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UXBRIDGE BOARD OF SELECTMEN
BOARD OF SELECTMEN MEETING ROOM
MEETING MINUTES
‘MONDAY, SEPTEMBER 14, 2009 - 7:00PM

Present: Chair Michael Potaski, Vice Chair Kevin Kuros, Clerk Beth Pitman, Selectman Peter Baghdasarian
and Selectman Cari Kay Robertson. Also present, Town Manager, Michael Szlosek and Administrative
Assistant, Tracey Ante.

NOTE: Some matters may have been taken out of agenda order but are presented below based on agenda
order for ease of location information.

CALL TO ORDER AT 7:00PM
A. Announcements - None
Citizen’s Forum —
M. John Higgins was present and requested the Board, School Committee and
FinCom address the details relative to school choice out and the budget effects on the community. The
Board will continue ongoing discussions at a future meeting.

Mr. Harry Romasco was present and advised the Board of the Veteran’s Now Association and

the suspiciousness of the organization seeking donations from the community. Residents are encouraged
to call the local posts; Uxbridge Support Our Troops, Veteran of Foreign Wars, American Legion, Post
Vietnam Wall Monument and the Veteran’s Shelter, Grove Street, Worcester. (

PUBLIC HEARINGS/SCHEDULED APPOINTMENTS

A. Application — public hearing - New Alcohol License — SAIM Enterprises Inc. dba St.’s General Store,
110 Mendon Street. The Chairman opened the public hearing. Atty. Tom Truax was present
and spoke on behalf of the applicant. Following discussion and closure of the public hearing, MOTION
by Mr. Kuros to grant the new alcohol beer and malt license to SAIM Enterprises, Inc., dba St’s
General Store, pending a successful cori check. Seconded by Mr. Baghdasarian, the motion carried

unanimously.

TOWN MANAGER REPORT

The Town Manager updated the Board with regard to street lights. The Town Manager announced and
welcomed the new DPW Director, Benn Sherman.

OLD BUSINESS

A. Charter Contract/Charge — Recommendations were presented to the Board as to the formation of a
committee to initiate cable contract negotiations. Following discussion, MOTION by Mr. Kuroes to
form a Cable Negotiating Committee with an odd number of at Jeast three (3) members with the
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Town Manager as Ex-Officio. Seconded by Ms. Robertson, the motion carried 4 -1 (Mr.

Baghdasarian opposed).

B. DAR considering acquiring an interest in aprox 183 acres of land for inclusion in the APR, Map 50, Lots
3944, 3971, 4462, 4625 and Map 55, Lots 1434, 1589, 2255, The Town Manager discussed the
Confirmation Notice and the explanation as to endorsement. '

C. Route 146 Redevelopment proposal — Mr. Mark Anderson with Heritage Design Group was present and
advised the Board as to the proposed Route 146 Development. Following discussion, MOTION by Mr.
Kuros to affirm the letter of support previously drafted by the Town Manager for the project.
Seconded by Mr. Baghdasarian, the motion carried unanimously.

D. Discuss/Endorse Warrant FATM ~ The Board reviewed and discussed the inclusions in the draft FATM
Warrant dated 9/14/09 (attached to the minutes).

ARTICLE 2: TRANSFER OF FREE CASH TO WATER ENTERPRISE FUND - MOTION by Mr.
Baghdasarian to include Article 2: Transfer of Free Cash to Water Enterprise Fund. Seconded by
Mpy. Potaski, the motion carried unanimously.

. ARTICLE 3: TRANSFER TO FREE CASH TO THE CABLE ACCESS ACCOUNT - MOTION by
* Mr. Kuros to include Article 3: Transfer to Free Cash to the Cable Access Account. Seconded by Ms.
. Robertson, the motion carried 4-1 (Mr. Baghdasarian opposed).

ARTICLE 4: TRANSFER TO STABILIZATION - MOTION by Mr Kuros to include Article 4:
Transfer to Stabilization. Seconded by Ms Robertson, the motion carried unanimously.

ARTICLE 5: PRIOR YEAR BILLS - MOTION by Mr. Baghdasarian to passover Article 5: Prior
Year Bills, pending completion of the subject table. Seconded by Ms. Robertson, the motion earried

unanimously.

ARTICLE 6: FY10 BUDGET AMENDMENTS - MOTION by Mr. Kuros to passover Article 6: FY10
Budget Amendments, pending completion of the subject table. Seconded by Mr. Baghdasarian, the

motion carried unanimously.

ARTICLE 7: FY09 INTER/INTRA DEPARTMENTAL TRANSFERS - MOTION by Mr.
Baghdasarian to passover Article 7: FY09 Inter/Intra Departmental Transfers, pending completion of
the subject table. Seconded by Ms. Robertson, the motion carried unanimously.

ARTICLE 8: FUNDING REQUEST TO PURCHASE OF A NEW AMBULANCE - MOTION by Mr.
Baghdasarian to include Article 8: Funding Request to Purchase of a New Ambulance. Seconded by

Mr. Kuros, the motion carried unanimously.
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ARTICLE 9: DISPOSITION OF THE BLANCHARD BUILDING - MOTION by Mr. Kuros to

include Article 9: Disposition of the Blanchard Building, Seconded by Ms. Robertson, the motion
carried 4-1 (Mr. Baghdasarian opposed).

ARTICLE 10: PERSONNEL BYLAW - MOTION by Mr. Kuros to include Article 10: Personnel

Bylaw, subject to a final presentation. Seconded by Ms Pitman, the motion carried 4-1 (Mpr.
Baghdasarian opposed).

E.

F.

Winter Maintenance Policy — The Board had general discussions as relates to snow plowing services on
private roadways. The Board will continue discussions at a future meeting.

Sutton Street ~ The Board received notice from the Public Safety Committee recommending widening of
the entrance driveway. Discussion included that work performed be completed within a workman like
manner keeping with the structure and preserving the integrity of the wall. The Board discussed the
status of the High school project, field use and cost estimates. The Board requested the Town Manager
seek cost estimates and advise the Board accordingly.

V. NEW BUSINESS

A. Resignation -- COA - Elton Jones ~ The Board thanked Mr. Jones for his service to the Town. The Town

B.

Manager will forward a letter of appreciation. .

Appointments — Parade Committee - Donald Letourneau ~ Ken Trajanowski — MOTION by Mr.
Baghdasarian to appoint Mr. Letourneau (a one year term) and Mr. Trajanowski to the Parade
Committee. Seconded by Ms. Robertson, the motion carried unanimously.

Appointments — Town Common Committee — William Martin and Bob Harris - MOTION by Mr.
Baghdasarian to appoint Mr. Martin and Mr. Harris to the Town Common Committee. Seconded
by Mr. Kuros, the motion passed unanimously. : _
Appointment — COA — Linda Roberts ~ MOTION by Mr. Baghdasarian to appoint Ms. Roberts to
the COA, filling the pesition held by Mr. Gazaille. Seconded by Mr. Kuros, the motion carried
unanimously. _

Appointments - Poll Workers - MOTION by Mr. Baghdasarian to appoint the Poll Workers as
listed and attached to the minutes. Seconded by Ms. Pitman, the motion carried unanimously.
Appointment ~ Citizen — SBC — Kevin Kuros — The Board discussed the potential conflict of interest
relating to the appointment of Mr. Kuros serving on both Boards. Mr. Kuros currently serves as the
liaison for the BOS. The Town Manager recommended Mr. Kuros submit a letter to the Attorney
General for comment. MOTION by Mr. Baghdasarian to appoint Mr. Kuros as a citizen on the
SBC. Seconded by Ms. Pitman. Motion carried 3-1-1 (Baghdasarian-AYE, Potaski -AYE,
Pitman-AYE, Robertson-NAYE, Kuros-ABSTAINED).

Board of Registrars ~ Following discussion, MOTION by Mr. Kuros to send a letter to Mr.
Bertonazzi for suggestions of three candidates to the Board of Registrars.

sl
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H. Street Acceptance — private ways procedure/status — Mr. Benn Sherman was present and advised the
Board as to his recommendation to implement specific requirements for the condition of the road prior to
street acceptance. Discussion included the risks associated with accepting the bond money and the town
doing the work, snow plowing services for the current FATM street acceptances and private roadways.
The Board will continue discussions at a future meeting.

I. Crown & Eagle — Street Acceptance — Mr. Harry Romasco, Board of Directors, Crown and Eagle was
present. Also present, Mr. Stephen O’Connell with Andrews Survey & Engineering and John Jule,
Project Engineer. Mr. Romasco advised the Board as to the history and the current status of the project.
He noted they are pursuing FATM street acceptance. Mr. Romasco requested the BOS sponsor this
article on the FATM Warrant. Following discussion, the Board recommended sponsoring with a
favorable recommendation for FATM.

I, Parade Committee — Veterans Parade — The Town Manager asked for volunteers to help out with the

Parade.

VI. CORRESPONDENCE/OTHER BUSINESS
A. Approve Regular Meeting Minutes 8/24/09 and Executive Session Minutes 8/24/09, Special Joint

Sesston Meeting Minutes 9/2/09

MOTION by Ms. Robertson to approve the August 24, 2009 Regular Meeting Minutes. Seconded by
Mr. Kuros, the motion carried unanimously.

MOTION by Mr. Baghdasarian to approve the August 24, 2009 Executive Session Meeting Minutes.
Seconded by Ms. Robertson, the motion carried unanimously.

MOTION by Ms. Robertson to approve the Special Joint Session Meeting Minutes. Seconded by Mr.
Baghdasarian, the motion carried unanimously.

B. Release 7/27/09 Executive Session Meeting Minutes

MOTION by Mr. Kuros te Release the July 27, 2009 Executive Session Meeting Minutes. Seconded
by Ms. Robertson, the motion carried unanimously.

C. Host 11 Town BOS & Managers/Administrators/PB delegate — Discussion included deleting Oxford
from the list creating 11 towns inciuding Uxbridge. The consensus of the Board was to not have a
delegate. The Town Manager will send a letter to the Planning Board to gauge interest in the Blackstone

Valley Regional Development Council.
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VII. EXECUTIVE SESSION (MGL. ¢.39, §23B)
At 11:25PM MOTION by Mr. Baghdasarian to enter into Executive Session to discuss DPW Union
contract with no further business to follow. Seconded by Mr. Kuros, the motion carried unanimously on
a role call vote (Potaski - AYE, Kuros - AYE, Robertson - AYE, Pitman - AYE, Bagdasarian — AYE).

