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WELCOME

Dear Employee,


We would like to take this opportunity to welcome you to public service in the Town of Northbridge.  It is both a noble and challenging endeavor you have undertaken.  Although employees, such as you, are united in one mission - to serve the public faithfully and efficiently - it is a mission that remains ever-changing.


The Employee Handbook for the Town of Northbridge attempts to sketch briefly those guidelines under which we seek to provide public service.  It is designed to complement the Personnel Policy Manual which outlines town policies regarding employment.  That document should be consulted for policy details.  You should also feel free to contact your department director or myself if further clarification is required.

We hope that your employment with the Town of Northbridge is a satisfying experience.  It is our contention that town - employee relations will benefit from the increased communication which this handbook provides.

Sincerely,

Theodore D. Kozak
Town Manager

OVERVIEW


To fully appreciate the thriving town that today is Northbridge, one must first gain an understanding of its rich history.  In 1662 settlers bought an eight mile square tract of land from its Native American owners.  That land, in 1667, was incorporated as the town of Mendon, and included within its expanse what emerged some fifty-five years later as Uxbridge.  On July 14, 1772, the northern part of Uxbridge was incorporated as an independent district, with the fitting designation of Northbridge.  In 1786 that district became a town.


Settlers actually began inhabiting the region now known as Northbridge in the early 1700s.  Agriculture was then the mainstay of the economy.  During the nineteenth century the town flourished as its textile industry became a dominant feature and forced the creation of Whitinsville, an impressive company village.  Smaller villages also appeared at this time in other mill centered areas of town.


As late as 1960, over 80% of employment in town was in the manufacturing sector.  Since then, a general trend has developed with an increasingly larger segment of the population employed in service, wholesale/retail and government jobs.  This is generally true for the Blackstone Valley region of Massachusetts.


The town government is organized so that the administration of all the fiscal, prudential and municipal affairs of the town is vested in an executive branch headed by a board of selectmen.  The legislative powers of the town are vested in a town meeting open to all voters.  Citizens are also active on the numerous boards and committees which thrive in town such as the finance committee, board of assessors, school committee and personnel board.


The almost 14,000 residents of the five Northbridge villages - Whitinsville, Rockdale, Riverdale, Linwood and Northbridge Centre - bear a deserved pride in their community.  This local spirit should prove a sturdy foundation for future endeavors.  Town employees are the key to achieving those successes that hover within the reach of Northbridge and even some that appear to lie just beyond.

Section 1 - Purpose & General Provisions


It is important to the town that it provides an efficient system of personnel administration, and an equitable employee relations policy in conformity with the law.  All town employees are governed by the policy statements within this handbook, with only those exceptions that follow.

These policies do not apply to:


*  All elective officers and persons appointed to fill vacancies in elective offices.


*  Members of boards, commissions, committees and authorities.


*  Employees under the jurisdiction of the School Committee.


*  The town counsel and others exempted by the Board of  Selectmen.


*  Volunteer personnel, and personnel appointed to serve without pay.

Only sections 1,2,3,5 and 8 apply to:

*  The town manager and other employees who have a pre-existing employment agreement with the Town.

*  Unionized employees covered by collective bargaining agreements.  (Should sections 1,2,3,5 or 8 treat an issue differently than a union contract or civil service agreement then the contract or agreement precedes the policy.)

*  Persons employed for a temporary period (hourly or seasonal) and part-time employees working less than twenty (20) hours per week.

The following classes of employees, established by the Board of Selectmen, may help to clarify which sections of the personnel policy apply to you, as well as, how the effects vary given your employment status.

Regular Employee, Full-Time - An employee who has completed the probationary period and works a regularly established work schedule of thirty-five (35) hours or more per week. Generally, these employees are eligible for benefits as provided in the personnel policy.

Part-Time Employee - An employee who has completed the probationary period and regularly works at least twenty (20), but less than thirty-five (35), hours per week. Generally, these employees are eligible for benefits on a pro-rated basis as provided in the personnel policy.

