Town of Nantucket

REQUEST FOR PROPOSALS
FOR A WAGE & COMPENSATION STUDY

The Town of Nantucket invites responders to submit proposal from qualified firms to provide a complete Town
wide wage and compensation study.

|. GENERAL INFORMATION AND SUBMISSION REQUIREMENTS.
1. Proposals can be obtained and will be accepted at the Town of Nantucket, Project Manager’s, 16 Broad

Street, Nantucket, MA 02554, until 10:00 AM, September 25, 2013. One original and four copies of the
proposal are required.

Price and non-price (technical) proposals must be submitted in separate envelopes that are sealed and
clearly marked:

Price Proposal for a Wage & Compensation Study
Non-Price Proposal for a Wage & Compensation Study

2. The results will be available to the public after the evaluation is complete and the award is made.

3. Award date. Award will be made within sixty (60) days after proposal opening unless otherwise stated in
the specifications or the time for award is extended by mutual consent of all parties. All submittals shall be
valid for a minimum period of sixty (60) calendar days following the date established for acceptance.

4. If any changes are made to this RFP, an addendum will be issued. Addenda will be mailed or faxed to all
companies and individuals on record as having requested the RFP.

5. Questions concerning this RFP must be submitted in writing to: Diane A. O'Neil, Project Manager/CPO 16
Broad Street, Nantucket, MA 02554 before 10:00 AM, September 18, 2013. Questions may be delivered,
mailed, faxed or emailed (doneil@nantucket-ma.gov). Written responses will be mailed or faxed to all
companies and individuals on record as having requested the RFP.

6. Responses may be modified, corrected or withdrawn only by written notice received by the Town of
Nantucket prior to the time and date set for the response opening. Modifications must be submitted in a
sealed envelope clearly labeled “Modification No. ___” and must reference the original RFP response.

Negligence on the part of the responder in preparing the proposal confers no rights for the withdrawal of
the proposal after it has been opened.

7. The Town of Nantucket reserves the right to reject any and all responses and to waive any minor
informality in responses received whenever such rejection or waiver is in its best interest.

8. The Town of Nantucket will not be responsible for any expenses incurred in preparing and submitting
responses. All submittals shall become the property of the Town of Nantucket. All plans, specifications
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Town of Nantucket

and other documents resulting from this contract shall become the property of the Town of Nantucket.
Unless specifically exempt under the Massachusetts public records law, the Town has the right to
disclose information contained in proposals.

Responders must be willing to enter into the Town of Nantucket's standard form of contract.

The RFP, and any subsequent contract for the services, is hereby issued in accordance with M.G. L. c.
30B.

Proposals received prior to the date of opening will be securely kept, unopened. No responsibility will
attach to an officer or person for the premature opening of a proposal not properly addressed and
identified.

Any submittals received after the advertised date and time for opening will be returned to the responder
unopened.

Purchases by the Town of Nantucket are exempt from federal, state and municipal sales and/or excise
taxes.

The Tax Compliance Certification and the Certificate of Non-Collusion must be included with the
response. These forms must be signed by the authorized individual(s).

Unexpected closures. If, at the time of the scheduled response opening, Town Hall is closed due to
uncontrolled events such as fire, snow, ice, wind or building evacuation, the response opening will be
postponed until 2:00 PM on the next normal business day. Submittals will be accepted until that date and
time.

The Town of Nantucket is an Affirmative Action/Equal Opportunity Employer. The Town encourages
submittals from qualified MBE/DBE/WBE firms.

Responders should be aware that many overnight mailing services do not guarantee service to
Nantucket.

Responses to the RFP must be prepared according to the guidelines set forth herein. Selection of the
successful responder will be based upon an evaluation and analysis of the information and materials
required under the RFP.
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Town of Nantucket

Il PROJECT OBJECTIVES

Defined Terms
“The Town” as used in this document represents various Town Departments, Enterprise Departments and the
School Department.

Scope of Work
The Town of Nantucket is seeking proposals from qualified firms to provide a Town wide, including all Town

entities and departments, wage and compensation study.

Respondents to this proposal must have a working knowledge of all aspects of municipal infrastructure similar
to that of the Town of Nantucket. Respondents must have experience with Respondents must also have a
thorough understanding of State and Federal laws and programs that apply to or may affect municipal public
entities and municipal water departments.

Prospective proposers must demonstrate the ability to provide the services described in this document, must meet
all minimum criteria, and must submit a complete proposal.