VIII. ADJOURNMENT: Next Regular BOS Meeting September 28, 2009

Minutes respectfully submitted by, Tracey Ante

Minutes approved by Board of Selectmen:

ok [ L .

Chairman Michdel Potaski Selectman Peter Baghdasarian
Mw (é)& Z@} <o
Yife Chairman Kevin Kuros Selectman Cari Hay Robertson
G 9286
Clerk Retlf Pitman Date Appro{/ed
Attachments

FATM Warrant dated 9/14/09
Poll Workers
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ANNUAL TOWN MEETING WARRANT
TUESDAY, NOVEMBER 17, 2009 - 7:00 P.M.
HIGH SCHOOL AUDITORIUM
62 CAPRON STREET, UXBRIDGE, MASSACHUSETTS

WORCESTER, §8.5.
TO EITHER OF THE CONSTABLES OF THE TOWN, IN SAID COUNTY;
GREETINGS:
IN THE NAME OF THE COMMONWEALTH OF MASSACHUSETTS, YOU ARE DIRECTED TO NOTIFY THE INHABITAN TS OF
THE TOWN OF UXBRIDGE, QUALIFIED TO VOTE IN THE TOWN ELECTIONS AND IN TOWN AFFAIRS, TOMEET AT THE
HIGH SCHOOL AUDITORIUM, IN PRECINCT 2, IN SAID UXBRIDGE, ON THE FOLLOWING ARTICLES TC WIT:

# ok ok

The amount of Free Cash as certified by the DOR Director of Accounts on [Date] is ($) in the General Fund.
Certified Retained Earnings for the Enterprise Funds is as follows: (. &) Sewer Enterprise Fund, (§) Water
Enterprise Fund, and (§) Ambulance Enterprise Fund,

ARTICLE 1: REPORTS
To hear the report of any outstanding committee and act thereon.

SPONSOR: Board of Selectmen (Town Manager)

MOTION: No Motion

RECOMMENDATION OF THE BOARD OF SELECTMEN:
RECOMMENDATION OF THE FINANCE COMMITTEE:
VOTE NEEDED: N/A

ARTICLE 2: TRANSFER OF FREE CASH TQ WATER ENTERPRISE FUND

To see if the Town will vote to transfer and appropriate a sum or sums, including so called Free Cash to the Water -
Enterprise Account, or take any action relative thereto. ‘

SPONSOR: Board of Selectmen (Town Manager) ) -

COMMENTARY: This article serves to transfer a portion of FY 2009 Free Cash, in e amount of $292,279.48,
that is related to the settlement of a class action products liability lawsuit that was brought against manufacturers
and distributors of gasoline containing MTBE for ground water contamination to the Water Enterprise Fund.
Monetary settlements are considered to be general find receipts per M.G.L., even if they are related to
specific activities that are not funded by general government operations, The settlement represents a potential
diminution in the value of a tangible asset; the Town's water resources. The Board of Selectmen believes that
these funds should be placed in the Water Enterprise Fund as an offset to that diminution.

MOTION: '

RECOMMENDATION OF THE BOARD OF SELECTMEN:

RECOMMENDATION OF THE FINANCE COMMITTEE:

VOTE NEEDED: Requires a simple majority vote provided none of the money is coming from Stabilization. A
transfer from Stabilization requires a 2/3rds vote.

ARTICLE 3: TRANSFER TO FREE CASH TO THE CABLE ACCESS ACCOUNT
To see if the Town will vote to transfer and appropriate a sum or sums, including so called Free Cash to the Cable
Access Account, or take any action relative thereto.




SPONSOR: Board of Selectmen (Town Manager}
COMMENTARY: This article serves to transfer the portion of FY 2009 Free Cash that is related to the

£389.297.97 in the Cable Access Account that was closed 1o free cash at the end of the fiscal year. The Town
receives an annual license fee payment, which according to section 6.3a of our contract with the provider,
Charter Communications, is equivalent to 4.25% of gross annual revenue from its Uxbridge operations.
The Town deposits these funds into a Cable PEG Access fund, from which the cable access budget is
appropriated at Town Meeting. Previously, the balance in the fund after expenses was carried forward

. annually, and not closed out to Free Cash, despite the fact that there is no enabling statute that allows
this for this practice. Closing the balance in this fund 1o Free Cash at the end of the fiscal year allows the
Town fo adhere to M.G.L. Re-appropriating the amount of funds closed out back o the Cable Access
Account to allow the funds to be expended for cable access purpose allows the Town to adhere to the
current contract with Charter. This will be an annual transfer until the DOR addresses this issue.
MOTION:

RECOMMENDATION OF THE BOARD OF SELECTMEN:

RECOMMENDATION OF THE FINANCE COMMITTEE:

VOTE NEEDED: Requires a simple majority vote provided none of the money is coming from Stabilization. A
transfer from Stabilization requires a 2/3rds vote,

ARTICLE 4: TRANSFER TO STABILIZATION S

To see if the Town will vote to transfer and appropriate a sum or sums, including so called Free Cash to the
Stabilization Pund Account, or take any action relative thereto.

SPONSOR: Board of Selectmen (Town Mafiager)

COMMENTARY: This article serves 16 transfer the balance of FY 2009. Free Cash (Less the sums | isted in
Articles 2 & 3) to the Stabilization Fund. Stabilization Fund monies may be appropriated for any lawful purpose
via 2/3%'s vote at any town meeting, including this one.

MOTION:

RECOMMENDATION OF THE BOARD OF SELECTMEN:

RECOMMENDATION OF THE FINANCE COMMITTEE:
VOTE NEEDED: Requires a 2/3rds vote to transfer to Stabilization per M.G.L. c.40 § 5B.

ARTICLE 5: PRIOR YEAR BILLS

To see if the Town will vote to raise and appropriate, or transfer from available funds such sums as
required to pay prior fiscal year’s bill(s), or take any other action related thereto.

SPONSOR: Board of Selectmen (Town Manager)

MOTION:

Commentary: FY09 invoice(s) that had inadvertently not been processed or paid.

Pavee/Department | _ Amount Due | Further Commentary

Total

RECOMMENDATION OF THE BOARD OF SELECTMEN:
RECOMMENDATION OF THE FINANCE COMMITTEE:
VOTE NEEDED: Requires a 4/5™ * majority vote

ARTICLE 6: FY10 BUDGET AMENDMENTS .

To see if the Town will vote to transfer from available funds, including so called “free cash”, stabilization and
retained earnings, and appropriate, or to raise and appropriate, or to approve budget reductions, in order to balance
the FY 2010 Town Budget approved under Articles 5, 7, 8, 9 and 10 of the May 12, 2009 Annual Town Meeting, or
take any other action relative thereto.

SPONSOR: Board of Selectmen (Town Manager)




COMMENTARY: The purpose of the article is 1o make adjustments to balance the FY 2010 budget as voted at the
Spring Annual Town Meeting; including new appropriations and/or budget reductions. Please see attached
spreadsheets for comparisons between the budget vored at the Spring Annual Town Meeting and the budget that
will be in place if the appropriation changes listed below are enacted

MOTION: Move that the Town vote to raise, transfer and appropriate the amounts as stated in the
following chart for any purpose for which funds may be expended from the latter accounts, each
item being considered a separate appropriation for FY10:

‘Budget Line ' Amount Further Commentary

Total

RECOMMENDATION OF THE BOARD OF SELECTMEN:

RECOMMENDATION OF THE FINANCE COMMITTEE:

VOTE NEEDED: Requires a simple majority vote provided none of the money is coming from Stabilization. 4
transfer from Stabilization requires a 2/3rds majority vote. '

ARTICLE 7: FY09 INTER/INTRA DEPARTMENTAL TRANSFERS

To see if the Town will vote to transfer and appropriate from available funds, including funds previously
appropriated to other uses or so called “free cash” and retained earnings, or to raise a sum or sums of money to
appropriate to accounts and for purposes to be specified at the Fall Town Meeting, or take any action relative
thereto.

SPONSOR: Board of Selectmen (Town Manager)

COMMENTARY: The purpose of this ariicle is to transfer Junds within depariment budgets or from one
depariment 1o another. Per MGL, transfers between individual municipal budgets require Town Meeting action.
MOTION: Move that the Town vote to transfer and appropriate the amounts as stated in the
following chart for any purpose for which funds may be expended from the latter accounts, each
item being considered a separate appropriation for FY10:

FROM: Amount | TO: Amount

RECOMI\IENDATiON OF THE BOARD OF SELECTMEN:
RECOMMENDATION OF THE FINANCE COMMITTEE:

VOTE NEEDED: Requires a simple majority vote provided none of the money is coming from Stabilization. A
transfer from Stabilization requires a 2/3rds vote.

ARTICLE 8: FUNDING REQUEST TO PURCHASE OF A NEW AMBULANCE

To see if the Town will vote to raisc and appropriate or transfer from available funds, including “Ambulance
Enterprise Retained Earnings,” a sum of monies to appropriate for the purpose of purchasing a new replacement
town ambulance or equipment related thereto or take any action relative thereto,

SPONSOR:

COMMENTARY:

MOTION:

RECOMMENDATION OF THE BOARD OF SELECTMEN:
RECOMMENDATION OF THE FINANCE COMMITTEE:
VOTE NEEDED: Requires a simple majority vote provided none of the money is coming from Stabilization. A

transfer from Stabilization requires a 2/3rds vote.
ARTICLE 9: DISPOSITION OF THE BLANCHARD BUILDING -

§




To see if the Town will vote to authorize the Board of Selectmen to sell the property, known as the “Virginia
Blanchard Building”, located on 65 Hartford Road East, acquired by the Town from the Uxbridge Cotton Mills,
James Whiten, Treasurer, by deeds recorded with the Worcester District Registry of Deeds on January 23,1873, in
Book 892, Page 107, and on April 20, 1900, in Book 1644, Page 415 and shown on Assessor's Map 12A, Block
2171, and containing .76 acres of land, more or less, with building thereon, and to authorize the Board of Selectmen
to enter into all agreements and execute any and all instruments as may be necessary 10 sell such property and any
access easements in and to the property; the proceeds of such sale to be used for educational purposes only, or take
any action in relation thereto,

SPONSOR: RS -

COMMENTARY:
MOTION:
RECOMMENDATIGN OF THE BOARD OF SELECTMEN:

RECOMMENDATION OF THE FINANCE COMMITTEE:
VOTE NEEDED: :

ARTICLE 10: PERSONNEL BYLAW:
To see if the Town will vote to adopt a new pérsoinel policy bylaw as printed below and taking any actidn in
relation thereto.