Temporary Employee - A person who is scheduled to work less than twenty (20) hours per week and/or less than six (6) months per year on a seasonal or temporary basis, or who works on an "on call" or "as needed" basis.  Generally these employees are not eligible for benefits except as required by state and federal law.


Also, employees are categorized as either "exempt" or "non-exempt" employees depending upon the method in which they are paid.  For our purposes here, those two terms can be defined briefly as:


Exempt Employee - An employee paid on a salary basis who is paid by dividing the annual salary rate by the number of pay periods per year.


Non-Exempt Employee - An employee paid on an hourly basis who is paid for the actual number of hours worked during a pay period times the hourly rate, and is covered by minimum wage and overtime provisions of the FLSA.

Section 2 - Recruitment & Selection

It is important to the town that it pronounces its dedication to affirmative action and non-discrimination in employment within communications such as this that explicitly target its employee population.  The town's policies regarding these two important principles are summarized below.

Affirmative Action


The Town of Northbridge, recognizing the right of an individual to work and to advance on the basis of merit, ability and potential without regard to race, sex, color, handicap, religion, national origin, national ancestry, or age, resolves to take Affirmative Action measures to ensure equal opportunity in the areas of hiring, promotion, transfer, recruitment, layoff or termination, rate of compensation, in service or apprenticeship training programs and all terms and conditions of employment.  See the Affirmative Action Plan for Employment for further details.

Non-Discrimination


The Town of Northbridge, as an Equal Employment Opportunity Employer, shall consider applicants for employment with the town and candidates for promotion within the classified service on the basis of their qualifications for a position and without regard to race, color, political or religious affiliation, sex, age, marital status, national origin, place of birth, veteran status, or mental or physical disability.

Section 3 - Probationary Period
Probation


Every person promoted or appointed to a regular position must successfully complete a probationary period of six (6) months beginning immediately upon such promotion or appointment.  Throughout the probationary period, the department head shall observe the employee's performance and any strengths or weaknesses noted shall be discussed with the employee.

Section 4 - Classification & Pay Plan
Classification Plan


The Town Manager is responsible for the preparation of a position classification plan.  Each classification contains positions which are substantially similar with respect to difficulty, responsibility, character of work, and the amount of experience or training required for satisfactory performance.  Every job has a position description which contains the information listed above as well as a position title and other pertinent information.  Position descriptions are standard for classifying individual positions and for determining when reclassification is warranted.  The latter occurs when the duties of a person necessitate transfer to another grade level reflecting its duties, authority and responsibility.

Pay Plan


The pay plan consists of pay grades directly related to the classification levels.  Each pay grade has established minimum and maximum pay rates with only those exceptions to this that are specifically noted in the personnel manual.  Wage ranges shall be reviewed annually.  All employee pay and status changes are based upon meritorious performance.  Both non-exempt and exempt employees with satisfactory performance records are eligible annually, one year from the date of last increase, for consideration to the next higher step until the maximum for the position class has been reached.

Performance Evaluations


The annual evaluations, held within two (2) weeks of an employee's anniversary date, is the summary of the supervisor's observation of the employee during the past year, as well as a summary of the performance in terms of a variety of job-related factors. Also, a final evaluation must be given within two (2) weeks of an employee's intended separation date.

Overtime/Compensatory Time


Non-exempt employees shall receive straight time pay for any hours worked in excess of their normal work schedule up to forty (40) hours in any week, and time and one-half pay for hours worked in excess of forty (40) hours in any one week, or they shall receive compensatory time off at the same pay rates as indicated above.

Positions Exempt from Overtime Pay


Supervisory, professional, and administrative personnel in exempt positions shall not be paid for overtime work except under exceptional circumstances and with prior written approval of the town manager or appointing authority.  When exempt employees are called out for an emergency which requires substantial overtime work (over four (4) consecutive hours), straight time pay shall be paid for such work commencing with the fifth hour.  The town manager may also grant compensatory time off for exempt personnel as deemed to be in the best interests of the town.