CONTRACTOR

The Town shall enter into a contract with one prime vendor, which may be a person, a corporation, a partnership,
or a joint venture (“Contractor”). The proposal must demonstrate that Contractor have the specific experience
outlined in this request.

Contractor must have demonstrated successful experience within his or her discipline. Contractor who is
registered with a professional organization should provide evidence of registration or licensing to practice
professionally within the Commonwealth of Massachusetts.

BACKGROUND

The Town of Nantucket is a small island community located approximately 30 miles southeast of Cape Cod,
Massachusetts. The island’s year round population is approximately 15,000 residents, however its seasonal and
tourist population can swell the island to over 50,000-60,000 inhabitants during the busy summer months. All
municipal services are provided year-round but are scaled seasonally to meet the changing service demands for
certain departments (see Appendix — Revenue and Expense Projections). Nantucket maintains approximately 260
year-round permanent full time and part time staff, including Town and Enterprise Fund employees but excluding
Public School employees, down from 320 in FY2009, but hires approximately 100 temporary seasonal employees
in the summer (see Appendix — Staff Count).

Because Nantucket is an island with little opportunity for mutual aid, shared services or regionalization efforts, the
Town provides all municipal services for its residents and guests, requiring a broad and diverse set of skills and
expertise, ranging from airport administration to wastewater treatment to a municipally-operated nursing home
(see Appendix X — Organizational Chart). Over 85% of the Town’s staff is unionized and covered by one of eight
(excluding School) collective bargaining agreements (CBA). Each CBA has its own wage scale and various
compensation-related benefits, creating an overall lack of cohesion and consistency in municipal compensation
strategies (see Appendix — Collective Bargaining Contracts Wage Scales and Positions). Non-unionized staff is
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Town of Nantucket

subject to the personnel policies of the Town (see Appendix — Personnel Policies) which were updated and
adopted in February 2013.

Like many municipalities across the Commonwealth, Nantucket has been redesigning its government workforce
structure over the past several years to better meet the evolving needs of its community during lean economic
times. A separate initiative is being undertaken concurrently to determine if Nantucket is structured and staffed
appropriately in order to effectively and efficiently deliver the services necessary to maintain a safe, vibrant and
healthy community year-round (see Appendix — Staffing and Organizational Study Scope of Services). Itis
possible that through consolidations and other efforts that some areas of government may have become
overstaffed while others may have become understaffed; or it is possible that some positions should be changed
to perform different duties; or perhaps different positions should be created or eliminated altogether.

As these efforts continue, the Town recognizes that it needs to review its wage and compensation structure
concurrently to ensure it is offering fair and competitive packages in addition to meeting the service demands of
the island. The Town has neither a comprehensive compensation management plan nor has a comprehensive
internal and external study been completed in at least the last twenty years. An internal workgroup has recently
conducted a thorough analysis of the Town'’s application of the Fair Labor Standards Act for all employees and a
classification study of the LIUNA employees is currently underway and nearly completed.

Various factors must be taken into consideration to better understand Nantucket's staffing needs:

e Cost of living and remoteness of location make recruitment and retention a challenge;

e Housing (availability and cost to purchase) is a significant barrier to recruitment;

e Competitive compensation packages drive up the salary and benefit costs as a percentage of government
expenditures, leaving less room for expansion of services;

e The remote location of the island does not allow for mutual assistance or regionalization from neighboring
communities requiring staff to be trained and ready for a variety of operations;

¢ Unlike many cities or towns, Nantucket maintains its own airport, nursing home, harbor, water company,
landfill, marine and natural resources facility, and two waste water treatment facilities creating a diversity
of services covered under the same bargaining agreements;

e Many island businesses are seasonal in nature, making comparison challenging;

e The year-round population of approximately 15,000 residents swells to over 50,000 in the summer
creating a staffing challenge. Both extremes require the same level of services with limited year-round
resources.