AUTHORIZATION AND APPLICATION

1.1 AUTHORIZATION. Pursuant to the authority contained in Section 108, 108A,-and 108C of Chapter 41 of the General Laws, there shall be
established, consistent with the Town Charter and applicable $tate and Federal Laws, inciuding Civil Service Laws, Bylaws which may be amended from time
to time by a vote of the Town at an Annual or Spesial Town Meeting applying to all employees. For positions covered by collective bargaining agresments or
“any other special agreements, the provisions of the Bylaw apply except where such agreements contain conditions contrary to the provisions of the Bylaw. In
such instances the provisions of the collective bargaining agreemnents or other agreements shail prevail. In any instance where the provisions of this Bylaw are
in contlict with any State or Federal law or regulation the State or Federa) law or regulation shall prevail.

TERMINOLOGY

21 Definitiens — In the Bylaw, the following terms, uniess a contrary meaning is required by the context or is specificaliy preseribed, shall have the
following meanings.

2.1.1 Continaoes Employment — Continuous em?loyment shall mean uninterrupted service to the Town, Vacation periods, sick Jeave, and
other leave granted in accordance with this Bylaw or with the General Laws are not considered a break in setvice.

.12 Department — Any division or branch of the Town's municipal service whether under the direction and control of the Town Manager or
an elected board, cominission, committee, or other agency.

2.1.3 Department Head — The officer, board, commission, committee, or other agency having direct supervision and control of a department,
or pther person reporting directly o the Town Manager.

214 Emergency Employment — The employment of a person or persons other than regular full-time, regular pari-time, and temporary
employees in the event of an unforeseen emergency as may be declared by a vete of the Board of Selectmen, by the Town Manager, by
the State, or by & Federal Agency. Such employment is restricted to the duration of such an emergency.

1.5 Employee — For'the purposes of this Bylaw, an employee is any person who is compensated by hourly wages or by salary and who
works in the service of the Town on a full-time, regular part-time, or temporary basis, except those positions which are filled by election
and those which are under the jurisdiction of the Schieol Committee.

21.6 Regular Full-time Employee - An employee who works in the service of the Town for 2 minimum of 35 hours each week on a regular
basis.

217 Reguiar Part-time Employee ~ An employee who works in the service of the Town for fewer than 33 hours each week on a regular
basis.

2.1.8 Temporary Empioyee — An employee hired to work in the service of the Town for limited time period, in no event more than three

months. Temporary employees may be part-time or full-time. Except as required by State or Federal Law, Temporary Employees are not
eligible for employee benefits, :

2.19 Casual Employee ~ AD employee who works regularty and continually in the service of the Town for hourly wages on an as needed
basis and without a regular work schedule, Under no circumstances may & casual employee work more than 15 hours during 2 calendar
week.

PERSONNEL RECORDS

3.1 CENTRALIZED RECORD KEEPING. The Town Manager shail appoint a Human Resources Coordinator who shall be responsible for
establishing and maintaining centralized personnel records as may be required by law and which are necessary for effective personnel management,
All empicyees of departments other than the school department shall comply with and assist in furnishing such records, reports, and information as
may be reguested by ihe Coordinator.

4



3.2 CONTENTS OF RECORDS. The Human Resources Coordinator shall maintain an individual personne] file for each employee which should
include the following information:

Copies of documents that indicate ail personnel actions affecting employment, including but not Timited to promotions, demotions, pay or step
increases, reassignments. reclassification, transfers, separations, disciplizary actions, grievances and layoffs.

Copies of any correspondence directly related to the employee’s past employment record as well as any performance appraisals shail also be
maintained in these files,

Copies of all accident reports involving the employee.
Copies of all educational credentials obtained since appointinent,

The above information must be submitted to the Town Manager prior to 2 person’s employment with the Town or prior to any
classification or rate increase.

33 ACCESS TO PERSONNEL DEPARTMENT RECORDS. All persormel records shall be considered confidential and access to records shall be
limited to the Town Manager, Human Resources Coardinator and the Appointing Authority. Any employee shall, upon request to the employee’s Appointing
Autherity, be given access 1o their personne! file, The emplovee’s review of his or her personnel file shali take place in the presence of the Manager or Human
Resources Coordinator,

34 RELEASE OF INFORMATION. Unless written authorization is received from an employee, or as required by State or Federal Law, no
information froms his or her file shall be released to anyone other than the Town Mazager, the Board of Selectmen, the appointing Authority, or the employee.

RECRUITMENT AND APPOINTMENT

4.1 POLICY. The Town shall make every effort to attract and employ gualified persons. Every person regardiess of age, race, creed, color,
nationality, religion, sexual preference or disability applying for exployment in the Town will receive equal treatment. Selection and appointment for all
positions will be based solely upon job abilities, and other characteristics necessary for successful job performance. The procedures covered in this section are
to be considered minimum, and should not be construed to conflict with special requirements as may be necessary and usua! to a particular department insofar
as such special requirements exceed these minimum procedures or may be required by the provisions of a collective bargaining agreement.

4.2 RECRUITMENT PROCEDURES. When a vacancy occurs, the Departnent Head will review the functons, duties, respensibilities and
minimun: qualifications of the position to ascertain whether the job description is stifl accurate or whether it needs to be redefined. Any changes in ihe job
description for the position must be reviewed and approved by the Town Manager and a copy sent 1o the Human Resources Coordinator,

4.3 ADVERTISING. The methods of advertising wil vary depending upon $he nature and requirements of the position being filled. The following
methods can be considered typical of those which may be used for regraitment: posting notices on public bulletin boards 48 hours prior to advertising in
professional journals, websites and newspapers with local and state-wide circulation. Except in an emergency, al! job vacancy notices shall be advertised not
less than 14 days prior to the deadfine for submitting applications. In casés of emergency, the Town Manager shall state in writing the reason that it is not in
the best interest of the Town to post for 14 days.

4.4 SELECTION PROCEDURES. The Appointing Authority may wutilize an examination in combination with other assessment tools s part of the
selection process. The assessment fools selected will refate to the duties and responsibilities of the position for which candidates are being examined, and shall
fairly appraise and determine the merit, fitness, ability and quafifications of applicants to perform the duties of the position, A variety of assessment tools may
be employed, included but not limited to; assessment of training and work experience; written, oral, and performance tests; and reference cheeks,

The Appointing Authority or its designee will review the applications of all candidates who have applied for a particular position in order to determine whether
cach candidate meets the minimum requirements established for the position. The Appointing Authority and/or the Town Manager will interview qualified
applicants and document its recommendation for selection or non-selection, and copies of this documentation shall be filed with the Appointing Authority and
the Human Resources Coordinator. )

All appointments shall be made in writing by the Appointing Authority, The written notice shall include the salary, the starting date, and appropriate
additional information. Cepies of the notice of appointment shall be provided to the Town Manager, Town Accountant, and Treasurer.

A record of the recruiting, examining, and appointing procedurss which were used will be retained by both the Appointing Authority and the Human Resources
Coordinator after the vacancy is filled. This record will include: the job description; vacancy announcement; listing of the source methods of recruiting; and
the applications of ail those whe applied.

4.5 MEDICAL EXAMINATION. Before appointment to a position, but as the last step in the hiring process, the Town shall condition the
employment offer on the results of a medical examination. The examination will be conducted solely to detenmine whether the applicant is capable of
performing the essential functions of the job if the Tows tmakes reasonzble accommodations.

Physical examinations may be required for all positions except tempotary positions.
All physical examinations will be performed by a physician approved by the Board of Selectmen. The examining physician will advise the Town as te whether
the applicant is physically quatified 1o perform the duties of the position for which application is made. In the event that the physician advises that the

applicant cannot perforin the duties of the position, then the Town must attemnpt to make reasonable accommodations, as defined by the ADA,

4.6 EMPLOYEE APPEARANCE. Employees are expected to observe sensible standards of appropriate dress. The Town discourages employzes not
associated with public works from wearing jeans or sweatshirts or any other inappropriate attire that is not in keeping with 2 professional workplace.



ORIENTATION AND PROBATION

51 ORIENTATION. 1t shall be the respensibility of the appointing authority or its designee to notify all new employees of a date, time and
designated location for starting work. If the new employee. is subject 1o the provisions of a collective bargaining agreement then the employee shall be

provided with a copy of that agreement as well as with a copy of this personnel policy. The Department Head or Supervisor shall provide on-sife training
regarding specific rules, regulations, policies and procedures of the employee’s assigned department including the safety policies and procedures.

5.2 PROBATION. All new employees shall be required to successfully complete a probationary period to begin immediately upon the employee's
starting date and to continue for a six (6) month period, which may be extended by the number of days which the employee may be absent from work. The
probationary period shall be utilized to help new and newly promoted employees achieve effective performance standards. It shall also be used by the
appointing authority to observe and evaluate the emplayee’s attimade, conduct and work habits,

At least one month prior to completion of the employee’s probationary period the Departinent Head or Supervisor will notify the Appointing Authority and/or
Town Marager in writing that:

a} The employee’s performance is satisfactory and that the individual should be retained as Regular employee in his position; or

b) The emplayee’s performance or conduct is unsatisfactory, and that his/ler removal is proposed as of a specific date at the conclusion of
the probationary period. The department head or supervisor will furnish reasons for the recommended dismissal.