Section 5 - Rules of Conduct
Work Schedule


The regularly scheduled work hours for town hall employees are:

          Monday


8:30 a.m. to 7:00 p.m.

          Tuesday        

8:30 a.m. to 4:30 p.m.

          Wednesday    

8:30 a.m. to 4:30 p.m.

          Thursday       

8:30 a.m. to 4:30 p.m.

          Friday            

8:30 a.m. to 1:00 p.m.


Employees are prohibited from engaging in any conduct which could reflect unfavorably upon the town.  The following information should provide guidance in the daily activities of town employees.

Legal Guidelines


All employees are expected to be familiar with those laws which are applicable to them and to act accordingly.  Such laws include the Conflict of Interest Law which mandates that the private financial interests and/or personal relationships of town employees do not conflict with their public obligations.  The prevention of political loyalties, or the appearance thereof, which conflict with town needs is the goal of the Federal Hatch Act.  This act applies to employees engaged in actions financed wholly or in part by grants from federal agencies.  Certain prohibitions regarding political activity, however, apply to all employees.  Also, when disclosing information employees must ensure that Freedom of Information, Public Records and Privacy laws are respected.

Sexual Harassment Policy


The town prohibits unwelcome sexual advances, requests for sexual favors, or other verbal or physical conduct of a sexual nature which interferes with employee performance, which creates an intimidating, hostile or offensive work environment, or which affects conditions of employment or employment decisions.  There is a specific grievance procedure for handling allegations of sexual harassment which is delineated in the Personnel Policy Manual.

Drug/Alcohol Policy


The town is determined to provide a drug-free/alcohol-free workplace.  The unlawful manufacture, distribution, dispensation, possession, or use of a controlled substance, or the use of alcohol on town premises, or while on town business is absolutely prohibited.  Those employees with drug and/or alcohol dependency are guaranteed confidentiality and encouraged to seek help.  Conscientious efforts to seek help will not jeopardize an employee's job.

Safety Policy


It is the policy of the Town of Northbridge that every employee is entitled to work under the safest possible conditions in all occupations.  Every reasonable effort will be made to provide and maintain a safe and healthy work place, safe equipment, proper materials and to establish and insist upon safe methods and practices at all times.

The following brief comments are meant to provide guidance to employees in the less conspicuous, but still important, aspects of their daily work activities.

*  Town employees must not use town property for their own personal benefit.

*  Telephones are for business calls and should only be used for personal calls in cases of emergency.


*  Receiving or soliciting gifts of monetary value is strictly prohibited.


*  The town shall provide secure working areas, but 
employees are responsible for all personal property brought onto town premises.


*  No smoking is allowed in town owned buildings.

Section 6 - Employee Benefits
Group Health Insurance


The town provides group health insurance coverage to all employees who work a minimum of twenty (20) hours per week, and to those employees' spouses.  The cost of such coverage is shared by the town and the employee.  Employees who retire under the Northbridge Retirement or Teacher's Retirement System are entitled to similar coverage until they become Medicare eligible.  Should an employee die, the spouse is entitled to remain in the plan paying full cost.

Group Life Insurance


All employees working at least twenty (20) hours per week are eligible for group life insurance.  The cost is shared by the town and the employee, with each contributing fifty (50) per cent toward the premium.  Details of insurance coverage are available upon request.

Retirement


All employees working twenty-eight (28) hours or more per week must join the Town of Northbridge Retirement System.  Contribution rates of employees are determined by the date the employee entered service.  Part-time employees working less than twenty-eight (28) hours per week are required to participate in an approved deferred compensation plan in lieu of Social Security taxes.

Training


The town considers employee development an integral part of each department head's responsibility.  In keeping with this pronouncement, department heads are encouraged to seek the approval of the town manager or appointing authority to enroll employees in outside seminars and other educational programs designed to meet on the job needs.  Costs may be paid by the town.

Tuition Reimbursement


The tuition reimbursement program is available to all regular full-time employees.  This assistance is obtainable for job related courses taken at an accredited school or college.  There is a correlation between percentage reimbursed and grade earned with a cap of $700 per fiscal year for each employee.

