal property (glasses, artificial teeth,
watches, etc.) which is required by the job and damaged by accident in the course of employment. Employees should use all reasona-
ble precautions to prevent loss or damage by accident to personal property.

ARTICLE 10: DISCIPLINARY ACTION

Disciplinary action is the action taken as a result of unsatisfactory performance, absenteeism, or misconduct by an employee.

Among those actions which may result in immediate suspension without pay, demotion or dismissal are the following:

1. Absence from duty for one (1) work day or more without notice and/or without  approval of the employee's supervisor.
This shall be termed a resignation not in good standing;

. Insubordination or serious breach of discipline;

. Intoxication or use of alcohol, drugs or controlled hazardous substances while on duty;

. Chronic or excessive absenteeism;

. Disorderly conduct while on duty;

. Breaking of any Town, State or Federal law while at work;

. Conviction of a criminal act or offense;

. Negligence, willful damage or private use of public property or of public supplies;

. Use or attempt to use one's authority or official influence to control or modify the

political actions of any Town employee, or engaging in any form of political activity during working hours.
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This list is for illustrative purposes only.

Action for the offenses listed below will generally be taken in the following order: oral reprimand, written reprimand, suspen-
sion with or without pay, demotion and dismissal. The Town reserves the right to take any form of disciplinary action, including dismis-
sal, for any offense depending on the seriousness of the offense, or where it believes the public health, safety, or welfare warrants
other action or where the Town Manager believes other action is necessary.

1. Neglect of duty;
2. Failure to report to work after authorized leave has expired, or after such leave has been disapproved or revoked;
3. Incompetence or inefficiency;

4. Willful violation of any statutes, rules, regulations, Departmental regulations, or policies relating to Town employees.

Oral reprimands may be administered by the Department Head or by the Town Manager. An employee who is issued an oral
reprimand will be specifically informed of the oral reprimand, and the Department Head may keep a written notation of the oral repri-
mand although that notation will not be kept in a personnel file.

A written reprimand may be issued by the Department Head with a copy to the Town Manager, or by the Town Manager
directly with a copy to the Department Head, and a copy will be included in the personnel file.

All other forms of discipline will be administered by the Town Manager upon consultation with the Department Head. A
record of all disciplinary action (except for oral reprimands) will be included in the employee's personnel file.

Any employee being disciplined shall have a right to be informed of the charges and penalties assessed, and shall have a right
to discuss these with the Department Head or Town Manager, whoever is administering the discipline. Appeal from a disciplinary ac-
tion may be made in accordance with Article 11.

ARTICLE 11: COMPLAINTS PROCEDURE

All differences, disputes and complaints that may arise between Town employees and their respective Departments shall be
considered at reasonable times during working hours and handled in the following steps:

Step 1- Within seven (7) calendar days following the incident which gave rise to the complaint, the aggrieved employee may
take his/her complaint to the immediate supervisor for resolution. If the matter is not resolved to the satisfaction of the employee
within two (2) working days, the employee may proceed to Step 2.

Step 2 - Within seven (7) calendar days following the completion of Step 1, the employee may meet with his/her immediate
supervisor and the appropriate Department Head to resolve the complaint. If the complaint is not resolved to the satisfaction of the
employee within seven (7) calendar days, the employee may proceed to Step 3.

Step 3 - Within seven (7) calendar days following the completion of Step 2, the employee may notify the Town Manager, in
writing, of his/her complaint . If the complaint is not resolved to the satisfaction of the employee within fourteen (14) calendar days,
the complaint may proceed to Step 4.



Step 4 - Within seven (7) calendar days following the completion of Step 3, the employee may request a meeting with the Board of

Selectmen. The meeting shall be held within twenty eight (28) calendar days of the request. The decision of the Board of Selectmen
shall be final and binding upon all parties concerned.

All differences, disputes and complaints that may arise between Library employees and their supervisors shall be handled in
the manner stated above, except the Board of Library Trustees shall be substituted for the Town Manager in Step 3.

ARTICLE 12: CONFLICT WITH CIVIL SERVICE AND OTHER REGULATIONS

Nothing in this Policy shall be construed to conflict with Chapter 31 of the Massachusetts General Laws.

To the extent that these policies conflict with applicable Civil Service or other requirements, and the Civil Service or other
requirements are binding on the Town, the Civil Service or other requirements shall apply only to the extent that there is a conflict.

Generally to the extent there is any conflict between the terms of these personnel policies and the Charter or the By-Laws,
the terms of the Charter or the By-Laws shall control. If there is any conflict between the terms of these personnel policies and any

written or collective bargaining agreement, the terms of the written contract or collective bargaining agreement shall control only to
the extent that there is a conflict.

ARTICLE 13: EFFECT OF INVALIDITY

The invalidity of any section or provision of this policy shall not invalidate any other section or provision thereof.

ARTICLE 14: EFFECTIVE DATE

This policy is effective as of the date it is approved by the Board of Selectmen. This policy will not be construed to deprive
any person employed at the effective date of this policy of any promotional right in normal career development, nor change the ex-

isting status of any employee. However, the Town may modify schedules, shifts, squads, or work units to eliminate any potential for
conflict under this policy.

Original Adoption: December 1988
Revised: December 18, 1990
September 13, 1994
August 26, 1997
December 14, 1999
May 21, 2002
April 15, 2003

October 6, 2009

The following schedules are available from the Human Resources Administrator.
Schedule A-1, Classification Plan

Schedule B-1, Compensation Plan

Schedule A-2, Classification Plan - Seasonal Employee

Schedule B-2, Compensation Plan - Seasonal Employee
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Customer Service

Standards of Performance

The Town recognizes that for a successful interaction with a customer, not only must the end result be satisfactory;
but the entire experience must be reflective of a quality organization. There are many aspects of our operations
that must clearly be based on the expectation of excellent customer service.

Processes There are many processes within Town Government that require that formal procedures be followed.
Departments must continually strive to make these processes as simple as possible to understand, access, and com-
plete. Simplification of forms, easy to understand directions and short time lines are key examples of efforts that
should be put forth to assure customer service oriented processes are in place.

Marketing and Communication The Town provides information and services to residents on an ongoing basis. Com-
munication with the public orally or in writing, must be clear, concise, grammatically correct, consistent, and easy to
access. Departments should strive to utilize all communication possibilities as efficiently as possible to assure that
the residents remain informed and aware on a regular basis.

Printed Material All printed material issued by the Town of Reading should be professional in appearance.

In person contact

Walk-in customers must be given the same prompt, courteous, and informed service as all other methods of
customer access
Depending on need, key areas should be staffed during lunches and breaks

Employees must keep their electronic calendars up-to-date.

Employees must provide receptionists and supervisors "read" access to their electronic calendars.

Phone Contact

All phone inquiries will be responded to by the appropriate person in an expedient manner. The following are stand-
ards for dealing with phone and written inquiries or requests for service

Automated phone answering systems are a valuable tool but employees are encouraged to make every effort to an-
swer their phones. Answering systems must be customer friendly, not obtrusive or difficult to use. Any department
that has such a device must assure that it can be easily bypassed to achieve direct contact with the office during busi-
ness hours.

Employees must update voice mail messages to reflect availability, ensuring that messages state when employee is
out of the office, and in those instances must refer the caller to another staff person, and include a phone number,
for further assistance

Phone calls placed to a specific person are to be taken whenever possible.

Initial phone messages should be returned within a 24 hour period. Employees at all levels should adhere to this
timeline. If an employee is not available, the caller should be given that information and informed when the person
will be available. Alternative help be offered in the interim.

When transferring a customer to another staff member, employee stays on the line and identifies him/herself before
hanging up. (No "blind" or "dropped" transfers.)

Written Inquiries

All email or written inquiries will be responded to by the appropriate person in an expedient manner. The following
are standards for dealing with written inquiries or requests for service

Employees shall acknowledge and respond to customer e-mail inquiries within one working day.



¢ Employees must use the e-mail vacation notification feature to notify customers if they are out of the office and can-
not reply, or provide alternative means, i.e. an e-mail back up.

¢ All staff should be listed on external Web site as contacts with direct e-mail links, and must have a back-up employee
checking their e-mail for customer inquiries when they will be out of the office for more than two days. The employ-
ee or e-mail back up will be responsible for making sure an external customer’s question is answered or issue is re-
solved.

¢ When the recipient of an e-mail is not the subject matter expert, the recipient will acknowledge receipt by respond-
ing to the e-mail and letting the customer know who they are forwarding the e-mail to for response. The recipient
will then forward the e-mail to the subject matter expert requesting to be copied on the response

¢ All e-mail responses will use a signature block that includes employee’s name, title, address, and phone number, and
the web access for the Town’s customer service survey

¢ Mail correspondence must be acknowledged within 2 days of receipt, either with a complete written response, or by
phone call, email, or postcard stating the correspondence has been received and who is preparing an answer. A com-
prehensive response must be sent within two weeks of receipt. Response by email if an email address is available is
an acceptable form of written response. Periodic updates will be provided to the customer if a response takes long-
er than two weeks.

¢ All correspondence (including email) must meet writing and style standards
¢ Correspondence should acknowledge the customer’s concerns and respond directly to the issue.

¢ All correspondence should be clear, concise and jargon-free. However, when targeting one specific professional audi-
ence, writing can be tailored appropriately for that audience

¢ Correspondence must be free of grammatical and spelling errors.

¢ If a statute or rule is cited, it is explained clearly.

Information and Referral

Many times, residents will inquire at Town Offices for issues that are-not within the Town’s domain. Every effort
should be made to refer them to the governmental agency or community service agency that is best able to handle
their concern. All referrals should include a phone number and location of the suggested agency if at all possible.

Internal referrals should be handled in a similar manner. If a customer in person or on the phone is being referred
to a different department, the customer should be given the location and direct dial number (if appropriate) for fu-
ture reference and then transferred to the party who can assist them. Customers should not be made to call back at
that time.

If a referral is made to another Town Department, there must be certainty that the referral is correct. If there is
some doubt as to the proper referral, the referring department should ascertain the appropriate contact before
connecting or directing the customer. If this information is not obtainable, the customer’s contact information
should obtained, and the employee who takes the initial phone call or other customer contact then has the respon-
sibility to determine the correct referral. The employee then has the responsibility to contact the customer with
that information, or have the correct contact person contact the customer directly.