The appointing authority shall have the aption of extending the probationary period an additional three (3) months for those employees who, due to extenuating
circumstances, require additional observation. An employee who fails to meet satisfactory standards of performance shall be notified in writing of the reasons
- for hisfher termination. Such an employee may request a formal review of the decision by the Town Manager,

PERFORMANCE APPRAISAL
6.1 POLICY. The Town recognizes the need for an operating performance appraisal system to:
a. assess fairly and accurately an empleyee’s strengths, weaknesses, and potential for growth;
b. encourage and guide the employee’s development of histher special skills and work interests;
c. assure the granting of increases and consideration for more complex work based on metit;
d. provide a method of improving operational programs through employee inpat; and
e identify wraining needs.
6.2 COVERAGE, Al regular fuli-time and part-time employees.
a. Newly hired employees who are in a 6 month probationary period shall be evaluated at least thirty days prior to the expiration of the

probationary. pericd.  The Supervisor or Departinent Head shall make 1 determination that the emplovee is performing in a satisfactory or non-
satisfactory period; and shall file a copy of this determination with the Town Manager.

b. Reguiar employees who receive a less than satisfactory performance evaluation may request 2 review of the evaluation by the Town
Manager. Employees whe receive a less than satisfactory evaluation may be reguired o participate in performance counseling and/or a performance
improvement plan as outlined in section 6.4, Such plan shall be deveioped by the employee’s direct supervisor i consultation with the Town
Manager, and may extend from one to six months. The plan period may be extended with the approval of the Town Manager. Refusal 1o participate
in a performance plan, or failure to make adeguate performance improvements may result in termination.

6.3 PROCEDURES. The Town Manager shall be responsible for the establishment and mainienance of the employee performance appraisal system.
Employee evaluation is the continuing day-to-day responsibility of the Department Head. The employse's Department Head will make an annual written
evaluation of each employee’s performance.

b. ANNUAL EMPLOYEE EVALUATION, The annval evaluation is the summary of the supervisor’s observations of the employee
during the past vear and a summary of the performance in terms of & variety of job-related factors, The evaluation will also include a plan to
develop strengths, idemify and improve weaknesses, and record the employee’s observations of work assignments during the past year. Proper use
of the performance evaluation serves as a means of identifying training needs, helping 1o improve individual performance, recognizing outstanding
accomplishments, helping to strengthen employee/supervisor relationships, emphasizmg the employee’s contribution to the Town's programs, and
helping to identify the strengths and weaknesses of those programs.

c. ANNUAL EVALUATION PROCEDURE

L. The supervisor will make a written evaluation, and the employse shall prepare a self evaluation, of the employee’s job
performance considering any changes that have oceusyed in the job or other factors which might affect job perfonmance, and noting
strengths and capabilities worthy of special mention and areas where improvement is needed. The employee and supervisor will then
meet to conduct the annua) employee-supervisor discussion.

2. Employee-Supervisor Discussion — The employee and supervisor will begin the discussion with a review of the employee’s
current job description in order to analyze and clanify cwrrent requirements and assigned duties, and to note any major changes which
might have taken place in the employee’s job. The employee’s general observations of the Department’s programs and especially
suggestions for improving assignments, functions, and work procedurss should be particulerly encouraged. The employee should have
the opportunity to discuss any ather points and may attach comments to the supervisor's evaluation. The employee will then certify that
Te/she has reviewed the evaluation and that it hes been discussed with him/er.

K The Department Head will review the written evaluation, sign it, and make comments if desired. The employee wili also
have the opportunity to review and comment.
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4, The evaluation will then be forwarded to the Town Manager and Personne! Coordinator to become a part of the employee’s
personnel record. Department Heads will meet with the Town Manager to discuss the evahiation and any concerns uncovered during the
review process. Employee reviews may be considered in decisions regarding promotions and pay increases.

6.4 PERFORMANCE COUNSELING. Any employee who exhibits substandard work parformance will be counseled in the following manner,
a Initia} Counsefing. For the first indication of substandard work performance the Department Head will advise the employee of hisfher

unsatisfactory performance angd recomsmend specific areas for improvernent and establish a specific time period during which evidence of that
improvement should manifest itself,

b. Written Documentation. If performance continues to be substandard, the Department Head will state in writing:
1} The specific deficiencies obsérved in the employee’s performance.
2) The necessary improvement,
3 The period of time in which that improvement must occur, and
4) What further action will result if the employee fails to show satisfactory improvement,

¢ Signatures. The written counseling memo should be signed by both the employee and the Department Head and shall be maintained
within the departinent. If the employee refuses to sign, the Department Head should have & witness sign a statement that a copy was given {o the
amployes. The employee’s signature indicates receipt of the document only, and not necessarily acceptance of its contents. Refusal by the
employee to sign the counseling memo shall be considered prima facie evidence that the employee refuses to cooperate with the employes
performance improvement plan.

d Responses to Continued Substandard Performance. If an employee refuses to participate in employee performance counseling ot
continues fo exhibit substandard work performance beyond the established time limits and below the expected level, the options available to the

employee and Departent Head will include:
(1) re-assignment, (2) demotion, or (3} termination.

Written documentation shail be provided to the Town Manager and Personnel Coordinator for the empioyee file,

PROMOTION, DEMOTION, TRANSFER, AND SEPARATION
7.1 COVERAGE. Probationary, full-time, and part-time employees.

7.2 PROMOTION POLICY. Employees are encouraged to develop new skiils, expand knowledge of their work, assume greater responsibility, and
make known their qualifications for promotion to more difficult and responsible positions.

a) Vacancy announcements shall be posted in appropriate town buildings.
b) Curent employees are encouraged to apply for any vacaney for which they meet the hiring criteria.
c) No Department Head shall deny an employee petinission to apply for 2 vacancy.

dy When a Town employee’s qualifications are judged to be equal or higher than outside applicants, the Town employee shall be given
preference.

7.3 DEMGT]ON. An employee may be demoted to a position of a lower grade for which hesshe is qualified for any of the following reasons:
a) When an employee would otherwise be laid off because his/her position is being abolishad.
b} When the employee voluntarily requests a Jower classification.
c) When the employee can no fonger fulfil} the requirements of the position, as determined by the Appointing Authotity or Town Manager.

7.4 TRANSFER. A pasition may be filled by transferring an employee from ancther position of the same ot similar grade having the same maximum
pay rate, involving the performance of similar duties, and requiring essentially the same basic qualifications. Transfers between departments must be approved
by the Town Manager.

7.5 SEPARATION,

a) RETIREMENT is the separation of an employee in accordance with the provisions of the retirement system under which the employes
is eligible ta receive benefits.

b) RESIGNATION is the separation of an employee by hisfher voluntary act. An emplayes may resign in good standing from the Town
by submitting in writing the reasons therefore and the effective date to the Appointing Authority ot designee at least fourteen (14}
czlendar days in advance. The Appointing Authority or designee may permit a shorter period of notice because of extenuating
circumstances. The resignation shall be forwarded to the Department Head with pertinent information concerning the reasons for
resignation. The Department Head shall make every effort to conduct an exit interview with each empioyee who resigns and will verify
the employee’s reasons for leaving, Copies of the employee’s letter of resignation will be placed in his/her Departmental and Personnel
file.



¢) LAYOFF. In the case of layoff or reduction of personnel for fack of work or by reason of fiscal cutback, the laying off or demotion of
employees within each job title shall be determined first by type of appointment in the following order: emergency, temporary,
probationary, and then regular. Within the type of appointment, the order of layoff shall be determined by length of continuous service
with the Town, unless provided for otherwise in a particular coflective bargaining agreement. In no case shall such layeff or demotion
be construed as a dismissal for unsatisfactory performance. Regular emplioyees who are laid off shall be given first consjderation for
subsequent vacancies in the grade from which they were laid off, if ao in-house sandidate is selected, for a period of one (1) year. A
layoff reemployment st will be maintained by the Personnel Coordinator for a period of one {1) year,

OVERTIME
8. POLICY, Non-exempt hourly employees (ineaning employees other thas department heads, managers, and professionals) who work in excess of
40 hours per week will be paid at the rate of one and one-half times the smployee’s hourly rate. All overtime must be approved in advance by the non-exempt
employee’s immediate supervisor, -

Exempt salaried employees who work in excess of 40 hours per week are not eligible for additional pay. Such employees may be granted compensatory time
off by the employee’s immediate supervisor. Such compensatory tire is discretionary and is not on an hour for hour basis. Compensatory time must be used
promptly, cannot accrue, and cannot be paid at separation.

For purposes of this section exempt employees shall include, but not be limited 1o the following:

Town Manager Finance Director
Town Assessor Town Clerk
Building Commissioner Town Accountant
Town Collector Town Treasurer
Superintendent of Public Works Highway Superintendent
Water Superintendent PEG Access Manager
Police Chief Fire Chief
Veterans Agent Animat Control Officer
VACATION
2.1 COVERAGE. All regular full-time and part-time employees shall be entitled to a grant of vacation time on the first day of each Fiscal Year (July
1). The grant of vacation time shall be based upon the completion of continuous service on that date as follows:
Period of Service Compieted ' Vacation Time Earned
i year 1 week
2-4 years 2 weeks
5-9 years 3 weeks
10-19 years 4 weeks
20 + years 5 weeks

In addition to the schedule above, all regular fuli-time and part-time employees shali be entitled to one week of vacation time at the completion of their
probationary period.

No vested right in vacation time shall exist prior to the award date.

Upon approval of the Town Manager at hiring, “continuous service™ shall include service in the same or a comparable position in another comenunity, or
refated private sector employment.

As referred to in this policy, 2 vacation of one week duration shall mean the number of hours off with pay as an employee is normally required to work within
a seven day period beginning on Sunday & 12:01 a.m. For purposes of detennining eligibility, 2 vear is defined as starting on the anniversary date of
employment. All regular part-time employges are entitled to annual vacations as indicated above in an amount equal to the ratio that their part-time
employment bears to full-time employment,

9.2 SCHEDULING. Vacations must be taken in the year in which they are eamed and shall not accumulate from year to year unless such
accumulation is specifically authorized by a collective bargaining agreement. Vacation reguests should be given to Town, Manager, Department Head, or
Roard with as much advance notice as possiizle and should normally be taken in units of at least one week. Vagation requests shall be granted by the Town
Manager, Department Head, or Board at such tithes as in their opinion they will cause the least interference with the performance of the regular work of the
Department. In the event that the approval of a particular vacation period for one employee conflicts with that of another, the Town Manager will approve the
request of the employee with the most senjority.