Section 7 - Leaves of Absence
General Policy


Leave is defined as any authorized absence during regularly scheduled work hours which is approved by the proper authority.  Leave may be authorized with or without pay and shall be granted on the basis of the work requirements of the department and, whenever possible, the personal wishes of the employee.

Vacation Leave


All full-time employees are entitled to the following vacation time after the indicated periods of continuous service are completed.

      Period of Service      
Vacation Time Earned
     1 year                 

2 weeks or 10 days or 70 hours

     5 years                

3 weeks or 15 days or 105 hours

    10 years                

4 weeks or 20 days or 140 hours

    18 years                

5 weeks or 25 days or 175 hours

23 years


6 weeks or 30 days or 210 hours


Part-time employees working at least twenty (20) hours per week are entitled to a proportionate amount of vacation time.

Vacation leave can be taken in increments no smaller than half days or 3.5 hours and must be used within the anniversary year.

Personal Days

All full-time employees working thirty-five (35) hours per week shall be granted three (4) personal days (28 hours) per year for general-purpose use.


All part-time employees working twenty (20) or more hours per week will be granted a proportionate amount of personal time.  

Personal days will be available for use on July 1 of each year and shall only be taken

in minimum increments of two (2) hours--except Police Department personnel.  All personal time shall be taken within the fiscal year (between July 1 and June 30) and at times satisfactory to the department head and Town Manager or appointing authority.   



In order to utilize personal days, an employee must follow the specific procedure outlined in Section 7.01.  In the event of layoff, retirement or a voluntary resignation with proper notice, the accrued personal leave at the time of the termination shall be paid.

Civil Leave (Jury Duty)


Civil leaves are for jury or other civic duties requiring the appearance before a court or other public body.  Such leaves, for which employees shall receive their regular salary, shall only be for that part of the day during which such appearance is required.  Fees paid for appearances shall be turned in to the town.

Bereavement Leave


A paid absence of up to four (4) consecutive workdays may be granted by the town manager or appointing authority upon the death of any immediate member of an employee's family.  Immediate member is defined as:  father, mother, son, daughter, brother, sister, husband, wife, grandparents, parent of spouse, or person living in the immediate household.

Leave of Absence Without Pay


Upon the approval of the town manager or appointing authority an employee may be granted leave without pay for a specified period of time not to exceed twelve (12) months, except for military leave, for compelling personal, legal, financial or educational reasons.

Family and Medical Leave


An employee of the town, meeting certain minimum requirements determined by law, may take up to twelve (12) work weeks of unpaid leave during the calendar year for any one or more of the following reasons:

(a)  The birth of the employee's child, and in order to care for the newborn child.

(b)  The placement of a child with the employee for adoption or foster care.

(c)  The need to care for the employee's spouse, child, or parent who has a serious health condition.

(d)  The employee's own serious health condition that renders the employee unable to perform the functions of his or job.

The guidelines regulating an FMLA leave are extensive and detailed.  Any employee who wishes to take such leave is encouraged to seek further information about qualifying factors, notice, health insurance coverage, reinstatement and similar matters before doing so.

Military Reserve Duty


An employee in the military reserve or National Guard shall be paid the difference between total compensation received while on reserve or Guard duty and the employee's regular compensation for a maximum of ten (10) working days each fiscal year while engaged in field training.

Military Leave


An employee who leaves the service of the town to enter the regular military service will be provided a leave of absence without pay as required by federal law.  The employee must provide the appropriate department head notice, as well as written proof from military or selective service officials indicating date of departure and length of service required.

Paid Holidays


The following holidays for regular full-time and regular part-time employees shall be granted with pay.