Iv. SCOPE OF SERVICES

The goal of this wage and compensation project is to review the Town’s current classification and compensation
system utilizing accepted practices in management and design of compensation systems; compare wages and
benefits internally amongst unions and departments; compare wages and benefits externally to like municipalities
and private business, where applicable; examine the existence of a “Nantucket Factor” of inflation and cost of
living; outline a strategy to attract and retain qualified workers who are paid fair and equitable salaries; and
provide the framework for a compensation structure that enables the Town to maintain a competitive position with
other municipalities and businesses within the same geographic area.
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Town of Nantucket

The wage and compensation study shall include an examination of Nantucket's current compensation and
benefits structure and offer recommendations for best practices based on Nantucket’s unique needs. This study
shall be made in accordance with generally accepted review and analysis methods and in accordance with
applicable federal and state laws. The scope of this project includes:

A

Work with elected officials, Town management, union leadership and others as identified to obtain fair and
balanced data.

Gather necessary municipal and private industry information through the use of payroll data, collective
bargaining agreements, job descriptions, questionnaires, personnel interviews and other accepted methods.

Review and document the Town’s existing compensation classification processes, to include Town, School
and Enterprise Fund employees. Recommend adjustments, if warranted. Propose alternative systems of
grading and classifying positions if, in the consultant’s opinion, a preferable alternative should be considered.

Review existing benefits and Other Post-Employment Benefits (OPEB) including, but not limited to: vacation,
sick, and personal leave, annual buy backs, life insurance, indemnification, deferred compensation and
disability protection, including workers compensation. Recommend adjustments based upon survey
information and best practices in municipal government and private industry.

Review the existing positions descriptions to ensure that they reflect desired duties, responsibilities and
qualifications of each position and make recommendations accordingly. Assign all positions to appropriate
pay grades bases on analysis. Where descriptions do not exist, draft descriptions will need to be created with
the assistance of employees, their supervisors, labor and Human Resources.

Identify comparable communities (either smaller or larger than Nantucket) or municipal entities, ideally in
Massachusetts but also throughout the northeast and the rest of the United States (like a seasonal resort
community like Aspen, CO), using methodology acceptable to the State’s Labor Board and document the
basis for comparison. A matrix of wage, benefits and unfunded liabilities by community as well as comparable
positions and their assigned grades and compensation is required.

Determine if a “Nantucket Factor” exists; and if so, identify what this “factor” is through a labor market salary
and benefits survey for the Town that reflects both municipal and private industry as well as ancillary factors
such as the housing market, cost of living, seasonality and remoteness of location.

Recommend a theoretical 10-year strategy for sustained wage and compensation growth based on interviews
and analysis and identify an instrument or process for ongoing internal maintenance of a classification and
compensation plan.

Preliminary recommendation(s) will be presented by the consultant to the Town Manager prior to proceeding with
the final analysis. Final report will be presented in a written report and presented to the Board of Selectmen for
review in a public session.

IV. COMPOSITION AND SIZE OF EMPLOYEE GROUP
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Town of Nantucket

There are approximately one hundred (100) union and non-union positions to be reviewed (see Attached —
Position Listing and Job Descriptions). Additionally, there are eight collective bargaining agreements for review.

An appropriate list of potential comparable communities is to be created by the successful bidder.

V. MISCELLANEOUS REQUIREMENTS

A. Reporting: Throughout the study the winning bidder will work closely with Town Administration and Human
Resources and will be expected to provide regular updates at specified times. The bidder will spend sufficient
time explaining the methodology, the analysis, and the draft recommendations to Town Administration before
being presented. The final product(s) will be presented by the bidder to the Board of Selectmen in a public
meeting.

B. Analysis: A completed report will include an executive summary, methodology, data, analysis, source
materials, critical observations of current processes, a list of comparable communities, a matrix of wage and
benefits by community and private industries reviewed and their comparable positions and their assigned
grades and compensation, a proposed “Nantucket Factor”, a theoretical 10-year wage and compensation
strategy and final recommendations.

C. Project Completion: The consultant must be ready to commence the project within three weeks of the
contract award and must complete the project within four (4) months of the project commencement.

VI. MINIMUM CRITERIA

The Evaluation Committee shall reject Proposals which do not meet the following certain minimum requirements:
1. Vendor must have at least five (5) years of experience in conducting classification and compensation studies,

developing and recommending salary structures, reviewing and developing job descriptions, and recommending

placement of positions within the salary structure.

YES NO

2. Vendor must have completed at least five (5) classification and compensation studies, two (2) of which such
plans must have been for a municipality and one or two in a union environment.

YES NO

3. Vendor must have demonstrated knowledge of applicable federal and state statutes and regulations governing
employment and personnel activities.