With prior approvai of the Department Head and upon mutual consent, in the event an employes may defer up to one week of vacation, which may be carried
over for up to 90 days into the next year, *

9.3 COMPENSATION UPON SEPARATION FROM SERVICE. A regular full-time and a regular part-time employes who leaves the service of
the Town and who hes vacation credits due him/her shall, upon his/her separation from Town service, be compensated for such vacation time as he/she had
accrued. Whenever employment is terminated by death, the beneficiary of the deceased shall be paid an amount equal to the vacation allowance accrusd

during the year in which the employee died but which had not been nsed up to the time of histher death. No compensation shall paid for personal time,
compensatory time or sick Jeave, except as provided in Section 10.2.

SICK LEAVE

10.1 POLICY. Sick leave shall be granted to an employee only when the employee is incapacitated from the performance of his/her duties by personal
iliness, injury or quarantine by a public health authority. Sick teave will commence on the date and time that notification of the employee’s sickness or injury
is given o the Town Manager or Depariment Head by the employee or by the employee’s family or physician. Notification shall be given to the employee’s
supervisor, if possible, prior to the start of the work day but no later than one hour afier starting fime. The Town Manager or Department Head may request a
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physician’s certificate of iliness after three days absence from or after a series of repeated absences during the course of the year prior to the payment of sick
pay. The Personnel Coordinator shall kesp a pennanent record of all sick leave granted.

10.2 except in cases where an employee is confined to home, hospital, or other medical facility due 1o injury or illness certified in writing by his'her
physicizns, if an example is absent for any three working days in a calendar month, he/she will nat be credited with hisfher sick leave allowance for that month.

16.3 Upon the retirement or death of an employee who is eligible for sick leave, payment shall be made to the employee or hiis estate in the amount of
one half of the accrued sick days eamed but not expended, up to a maximum of forty-five (45) days.

10.4 COVERAGE. Regular full-time employees shall earn sick leave at the rate of one and one-quarter (1 %) days of sick leave per month after six
months of employment. Unused sick days may accumulate up to a maximum of one hundred and eighty-five {185) days uznless specified differently by an
individual collective bargaining agreement.

HOLIDAYS

111 POLICY. The following holidays shall be recognized by the Town on the day on which they are legally ohserved by the Commonwealth of
Massachusetts, and on these days employees, without foss of pay, shall be excused of ail duty except in cases whers the Board or Department Head determines
the employee is required to maintain essential town services.

New Year's Day Labor Day

Martin Luther King Day Columbus Day

Presidents’ Day Veterans® Day

Patriots’ Day ‘ Thanksgiving Day
Memorial Day The Day After Thanksgiving
Independence Day Christmas Day

For employees working & standard 35 hour, 5 day per week schedule the foregoing twelve paid holidays will be observed regardless of when they &I} In
departments where employees do not regutarly work on Saturday, Saturday holidays will be observed on the Friday preceding the holiday. In departments
where employees do not regularly work on Sunday, Sunday holidays will be observed on the Monday following the holiday, Employees wili also be released
after one half (}4) day of work on the day before Thanksgiving and on Christmas Eve, provided that Clristimas Eve falls on a regular scheduled work day. No
additional time shall be granted when Christmas Bve falis on a Saturday or Sunday. Except as required to maintain essential town services, municipal buildings
will be closed during these listed holidays,

11.2 Town Hall employees working a four day workweek will follow a holiday schedule to be published yearly by the Town Manager. Such schedule will
provide paid holiday time equivalent fo that provided to employees working the same number of hours weekly, but following a five day, Monday o Friday
schedule. In preparing this schedule the Town Manager will foliow the provisions of 11.1 as closely as possible.

113 Holiday pay shall be granted to the employee provided that the employee shall have worked on his/her last scheduled work day prior to such
holiday and/or the next regularly scheduied working day following such holiday, or was in full pay status on such preceding and following days in accordance
with other provisions of this policy, or was appropriately excused.

114 COVERAGE. All regular, non-union, full-time and part-time employees shall be granted holiday pay in accordance with this policy provided that
such holiday falls on an employee’s regularly scheduled work day or falls on a weekend day and is celebrated in such a way as to make that employes eligible.
Employees that are members of union bargaining units shall be granted holiday pay in accordance with their respective collective bargaining agreement.
Temporary employess shall not be eligible for holiday pay.

GROUP INSURANCE BENEFITS
121 GROUP HEALTH INSURANCE

POLICY. Group health insurance benefits are provided to all eligible Town employess and their eligible dependents through a poticy held by the Town of
Uxbridge.

Eligible employees: permanent full time employees and permanent past time employees who work a minimum of twenty hours each week,

Eligible dependents: Legal spouse, dependent unmarried children, up fo age 19, (2ge as designated by the insurance carrier if the child is a full time student at
an accredited college or university.)

COVERAGE. Allregular employees who work a minimum of twenty (20 hours per week and who choose to enrol] in the Town’s health insurance program
are required to pay a percentage of the premium. The Town currently contributes 75% of the premium and the employee contributes 25% for employees hired
before DATE. The Town contributes 70% of the premium and the employee contributes 30% for empioyees hired afier DATE; these contribution rates are
subject to change.

if an eligible employee elects not to subscribe to the group health insurance coverage provided by the Town, he/she must sign a waiver indicating that he/she
does not wish to participate in this benefit. Should the employee wish to enroll in the plan at a later date, he/she must wait until the open enrollment period
prior to the anniversary date of the policy (July Yst) and must have met the requirements as set forth by the insurance carier. An employee appointed to an
cligible position who commences employment prior to the tenth (10th) day of the month will begin coverage on the first (1st) day of the following month.
Coverage will be delayed one additiona) month for those emplovees appointed to an eligible position after the fenth {10th} day of the month.

It is the employee’s responsibility o notify the Persenne! Coordinator of any change in status which would affect histher insurance coverage {i.¢., divorce,
dependent chiid reaching specified years of age, change in individual or family coverage, planned retirement, etc.). Continned heaith insurance coverage may
be available when an employee’s status changes, The Personnel Coordinator should be contacted for detailed information regarding this benefit.

i2.2 RETIREES. Any employee retired by the Town under the current pension plan as a result of their employment with the Town shall be eligible to
continue as a participant in the group health insurance plans offered by the Town’s carrier provided he/she was enrolled in a plan on the date of retirement.

a, Upon attaining the age of 63, if the employee is eligible for Medicare, he/she must pravide a copy of their Medicare card to the Treasurer's Office
and may enroll in one of the supplemental plans, {in lieu of plans offered to active emplovees) offered to “Seniors™ by the carrier.



b. I & retiree i not eligible for Medicare, the employee must provide the Treasurer’s Office with written documentation of ineligibility from Sociat
Security and may continue on the plan they were last enrolled-in with the Town.

12.3 INSURANCE ADVISORY COMMITTEE.

Pursuant to Massachusetts General Laws Chapter 328, Section 3, an Insurance Advisory Committes is appointed annually by the Town Manager in
consultation with affected bargaining units to act in an advisory capacity to the Town Manager and Board of Selectmen with regard to group insurance
coverage, The Committee consists of representatives from the following employee groups school teachers(2}, police employees, fire employees, public works
employees, one representative from the SEIU; one representative from the Town’s Management employess, and a retired former Tows empioyee.

12.4 GROUP LIFE INSURANCE.

POLICY. Town employees who regularly work a minimum of twenty {20) hours per week and ocoupy positions classified as permanent are eligible to envoll
in the Town’s group life insurance coverage. At the time of employment, if an eligible employee elects not to subscribe to the group life insurance coverage
provided by the Town, he/she must sign a waiver indicating that he/she does not wish to participate in this benefit.

12.5 WORKERS COMPENSATION

POLICY. Pursuant to Massachusetis General Laws, Chapter 152, all employees (except uniformed police and fire employees who are covered under M.G.L.,
Chapter 41, Section 111F) are provided insurance protection 1o cover the loss of wages and designated expenses arising from employment-related injuries, It is
the responsibility of both the injured employee and his/her supervisor or department head to immediately report an injury to the insurance carrier and the Town

Manager as soon as practicable.

125 MANAGEMENT RIGHTS
The Town expressly reserves the right to alter, amend or change all insurance benefits without notice, subject 1o its callective basgaining obligations.

PERSONAL/EMERGENCY, LEGAL, OR BUSINESS LEAVE,
LEAVE OF ABSENCE, JURY DUTY AND BEREAVEMENT LEAVE
131 PERSONAL/EMERGENCY, LEGAL, OR BUSINESS LEAVE.

POLICY. All regular full time employees who have completed one fulf year of service prior to July 1st shail be eligible for up te (3} days of personal,
emergency, lepal or business leave days during the fiscal year. Such days may not be carried over into subsequent Fiscal Years and are not efigible for
compensation 3t separation, retirement, or termination,

a) For purposes of this section a “day™ is equal to 1/5 of the number of hours in the employees regular weekly work schedule.

b} A newly hired empioyee shall work contipuously for six (6) months before being entitled to one {1) persenal day and continuously for one (1) year
to be entitled to two additional paid personal, emergency, legal or business leave days.

) Said days are to be taken at the discretion of the employee with the approval of the Department Head when in his/her opinion said day will cause
the least interference with the operation of the department. An employee wishing to take a personal leave day shail request permission from the
Department Head at least seven (7) days in advance except in emergencies, In the event said days are taken for 2 genuine emergent situation, prior
notice is not necessary, however, approval of the Department Head is necessary.

b} Such leave shali not be cumulative, Refusal to grant leave is not subject to grievance.

13.2 I.EAVE OF ABSENCE

POLICY. Employess may be granted Jeaves of absence without pay not to exceed sixty (60) days for reasons of personal convenience under the following
conditions: )

aj Such a request must be made in writing to the respective Board and or Department Head.

b) In making such a request, at least fificen (15) days prior notice must be given before the date on which the anticipated leave wouid commence.
&) Eméloyees granted such leave will not acerue credit for sick, vacation, or other types of paid leave.

d} Longevity benefits will continue to accrue. '

COVERAGE. All regular full-time and part-time employees.
13.3 JURY DUTY

POLICY. An employee who is called to jury duty shail receive an amount equal to the difference between hisfher normal compensation and the amount
(excluding any travel allowance) received for such duty upon presentation of evidence of the amount so paid.