*  Martin Luther King Day     
*  Veterans Day

*  Presidents' Day            

*  Thanksgiving Day

*  Good Friday(close at noon) 
*  Friday after Thanksgiving

*  Patriots Day               

*  Day before Christmas

*  Memorial Day


*  Christmas Day

*  Independence Day           

*  Day before New Year's

*  Labor Day                  

 *  New Year's Day

*  Columbus Day

Sick Leave


Sick leave shall be used only with the approval of the employee's department head and only for personal illness, quarantine, personal injury, pregnancy, doctor appointments for employees, spouses and dependents that cannot be scheduled during non-working hours, and for family emergencies up to a maximum of three (3) days per occurrence.  Family emergencies are defined as a sudden unanticipated and life threatening illness or injury of a spouse or dependent.

Sick Leave Allowance

An employee working thirty-five (35) hours per week is entitled to sick leave with pay at the rate of one and one quarter (1 1/4) days per month or 8.75 hours, or fifteen (15) days per year or 105 hours.  
All part time employees working twenty (20) or more hours per week will be granted a proportionate amount of sick time.

Injury Leave


Injury leave is given to an employee due to absence from duty caused by an accident, injury or occupational disease which was incurred while the employee was engaged in the performance of job-related duties.

Section 8 - Personnel Records

The town manager or an appropriate designee shall be responsible for the maintenance of personnel records.  It is, however, the responsibility of employees to notify their supervisor of any personnel actions (i.e. change of address etc.).  Non-exempt employees are required to fill-in or punch in the number of hours worked.  At the end of each work day or pay period, the supervisor shall sign the time sheets to approve the hours worked.

Access of Employees to Own Personnel Record


All employees, upon request to the town manager, shall have access to their own personnel records.  The review shall occur at the place of employment and during normal business hours.  An employee may also obtain a copy of said employee's personnel records upon the submission of a request to the town manager.

Section 9 - Disciplinary Actions

Disciplinary action may be imposed upon an employee for conduct or actions which interfere with or prevent the town from effectively and efficiently discharging its responsibilities to the public.  Punishable offenses include, but are not restricted to, activities prohibited by town bylaws, rule, regulations, etc.; theft; abuse of leave privileges; and use of alcoholic beverages, narcotics, drugs or other controlled substances while on duty.

Types of Disciplinary Action


The type of disciplinary action will vary with the severity, frequency and circumstances of the offense, and may include the following measures:  oral and/or written reprimand, suspension, and discharge.

Oral Reprimand


An oral reprimand shall not be presented to the employee before other employees or the public.  The employee's personnel file must be documented to show date of reprimand and the charge.  The employee will be advised that this reprimand will be documented and have the opportunity to submit comments also to be included therein.

Written Reprimand


A signed copy of a written reprimand shall be placed in the employee's personnel file.  The employee will have the opportunity to submit comments to be similarly included.

Suspension


An employee may be suspended from office by the town manager or appointing authority if such action is deemed necessary to protect the interests of the town.  No suspension, however, shall be for more than fifteen (15) days.

Discharge for Cause


It is town policy to make every effort to avoid unwarranted discharges.  The termination of an employee who does not observe the policies and regulations, however, may become necessary for the proper operation of town government.  When removing an employee the town manager or appointing authority shall act in accordance with the procedure outlined in the Northbridge Home Rule Charter, Section 7-10.

Section 10 - Employee Status Changes
Promotion


The town encourages employees to develop skills, attain greater knowledge of their work, and make known their qualifications for promotion to more responsible and difficult positions.  Promotion to a higher level position shall be based upon merit and qualifications.

Transfer


A position may be filled by transferring an employee from one position to another when:


*  The same basic qualifications are required.


*  The duties to be performed are of a similar nature.

* It would promote the development of skills to be further utilized in town              employment.

Separations


All separations of employees from town positions shall be designated as one of the following six (6) types and accomplished in accordance with the manner indicated.

Resignation       

Retirement

Layoff            


Death

Disability       
 

Dismissal (Section 9 - Discharge)

Exit Interviews


All separating full-time employees will be subjected to an exit interview.  This interview shall cover such subjects as job responsibilities, working conditions and employee relations policies.  This allows the town to identify areas of strength and weakness in town service.  Information revealed through the interview process shall be kept confidential.