Adopted by the Town Manager2/10/10
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Employee Benefit Summary

TOWN OF READING EMPLOYEE BENEFITS
BENEFITS AVAILABLE TO REGULAR PART-TIME EMPLOYEES

(LESS THAN 20 HOURS PER WEEK)

Mandatory in Lieu of Social Security - For part-time employees who work less than 1,690 hours per year the
Town has adopted a 457 Plan under the Internal Revenue Codes (OBRA). This means that 7.5% of your gross salary
will be deferred and invested in an account in your name at ICMA-RC Retirement Corporation.

The plan is designed specifically for employees who are Part-time, Temporary or Seasonal and therefore are not
covered under the Town’s retirement system. This plan was adopted as an alternative to putting all part-time,
temporary or seasonal employees in the Social Security System.

Upon separation of service from the Town, employees are afforded several options with regard to funds on
account with ICMA-RC. Your options are as follows:

1) Take the money out in Cash
Taking a distribution in cash has tax consequences. With a lump sum distribution, you will be assessed 20%
for federal taxes and the cash that you receive will be taxed as ordinary income.

2) Transfer the money into your new employer's retirement plan
This option allows you to transfer funds without penalty or tax implication to another 457, 403(b) or 401(k)
plan. Contact ICMA-RC at 1-800-669-7400 for the necessary forms.

3)  Transfer the money into an IRA
This option also allows you to transfer without penalty or tax implication into a current or new IRA or Roth
IRA. Contact ICMA-RC at 1-800-669-7400 for the necessary forms.

When you terminate from the Town of Reading ICMA gets notified. If you have less than $1000.00 on account you
will receive a check minus taxes. If you have more than $1000 on account your money remains in ICMA and you
could be responsible to pay the monthly account maintenance fees. There is also a lack of fund choices.

Voluntary 457 Compensation Plan — A pre-tax 457 retirement savings plan is available through ICMA-RC
Retirement Corporation.

Credit Union - Savings accounts and loans are available through the Credit Union. Payroll deductions may be
deposited to a savings account or to pay a loan.

Direct Deposit - Payroll checks are issued bi-weekly and the Town encourages payroll checks to be electronically
deposited into an account at any bank.

For any questions, contact the Human Resources office at the Town Hall at 781-942-9033 or by email at

personnel@ci.reading.ma.us.
April 2016







TOWN OF READING EMPLOYEE BENEFITS

To: Town of Reading employees with 457 Deferred Compensation
Re: OBRA

While employed with the Town of Reading, you were a mandatory participant in the 457 Deferred Compen-
sation plan through ICMA-RC. The plan is designed specifically for employees who are Part-time, Tempo-
rary or Seasonal and therefore are not covered under the Town'’s retirement system. This plan was adopted as
an alternative to putting all part-time, temporary or seasonal employees in the Social Security System.

Upon separation of service from the Town, employees are afforded several options with regard to funds on
account with ICMA. Please notify the Human Resources Office within 30 days of termination as to how you
wish to receive your funds. Your request must be in writing or via email. Verbal requests will not be pro-
cessed. If we do not hear from you within 30 days, we will default to option 1 and have your money refunded
to you.

Your options are as follows:

Take the money out in Cash
Taking a distribution in cash has tax consequences. With a lump sum distribution, you will be as-
sessed 20% for federal taxes and the cash that you receive will be taxed as ordinary income.

Leave the money on account with ICMA

This may be a better decision than Option 1 since you will not be penalized or taxed, however there are
some disadvantages, including lack of fund choice (limited to the PLUS fund) and continued respon-
sibility to pay the account maintenance fees.

Transfer the money into your new employer's retirement plan
This option allows you to transfer funds without penalty or tax implication to another 457, 403(b) or
401(k) plan.

Transfer the money into an IRA
This option also allows you to transfer without penalty or tax implication into a current or new IRA
or Roth TRA.

If you have any questions please contact Judi Perkins @ 781-942-6633 or Petra Clement (@ 781-942-6635
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45'Defér?ed Comensation Plans

A 457 deforred compensation plan allows you to save and invest money for retirement
with tax benefits,

Contributions | Irvestments | Withdrawals | Survivor Benefits

Contributions are made to an account in your name for the exclusive benefit of you and your
beneficiaries. The value of the account is based on the contributions made and the Why your 457 plan matters
investment performance over time.

A 457 plan is designed to supplement your retirement income., While a pension and/or Soclal
Security may 0 a long wayy, they are unlikely to be enough. Saving to your 457 plan can help
you maintain your desired standard of living,

Contributions
View 457 plan videos on our

Pre-tax contributions you make reduce your taxable income for the year. These contributions RealzeRetirement website
and all associated eamings are then not subject to tax until you withdraw them, You also may
be able to make after-tax Roth contributions which allow for potentially tax-free earmings,

Contribution Limits apply - for 2015, you can contribute up to 518,000, up to 524,000 If you
are age 50 or over, or up 10 $26,000 if you qualify for pre-retirement catch-up contributions.

To contribute to your 457 plan or change the amount of your current contributions,
contact your employer or your ICMA-RC representative for instructions, including whether you
can submit these completed ICNA-RC forms to your employer: Got to know your 457 deferred

compensation plan

= 457 Plan Enrollment Form - to participate for the first time.

» Contribution Change Form - to resume contributiors if you previously envolled, or to
Increass or decrease current contributions,

Investments
You control how your account i invested, choosing from options selected by your employer,

A typical plan includes a wide range of options, from more conservative stable value funds and COs to more aggressive bond and
stock funds. You may choose to build a diversified portfolio of various funds, select a smple yet diversified target-cale or larget-
risk fund, or rely on specific investment advice through Guidad Pathways.

= To review investment options for your plan, logn to your account.
= To leamn more about investing for retirement, visit www. icmarc, org/ invest.

Withdrawals

You can make withdrawals from your account when you leave employment. You have the ability to take payments as needed or
request scheduled automatic payments. You maintain control over your ivestments and continue to benefit from tax deferral
even after you leave your employer.

Durirg employment, subject to your employer and IRS rules, you may also be able to make withdrawals after age 7044 or due to
an unforeseeable emergency, A loan option may also be avallable.

hutp://www_icmarc.org/products-and-services/4 57-deferred-compensation-plans.html 4/24/2015




457 Deferred Compensation Plans | ICMA-RC Page 2 of 2

Withdrawals are generally taxable but, unlike other retirement accounts, the 10% penalty tax does not apply to distributions prior
to age 59% (the penalty tax may apply to distributions of assets that were transferred to the 457 plan from other types of
retirement accounts). For detailed tax informaticn, view Special Tax Notice Regarding Plan Payments.

Have a plan for taking withdrawals from your account - both to manage the tax bill and to

pravide for your future needs. For guidance, view Making a Smart Withdrawal Decislion and Lo bram
our RealizeRetirement website, or contact your ICMA-RC representative. %
= ===
To request a withdrawal from your ICMA-RC account: e~
T w—
. in to your account to see if your employer allows online withdrawals. Select P _f": ]
aw Funds from the laft-hand menu. —_— :;‘l
* Or, complete and submit the forms in the 457 Plan Benefit Withdrawal Packet. To T
obtain a copy, contact Investor Services. Making 3 smart withcrawal
dectsion
Survivor Benefits

You designate a beneficiary, or beneficiares, w recee any remaining assets upen your death, Designating beneficiaries can help

ensure your assets are paid per your wishes, avoid the potential costs and delays of probate, and allow non-spouse beneficiaries
to recesve additional tax benefits,

Ratumn to top

Copyright © ICMA-RC 2015

http://www.icmarc.org/products-and-services/457-deferred-compensation-plans.html 4/24/2015






MIIA Employee Assistance Program (EAP)

A Confidential Counseling and Referral Service

You receive 3 confidential in-person or phone counseling sessions.

« Manage Anxiety/Depression
Adjust to Demands of Work
Resolve Relationship Conflict
Talk About a Loved One’s Drinking

Address Parenting and Family Issues
Assess Your Level of Stress

Become a Better Communicator

You receive legal assistance.
One free 30 minute office or telephone consultation per legal
matter (does not include job-related legal issues).

« Divorce

o« Child Custody

« Car Accidents

« Real Estate / Landlord / Tenant Issues

You receive financial counseling.
One free 30 minute telephone consultation per financial issue.

« Financial Planning
« Credit Card Debt
s« Tax Advice

+« College Planning
« Retirement Consultation

Available to employees and household members
24 hours a day, 7 days a week

800-451-1834

ALL(Y

T MEALTH RESOUECES







TOWN OF READING EMPLOYEE BENEFITS

Receive Your Direct Deposit Slip by Email

Employees can sign up to have their direct deposit slip sent to an email address
instead of receiving a paper copy on pay day.

How: Send an email to nheffernan@ci.reading.ma.us from the email address that you want payroll to use to
send you a copy of your direct deposit slip. In the subject line, type the words Direct Deposit. In the body of the
email, type your name, home address or employee number, and the name of the department where you work.
This does not have to be your Town or School email address; it can be a home email address. Please remember
that whoever has access to that email address will have access to your direct deposit slip.

When: Payroll must receive your email ten (10) business days before the payroll date to process it. For example,
if the payroll date is the 13" of the month, then you must send your email to payroll by the 2" of the month for
your request to be effective for that payroll.

You will receive an email with a copy of your direct deposit slip as soon as the payroll process is complete. That
could be as early as the Tuesday before a Friday payroll, but the funds are not available until Friday. Receiving
the email from payroll does not mean that the funds are available in your account.

If you sign up for this service your responsibilities include the following:

® You must notify us at 781-942-6632 by the payroll date if you do not receive the email with the copy of
your direct deposit slip.

You must notify us ten (10) business days before the payroll date if you change your email address. Send an
email to nheffernan@ci.reading.ma.us from the new email address that you want payroll to use and in the sub-
ject line type the words Change Email Address. In the body of the email, type your name, address, and the name
of the department where you work.

Signing Up for Direct Deposit or Changing Your Direct Deposit Account

The process for signing up for direct deposit or changing the account that receives your direct deposit
remains the same. If you currently do not have direct deposit or if you are changing the account that receives
your direct deposit, we request that ten (10) business days prior to the payroll date you send to Peggy Campbell
at Town Hall a copy of a check (marked void) from the account that you want to receive your direct deposit. If it
is a savings account, please have the bank write down the routing number and account number.