YES NO

NAME OF BIDDER:
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Town of Nantucket

A. Non-Price Proposal
The non-price proposal shall consist of all materials and information, other than price, required in this RFP. The
non-price proposal shall include a Plan of Service that details the following:

(@) Company history, resumes of the three highest-level staff persons, and including a list of the employees who
will be working on this project and their resumes.
(b) Plan of proposed including a specific schedule of work and deliverables.

B. Price Proposal Requirements
The price proposal shall consist of the fixed price with no reimbursable expenses allowed.
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Town of Nantucket

VI. PROPOSAL EVALUATION PROCEDURE

The Chief Procurement Officer and/or its designee will evaluate proposals according to the quality requirements
contained below. Submittals failing to comply with one or more of the quality requirements stated below shall be
disqualified from further consideration.

Submittals that comply with the quality requirements will be further evaluated based on the comparative criteria
detailed below. Each proposal will be assigned a rating for each comparative criterion and a composite rating.

Three finalists may be identified from the evaluation of comparative criteria and interviews may be conducted.
The Town will rank these finalists. Price proposal will then be considered. The Town will negotiate a contract with
the highest ranked finalist who proposes a price within the Town’s budgeted amount. The Town reserves the right
to reject any and all proposals if such rejection is in its best interest.

COMPARATIVE EVALUATION CRITERIA

The Town reserves the right to award the contract to the responsive and responsible qualification submittal which
best meets the Town’s needs, taking into account firm qualifications, submittal quality, evaluation criteria and
proposal price. The awarding authority’s decision or judgment on these matters shall be final; the committee will
use the comparative criterion for each separate rating area, and based upon these criteria, will assign an overall
rating to each proposal. Each of the criteria may contain ratings of:

Not Advantageous
Advantageous
Highly Advantageous

Consultants must meet the minimum evaluation requirements as specified in Section Ill. Failure to meet the
minimum evaluation criteria will result in immediate rejection of the qualification submittal and will not be subject to
further review.

The following criteria will be used in the evaluation of the consultant firm regarding the Technical or Non-Price
Proposal in order to be placed on the short list for an interview with the Selection Committee.

Responding Consultants are to address each of the following criteria in a clearly labeled section of their
response and in the same order.

EXPERIENCE

Highly Advantageous: Vendors have at least ten (10) years experience in conducting classification and
compensation studies, developing and recommending salary structures, reviewing and developing job
descriptions, and recommending placement of positions within the salary structure. Vendors must have completed
more than ten (10) such studies comparable to this project, of which at least five (5) have been for municipalities
and must have significant experience in a civil service environment as well as a union environment.

Advantageous: Vendors have more than five (5) years but less than ten (10) years experience in conducting
classification and compensation studies, developing and recommending salary structures, reviewing and
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Town of Nantucket

developing job descriptions, and recommending placement of positions within the salary structure. Vendors must
have completed more than seven (7) but less than ten (10) such studies comparable to this project, of which at
least two (2) studies have been for municipalities and must have some experience in a civil service environment
as well as a union environment.

Not Advantageous: Vendors have less experience than is described above as “Advantageous”.

PERSONNEL
Highly Advantageous: Vendor will assign a principal consultant to this project who has participated in at least
four (4) comparable studies for Massachusetts municipalities.

Advantageous: Vendor will assign a principal consultant to this project who has participated in at least two (2)
comparable studies for Massachusetts municipalities.

Not Advantageous: Vendor is able only to assign a principal consultant who has not participated in at least one
(1) comparable study for a Massachusetts municipality.

PLAN OF SERVICES

Highly Advantageous: The Plan of Services as set forth in response to the Town’s RFP is highly defined and
developed. The implementation strategy is exceptionally clear, understandable and focused. The principal
consultant will communicate regularly with the Town as to the progress of the study.

Advantageous: The plan of Services as set forth in the response to the Town’s RFP is sufficiently developed.
The implementation strategy is adequate but not exceptional. A member of the team who is not the principal
consultant will communicate regularly with the Town as to the progress of the study.

Not Advantageous: The Plan of Services, as set forth in the response to the Town’s RFP, is inadequately
developed. The implementation strategy is sketchy and undefined. There cannot be one individual who is
assigned the role of communicating with the Town.

REFERENCES

Highly Advantageous: More than five positive references, three of which are for comparable municipalities.
Advantageous: Five positive references, one of which is for a comparable municipality.

Not Advantageous: References are not positive.