Types of Separation
Resignation


Resignation is the separation of an employee by the employee's voluntary act.  The reasons for the resignation, as well as the effective date, must be submitted to the supervisor at least fourteen (14) days in advance (30) days in advance for exempt personnel).  The resignation shall be forwarded to the town manager.

Layoff


When a position must be discontinued or abolished because of a change in duties, reorganization, lack of work, or lack of funds, the department head shall submit a report to the town manager or appointing authority, with a recommendation as to the employee(s) to be laid off.  The town manager or appointing authority shall determine the order of layoff of employees on the basis of employee performance.  Emergency, temporary and probationary employees, however, shall generally be determined to have less job security than permanent employees in times of layoffs.

Disability


An employee may be separated for a non-job disability when that employee cannot adequately perform the essential functions of the position because of physical or mental impairment, even with the provision of a reasonable accommodation.  The town will consider reassigning such employee to an existing position that the employee can perform, with or without reasonable accommodation, before ordering the separation.

Retirement


Retirement is the separation of an employee in accordance with the provisions of the retirement system under which the employee is eligible to receive benefits.

Death


Upon the death of an employee, that employee's beneficiary or estate shall be awarded all pay owed to the employee as well as compensation for accrued vacation time.

Section 11 - Grievance/Hearing Procedures
Grievance


In this section the word "grievance" means a dispute between an employee and the Town of Northbridge over any component of the personnel policy, with the exception of Section 9 - Disciplinary Action since the town charter provides for the resolution of those matters.

Non-Exempt Employees

Step 1:  The employee shall first notify the department head in writing of the nature and facts of the grievance within three (3) working days of the occurrence. The department head shall determine a resolution of the grievance and communicate it to the employee within three (3) working days of the initial notification.

Step 2:  If the grievance is not settled at Step 1, the employee shall submit such grievance in writing to the town manager or appointing authority within five (5) working days.

Step 3:  The town manager or appointing authority shall within five (5) working days of the date of receipt of the grievance, call a hearing to review the nature and facts of the grievance.  At such hearing, the town manager or appointing authority may request the attendance of the employee, the employee's authorized representative, if any, the department head and anyone else involved in, or with knowledge of, the grievance.  Within ten (10) working days following such hearing the town manager or appointing authority shall render a decision in writing to all concerned.  Such decisions are final and without further procedural appeal.

Note:  To ensure the rights of a fair hearing for all town employees, those non-exempt employees who report directly to the town manager shall be able to use the procedure delineated for exempt employees.

Exempt Employees

Step 1:  The employee shall first notify the town manager or appointing authority in writing of the nature and facts of the grievance within three (3) working days of the occurrence.  The town manager or appointing authority shall make and return the Town's resolution regarding the complaint in writing within three (3) working days after receiving such notification.

Step 2:  If the resolution of the matter determined by the town manager or appointing authority is not satisfactory to the employee, the employee shall submit such complaint in writing to the Personnel Board within five (5) days of receipt of the written resolution.

Step 3:  The Personnel Board shall call a hearing to review the nature and facts of the complaint within fourteen (14) days of receipt of the written notification from the employee.  The Personnel Board may call the employee, the employee's representative, if any, the town manager or appointing authority, or any other person involved in the matter to attend the hearing.  Within fourteen (14) days after the hearing, the Personnel Board shall render a decision in writing to all concerned.  Such decisions shall be advisory to the town manager.  Should the town manager decide not to comply with the decision of the Personnel Board, the town manager shall provide in writing reasons for his decision and file a copy with the Town Clerk.

Grievance Procedure for Discrimination


The town's Affirmative Action Plan for Employment outlines a procedure, also included in the Personnel Policy Manual, which may be utilized by any employee who believes that said employee has been discriminated against on the basis of race, sex, color, handicap, religion, national origin, national ancestry, or age through the action of a department head, supervisor or other employee.

Grievance Procedure for Sexual Harassment


A procedure for handling allegations of sexual harassment is delineated in Section 5.40 of the Personnel Policy Manual, which also states the town's policy regarding such conduct.