There is always a pre-note when you start direct deposit or change the account. For example, if you
sent a copy of a voided check prior to the 2™ of the month for the payroll of the 13", then on the 13" you
would receive a paycheck and your direct deposit information is sent to your bank to verify the routing and ac-
count numbers are correct. Then for the next payroll on the 27" you would receive a di-
rect deposit slip.

Any questions call 781-942-6632 or email kjameson@ci.reading.ma.us



mailto:nheffernan@ci.reading.ma.us

TOWN OF READING EMPLOYEE BENEFITS

Town Employees Federal Credit Union

The Credit Union is for the use of employees of the Town, their children and spouses. It offers pay-
roll deductions, traveler’s checks and various loans. To obtain a loan over $1000, an individual must be a
member of the Credit Union for over six (6) months or employed by the Town for five (5) years or more.

Membership applications can be obtained at the Credit Union office. The office is located at 218 Ash
Street, Reading, MA. The telephone number is (781) 942-9019 and the hours are:

Monday, Wednesday, Friday 11:00 a.m. —4:00 p.m.

Tuesday, Thursday 1:00 p.m.—6:00 p.m.

NOTE: The Credit Union is independent of Town operation and authority. It is a Federal Credit Union and
audited separately. Therefore, the financial condition of the Credit Union is unrelated to the Town of Read-

ing.
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TOWN OF READING SAFETY MANUAL

POLICY STATEMENT
It is the policy of the Town of Reading to provide and maintain safe, heaithful working
conditions, a safe and healthy community, and to promote continuing safety awareness at all
levels.

It is the responsibility of each employee to follow safe practices as a part of all operations,
and employees are expected to follow every precaution and safety rule to protect themselves,
their fellow workers, and the general public.

This policy illustrates our recognition of the fact that accident preventmn and operation
are synonymous.

GENERAL SAFETY PRECAUTIONS
It is not possible to prescribe detailed standards of application for all situations that may
arise. Therefore, minimum standards are presentied for the most common sifuations with the’
understanding that additional protection must be provided where special complexitics and
hazards prevail. Although each situation must be dealt with individually, conformity with the
minimum provisions established is required. The following general rules apply to all
departments:
1. Hlegal possession, consumption, or being under the influence of alcoholic beverages or
narcotics on Town or School property, or while in the employ of the Town, is prohibited.
2. The smoking of tobacco products is prohibited within Town and School bulldmgs on
School property, and in Town and School vehicles.
3. Seat belts must be worn when operating or riding in Town or School vehicles in which
seat belts are provided, and in personal vehicles when on Town business.
4., Horseplay and practical jokes are prohibited.
5. Walk up and down stairs staying to the right - one at a time - and always use caution. Ifa
railing is available, use it!
6. Be alert for tripping hazards,
7. Do not move so fast that you cannot stop without causing an accident should someone
unexpectedly step in front of you. Watch where you are going.
When using electrical equipment, make sure it is plugged into a grounded outlet.
9. Do not use portable electric heaters, fans, or other appliances unless they have been
approved by the Building Maintenance Department. Do not leave any such equipment
plugged in when no-one is present.

&

10.  See that electrical cords are not in the way of your work and are in good
repair.
11.  All electric equipment must be grounded. Do not use any electric equipment that is not

grounded unless the item is of a double-insulated type.

12, Do not attempt any electrical equipment repairs unless authorized and trained in such
repair. Only qualified licensed electricians shall work on electrical equipment or
maintain energized lines.

Town of Reading Safety Manual 1 . May 2004



13,

14.
15,
16.
17.
17.
18.
19.

20.
21

22.
23,
24.
25.

26.
26.

Report ail unusual electrical conditions to your supervisor immediately; for example
blown fuses, sparking or smoking motors and worn extension cords.

Do not leave any machine running when not in use.

No tools, material, or equipment are to be left lying on the floor in walk paths or exits.
Ali tools are to be put back in their proper places, cleaned, and in good working
condition.

Every accident or injury, no matter how slight, must be reported to your supervisor and
the Personnel Office at Town Hall immediately.

Do not attempt to operate equipment you do not understand, Equipment does not cause
accidents; it is the people who are using it.

Wear proper shoes with full protection of the heel and toes. Watch for worn heels, for
they can result in some serious falls. We encourage slip-resistant soles.

Make sure you know where fire extinguishers are in your work area, and how to use
them.

Bmergency exits must be Kept clear at all times.

Never place anything on or in front of fire extinguishers, electrical panels, and/or fire
doors.

Do not block heaters, air vents, or air intakes.

Use a proper height ladder or stool, not a box, desk or chair, to reach high places and
avoid, if possible, carrying material up or down ladders. Put light items on higher
shelves,

Never pour flammable or hazardous liquids or materials down drains or sewers.
Dispose of all flammable and hazardous waste rags in metal containers with lids provided
for this purpose, or in an approved area.

Change your clothing immediately should it become soaked with any flammable liquid.
Employees should report any unsafe conditions to their supervisor to schedule repairs.

HOUSEKEEPING IN THE LAB OR SHOP

Clean up and dispose of all spills, and especially spilled chemicals, promptly and
properly,

Store and label all chemicals according to recommended procedures.

Keep all equipment used for handling or storing chemicals free of dust and chemical
residues.

Chemicals should be fully inventoried at least annually, Old and/or unused chemicals
must be disposed of on a regular basis in an appropriate and approved manner.
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HOUSEKEEPING IN THE OFFICE

I. Keep aisles clear. Keep walkways between desks and work spaces free of boxes, cords,
plants, ete.

2. Close drawers when not in use. Be sure to close the drawer of the desk or filing cabinet
you are using after you finish and before opening another one.

3. Keep desktops neat. Desk and table tops should be kept well organized when in use,
and they should be cleaned off at end of the workday.

4, Store and stack safely. Never store objects, especially heavy ones, where they are hard to reach
or liable to fall.

5. Put away sharp objects. Safely store scissors, knives and letter openers as soon as you are
finished with them.

MATERIAL HANDLING SAFETY

Manual Lifting

The first rule for any manual handling job is use your head. Before you lift, attempt to estimate
the weight of the object. If you are not sure, squat down and try lifting a comer. If you do not feel
comfortable about the lift or it feels too heavy, do not lift it! Find some help. Ask someone else to help
you or, beter yet, locate a handtruck or other lifting device to aid you. Once you have decided that you
can lift the object, there are several basic steps that should be followed in making a proper lift,

1. First, position your feet - preferably one along side of the object to be lifted and the other
behind you. This will provide the balance necessary for a smooth lift.
2. Second, tighten your stomach muscles by pulling in your stomach and straighten your back to

keep your spine, back muscles, and ligaments in correct alignment. This will evenly distribute
the load over the entire spine. Remember, a straight back does not necessarily mean a vertical
back. Your back can stiil be straight even if you are lifting at an angle.

3. Third, bend your hips and knees by using the sit-down position and draw the object in close to
your body. Bending at your hips will aid in keeping your back straight and bending your knees
will allow you to lift with your legs.

4. - Fourth, grasp the object by the opposite corners and position your body so its weight is centered
over your feet. Tuck in your chin.
5. Start the lift with a thrust of the rear foot and remember that as you lift, use smooth movements

and avoid jerking.
6. Once the load has been lifted, keep the load close to your body and turn the entire body as a
whole unit, including the feet. Remember, do not twist!

Stooping

1. Stand close to the object.

2. Place feet apart with one foot in front of the other so you have a firm footing for the task to be
performed.

3. Bend your knees and hips, lower your body, keep your back straight and bring your hands down
to the object.
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Carrying

1. Keep your back as straight as possible.

2. Keep weight load close to the body and centered over your pelvis.

3. Counter-balance your load by shifting part of your body in the opposite direction from the load so
your load will be in balance. '

4, Put your load down by bending the hips and knees with your back straight and load close to the
body.

5. If the load is too heavy, get help.

6. When a load is carried by more than one person, allow one md1v1dual to be the leader so you
have good timing and coordination.

Pushing

1. Stand close to the cbject being moved.

2. Crouch down with feet apart.

3. Bend your etbows and put your hands on the load at chest level.

4. Lean forward with chest or shoulder against the object. Do not push with arms or shoulders.

5. Keep your back straight. Crouch and push with your legs.

Reaching

1. Use a stepladder or platform (preferably with railings) whenever possible.

2. Stand close to the object. Keep center of gravity over the base of support.

3. When reaching from the ground, place your feet wide apart, one in front of the other so you have
freedom of movement forward and backward as arms are raised and lowered.

4. Keep good body alignment. Move close to the object. Do not reach outward to the point of
straining. ,

5, When reaching for an object which is above your head, grip it with the palms up and lower it
slowly. Keep it close to your body on the way down.

Standing

1. Standing for long periods with both feet flat on the floor can produce strain-inducing swayback.
Use a low stool or other elevation to periodically raise one foot off the floor. This relieves
pressure on the lower back. :

Sitting

L. When sitting, sit in chairs low enough to place both feet on the floor with knees higher than the

hips. You may cross your legs or put your feet up on a stool. Sit ﬁrmly against the back of the
chair. .
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FIRE PREVENTION

It is important to use the right type of fire extinguisher if you are forced to put out a fire. Read
and remember these symbols and the types of fire extinguishers on which they are found. If you should
be faced with an actual fire, you may not have time to read this information. Read it now while you have
the time.

The symbols below indicate that the fire extinguisher is designed for combustibles such as cloth, wood,
paper, rubber, etc. The background color of the symbol will be either metallic or green. This type of fire
extinguisher contains either water, multipurpose dry chemicals, carbon dioxide or foam.

- o
Combustiblos

The symbols below indicate that the fire extinguisher is designed for flammabie or combustible
liquids, gases, greases, oil, etc. The background color of this symbol is either metallic or red. This type of
fire extingunisher contains multipurpose dry chemicals or carbon dioxide.

Liguids

The symbols below indicate that the fire extinguisher is designed for use on electrical equipment.
The background color of the symbol is either metallic or blue. This type of fire extinguisher contains
either multipurpose dry chemicals or carbon dioxide.

Eloclricsd
Fauipiiont
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FALL PREVENTION

Falls are one of the most common kind of accident. Preventing a fall and injury to yourself is

your responsibility.

1.
2.
3

4.

When it is necessary to climb, use a ladder- not a chair, stool, desk or box.

Wear sturdy shoes with non-stip soles that are in good condition.

Use the handrail when going up or down stairs. Be especially careful if carrymg an item

while on the stairway. :

In winter, be on the alert for slippery outdoor sidewalks and steps.