WORK REFERENCES
Consultants will be evaluated based upon the answers to the questions posed to references as outlined below.
Reference check list of minimum questions:

1. Did this consultant provide the specified services for you or for the community? When? Are you currently
using the consultant on any project?

2. Did the consultant perform the work requested in accordance with the terms of the qualification submittal
and the written contract? If not, what were the deviations?
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Town of Nantucket

3. How would you describe the working relationship between the consultant and lead members of the
contracting body?

Did the consultant adhere to the rules and regulations associated with your business relationship?
Overall, on a scale of one to ten, how would you rate the consultant’s performance?

Would you retain this consultant on future projects?

Did the consultant provide a report within the allocated budget and was completed on time?

No ok

V RULE FOR AWARD
The Town will determine the most advantageous proposal from a responsible and responsive proposer, taking
into consideration price and all evaluation criteria set forth in the RFP.

VI BASIS OF COMPENSATION
The Town will request a fixed fee proposal with no reimbursable expenses that it undertakes under this contract.
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Town of Nantucket

CERTIFICATE OF NON-COLLUSION

The undersigned certifies under penalties of perjury that this bid or proposal has been made and submitted in
good faith and without collusion or fraud with any person. As used in this certification, the word "person” shall
mean any natural person, business, partnership, corporation, union, committee, club, or other organization, entity,
or group of individuals.

Signature of person signing bid or proposal

Printed Name and Title, Name of Business

Date
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Town of Nantucket

TAX COMPLIANCE CERTIFICATION

Pursuant to M.G.L. 62C, §49A, | certify under the penalties of perjury that, to the best of my knowledge and belief,
| am in compliance with all laws of the Commonwealth relating to taxes, reporting of employees and contractors,
and withholding and remitting child support.

Federal Employer ID Number Name of Corporation
Printed Name of President President’s Signature
Date
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Town of Nantucket

PROPOSAL CHECKLIST

In order to simplify the evaluation process and obtain the maximum degree of comparison between proposals, the
Town has prepared this checklist for all responders to use in compiling proposals.

Q  Current Certificates of Insurance

Non-price (technical) proposal

Price proposal (separate from the technical proposal)
Certificate of Non-Collusion

Tax Compliance Certification

©c 0 O O O

Signed signature page of Town of Nantucket contract enclosed herein to indicate that responder is
willing to enter into said contract.
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WAGE AND COMPENSATION REQUEST FOR PROPOSAL, September 2013
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APPENDIX

2013 Budget, 2014 — 2017 Revenue Projections
2013 Budget, 2014 — 2017 Expense Projections
Organization Chart
Staff Count:
a. Staff Count Summary
b. Staff Count Detail
Contract Wage Scale and Positions
a, Public Works — Public Works and Waste Water{ ASFCME)
b. Laborers’ Union — administrative and clerical positions
¢. 1199SEIU — nursing home positions
d. Police — patrol officers and superior officers
e. Fire — all positions
Personnel Policies — non union personnel
Nantucket Staffing and Organizational Study Scope of Services
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PUBIC WORKS CONTRACT
WAGE SCALE 2012 - 2014 (Employees hired prior to July 1, 2012)
EXHIBIT A-1

{2.5% ATB} {2.5% ATB)

Start 520.57 $21.09
After 3 Months $21.19 $21.72
After 12 Months $21.82 §22.37
After 24 Months $22.48 $23.04
After 36 Months $23.15 $23.73
After 48 Months $23.85 $24.45
After 60 Months $24.56 $25.17
After 72 Months $26.06 526,71

Start

After 3 Months $23.05 $23.63
After 12 Months $23.74 $24.33
After 24 Months $24.45 $25.06
After 36 Months $25.18 §25.81
After 48 Months $25.94 $26.59
After 60 Months $26.72 $27.39
After 72 Months $28.34 $29.05
Start $23.77 $24.36
After 3 Months $24.48 $25.09
After 12 Months $25.22 $25.85
After 24 Months $25.96 $26.61
After 36 Months $26.74 $27.41
After 48 Months $27.55 $28.24
After 60 Months $28.37 $29.08
After 72 Months $30.09 $30.85