COVERAGE. All regular full-time and part-time employees.

13.4 BEREAVEMENT LEAVE :

POLICY. Bereavement leave shall be granted in the case of the death of a member of an emplayee’s family, If the family member was a father, mother,
spouse, child, sister; brother, grandparent, grandchildren, mother-in-law or father-in-law, the empioyee shail receive up to three (3} days leave provided that
suth days are the employee’s reguiar working days and are taken within seventy-two (72) hours afier the death, If the death in the employee’s family was that
of a brother-in-law, sister-in-law, uncle or aunt, niece/nephew, the employee shall receive up to one {1) day leave provided that the day of leave is the
employee's regular working day and is taken to attend the funeral of such relative.

COVERAGE. All regular full-time and part-time employees.
FAMILY AND MEDICAL LEAVE (FMLA)

14.1 POLICY. The Town of Uxbridge will grant “eligible Employees,” as defined in Section 16.3, up to twelve (12) weeks of Jeave during any twelve
(12) month period for the following readiness:

a) The bitth of a child and 1o care for the newborn child.

b) Placement of a child with the employee for adoption or foster care.
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c) To care for the employee’s spouse, child, or parent with a serious health condition.
Because of a serious health condition that makes the employee unable to perform the functions of the employee’s job. .
Except in the following instances, employees must use all acerued sick, vacation, and personal time off during their FMLA leave: {The remainder of the
FMLA leave is unpaid.) '

1) If the employee is & birth mother, accrued sick leave must be utilized first for the period of the disability, After the disability, the employee may
request unpaid Jeave for the remainder of the FMLA legve for the care of the child, Accrued vacation time and personal time may be used in leu of
part or all of the unpaid leave.

2} If the employee is not a birth mother, s/he may request unpaid leave or use the accrued vacation and personal time in Heu of all or part of the
unpaid leave for the duration of the FMLA leave.

The Town of Uxbridge wiil maintain coverage for the empldyes under any group health pian for the duration of the FML.A leave. The coverage provided will
be at the same Jevel and under the same conditions that wonid have been provided if the empioyee had not taken the leave.

Spouses employed by the same employer are jointly entitied o a combined total of 12 work-weeks of family leave for the birth and care of the newbomn child,
for placement of & child for adoption or foster care, and to care for a parent who has a serious health condition. Leave for birth and care, or placement for
adoption or foster care must conclude within 12 months of the birth or placement,

Employees generally have the right to return to the same position or an equivaient pasition with equivalent pay, benefits and working conditions at the
conclusion of their FMLA leave. :

14.2 NOTICE. Employees wishing to take an FMLA leave must give the Town of Uxbridge 30 days advance notice when the need for leave is foreseeable.
If the need for FMLA leave is not foreseeable, employees must give the Town as much advance notice as possible, An employee shall provide at least verbal
notice within one or two business days of when the need for leave becomes known to the employee along with the anticipated timing and duration of the Jeave.
The employer should inguire further of the employee if it is necessary to have more information ahout whether EMLA leave is being sought by the employee,

If an employee requests leave for a serious health condition, the Town of Uxbridge may require that the employee submit 2 Centification of Health Care
Provider form (U.S, Department of Labor Form WH-380). If the FMLA leave was for the employee’s serious health condition, the Town of Uxbridge may
also require that the empioyee present a cerfification of fitmess to retum 10 work.

i4.3 ELIGIBLE EMPLOYEES. An “eligible employes" is an employee of 2 covered employer who:

(1) Has beers employed by the employer for at least 12 months (dose not nesd to be consecutive months), and

(2) Has been emploved for at least 1,250 hours of service during the 12-month period immediately preceding the commencement of the Jeave, and

(3} Is employed at a worksite where 50 or more employees are employed by the employer within 75 miles of that worksite

14.4 INTERMITTENT LEAVE. intermittent leave or leave os a reduced leave schedule which is medically necessary may be taken. Intermittent

leave is FMLA leave taken in separate biocks of time due to a single qualifying reason. A reduced leave schedule is a leave schedule fhat reduces an
employee’s usual number of working hours per workweek, or hours per workday. A reduced leave schedule is 2 change in the employee’s schedule for a
period of time, normally from fuil-time to pari-time.

The employee shall advise the employer, upon request, of the reasons why the intermittent/reduced leave schedule is necessary and of the schedule for
treatment, if applicable. The employer and employee shall work out a schedule which meets the employee’s needs without unduly distupting the employer’s
operations, subject Lo the approval of the health care provider.

FMLA allows intermnittent or reduced schedulad leaves in cerlain circumstances:

i. Leave for the bizth or plécemcnt of a child may be taken intermittently or on a reduced leave schedule only if the employer agrees.
Employer agreement is not required for feave during which the mother has a serious heaith: condition in connection with the birth of her child or i
the newborn child has a serious health condition,

2. Leave may be taken intermittently or on a reduced Jeave schedule when medically necessary for planned andfor unanticipated medical
treatinent of a related serious health condition by or under the supervision of a health care provider, or for recovery from treatment or recovery from
a serious health condition. It may aiso be taken to provide care or psychological comfort to an immediate family member with a serious hezith
condition. .

3, Intermittent leave may be taken for a serious health condition which requires treatment by a health care provider periodically, rather than
for one continuous period of time, and may include leave of periods from an hour or more o several weeks. This includes medical appointments,
prenatal examinations or bouts of severe moming sickness,

4. Intermittent or reduced schedule leave may be taken for absences where the employee or family member is incapacitated or unable to
perform the essential functions of the position because of a chronic serious health condition even if he or she does net receive treatment by a health
care provider.

5. There is no Hmit on the size of an increment of leave when an employee takes intermitient leave or leave on a reduced leave schedule,
Hewever, an employer may iimit leave increments to the shortest periods of time that the employer’s payroll system uses to account for absences or
use of leave, provided it is one hour or less.

THE SMALL NECESSITIES LEAVE ACT

The Small Necessities Leave Act mandates that certein employers provide up to 24 hours of unpaid leave during any twelve month period to “eligible
employees.” This leave is in addition to the 12 weeks zlready allowed under the Federa! Family and Medical Leave Act.

Employees are eligible for the 24 hour feave under the statute if their employer has 50 or more employees working within 75 miles of the worksite of the
employee requesting the leave. In addition, the employee must (I) have been employed for at least 12 months by the employer from whom the leave is
requested, and (II) provided at least 1,250 hours of service for the employer during the immediately previous 12 month period.

15.1 REASONS FOR TAKING LEAVE. The 24 hour unpaid leave may be taken for any of the following reasons:
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i sohool activities directly related to the educationa! advancement of a son or daughter of the employee such as parent-teacher
srviewing for a new school; or

&son or dauphter of the employee to routine medicai or dental appointments such as check-ups or vaccinations; or

an elderly refative of the employee to routine medical or dental appointments or appointments for other professional services

er’s care, such as interviewing at nursing or group homes,

MENT/CERTIFICATION. To be entifled 1o the leave, employees must provide notice to the employer as follows:

" leave is foreseeable, the employee must request the leave not later than 7 days in advance;

« ac: foresecable, the employee must notify the employer as soon as practicable under the particular circumstances of the
o, .

sloyeas must provide written notice 1o the employer. 1 not feasible, employees may request leave orally.

¢ leave provided by employees must be kept in the employee’s personnel record and must be maintained for three years in
19, § 52C. Records and documents relating to medical certifications or medical histories of employees” family members must be
sedical records and kept in separate files from the usual personnel files.

18.3
amploy
i 1

TMPLOYERS. A violation of the Act occurs when the employer (1) fails to provide the time requested by the eligible
4 the employee who requests the leave, even if the leave is granted; or (TET) the employer retaliates against the employee
rly requested and is entitled to. Harassment includes annoying, beleaguering, bothering, unwelcome teasing or
the employee, demoting the employee, not otherwise restoring the employee 1o the position held by that employee prior

iployee ha
iation includes

swvicted of & criminal violation of the Act is subject to a $300 fine. In addition, any aggrieved employee may institute & civil action for
nidfor damages ageinst bis or her employer. Shouid the emplayee prevail, he or she will be entitled to trebie damages, costs of the litigation

MATERNITY LEAVE

i6.1 Fmpioyees may he granted maternity leaves in accordance with the provisions of M.G.L. C. 149, §105 D.
INJURED ON DUTY/SAFETY

sy towen employee, except for a Fire Fighter or Police Officer, who sustains an injury or illness in the performance of his or her duties
+fits and/or disability payments under the Town’s curreni Workers” Compensation Policy. All emplayees who are injured must
i ey Lo their supervisor and complete 2 written injury report form which will be provided to him/her by the supervisor. It is

thaf il emp! report any injuties at once. The Town is required by law to file and “Employers’ First Report of Ijury Form” with the
s Department of Industrial Accidents within five (5) days of the employee's first notice of injury.

WORNMEN’S COMPENSATION WITH SICK LEAVE OR VACATION. When the injured employee’s workmen's
s/t average weekly wage and the employee has unused vacation andfor sick leave to his credit, the employee may request that
ween his/her normal base pay and the workmen's compensation rate. The alfowance over and above the rate will be
employse’s vacation and/or sick eave,

M

All regular full-ime and part-time employees except members of the Police and Fire Dcparhncnﬁs who are covered under the
i, Section 111F of the Massachusetts General Laws.

17.4 POLICY. The Town shell provide and maintain safe working conditions. All employees shall be provided with necessary safety equipment and
clatising, 41 employees shall be required to wear and use safety equipment at all times while undertaking the work for which the equipment is furnished.