Help others. Report tripping hazards, loose handrails, steps in poor condition, slippery indoor steps.

ACCIDENTS ARE CAUSED BY UNSAFE ACTS AND CONDITIONS.

You are the most important factor in the elimination of unsafe acts. This set of safety rules is for

your guidance in patterning your safe practice procedure. Your acceptance of these rules is a condition of
your contract of employment here, and your signature indicates that you have received, read, understand
and agree to abide by these safety rules.

We welcome any suggestions you may have that will enhance our accident prevention program.

Direct any suggestions or comments to the Human Resources Office at the Town Hall.

Adopted by

Peter I Hechenbleikner
Town Manager

5-20-04
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Town of Reading

Alcohol and Drug Testing
Policy







Introduction

The following is the policy of the Town of Reading regarding testing associated with
alcohol misuse and drug use by those employees operating motor vehicles which require
a Commercial Drivers' License. Any employee of the Town of Reading whose job
requires a Commercial Drivers' License must be covered by this policy. A discussion of
the physical effects of alcohol and certain drugs on the body is included as well. The
terms alcohol misuse, drug use and substance abuse are used interchangeably in this
document. The name and telephone number of the person who can answer any questions
you may have about the alcohol and drug rules and assist you in substance abuse
situations appears on the last page of this policy.

Terms and Abbreviations

BAT Breath Alcohol Technician

CDL Commercial Drivers' License
CMV Commercial Motor Vehicle
DHHS Department of Health and Human Services
DOT Department of Transportation
EAP Employee Assistance Program
EBT Evidential Breath Testing

MRO Medical Review Officer

NIDA National Institute on Drug Abuse
us The Employer

you The Driver/Employee
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 of preparation, including medications,
containing alcohol.

Breath Alcohol Technician (BAT)
An individual who instructs and assists individuals in the alcohol testing process
and operates an evidential breath testing (EBT) device.




Certified Laboratory
Laboratory certified under the Department of Health and Human Services
"Mandatory Guidelines for Federal Workplace Drug Testing Programs."

Chain of Custody

Those procedures employed to account for the integrity of each specimen by
tracking its handling and storage from point of specimen collection to final disposition.
These procedures require that an appropriate drug testing chain of custody form from a
DHHS/NIDA certified laboratory be used from the time of collection to receipt by the
testing laboratory.

Collection Site

A clinic or other location (including a mobile unit) designated by the employer
where the covered employee may present himself or herself for the purpose of providing
a specimen of his or her urine to be analyzed for the presence of drugs or for providing a
breath sample to be analyzed for the presence of alcohol.

Collection Site Person or Collector
A person who instructs and assists employees at a Collection Site and who
receives and performs a screening test of the urine specimen provided by the employees.

Commercial Motor Vehicle (CMV)
Any self-propelled or towed vehicle used on public highways to transport

passengers or property when: a. The vehicle has a gross vehicle weight or gross
combination weight rating of 26,001 or more pounds; or
b. The vehicle is designed to transport more than sixteen
passengers including the driver; or
¢. The vehicle is used in the transportation of hazardous
materials in a quantity requiring placarding under
regulations issued by the Department of Transportation
pursuant to the Hazardous Materials Transportation Act.

Confirmation Test

In alcohol testing: a second test, following a screening test with a result of 0.02
or greater, that provides quantitative measurement of alcohol concentration.

In drug testing: a second test to identify the presence of a specific drug or
metabolite. In order to ensure reliability and accuracy, this test is separate from and uses
a different technique and chemical principle from that of the alcohol screening test.




Controlled Substances

In this booklet, the terms "drugs" and "controlled substances" are interchangeable
and have the same meaning. Unless otherwise provided, these terms refer to:

* marijuana,

cocaine,
opiates,
phencyclidine (PCP),
amphetamines, including methamphetamines.

DHHS
The Department of Health and Human Services or any designee of the Secretary
of the Department of Health and Human Services.

DOT Agency
An agency (or operating administration) of the United States Department of
Transportation administering regulations requiring alcohol and/or drug testing.

Driver
Any person who operates a commercial motor vehicle, (CMV) including:

o full-time, regularly employed drivers,

e casual, intermittent or occasional drivers,

e leased drivers,

¢ independent, owner-operator contractors who are either
directly employed by or under contract to an employer
or who operate a commercial motor vehicle (CMV) at
the direction of or with the consent of an employer.

Evidential Breath Testing Device (EBT)
A device used for alcohol breath testing that has been approved by the National
Highway Safety Administration.

"Fail a Drug or Alcohol Test" or "Test Positive"

In connection with drug testing, the confirmation test results providing evidence
of the presence of a drug in the employee's system; or in connection with alcohol testing,
a quantitative confirmation test result showing an alcohol concentration of 0.02 or
greater.

Initial Test
An immunoassay screen to eliminate "negative" urine specimens from further
consideration or an EBT test used for screening tests.

Medical Review Officer (MRO)

A licensed physician (medical doctor or doctor of osteopathy) responsible for
receiving laboratory results generated by an employer's drug testing program. The MRO
must have knowledge of substance abuse disorders and appropriate medical training to




interpret and evaluate an individual's confirmed positive test, medical history and other
relevant biomedical information.

NIDA Certified Laboratory

The National Institute on Drug Abuse (NIDA) was established by the Department
of Health and Human Services (DHHS) in 1986 to regulate laboratories performing
analytical tests (drug tests) on human body fluids for employment purposes in the public
sector.

"Pass a Drug or Alcohol Test" or "Test Negative"

In connection with drug testing, the initial testing does not show evidence of the
presence of a drug in the employee's system; or in connection with alcohol testing, an
initial test which shows an alcohol concentration below 0.02.

Screening Test

In alcohol testing: the initial test to determine if a driver has a prohibited
concentration of alcohol in his or her system.

In drug testing: a screen to eliminate "negative" urine specimens from further
consideration.

Specimen

A urine specimen, in the case of drug testing; or a breath sample, in the case of
alcohol testing. A photo I.D. is required incident to both a urine sample and a breath
sample.

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

Substance Abuse Professional (SAP)

A licensed physician (medical doctor or doctor of osteopathy) or a licensed or
certified psychologist, social worker, employee assistance professional , or certified
addiction counselor with knowledge of and clinical experience in the diagnosis and
treatment of alcohol and controlled substance-related disorders. The SAP decides how
many follow up tests will be done after a violation of this policy but he/she dos not
benefit financially in any way from the follow-up testing that is performed by the
Collection Site Person or Collector.

WHO IS COVERED BY THE ALCOHOL AND DRUG RULE?

The Federal Highway Administration, Department of Transportation Alcohol and Drug
ruling applies to every person who operates a commercial motor vehicle (CMV) in
interstate or intrastate commerce, and is subject to the commercial driver's license (CDL)
requirements of part 383.



WHAT IS A SAFETY-SENSITIVE FUNCTION?

A safety-sensitive function is defined as including any of the following circumstances
and/or activities:

e ata carrier plant or shipper plant, terminal or facility, or other property, or on
any public property, waiting to be dispatched, unless the driver is relieved
from duty by the employer;

e inspecting service brakes, including trailer brake connections, parking (hand)
brakes, steering mechanism, lighting devices and reflectors, tires, horn,
windshield wipers, rear vision mirrors, coupling devices, fire extinguisher,
spare fuses, or warning devices for stopped vehicles;
inspecting, servicing, or conditioning any CMV in operation;
at the driving controls of a CMV in operation;
while in or upon any CMV, except when resting in a sleeper berth;
supervising or assisting in loading or unloading a vehicle;
attending a vehicle being loaded or unloaded,;
while in readiness to operate the vehicle;
when giving or receiving receipts for shipments loaded or unloaded;
performing the driver requirements of Sections 392.40 and 392.41 of part 392,
Driving Motor Vehicles, relating to accidents;

e repairing, obtaining assistance, or remaining in attendance upon a disabled
vehicle.

WHAT ARE THE ALCOHOL AND DRUG PROHIBITIONS?

The DOT refers to the restrictions for the use of both alcohol and controlled substances as
prohibitions.

Alcohol prohibitions are tied to the performance of safety-sensitive functions in the
following ways:
1. A driver may not report for duty or stay on duty

a. with a blood alcohol concentration of 0.02 or greater;

b. if in possession of alcohol (unless it is being transported as cargo);

NOTE: this includes any product (medication, food or other product) containing
alcohol, regardless of the alcohol content.

c. if using alcohol;

d. within four hours of using alcohol.
2. A driver who has an accident may not use alcohol until post-accident testing is done or
for a period of eight hours, whichever comes first.
3. Drivers cannot refuse to submit to alcohol testing.
4. Employers who know about any of the above acts cannot permit the driver to perform
a safety-sensitive function.
5. It is recommended that all employees inform their health care providers that they are
subject to random alcohol and drug testing.

The Federal Highway Administration bans the use of controlled substances by drivers.




Drug Prohibitions:

1. Drivers may not report for duty or stay on safety-sensitive duty while using any
controlled substance. There may be an exception to this ruling if a physician has
prescribed a controlled substance and has advised you that it does not interfere with your
ability to operate a vehicle in a safe manner. The employee is required to notify the
supervisor that he/she is using the prescribed controlled substance.

2. Drivers may not report for duty or stay on duty if they have tested positive for a
controlled substance.

3. Employers who know about either of the above acts cannot permit the driver to
perform a safety-sensitive function.

WHAT TESTS ARE REQUIRED AND WHEN WILL I BE TESTED?

There are five situations where testing can be done to determine the presence of alcohol
and/or drugs.

1. Pre-employment

When: Before a new hire can perform any safety-sensitive duties or when a person
transfers into a safety-sensitive function from elsewhere in the municipality.

Note: No person will be considered for a Driver's position who has had a positive
drug and/or alcohol test within two years of his or her application.

2. Post-accident
When: Following an accident where
e alife was lost;
e the driver was cited for a moving traffic violation
Post-accident alcohol testing should be done within two hours of the accident. If a test
cannot be done within eight hours, it probably will not be done. Post-accident drug
testing shall be done within 32 hours, or not done at all.
Employees required to be tested pursuant to this section who refuse to submit a
specimen or who test positively will be immediately suspended without pay and subject
to discipline.

3. Random

Unannounced random testing is required on a certain percentage of drivers each year.