Start
After 3 Months

After 12 Months
After 24 Months
After 36 Months
After 48 Months
After 60 Months
After 72 Months
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Start $26.32 $26.98
| 'After 3 Months $27.11 $27.79
After 12 Months 527.92 $28.62
After 24 Months $28.76 $29.48
After 36 Months $29.62 $30,36
After 48 Months $30.51 $31.28
After 60 NMonths $31.43 $32.21
After 72 Months $33.33 534,17
Start $27.11 §27.79
After 3 Months $27.92 £28.62
After 12 Months $28.76 $29.48
After 24 Months $29.62 $30.36
After 36 Months $30.51 $31.28
After 48 Months $31.43 $32.21
After 60 Months $32.37 $33.18
After 72 Months $34.33 $35.19

Start .
After 3 Months $28.88 $29.61
After 12 Months $29.76 $30.50
After 24 Months $30.65 $31.41
After 36 Months $31.57 $32.36
After 48 Months $32.,51 $33.,33
After 60 Months $33.49 534.32
After 72 Months $35.52 $36.40
M1 - Laborer

M2 - Jr. Equipment Operator, Mechanic

VI3 - Sr. Equipment Operator, Sr. Mechanic

M4 - Maintenance Technician, Crew Chief, Arborist, Jr. Wastewater Plant Operator
M5 - Working Foreman, Wastewater Plant Operator

M6 - General Foreman, Asst. Wastewater Plant Chief Operator

M7 - Wastewater Plant Chief Operator
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- PUBLIC WORKS CONTRACT
PROJECTED WAGE SCALE 2012-2014 (Employees hired on/after July 1,
2012)

EXHIBIT A-2

Starting (Base) $20.57 $521.09
After 5 Years $20.98 521,51
After 10 Years $21.19 $21.72
After 15 Years $21.39 $22.59
After 20 Years $21.60 522.14

Starting (Base)

After 5 Years $23.40
After 10 Years $23.63
After 15 Years $24.57
After 20 Years $24.09

Starting (Base) $23.77 $24.36
After 5 Years $524.25 $24.85
After 10 Years $24.48 $25.10
After 15 Years $524.72 $26.10
After 20 Years $24.96 $25.58

Starting (Base) $25.03 $25.66
After 5 Years $25.53 $26.17
After 10 Years $25.78 $26.43
After 15 Years $26.03 $27.48
After 20 Years $26.28 $26.94

Starting (Base) $26.32 $26.98
After 5 Years 526.85 $27.52
After 10 Years $27.11 $27.79
After 15 Years $27.37 $28.90
After 20 Years $27.64 $28.33
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Starting (Base) $27.11 $27.79
After 5 Years §27.65 $28.34
After 10 Years $27.92 528.62
After 15 Years 528.19 $29.77
After 20 Years $28.47 $29.18

Starting (Base) $28.04 $28.75
After 5 Years $28.60 $29.33
After 10 Years $28.88 529,61
After 15 Years $25.16 $30.80
After 20 Years $29.44 $30.19
M1 - Laborer

M2 - Ir. Equipment Operator, Mechanic

M3 - Sr. Equipment Operator, Sr. Mechanic

M4 - Maintenance Technician, Crew Chief, Arborist, Jr. Wastewater Plant Operator
M5 - Working Foreman, Wastewater Plant Operator

M6 - General Foreman, Asst. Wastewater Plant Chief Operator

M7 - Wastewater Plant Chief Operator
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LARORERS yNion)  1of 3 FiHles

APPENDIX C

Compensation Schedules

Planning and Land Use Services (PLUS

Building Commissioner
Health Officer

HDC Administrator
Electrical Inspector
Plumbing Inspector

Local Building Inspector
Zoning Enforcement Officer
Assistant Health Officer
Assistant Administrator
Administrative Assistants
Administrative Assistants
Office Assistant

Human Services Department
Coordinator '
Registered Nurses

Staff Development Coordinator/RN
Director of Nurses

Assistant Administrator

Social Service Worker
Activities Director

Business Office Coordinator
Plant Supervisor

Food Service Supetrvisor
Assistant Director

Assistant Activities Director
Medical Records Secretary
Assistant to Director of Nursing
Business Office Assistant
Administrative Assistant

Adult Day Care Supervisor

Fire Department
Deputy Fire Chief
Office Administrator

Finance Department

42

DH S-B (Admin, Schedule)
DH S$-B (Admin. Schedule}
DH S-A (Admin. Schedule)
$-C {Admin. Schedule)
S-C (Admin. Schedule)
S-C (Admin, Schedule)
S-B {Admin. Schedule)
5-B (Admin. Schedule}
S-A {Admin. Schedule)
§$-2 (Clerical Schedule)
$-1 (Clerical Schedule)
5-1 (Clerical Schedule)