175 RESPONSIBILITY (3F DEPARTMENT HEADS. Depariment heads and supervisors shall assume full responsibility for safe working areas;
ed oomections i deficiont work procedures, facilities, clothing or equipment; insure the availability and utilization of approptiate protective
d eguipment; iy working conditions and field procedures to detect any possible safety hazards; and investigate and report all accidents
i addition, meet on a regular basis with a loss control representative from the Town's Workmen's Compensation Carrier in order io
catents and m iementation -of safety measures. Regular training sessions on safe work procedures will be scheduled for ail Town

TUCGIR]

pviluat

PONSTRILITY OF EMPLOYEES, Each employee shall assume fult responsibility for observing all safety rules, operating procedures and
es; utilize snal protective equipment at all times; promptly report unsafe working areas, conditions or other problems; and report alf accidents
riate supervicsy pessonnel, Bmployees who violate any safety rules or policies may be subject to diseiplinary action.

PRRAGY. Al cegular full-time and part-time employees.

17.8 MANGATONY USE OF SEAT BELTS. All Town of Uxbridge employess are required to wear a safety belt when operating or riding in 2
or leased by the Town of Uxbridge, or in any other vehicle, including a personal vehicle, while engaged in Town related business, All
uding Police, Fire, and School Department personne! must comply with this Bylaw uniess exempted by M.G L. Chapter 20, Section 13A.

HARASSMENT

-5 poticy of the Town of Uxbridge to provide a working atmosphere for employees and visitors which is free from harassment. It
+ for any employee, supervisor or elected official to engage in or condone harassment, either sexual or otherwise. It is the
wphoyee 1o recognize acts of harassment and take every action necessary to ensure that the applicable palicies and procedures of the
smployee who believes that he or she has been subjected to harassment has the right file a complaint with his/her Supervisor
srthee, ail reasonable efforts shall be made to maintzin the confidentiality and protect the privacy of ali parties.

Town are §
of the Tow

18.2 DEFINITIONS,  Harassment; Conduct directed at an employee, either by a coworker, manager, supervisor, or elected official, that is intended to
a or distarh.
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Sexug] Harassment:  Unwelcome sexual advances, requests for sexual favors, and other inappropriate verbal, written or physical conduct of a sexual nature
which may include, but is not fimited to, the following circumstances:

a) When submission to such conduct is made expHcitly or implicitly a tetm or cnnditior; of employment.

k) When submission to or rejection of such conduct by an individual is used by the offender as a basis for making personnel decisions affecting the
individual subjected to sexual advances;

c) When such conduct has the effect of unreascnably interfering with the individuai’s work; or

d) When such conduct has the effect of creating an intimidating, hostile 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 empioyment constitutes sexual harassment. .

It . 3 i i o tha nles other seyually prentared samdieat sl adde e 38 Fo dnraim Jod oc s sleoa de
The !ega! definition of sexval harassment is broad and addition to the ab olner m.Am:“‘y cricatated condact, waciaor it 18 intended of not, that is

b ure ey s
1 ST Aurdseacnl 15 Odad and in LT 0 Lie aoU VL USRI

oo

ples,
unwelcome and has the effect of creating a workplace environment that is hostile, offensive, intimidating or humiliating to male or female workers may also
constitute sexual harassment,

While it is not possible to st all those additional circumstances that may constitute sexual harassment, the following are somhe exampiles of conduct which, if
unwelcoine, may constitute sexual harassinent depending upon the totality of the circumstances inchuding the severity of the conduct and its pervasiveness:

- Unwelcomne sexual advances, whether they invelve physical touching or not;

- Sexual epithets, jokes, written or verbal references to sexual conduct; gossip regarding one’s sex life; comment on an individual’s sexual
activity, deficiencies, or prowess;

- Dispiaying sexually suggestive objects, pictures or cartoons;

- Unwelcome leering, whistling, brushing against the body, sexual gestures, suggestive or insulting comments;
- Inguiries into one’s sexual experiences; and

- Discussion of one’s sexual activiti es,

ALL EMPLOYEES SHOULD TAKE SPECIAL NOTE THAT, AS STATED ABOVE, RETALIATION AGAINST AN INDIVIDUAL WHO HAS
COMPLAINED ABOUT HARASSMENT, AND RETALIATION AGAINST INDEVIDUALS FOR COOPERATING WITH AN INVESTIGATION OF A
BARASSMENT COMPLAINT 18 UNLAWFUL AND WILL NOT BE TOLERATED BY THE TOWN OF UXBRIDGE.

i8.3 PUBLICATION OF POLICY. At the beginning of their employment with the Town, each employee shall receive a copy of this policy. Copies
of a poster explaining what constitutes harassment shall be posted at all employment sites.

18.4 TRAINING. Al administrators, supervisors and employees shall receive appropriate training.

18.5 COMPLAINT PROCEDURE. If an employee believes that he/she has been subjected to harassment, the employes has the right to file a
complaint with histher Supervisor or the Town Manager, This may be done in writing or verbally. In cases where the Town Manager is the subject of the
complaint or may otherwise have a conflict of interest the Board of Selectmen shall appoint an independent investigator,

The complaint should include the following details: the name of the complaining party; the name of the offender; the date of the offense; a description in as
much detail as possible of the incident(s}, inciuding any statement by eitiier party; and a list of known witnesses.

18.6 INVESTIGATION, Complaints filed pursuant 1o this policy shall be promptly and thoroughly investigated by the designated individual to whom
the complaint is made. Al circumstances of the situation shall be considered in the investigation of possible harassment incidents. In determining whether the
- alleged conduct constituies harassment, consideration shall be given to the totality of the circumstances, including the context in which the alleged incident
occurred. Upon completion of the investigation, the supervisor shall prepare s report including the foliowin 2

1) The date(s) of the incident(s)
2) The name of the complainant
3) The name of the offender(s)
4) A summary of the factual allegations that aliege harassment
5 The name of all potential witnesses
6} A summary of the steps taken to complete the investigation
7 A sutnmary of all witness statements {with copies of the actual statements attached)
8 A listing of any physical evidence available
9) ' A factual summary of all the evidence that either supports or refutes he allegations of sexual harassment.
18.7 COMPLAINT REVIEW, The Town Manager will attempt to resolve ali complaint, If either the accuser or accused wishes, they may appeal the

Managet’s decision to the Board of Selectmen. (Upon receipt of the complated investization report from the investigator, the Board shall assign a member to
attempt 1o resclve the matter.) If the matter is not resolved within a reasonable time, the Board of Selectmen shall st & hearing date.

18.8 HEARINGS, Hearings shall be held in accordance with the State Administrative Procedures Act, and all appropriate collective bargaining
agreements, Notwithstanding any of the provisions of the State Administrative Procedures Act, and all appropriate collective bargaining agreements, all
accused employees shall be notified in writing at Jeast 10 days before about the hearing and the allegation; to be allowed to attend the hearing and testify in his
or her own behalf; be entitled to confront or cross-examine the complaining party and other witnesses who are called; be entitled to call witnesses in his or her
own behalf; and be allowed to introduce evidence which is relevant 1o the issues presented by the complaint and the investi gative report. '

18.9 WRITTEN DECISIONS, Within 15 days of the hearing, the Board of Selectmen shall issue a decision that:
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Includes 2 finding of facts and conclusions explaining how those facts establish a violation of the sexual harassment policy; and recomanends sanctions,
18,10 SANCTIONS. Employees who violate this policy may be subj ect 10 sanctions up to and including termination,

18.11 STATE AND FEDERAL REMEDIES. In addition to the above, if someons betieves that he/she has been subjected to harassment he/she may
file a formal complaint with either or both of the government agencies fisted below. Using the Town's complaint procedure does not prohibit someone from
filing a complaint with either of these agencies. Each agency has a short term for filing a claim {EEOC, 180 days; MCAD, 6 months).

1. The United States BEqua! Employment Opportunity Commission (EEOC)
One Congress Street, 10" Floor
Boston, MA 02114
(617) 565-3200
2. The Massachusetts Commission Against Discrimination (MCAD)
Boston Office:
One Ashburton Place
Room 601
Boston, MA 021068
(617)727-3990
CODE OF CONDUCT

1%.1 POLICY. All empioyees are prohibited from engaging in any conduct which could reflect unfavorably upon the Town. Employees must avoid
any action which miglht result in or create the impression of using public office for private gain, giving preferential treatment fo any person, or {osing complete
impartiality in conducting town business.

This policy covers all regular full-time and part-time employees.
19.2 CUSTOMER SERVICE POLICY.
The primary duty of an employee of the Town of Usxbridge is to serve the public.

It is fhe employee’s responsibility to extend courteous service fo customners as expeditiously as possible. Politeness should alse be extended during all
telephone conversations whether it is a simple request or a call from 2 distraught individual.

Citizens visiting/inquiring/complaining/ are NOT to be deemed an interruption to our daily duties. They are the reason for our jobs.
16.3 RECEIPY OF GIFTS,

a) Empioyees are expressly prohibited from soliciting or accepting gifts, gramity, favors, enfertaimtient, loans, or any other jtern of menetary value
from any person who has or may be seeking to obtain business with or privilege from the Town, or from any person within or outside town employment whose
interests may be affected by the employee’s performance or nonperformance of official duties.

b} Acceptance of nominal gifts {350.00) in keeping with special occasions, such as mamiage, retirement, or iliness; food and refreshments in the
ordinary course of business meetings; or unsolicited advertising or promotional materials, e.g., pens, notwepads, calendars of nominal intrinsic value, i3
permitied.

c) FLOWER FUNDS OR GIFTS FOR FELLOW EMPLOYEES. Contributions made for such funds or special gifts are not prohibited. However,
participation in such activities, including contributions for even nominal gifis to Supervisors nmst be wholly voiuntary on the part of each employee and any
gifts shouid be of minimal value,

d} SUPERVISORS AND DEPARTMENT MANAGERS, The policies described in all of the above sections shall apply to Supervisors and
Department Heads, appointed or otherwize. In additicn, Supervisors and Department Heads must avoid placing themselves in a position which could interfere
with, or create the impression of interfering witl, the objective evaluation and direction of their subordinates. No Supervisor shall accept gifis from
subordinates other than those of nominal value for special oceasions, and no Supervisor of Department Head shall borrow money or aceept favors from any
subordinate. .