How: The random selection process used shall ensure that each driver has an equal
chance of being tested each time selections are made.

When: Drivers are randomly selected from the pool. Random testing for alcohol
shall be completed just before, during or immediately after performing safety-sensitive
work. Random testing for drugs may be done at any time you are at work. Once you are
notified that you have been selected for random testing, you must report to the test site at
the assigned time.

Random testing is done as follows:
e 25% of all drivers shall be randomly tested for alcohol during the first year of the
testing program. The number to be randomly tested in following years depends on




the percentage of positive tests for the entire industry. In 2005, 10% of all drivers
were randomly tested for alcohol.

*  50% of drivers shall be randomly tested for controlled substances during each year of
the testing program.

4. Reasonable suspicion:

When: If your supervisor has reason to believe that your behavior or appearance may
indicate alcohol or drug use.

Testing for reasonable suspicion is based on:

o the observances of a trained supervisor;

¢ specific, clearly stated observations concerning the driver's appearance, behavior,
speech or body odor;

e observations made for alcohol testing shall be made just before, during, or just after
the performance of a safety-sensitive function.

Important points:

e The supervisor who makes the observation and determines that reasonable suspicion
testing should be done, may not conduct the alcohol test on the driver.

e Alcohol testing for reasonable suspicion must be done within two hours of the
observation. Tests that cannot be done within eight hours of the observation shall not
be done.

e You cannot report for duty or stay on the job while under the influence of alcohol or
while impaired by alcohol as shown by behavior, speech or performance that
indicates alcohol misuse. You will not be allowed to continue to perform safety-
sensitive duties until:

Your alcohol concentration is less than 0.02
or
24 hours have passed from the time of the initial observation.

e Action regarding alcohol misuse cannot be taken against a driver unless an alcohol
test was administered or was refused by the driver.

W

. Return to duty and follow-up
When:

e Return to duty testing is required for drivers who violate prohibitions and are
returning to work. In order to return to work, an alcohol concentration of less than
0.02 or a negative drug test is required.

e Follow-up testing is required when a driver returns to a safety-sensitive function. At
least six tests shall be performed during the first year back in a safety-sensitive
position. The substance abuse professional decides how many follow up tests shall be
done. Follow-up testing may continue for up to five years.

¢ All return to duty testing and follow-up testing will be done at the employee’s

expense and by a vendor chosen by the Town of Reading. As of January 2006, the

cost of an alcohol test is $25.00 and a drug test is $65.00.




WHAT HAPPENS IF I REFUSE TO BE TESTED?

As part of the alcohol and drug rule, you must submit to alcohol and drug testing. If you
refuse to be tested, you cannot continue on the job.

Refusal to test is considered to be any time you either fail to provide enough breath for
alcohol testing or enough urine for controlled substances testing without a valid medical
reason after being notified of the testing requirements, or if you clearly obstruct the
testing process.

HOW IS ALCOHOL TESTING DONE?

1. All alcohol testing is done by a certified Breath Alcohol Technician, or BAT, ina
private setting where no one but you and the BAT can see or hear the test results. An
evidential breath testing device (EBT) approved by the National Highway Safety
Administration must be used.

2. The BAT will ask you for identification. You may ask for the BAT's identification as
well.

3. To complete the test, you must blow forcefully into the mouthpiece of the testing
device. The BAT must show you the test result on the testing device.

4. A screening test is done first. If the reading is less than 0.02, you will sign the
certification and fill in the date on the form. The test will be reported as negative to the
employer.

5. If the reading is 0.02 or greater, a confirmation test must be done (after 15 minutes but
within 20 minutes of the first test). You will be asked not to eat, drink, belch or put
anything in your mouth. These steps prevent the buildup of mouth alcohol, which could
lead to an artificially high result.

6. If the screening and confirmation test results are not the same, the confirmation test
result is used.

If you refuse to be tested or to sign the testing form, the BAT will immediately notify
your employer.

HOW IS DRUG TESTING DONE?

1. Drug testing is done by analyzing a urine sample, which is collected in a private
location.

2. Urine specimens are divided into two containers by the collection site person - in your
presence. These two samples, called "primary" and "split", are sent to a testing
laboratory certified by the Department of Health and Human Services. (DHHS).

3. At the laboratory, a screening test is performed on the primary sample. If this test is
positive for drugs, a confirmation test is required.

4. The confirmation test must use a specialized procedure called gas
chromatography/mass spectrometry, to ensure that over-the-counter drugs are not
reported as positive.

5. If the first test is positive, the Medical Review Officer (MRO) will notify you to find
out if there is a medical reason for the drug use. If you can document why the substance




is being taken and the MRO finds it is a legitimate-medical use, the test may be reported
as negative to the employer.
6. After being notified that the first test was positive, you have 72 hours to request a test
of the split specimen. If you make this request, the split specimen is sent to another
DHHS-certified lab for the test.

a. If you do not contact the MRO within 72 hours but can prove to the MRO that
you had a legitimate reason for not doing so, the MRO can order the split specimen
tested.

Removal from safety-sensitive duty as required by the DOT following a positive
drug test is not delayed to await the result of the split specimen test.

7. If the analysis of the split sample does not confirm the presence of a drug, the MRO
cancels the test and reports this to the DOT, to the employer, and to you.

8. If the analysis of the split sample does not confirm the presence of a drug, the Town
will pay the cost of the test of the split sample; if the analysis of the split sample does
confirm the presence of a drug, the employee will pay the cost of the test of the split
sample.

9. If the analysis of the split sample does not confirm the presence of a drug, any loss of
pay by the employee due to disciplinary action will be reimbursed by the Town; any loss
of time by the employee, such as vacation, floating holiday or sick leave, due to
disciplinary action will be reinstated by the Town.

WHAT ARE THE CONSEQUENCES OF VIOLATING THE ALCOHOL OR
DRUG PROHIBITIONS?

1. The intent of this policy is to make discipline progressive. If there are multiple
offenses, such as a positive drug test and then, in less than five (5) years, a positive
alcohol test, the more stringent discipline will apply. For example, if an employee tests
positive with an alcohol concentration of 0.04 or greater, and then at a later date, tests
positive for drug use, the more stringent discipline of a 20 workday suspension would
apply to the second offense. A third positive test will always result in termination.
Employees who engage in prohibited alcohol or drug conduct (that is, who test positive
for alcohol use 0.02 or greater or have a positive test result for drug use) must be
immediately removed from safety-sensitive functions. In determining the level of
discipline for alcohol tests which result in 0.02 or higher and for positive test results for
drug use, the Town of Reading will not consider any similar offense committed by the
employee which is more than five (5) years old. This means that a second offense under
this policy will revert to a first offense status, when the original offense becomes five (5)
years old.

2. Employees selected for alcohol or drug testing pursuant to this Policy's random
selection provisions who refuse to submit a specimen or who test positive for alcohol or
drug use shall be subject to discipline consistent with any applicable law, the provisions
of any applicable collective bargaining agreement and the rules, policies and procedures
of the Town of Reading.




3. An employee with an alcohol concentration of 0.02 or greater but less than 0.04 is not
permitted to perform safety-sensitive functions for a minimum of 24-hours or until a
retest shows that the employee's alcohol concentration has dropped below 0.02. In
addition, the following levels of disciplinary action will be imposed:

First Offense: An employee will be sent home with pay and will be charged vacation,
floating holiday, or sick leave, in that order, for the remainder of the shift. In addition, the
employee shall receive a one (1) workday disciplinary suspension with pay and will be
charged vacation, floating holiday or sick leave, in that order. In addition, the employee
will receive a written warning for alcohol-related misconduct rendering him/her
unavailable for duty, or more severe discipline based on the employee's prior disciplinary
record.

Second Offense: An employee will be sent home without pay for the remainder of the
employee's shift. In addition, the employee shall receive a three (3) workday
disciplinary suspension without pay. The suspension shall begin at the start of the
employee's next shift. Also the employee will receive a written warning for alcohol-
related misconduct rendering him/her unavailable for duty, or more severe discipline
based on the employee's prior disciplinary record.

Third Offense: A third offense will result in termination of employment.

4. An employee with an alcohol concentration of 0.04 or greater is prohibited from
performing safety-sensitive functions until at a minimum (a) the employee undergoes
evaluation, and where necessary, treatment; and (b) a substance abuse professional
determines that the employee has successfully complied with any recommended course
of treatment; and (c) the employee passes the requirements of a return to duty test.
Employees who qualify for a return to safety-sensitive duties will be subject to
unannounced follow-up testing. In addition, the following levels of disciplinary action
will also be imposed:

First Offense: An employee will be sent home without pay for the remainder of the
employee's shift. In addition, the employee will receive a five (5) workday disciplinary
suspension without pay to begin at the start of the employee's next shift. Any other time
for inpatient rehabilitation, excluding the suspension, may be charged to any available
leave balances in accordance with existing benefit policies. An employee who refuses to
fully participate in the treatment program recommended by the Substance Abuse
Professional or who fails to report to duty following a negative return to duty test shall be
placed on unauthorized leave. An unauthorized leave of absence of one (1) or more days
shall be considered a resignation not in good standing. A failed return to duty or follow-
up test shall be considered the same as a second offense.

Second Offense:  An employee will be sent home without pay for the remainder of the
employee's shift. In addition, the employee will receive a fifteen (15) workday
disciplinary suspension without pay to begin at the start of the employee's next shift. Any




other time for inpatient rehabilitation, excluding the suspension, may be charged to any
available leave balances in accordance with existing benefit policies. An employee who
refuses to fully participate in the treatment program recommended by the Substance
Abuse Professional or who fails to report to duty following a negative return to duty test
shall be placed on unauthorized leave. An unauthorized leave of absence of one (1) or
more days shall be considered a resignation not in good standing. A failed return to duty
or follow-up test shall be considered the same as a third offense.

Third Offense: A third offense will result in termination of employment.

5. Anemployee with a confirmed positive test result for controlled substances is
prohibited from performing safety-sensitive functions until at a minimum (a) the
employee undergoes evaluation, and where necessary, treatment; and (b) a substance
abuse professional determines that the employee has successfully complied with any
recommended course of treatment; and (c) the employee passes the requirements of a
return-to-duty test. Employees who qualify for a return to safety-sensitive duties will be
subject to unannounced follow-up testing. In addition, the following levels of
disciplinary action will also be imposed:

First Offense: An employee will be sent home without pay for the remainder of the
employee's shift. In addition, the employee will receive a ten (10) workday disciplinary
suspension without pay to begin at the start of the employee's next shift. Any other time
for inpatient rehabilitation, excluding the suspension, may be charged to any available
leave balances in accordance with existing benefit policies. An employee who refuses to
fully participate in the treatment program recommended by the Substance Abuse
Professional or who fails to report to duty following a negative return to duty test shall be
placed on unauthorized leave. An unauthorized leave of absence of one (1) or more days
shall be considered a resignation not in good standing. A failed return to duty or follow-
up test shall be considered the same as a second offense.