DH S-A (Admin, Schedule)
OI-RN (Clerical Schedule)
OI-RN (Clerical Schedule)
S-E (Admin. Schedule)
S-A {Admin. Schedule)
S-A (Admin, Schedule)
S-A {Admin. Schedule}
$-3 {Admin. Schedule)
$-3 {Admin. Schedule)
S-3 {Admin. Schedule)
$-3 {Clerical Schedule)
S-2 (Clerical Scheduie)
§-2 (Clerical Schedule)
$-1 (Clerical Schedule)
S-1 (Clerical Schedule}
$-1 {Clerical Schedule}

S-1 (Clerical Schedule)

$-E {Admin. Schedule)
S-3 (Clerical Schedule}




LABORERS LiNion) prob 3 +uHles

Assessor

Treasurer

Tax Collector

Accounts Payable Coordinator
Operatlons Coordinator

Payroll Administrator

Assistant Assessor

Administrative Assistants in Treasury
Administrative Assistant in Assessing

Administrative Assistant (P/T Accts. Payable)

Field Inspector
Senlor Clerk in Assessing
Property Lister (P/T)

Information Technology & GIS

IT Manager

IT Specialists (2)

GIS Coordinator

information Systems Technicians {2)

Natural Resources Department
Natural Resources Coordinator

Town Biologist
Shellfish Biologist
fatura! Resources Enforcement Officer

Public Works Department

Assistant Director

Administrator

Office Administrator

Property Manager

Office Administrator

Youth Recreation Coordinator/Teen Center

Planning & NP&EDC
Senior Planner

Transportation Planner 1

Land Use Planner

Housing Specialist

Land Use Planner

Office Administrator

Zoning Board of Appeals Administrator
Administrative Specialist

Planning Assistant

43

S-C {Admin. Schedule)
S-B {Admin. Schedule)
S-A {Admin. Schedule)
S-A {Admin. Schedule)
S-A (Admin. Schedule)
$-3 (Clerical Schedule)
S-3 (Clerical Schedule)
S-2 (Clerical Schedule}
5-2 (Clerical Schedule)
$-2 (Clerical Schedule)
S-2 (Clerical Schedule}
S-1 (Clerical Schedule}
S-1 {Clerical Schedule)

DH S-A {(Admin. Schedule)

$-B {Admin. Schedule}
S-B (Admin. Schedule)
S-B {Admin. Schedule)}

S-C {Admin. Schedule)
$-B (Admin. Schedule)
S-A {Admin. Schedule)
S-A (Admin. Schedule)

S-E {Admin. Schedule)
S-A {Admin. Schedule)
5-3 (Clerical Schedule)
S-3 {Clerical Schedule)
S-2 {Clerical Schedule)
5-1 {Clerical Schedule)

S-C {Admin. Schedule)
S-C {Admin. Schedule}
S-B (Admin. Schedule)
S-B (Admin. Schedule)
$-A (Admin. Schedule}
S-2 {Clerical Schedule)
$-2 {Clerical Schedule)
$-2 {Clerical Schedule}
5-1 {Clerical Schedule)




[ ABARERS LiNN p3ob 3

Police Department

Information Systems Administrator
tHarbormaster

Communlications Supervisor
Asslstant Harbor Master
AHA/Mooring Enforcement Officer
Office Administrator-Records Clerk
Office Administrator-Licensing Clerk
Public Safety Dispatchers
Administrative Assistant

Register of Deeds
Assistant Register
Administrative Assistant (2)

Siasconset Water
Superintendent

Town Clerk
Assistant Town Clerk
Administrative Assistant

Visitor Services
Director

Office Administrator
Administrative Assistant

44
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S-C {Admin. Schedule)
$-C (Admin. Schedule)
S-B {Admin. Schedule)
S-A (Admin. Schedule}
S-A {Admin. Schedule}
S-3 (Clerical Schedule)
S-2 (Clericat Schedule)
S-1 (Clerical Schedule)
5-1 (Clerical Schedule)

S-B {Admin. Schedule)
$-1 {Clerical Schedule)

DH S-A {Admin. Schedule)

S-3 {Clerical Schedule)
S-1 (Clerical Schedule)

DH S-A (Admin. Schedule)