194 BUSINESS ACTIVITIES AND SOLICITATIONS. Nec empicyee shall engage in any business other than his/her regelar duties during working
hours; this policy specifically exciudes such activities as solicitation of fellow employees, lending of money for profit or any similar activity,

19.5 PRIVILEGED INFORMATION. Employees whe deal with plans and programs of significant public interest have a fiduciary obligation to the
Town. They mast not use this privileged information for their own financial advaniage or provide friends and acquaintznces with information which they
could use to their financial advantage. If an employee finds that he/she has an outside financial interest which could be affected by town plans or activities,
then he/she must immediately report the situation to his/her supervisor. Each employee is charged with the responsibitity of insuring that he/she releases only
information that should be made available to the general public. The unauthorized release of privileged information or its use for private gain constitutes just
cause for termination from town employment.

19.6 USE OF PROPERTY. Employees, supervisors, and Department Heads shall not, either directly or indirectly, use or allow the use of Town
property for anything other than official activities.
19.7 POLITICAL ACTIVITIES. Ali employees are entitied to exercise their rights as citizens to express their opinions and te cast their votes. Town
employees, while on Town titne, may not, however:

a) use their official authority or influence for the purposes of interfering with or affecting the result of an election,

B) directly or indirectly coerce, command, or advise a state or local official or employee to pay, lend, or contribute anything of value to a

party, committee, organization, agency, or person for political purposes; or
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20.1
20.2

2)

b)

203

c) use Town resources, equipment, or money for any election or campaign purposes while on town time.
DISCIPLINARY POLICY
COVERAGE. All regaar full-time and part-time employees.

POLICY, It is the responsibility of all emplovees to observe the policies and regulations necessary for the proper operation of the departiments of
Town govermnment.

Departinental Responsibilities. Each Department Head is responsible for the proper and efficient operation of his/er deparunent and for enforcing
afl policies and regulations. Supervisors are authorized 1o apply, with the approval of the appropriate Department Head, such disciplinary measures
as may be necessary.

Reasons for Disciplinary Action, 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. The following shall constitute sufficient cause for disciplinary
action.

] Neglect in the performance of the duties of the position to which the empicyee is assigned,

2) Disregard for or violation of Town departmental policies and regulations.

3) Wilful or negligent misuse, misappropriation or destruction of Town property or conversion of Town property to personal use ar gain.

4) Frequent tardiness or absence from duty without prior approval.

5) Violation of any reasonable or official order, refusal to carry out lawful and seasonable directions from a supervisor, or ofher acts of
insubordination. :

6) Use of intoxicating beverages to excess or abuse of narcotics, drugs, or other controlled substances so as to interfere with job
performance or the efficiency of Town service.

73 Use of alconolic beverages, narcotics, drugs or other controlled substances while on duty.

8) Use of ethnic shurs, racial epithets or any ferms of derision when refeving o a specific ethnie, racial or religions group. Use of derisive
tenns when referring to people of specific religicns, sexual orientation, geader, or in any way handicapped.

N Unsuitable conduct which interferes with effective Jjob performance or hias an adverse effect on the efficient provision of Town services.

10} Disregard for or frequent violations of Town bylaws or state laws,

11} Violation of privileged information or its use for private gain.

12} Failure to observe safety practices including use of safety equipment such as eye protection or hearing conservation devices or any other
safety equipment which is deemed necessary by the supervisor.

13) Sexual or other harassment.

i4) Any other condust or action of such seriousness that disciplinary action is considered warranted.

PRODECURES.

a) ORAL REPRIMAND. Whenever grounds for disciplinary action exist, including but not limited to, abuse of leave, zbsentaeism,

insubordination, misconduct, or failure to follow established safety rules, and the supervisor determines that more severe action is not immediately
warranted, the supervisor should orally communicate to the employes the supervisor’s observation of the deficiency and offer assistance in
correcting it

At this point, some specific time period should be established between the supervisor and the employee during which the problem should be
corrected before any further action is taken. Whenever possible, sufficient time for improvement should precede formal disciplinary action. A
notation it the employee’s personnei file should be made, but the failure to make such a notation shail not be considered evidence that the
reprimand did not occur. If no incidents of the behavior which have cause for the original oral reprimand recur in a twelve month period of time,
the reprimand will be considered nulf and void.

b} WRITTEN REPRIMAND. A written reprimand shall be addressed to the employee and will include: the charge; the specific behavior
and the dates of the behavior (where appropriate) that support the charge; the wamning that continuance of this hehavior will resuit in more severe
disciplinary action; an offer of assistance in correcting the behavior; any circumstance affecting the severity of the discipline; and advice on the
right to appeal,

A signed copy of the reprimand shall be sent to the Department Head, Town Manager and Human resources Coordirator, and will be kept in the
employee’s personnel file, and the empioyes will have the opportunity to submit comments for the personnel folder,

c) SUSPENSION. A Department Head, Boerd, or designee (supervisor) may suspend an employes, without pay, for up to, but not
exceeding thirty (30) calendar days. On or before the effective date of the suspension, the employee will be fumnished with a written statement
setting forth the reasons for the suspension, the effective dates of the suspension, and the date the emplovee shouid retum to work,

The statement will also inclnde: the charge; the specific behavior and the dates of the behavior {where appropriate) that support the change; the
warmning that continuance of this behavior will result in more severe discipiinary action; an offer of assistance in corresting the behavion any
circumstance affecting the severity of the discipline; and advice or: the right of appeal.

d) DISMISSAL. The Department Head or Board may terminate an employee after due consultation with the Town Manager. The
employee must be given a written notice signed by the Supervisor and Town Manager specifying the effective date of the termination, the charge,
the specific behavior and the dates (where appropriate) that support the charge, any circumstances affecting the severity of the discipline, and advice
on the right of appeal. Discipline is generally 2 progressive procedure; however, suspension or dismissal may be the initial step taken in a
disciplinary action depending upon the severity of the grounds for disciplinary action. When any forma} disciplinary action is taken, a copy will be
forwarded to the Human Resources Coordinator, and a copy will be placed in the employee’s personnel file,
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GRIEVANCE PROCEDURE

213 A griovance procedure is a dispute between an employee and the appointing or supervisory authority arising out of an exercise of management
rights or administrative discretion, or interpretation of these policies,

This grievance procedure is outlined for non-unit emplayees. With respect to union-represented employess, departmental lzbor agresments shouid be reviewed
for individual department policies. i

All employees have a right to have grievances and concerns regarding employment heard in a fair, equitable, and timely manner. The decision to air &
grievance will not result in any retaliation to the employee, regardless of the final decision. The grievance procedure steps are as follows:

Stepl.  The employee should raise any questions, conceims, or grievances with their immediate supervisor. The employee and supervisor are encouraged
to work together to resoive the problem at this level. -

Step2.  If the employse Is not satisfied with the response during informal discussions, that employee may present the case to the department head. The
department head will meet with the employet to discuss the case and provide the employee with 2 respense on a timely basis.

Step3.  If the employee Is stiil not satisfied, the employee may submit a written grievance to the Town Manager, o if the grievance is against the Town
: Manager, to the Board of Selectmen.

Based on the written grievance and any other information, the Town Manager or Board of Selectmen, with Labor Counsel, will make a final determination
concerning the case. The determination by the Manager or Board of Sejectmen will be final and binding.

Empleyees may request to bring legal counsel to mestings during the grievance review and may, with the agreement of the other party, extend the thne limits.

21.2 PRIVACY AND INFORMATION, In all instances, both the employee’s right to privacy and the right of the public to have access fo public
information shatl be preserved by observance of the appropriate statutes and faws pertaining fo both.

EQUAL EMPLOYMENT OPPORTUNITY AND AF FIRMATIVE ACTION PROGRAM

21 POLICY. Except as noted in Section 7.2 (d), it is the policy of the Town of Uxbridge Lo provide equa employment opportunity for all. Personnel
decisions will be based solely upon individual merit and fimess of applicants and employees related to the specific job requirements and without regard to race,
color, religion, sex, age, national origin, physical disability, political affiliation, or other non-merit factors. In its continuing effort to upgrade the standard of
tiving and civit rights of its citizens, the Town will require all of its elected officials and employees to uphold this policy.

222 RESPONSIBILITY FOR AFFIRMATIVE ACTION.  The respensibility for implementing the Affirmative Action Program rests with each
Town department. The Town Manager has been assigned by the Board of Selectmen the responsibility of coordinating the implementation of the Program in
hisfher capacity as its Director. His/her duties will include:

a) Menitering and aiding all Town departments in identifying and correcting all deficiencies which presently exist it the provision of equal
employment opportunity,

b) Monitoring the Town’s Affirmative Action Program and initiating any steps which are needed to deal with its shortcomings.

c) Handling expeditiously any complaints from Town employees who believe themselves to be the victims of diserimination.

d) Serving as liaison between the Town, the outside comtmnunity, anid minority and woemen’s groups.

223 DISTRIBUTION OF POLICY. The Town of Uxbridge will communicate its Equal Empicyment Opportunity Policy to all officials, employees,
contractors, and the general public in the following manner:

a) Inclusion of this document as part of the Tows’s Personnel Policy.
b) Providing a copy of this docurnent to every Town depariment, board, and committee for posting and distribution to employees.
¢ Enswing that each Town department communicates this policy to: .
1} All job applicants.
2y Al private contractors whe do business with the Town.
k)] All sources of employment referrals including, but not hmited to: Civil Service, Massachusetts Division of Employment

Security, area minority groups and women's organizations.

2.4 TRAINING. The Town of Uxbridge will afford full and equa! opportunity for participation in all training programs that are made available to
Town employees. Training systems will be reviewed periodicaily to ensure that training opportunities are being offered to all eligible employees on an equal
basis and that any inequities are corrected,

22.5 EMPLOYEE BENEFITS AND STATUS. The Town of Usbridge will ensure that there will be equality in the administration of employee
benefits and compensation. The Town will insist that the critetia for fringe benefits, overtime, and pay rates will not differ because of race, color, religion, sex,
age, or natural origin.

POLICY ON MAINTAINING A DRUG FREE WORKPLACE

231 The Town of Uxbridge recognizes the need for a safe and health work environment and intends to provide a workplace free from the sllegal use of
drugs, alcohol, and controlied substences for their employees in accordance with the United States Drug-Free Workplace Act of 1988 (PL10C-690 or 41
U.S.C.5. 701-T07).

The unlawful manufacture, distribution, sale, possession or use of any controlied substances, or u