Second Offense:  An employee will be sent home without pay for the remainder of the
employee's shift. In addition, the employee will receive a twenty (20) workday
disciplinary suspension without pay to begin at the start of the employee's next shift. Any
other time for inpatient rehabilitation, excluding the suspension, may be charged to any
available leave balances in accordance with existing benefit policies. An employee who
refuses to fully participate in the treatment program recommended by the Substance
Abuse Professional or who fails to report to duty following a negative return to duty test
shall be placed on unauthorized leave. An unauthorized leave of absence of one (1) or
more days shall be considered a resignation not in good standing. A failed return to duty
or follow-up test shall be considered the same as a third offense.

Third Offense: A third offense will result in termination of employment.



WHERE CAN I GO FOR HELP?

The alcohol and drug rule requires us to provide you with an opportunity for treatment.
The ruling does not, however, require us to hold a job open for you or to pay for
rehabilitation. These issues are handled according to our alcohol and drug policy.

If you violate an alcohol or drug prohibition you must be evaluated by a substance abuse
professional to determine what help is needed.

Before you can return to a safety-sensitive job, you must:

a. have an alcohol concentration of less than 0.02, or a verified negative drug test
(depending on the violation);

b. complete recommended treatment;

¢. complete a minimum of 6 follow-up tests within the first year back to work (follow-up
testing may be done for up to five years after return to work).

If you have not violated alcohol or drug prohibitions but would like further
information or assistance on alcohol or drug issues, you may do so on a confidential
basis through your Employee Assistance Program.

WHAT ARE THE EFFECTS OF ALCOHOL AND DRUGS ON THE BODY?

Alcohol, anervous system depressant, is the most widely abused drug. About half of
all auto accident fatalities in this country are related to alcohol abuse. A 12-ounce can of
beer, a 5-ounce glass of wine and a 1 1/2 ounce shot of hard liquor all contain the same
amount of alcohol. Each 1/2 ounce of alcohol takes the average body about one hour to
process and eliminate. Coffee, cold showers and exercise do not hasten sobriety.

Alcohol first acts on those parts of the brain that affect self-control and other learned
behaviors. Low self-control often leads to the aggressive behavior associated with some
people who drink. In large doses, alcohol can dull sensation and impair muscular
coordination, memory, and judgment. Taken in larger quantities over a long period of
time, alcohol can damage the liver and heart and can cause permanent brain damage. On
the average, heavy drinkers shorten their life spans by about ten years.

Other Effects:
o greatly impaired driving ability,
o reduced coordination and reflex action,
e impaired vision and judgment,
¢ inability to divide attention,
¢ lowering of inhibitions,
¢ hangover, which can be accompanied by headaches, nausea, dehydration,
unclear thinking, unsettled digestion and aching muscles.

Marijuana, also known as "pot", "weed", "grass", and other street names, alters the
user's sense of time and reduces the ability to perform tasks requiring concentration. The
drug has a significant effect on judgment, caution, and sensory/motor function.




Marijuana stays in the body for 28 days, unlike alcohol, which dissipates in a few hours.

Other Effects:
e impaired driving for at least 4-6 hours after smoking 1 "joint",
restlessness,
inability to concentrate,
increased pulse rate and blood pressure,
rapidly changing emotions and erratic behavior,
altered sense of identify,
dulling of attention,
hallucinations, fantasies and paranoia,
reduction or temporary loss of fertility.

Cocaine is a stimulant drug which increases heart rate and blood pressure. Asa
powder, cocaine is inhaled, ingested, or injected. Cocaine is also used as free-base
cocaine known as "crack" or "rock", which is smoked. The crack "high" is reached in 4-6
seconds and lasts for about 15 minutes.

Many people mistakenly believe that, because it is smoked, crack is safer than other
forms of cocaine use. It is not. Crack cocaine is one of the most addictive drugs known
today. The most dangerous effects of crack are that its use can cause vomiting, rapid
heart beat, tremor and convulsions. All of this muscle activity increases the demand for
oxygen, which can result in a cocaine-induced heart attack. Since the heat regulating
center in the brain is also disrupted, dangerously high body temperatures can occur. With
high doses, brain functioning, breathing, and heart beat are depressed, which can lead to
death.

Other Effects:
e A rush of pleasurable sensations,
a heightened, but momentary, feeling of confidence, strength and endurance,
accelerated pulse, blood pressure and respiration,
impaired driving ability,
paranoia, which can trigger mental disorders in users prone to mental
instability,
irritation of the nostrils and nasal membrane,
mood swings,
anxiety,
reduced sense of humor,
compulsive behavior, such as teeth grinding or repeated hand washing.

Amphetamines are drugs that stimulate the central nervous system and promote a
feeling of alertness and an increase in speech and general physical activity. Some
common street names for amphetamines are "speed”, "uppers", "blackbeauties",
"bennies", "wake-ups", "footballs", and "dexies".




People with a history of sustained low-dose amphetamine use quite often become
addicted, believing that they need the drug to get by. These users frequently keep taking
amphetamines to avoid the "down" mood they experience when the drug wears off.

Even small, infrequent doses can produce toxic effects in some persons. Restlessness,
anxiety, mood swings, panic, heart rhythm disturbances, paranoid thoughts,
hallucinations, convulsions and coma have been reported. Long-term users often have
acne resembling measles, trouble with their teeth, gums and nails, and dry, dull hair.
Heavy, frequent use can produce brain damage resulting in speech disturbances.

Other Effects:

e Loss of appetite,
irritability, anxiety, apprehension,
increased heart rate and blood pressure,
difficulty in focusing eyes,
exaggerated reflexes,
distorted thinking,
perspiration, headaches, dizziness,
short-term insomnia.

Opiates include heroin, morphine, codeine and narcotics used to relieve pain and
induce sleep. Heroin, also called "junk" or "smack", accounts for 90% of the narcotic
abuse in this country.

Sometimes narcotics found in medicines are abused. This includes pain relievers
_containing opium and cough syrups containing codeine. Heroin is illegal and cannot
even be obtained with a physician's prescription.

Most medical problems are caused by the uncertain dosage level, the use of unsterile
needles, contamination of the drug, or the combination of a narcotic with other drugs.
These dangers depend on the specific drug, its source and the way it is used.

Other Effects:

e short lived euphoria,
impaired driving ability,
drowsiness, followed by sleep,
constipation,
decreased physical activity,
reduced vision,
change in sleeping habits,
possible death.

Phencyclidine or PCP, also call "angel dust", was developed as a surgical anesthetic

in the late 1950s. Later, due to its unusual side effects in humans, it was restricted to use



as a veterinary anesthetic and tranquilizer. Today, it has no lawful use and is no longer
legally manufactured.

PCP is a very dangerous drug. It can produce violent and bizarre behavior even in people
otherwise not prone to such behavior. More people die from accidents caused by erratic
and unpredictable behavior produced by the drug than from the drug's direct effect on the
body.

PCP scrambles the brain's internal stimuli and alters how users see and deal with their
environment. Routine activities such as driving and walking become very difficult.

Low doses produce a rush, sometimes associated with a feeling of numbness. Increased
doses produce an excited, confused state including any of the following: Muscle rigidity,
loss of concentration and memory, visual disturbances, delirium, feelings of isolation and
convulsions.

Other Effects:

e impaired driving ability,
drowsiness,
perspiration,
repetitive speech patterns,
incomplete verbal responses,
blank stare,
thick, slurred speech,
involuntary eye movement.

The following person should be contacted for assistance with drug and/or alcohol
problems:

Jeffrey Zager (617) 942-6660

Name Phone

Notes:
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TOWN OF READING
ELECTRONIC COMMUNICATION POLICY

The Town strives to provide the latest technological and communication tools to its part-time and full-time employees, contrac-
tors, volunteers and elected officials. These tools are designed for the internal and external dissemination of information relevant to
Town business. They include computers, printers, facsimile machines, copiers, telephones, voice mail, as well as online capabilities such
as e-mail and the Internet. All employees are encouraged to utilize these resources, but should be cognizant of the policy for such use,
as stated below.

This policy applies to all users of the Town's information resources. It is intended to prevent the illegal and/or improper use or
abuse of these resources. No contractual rights are created by the existence of this policy. Use of any of the Town's information re-
sources by any user shall constitute acceptance of the terms of this policy and of any future amendments. It is the responsibility of all
users to read, understand and follow the terms of this policy. Any questions about the application or interpretation of this policy should
be brought to the attention of the department head or supervisor. If any statement within this policy conflicts with federal or state stat-
utes, the applicable provision of the federal or state statute shall apply.

PURPOSE

Technology has provided us the ability to quickly and easily communicate between departments, towns, and others via the
Internet, using e-mail. With this open communication comes vulnerabilities to the privacy of electronic messages. Individuals often
communicate information electronically that they would never say openly. Electronic mail can sometimes be perceived as a way to by-
pass the open meeting laws. Town employees need to be aware of the vulnerabilities in e-mail communication and the legal responsibil-
ities that accompany the use of this medium. The term e-mail applies to both internal (over the municipal area network) and external
(Internet) communications.

RESPONSIBILITIES

The head of the Technology Division is hereby designated as the party responsible for administering electronic mail and for
enforcing compliance with this policy. Technology Division staff responsible for maintaining, repairing and further developing e-mail
resources will exercise special care and access only those e-mail messages as required to perform their job function. These employees
will make every effort to ensure the privacy and confidentiality of individual's e-mail messages. All town employees, elected officials
and volunteers are responsible for safeguarding the integrity, accuracy and confidentiality of the town's electronic mail.

SECURITY AND CONFIDENTIALITY

An e-mail message is the same as a business memorandum and therefore should be dealt with in the same manner. Electronic
mail messages are the sole property of the sender and/or receiver. But, because these messages reside on the Town's computer sys-
tems, the Town is responsible for the administration of e-mail.

The Town of Reading reserves the right to monitor the use of the Town's e-mail and Internet systems for legitimate business
purposes. The Town will not routinely or indiscriminately monitor electronic documents or messages. However, the privacy of docu-
ments or messages stored in electronic media cannot be guaranteed and should not be assumed. The confidentiality of e-mail messages
that include certain types of information (e.g. employee medical, personal, etc.) may be protected by federal and/or state statute and
therefore shouldn't be sent by e-mail. Alternatively, the contents of some e-mail messages may be classified as public. E-mail messages
concerning



official Town business are generally considered public record information that is subject to disclosure under the Massachusetts public rec-
ords law.

It is every e-mail system user's responsibility to delete obsolete messages. In the event of an investigation, electronic mail or files
may be locked or copied by the Town to prevent destruction and loss of information. Additionally, the Town may be required to access e-
mail as a result of legal discovery, writ, warrant or subpoena.

ACCEPTABLE USES

Any use that is related to a user's official duties and responsibilities, or which furthers a particular Town goal in providing its citi-
zens with better and more efficient services is an acceptable use of resources. Use of e-mail for social communications is not prohibited.
However, any such messages must be limited, and not interfere with an employee's job function. All users are expected to check with their
Department Head or Supervisor if they have a question regarding limited personal use.

PROHIBITED USES

Employees are prohibited from using an electronic mail account assigned to another employee to either send or receive messag-
es. If during an extended absence, it is necessary to read another employee's mail, written permission should be obtained.

The Town's computer systems must not be used for any act in violation of federal, state, or local law, statute, bylaw, rule, or regu-
lation. Sending, receiving, downloading, displaying, forwarding, printing or otherwise disseminating material that is profane, obscene, har-
assing, fraudulent, offensive or defamatory to others is considered a violation. What is "objectionable" is defined by the_recipient. Harass-
ment or threats via e-mail will be handled in accordance with the Town's harassment policies/procedures. lllegally soliciting or exchanging
copies of copyrighted software are not permitted on the Town's computer system.

Wasteful use of the Town's resources by, among other things, sending mass mailings or chain letters, spending excessive amounts
of time on the Internet, printing multiple copies of documents, or creating unnecessary network traffic is prohibited. (Excessive amounts of
time is time that interferes with the user's official duties and responsibilities.)

E-mail Etiquette

E-mail, like other forms of written communication, reflects upon the Town of Reading. Users should attempt to communicate in a
professional manner with proper spelling and grammar. Users are expected to take precautions to prevent the infection of Town comput-
ers with computer viruses. If you think that there is a virus attempting to compromise your machine, please call the Technology staff imme-
diately.

Compliance and Enforcement

It is the responsibility of Department Heads to ensure that all employees under their supervision, and all contracted users who are
associated with their department receive a copy of this policy. Any user who fails to observe this policy may be denied future access to the
Town's technical resources, and shall be subject to disciplinary action. All employees (including temporary, part-time, full-time, and con-
sultants) as well as volunteers and elected officials must comply with the Town's policy.
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Summary of the Conflict of Interest Law for Municipal Employees

This summary of the conflict of interest law, General Laws chapter 268A, is intended to help municipal employees understand how
that law applies to them. This summary is not a substitute for legal advice, nor does it mention every aspect of the law that may
apply in a particular situation. Municipal employees can obtain free confidential advice about the conflict of interest law from the
Commission's Legal Division at our website, phone number, and address above. Municipal counsel may also provide advice.

The conflict of interest law seeks to prevent conflicts between private interests and public duties, foster integrity in public service,
and promote the public's trust and confidence in that service by placing restrictions on what municipal employees may do on the
job, after hours, and after leaving public service, as described below. The sections referenced below are sections of G.L. c. 268A.

When the Commission determines that the conflict of interest law has been violated, it can impose a civil penalty of up to $10,000
(525,000 for bribery cases) for each violation. In addition, the Commission can order the violator to repay any economic advantage
he gained by the violation, and to make restitution to injured third parties. Violations of the conflict of interest law can also be pros-
ecuted criminally.

I. Are you a municipal employee for conflict of interest law purposes?

You do not have to be a full-time, paid municipal employee to be considered a municipal employee for conflict of interest purposes.
Anyone performing services for a city or town or holding a municipal position, whether paid or unpaid, including full- and part-time
municipal employees, elected officials, volunteers, and consultants, is a municipal employee under the conflict of interest law. An
employee of a private firm can also be a municipal employee, if the private firm has a contract with the city or town and the em-
ployee is a "key employee" under the contract, meaning the town has specifically contracted for her services. The law also covers
private parties who engage in impermissible dealings with municipal employees, such as offering bribes or illegal gifts.

Il. On-the-job restrictions.
(a) Bribes. Asking for and taking bribes is prohibited. (See Section 2)

A bribe is anything of value corruptly received by a municipal employee in exchange for the employee being influenced in his official
actions. Giving, offering, receiving, or asking for a bribe is illegal.

Bribes are more serious than illegal gifts because they involve corrupt intent. In other words, the municipal employee intends to sell
his office by agreeing to do or not do some official act, and the giver intends to influence him to do so. Bribes of any value are ille-

gal.

(b) Gifts and gratuities. Asking for or accepting a gift because of your official position, or because of something you can do or
have done in your official position, is prohibited. (See Sections 3, 23(b)(2), and 26)

Municipal employees may not accept gifts and gratuities valued at $50 or more given to influence their official actions or because of
their official position. Accepting a gift intended to reward past official action or to bring about future official action is illegal, as is
giving such gifts. Accepting a gift given to you because of the municipal position you hold is also illegal. Meals, entertainment event
tickets, golf, gift baskets, and payment of travel expenses can all be illegal gifts if given in connection with official action or position,
as can anything worth $50 or more. A number of smaller gifts together worth $50 or more may also violate these sections.

Example of violation : A town administrator accepts reduced rental payments from developers.

Example of violation : A developer offers a ski trip to a school district employee who oversees the developer's work for the school
district.

Regulatory exemptions . There are situations in which a municipal employee's receipt of a gift does not present a genuine risk of a
conflict of interest, and may in fact advance the public interest. The Commission has created exemptions permitting giving and re-
ceiving gifts in these situations. One commonly used exemption permits municipal employees to accept payment of travel-related
expenses when doing so advances a public purpose. Another commonly used exemption permits municipal employees to accept
payment of costs involved in attendance at educational and training programs. Other exemptions are listed on the Commission's
website.




Example where there is no violation : A fire truck manufacturer offers to pay the travel expenses of a fire chief to a trade show where the
chief can examine various kinds of fire-fighting equipment that the town may purchase. The chief fills out a disclosure form and obtains
prior approval from his appointing authority.

Example where there is no violation : A town treasurer attends a two-day annual school featuring multiple substantive seminars on issues
relevant to treasurers. The annual school is paid for in part by banks that do business with town treasurers. The treasurer is only required
to make a disclosure if one of the sponsoring banks has official business before her in the six months before or after the annual school.

(c) Misuse of position. Using your official position to get something you are not entitled to, or to get someone else something they are
not entitled to, is prohibited. Causing someone else to do these things is also prohibited. (See Sections 23(b)(2) and 26)

A municipal employee may not use her official position to get something worth $50 or more that would not be properly available to other
similarly situated individuals. Similarly, a municipal employee may not use her official position to get something worth $50 or more for
someone else that would not be properly available to other similarly situated individuals. Causing someone else to do these things is also
prohibited.

Example of violation : A full-time town employee writes a novel on work time, using her office computer, and directing her secretary to
proofread the draft.

Example of violation : A city councilor directs subordinates to drive the councilor's wife to and from the grocery store.

Example of violation : A mayor avoids a speeding ticket by asking the police officer who stops him, "Do you know who | am?" and showing
his municipal I.D.

(d) Self-dealing and nepotism. Participating as a municipal employee in a matter in which you, your immediate family, your business
organization, or your future employer has a financial interest is prohibited. (See Section 19)

A municipal employee may not participate in any particular matter in which he or a member of his immediate family (parents, children,
siblings, spouse, and spouse's parents, children, and siblings) has a financial interest. He also may not participate in any particular matter in
which a prospective employer, or a business organization of which he is a director, officer, trustee, or employee has a financial interest.
Participation includes discussing as well as voting on a matter, and delegating a matter to someone else.

A financial interest may create a conflict of interest whether it is large or small, and positive or negative. In other words, it does not matter
if a lot of money is involved or only a little. It also does not matter if you are putting money into your pocket or taking it out. If you, your
immediate family, your business, or your employer have or has a financial interest in a matter, you may not participate. The financial inter-
est must be direct and immediate or reasonably foreseeable to create a conflict. Financial interests which are remote, speculative or not
sufficiently identifiable do not create conflicts.

Example of violation : A school committee member's wife is a teacher in the town's public schools. The school committee member votes
on the budget line item for teachers' salaries.

Example of violation : A member of a town affordable housing committee is also the director of a non-profit housing development corpo-
ration. The non-profit makes an application to the committee, and the member/director participates in the discussion.

Example : A planning board member lives next door to property where a developer plans to construct a new building. Because the plan-
ning board member owns abutting property, he is presumed to have a financial interest in the matter. He cannot participate unless he pro-
vides the State Ethics Commission with an opinion from a qualified independent appraiser that the new construction will not affect his
financial interest.

In many cases, where not otherwise required to participate, a municipal employee may comply with the law by simply not participating in
the particular matter in which she has a financial interest. She need not give a reason for not participating.

There are several exemptions to this section of the law. An appointed municipal employee may file a written disclosure about the financial
interest with his appointing authority, and seek permission to participate



notwithstanding the conflict. The appointing authority may grant written permission if she determines that the financial interest in ques-
tion is not so substantial that it is likely to affect the integrity of his services to the municipality. Participating without disclosing the finan-
cial interest is a violation. Elected employees cannot use the disclosure procedure because they have no appointing authority.

Example where there is no violation : An appointed member of the town zoning advisory committee, which will review and recommend
changes to the town's by-laws with regard to a commercial district, is a partner at a company that owns commercial property in the dis-
trict. Prior to participating in any committee discussions, the member files a disclosure with the zoning board of appeals that appointed

him to his position, and that board gives him a written determination authorizing his participation, despite his company's financial inter-
est. There is no violation.

There is also an exemption for both appointed and elected employees where the employee's task is to address a matter of general policy
and the employee's financial interest is shared with a substantial portion (generally 10% or more) of the town's population, such as, for
instance, a financial interest in real estate tax rates or municipal utility rates.

Regulatory exemptions. In addition to the statutory exemptions just mentioned, the Commission has created several regulatory exemp-
tions permitting municipal employees to participate in particular matters notwithstanding the presence of a financial interest in certain
very specific situations when permitting them to do so advances a public purpose. There is an exemption permitting school committee
members to participate in setting school fees that will affect their own children if they make a prior written disclosure. There is an ex-
emption permitting town clerks to perform election-related functions even when they, or their immediate family members, are on the
ballot, because clerks’ election-related functions are extensively regulated by other laws. There is also an exemption permitting a person
serving as a member of a municipal board pursuant to a legal requirement that the board have members with a specified affiliation to
participate fully in determinations of general policy by the board, even if the entity with which he is affiliated has a financial interest in
the matter. Other exemptions are listed in the Commission's regulations, available on the Commission’s website.

Example where there is no violation: A municipal Shellfish Advisory Board has been created to provide advice to the Board of Selectmen
on policy issues related to shellfishing. The Advisory Board is required to have members who are currently commercial fishermen. A
board member who is a commercial fisherman may participate in determinations of general policy in which he has a financial interest
common to all commercial fishermen, but may not participate in determinations in which he alone has a financial interest, such as the
extension of his own individual permits or leases.

(e) False claims. Presenting a false claim to your employer for a payment or benefit is prohibited, and causing someone else to do so is
also prohibited. (See Sections 23(b)(4) and 26)

A municipal employee may not present a false or fraudulent claim to his employer for any payment or benefit worth $50 or more, or
cause another person to do so.

Example of violation : A public works director directs his secretary to fill out time sheets to show him as present at work on days when
he was skiing.

(f) Appearance of conflict. Acting in a manner that would make a reasonable person think you can be improperly influenced is prohib-
ited. (See Section 23(b)(3))

A municipal employee may not act in a manner that would cause a reasonable person to think that she would show favor toward some-
one or that she can be improperly influenced. Section 23(b)(3) requires a municipal employee to consider whether her relationships and
affiliations could prevent her from acting fairly and objectively when she performs her duties for a city or town. If she cannot be fair and
objective because of a relationship or affiliation, she should not perform her duties. However, a municipal employee, whether elected or
appointed, can avoid violating this provision by making a public disclosure of the facts. An appointed employee must make the disclosure
in writing to his appointing official.

Example where there is no violation : A developer who is the cousin of the chair of the conservation commission has filed an application
with the commission. A reasonable person could conclude that the chair might favor her



cousin. The chair files a written disclosure with her appointing authority explaining her relationship with her cousin prior to the meeting at
which the application will be considered. There is no violation of Sec. 23(b)(3).

(g) Confidential information. Improperly disclosing or personally using confidential information obtained through your job is prohibited.
(See Section 23(c))

Municipal employees may not improperly disclose confidential information, or make personal use of non-public information they acquired
in the course of their official duties to further their personal interests.

11l. After-hours restrictions.
(a) Taking a second paid job that conflicts with the duties of your municipal job is prohibited. (See Section 23(b)(1))

A municipal employee may not accept other paid employment if the responsibilities of the second job are incompatible with his or her mu-
nicipal job.

Example : A police officer may not work as a paid private security guard in the town where he serves because the demands of his private
employment would conflict with his duties as a police officer.

(b) Divided loyalties. Receiving pay from anyone other than the city or town to work on a matter involving the city or town is prohibited.
Acting as agent or attorney for anyone other than the city or town in a matter involving the city or town is also prohibited whether or
not you are paid. (See Sec. 17)

Because cities and towns are entitled to the undivided loyalty of their employees, a municipal employee may not be paid by other people
and organizations in relation to a matter if the city or town has an interest in the matter. In addition, a municipal employee may not act on
behalf of other people and organizations or act as an attorney for other people and organizations in which the town has an interest. Acting
as agent includes contacting the municipality in person, by phone, or in writing; acting as a liaison; providing documents to the city or town;
and serving as spokesman.

A municipal employee may always represent his own personal interests, even before his own municipal agency or board, on the same terms
and conditions that other similarly situated members of the public would be allowed to do so. A municipal employee may also apply for
building and related permits on behalf of someone else and be paid for doing so, unless he works for the permitting agency, or an agency
which regulates the permitting agency.

Example of violation : A full-time health agent submits a septic system plan that she has prepared for a private client to the town's board of
health.

Example of violation : A planning board member represents a private client before the board of selectmen on a request that town meeting
consider rezoning the client's property.

While many municipal employees earn their livelihood in municipal jobs, some municipal employees volunteer their time to provide ser-
vices to the town or receive small stipends. Others, such as a private attorney who provides legal services to a town as needed, may serve in
a position in which they may have other personal or private employment during normal working hours. In recognition of the need not to
unduly restrict the ability of town volunteers and part-time employees to earn a living, the law is less restrictive for "special" municipal em-
ployees than for other municipal employees.

The status of "special” municipal employee has to be assigned to a municipal position by vote of the board of selectmen, city council, or
similar body. A position is eligible to be designated as "special" if it is unpaid, or if it is part-time and the employee is allowed to have anoth-
er job during normal working hours, or if the employee was not paid for working more than 800 hours during the preceding 365 days. It is
the position that is designated as "special" and not the person or persons holding the position. Selectmen in towns of 10,000 or fewer are
automatically "special"; selectman in larger towns cannot be "specials."

If a municipal position has been designated as "special," an employee holding that position may be paid by others, act on behalf of others,
and act as attorney for others with respect to matters before municipal boards other than his own, provided that he has not officially partic-
ipated in the matter, and the matter is not now, and has not within the past year been, under his official responsibility.

Example : A school committee member who has been designated as a special municipal employee appears before the board of health on
behalf of a client of his private law practice, on a matter that he has not participated in or



had responsibility for as a school committee member. There is no conflict. However, he may not appear before the school committee, or
the school department, on behalf of a client because he has official responsibility for any matter that comes before the school committee.
This is still the case even if he has recused himself from participating in the matter in his official capacity.

Example : A member who sits as an alternate on the conservation commission is a special municipal employee. Under town by-laws, he only
has official responsibility for matters assigned to him. He may represent a resident who wants to file an application with the conservation
commission as long as the matter is not assigned to him and he will not participate in it.

(c) Inside track. Being paid by your city or town, directly or indirectly, under some second arrangement in addition to your job is prohibit-
ed, unless an exemption applies. (See Section 20)

A municipal employee generally may not have a financial interest in a municipal contract, including a second municipal job. A municipal em-
ployee is also generally prohibited from having an indirect financial interest in a contract that the city or town has with someone else. This
provision is intended to prevent municipal employees from having an "inside track" to further financial opportunities.

Example of violation : Legal counsel to the town housing authority becomes the acting executive director of the authority, and is paid in
both positions.

Example of violation : A selectman buys a surplus truck from the town DPW.

Example of violation : A full-time secretary for the board of health wants to have a second paid job working part-time for the town library.
She will violate Section 20 unless she can meet the requirements of an exemption.

Example of violation : A city councilor wants to work for a non-profit that receives funding under a contract with her city. Unless she can
satisfy the requirements of an exemption under Section 20, she cannot take the job.

There are numerous exemptions. A municipal employee may hold multiple unpaid or elected positions. Some exemptions apply only to spe-
cial municipal employees. Specific exemptions may cover serving as an unpaid volunteer in a second town position, housing-related bene-
fits, public safety positions, certain elected positions, small towns, and other specific situations. Please call the Ethics Commission's Legal
Division for advice about a specific situation.

IV. After you leave municipal employment. (See Section 18)

(a) Forever ban. After you leave your municipal job, you may never work for anyone other than the municipality on a matter that you
worked on as a municipal employee.

If you participated in a matter as a municipal employee, you cannot ever be paid to work on that same matter for anyone other than the
municipality, nor may you act for someone else, whether paid or not. The purpose of this restriction is to bar former employees from selling
to private interests their familiarity with the facts of particular matters that are of continuing concern to their former municipal employer.
The restriction does not prohibit former municipal employees from using the expertise acquired in government service in their subsequent
private activities.

Example of violation : A former school department employee works for a contractor under a contract that she helped to draft and oversee
for the school department.

(b) One year cooling-off period. For one year after you leave your municipal job you may not participate in any matter over which you
had official responsibility during your last two years of public service.

Former municipal employees are barred for one year after they leave municipal employment from personally appearing before any agency
of the municipality in connection with matters that were under their authority in their prior municipal positions during the two years before
they left.

Example : An assistant town manager negotiates a three-year contract with a company. The town manager who supervised the assistant,
and had official responsibility for the contract but did not participate in negotiating it, leaves her job to work for the company to which the
contract was awarded. The former manager may not call or write the town in connection with the company's work on the contract for one
year after leaving the town.



A former municipal employee who participated as such in general legislation on expanded gaming and related matters may not become an
officer or employee of, or acquire a financial interest in, an applicant for a gaming license, or a gaming licensee, for one year after his public
employment ceases.

(c) Partners. Your partners will be subject to restrictions while you serve as a municipal employee and after your municipal service ends.

Partners of municipal employees and former municipal employees are also subject to restrictions under the conflict of interest law. If a mu-
nicipal employee participated in a matter, or if he has official responsibility for a matter, then his partner may not act on behalf of anyone
other than the municipality or provide services as an attorney to anyone but the city or town in relation to the matter.

Example : While serving on a city's historic district commission, an architect reviewed an application to get landmark status for a building.
His partners at his architecture firm may not prepare and sign plans for the owner of the building or otherwise act on the owner's behalf in
relation to the application for landmark status. In addition, because the architect has official responsibility as a commissioner for every
matter that comes before the commission, his partners may not communicate with the commission or otherwise act on behalf of any client
on any matter that comes before the commission during the time that the architect serves on the commission.

Example : A former town counsel joins a law firm as a partner. Because she litigated a lawsuit for the town, her new partners cannot repre-
sent any private clients in the lawsuit for one year after her job with the town ended.

* %k ¥ k %

This summary is not intended to be legal advice and, because it is a summary, it does not mention every provision of the conflict law that
may apply in a particular situation. Our website, http://www.mass.gov/ethics contains further information about how the law applies in
many situations. You can also contact the Commission's Legal Division via our website, by telephone, or by letter. Our contact information is
at the top of this document.
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