$-2 {Clerical Schedule)
S-1 (Clerical Schedule}
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LABORERS' UNION CLERICAL {4348} CONTRACT
WAGE SCALE 2012-2014 (Employees hired on/after july 1, 2012}

(0.0% ATB)  (2.75% ATB} (2.75% ATB)

Starting (Base) $23.86 §24.52 $25,19
After 5 Years $24.34 $25.01 $25.,69
After 10 Years 524.58 $25.26 $25.95
After 15 Years $24.81 $25.50 $26.20
After 20 Years $25.05 $25.75 $26.45

Starting (Base) $26.24 $26.96 $27.70

After 5 Years $26,76 $27.50 $28.25
After 10 Years $27.03 $27.77 $28.53
After 15 Years §27.29 $28.04 $28.81
After 20 Years $27.55 $28.31 $29.09

Postlon 7 '
Starting (Base) $28.69 $29.48 $30.29
After5 Years $29,26 $30.07 $30.90
Aftar 10 Years . §29.58 $30.36 $31,20
After 15 Years $29.84 $30.66 $31.50
After 20 Years $30,12 $3095 53180

P

Starting (Base) $34.05 $34.99 $35.95
After 5 Years $34.73 $35.69 $36.67
After 10 Years $35.07 536.04 $37.03
After 15 Years 535,41, $36.39 $37.3%

After 20 Years $35.75 536,74 $37.75




LABORERS' UNION ADMIN. (4349) CONTRACT
WAGE SCALE 2012-2014 (Employees hired on/after July 1, 2012}

Starting (Base) 561,957 :

After 5 Years $63,196 $64,934 $66,719
After 10 Years 563,816 S65,571 467,373
After 15 Years $64,435 466,207 568,027
After 20 Years $65,055 366,844 568,682

Starting (Base) 568,044 469,915 $71,838
After 5 Years 569,405 $71,313 $73,275
After 10 Years $70,085 §72,012 $73,993
After 15 Years $70,766 $§72,712 $74,712
After 20 Years §71,446 $73,411 $75,430

‘postion. ul-17 43
Starting (Base) $74,893 576,953 $79,069
After5 Years $76,391 $78,492 $80,650
After 10 Years $77,140 $79,262 581,441
After 15 Years $77,889 $80,031 $82,232
After 20 Years 478,638 $80,801 $83,022

tlo -

Starting {Base) 584,528 3 489,241
After 5 Years $86,219 588,590 $91,026
After 10 Years $87,064 $89,459 591,918
After 15 Years 587,909 $90,327 392,811
After 20 Years 588,754 591,196 593,703

Starting (Base) £93,030 $95,588 598,217

After 5 Years $94,891 $97,500 $100,181
After 10 Years $95,821 598,456 $101,164
After 15 Years $96,751 $99,412 $102,146

After 20 Years $97,682 $100,367 $103,128




LABORERS' UNION DEPARTMENT HEAD CONTRACT _
WAGE SCALE 2012-2014 (Employees hired on/after July 1, 2012)

e

{0.0% ATB) (2.75% ATB) (2.75% ATH)

Starting (Base) $75,344 $77,416 479,545
After 5 Years 476,851 578,964 581,136
Aftar 10 Years $77,604 479,738 581,931
After 15 Years 478,358 480,513 582,727
Aftar 20 Years $79,111 381,287 583,522

Starting {Base) 587,880 . 490,297 492,780
After 5 Years 489,638 392,103 594,636
After 10 Years 580,516 593,006 595,563
After 15 Years $91,395 $93,309 $96,491
After 20 Years £92,274 494,812 $97,419

DH-SA HDC Administrator
: DH-SA Visitor Services Director
K. DH-SA Councll on Aging Administrator
DH-SB Building Commisioner
DH-SB Health Officer
DH-SB Park and Recreation Director
DH-SB Miarine Superintendent




L1

£102 08 Junp — Q10T 't Anp
JupwsaBy Sunneding IANI2J100 WO DUTIST N0

b saskordwy swi] el
9z‘iT d
¢ SUMESAQ
T TOTRUITILIOSI(T-UON,
el 2STE[D) SMLUS ON,
0z SNODTE[IRISTI
<1 N axe] eOIpI
p \; pouad [
915101 2B AT
£ N SIATY Juswedewey
61 N Aed Amedno
2 ue] sowemsu] 1T
w1 2UOSTY JO BT
#1 ‘Q5TED Isn[
91 A Amp
¥ sgumad) qof
71 WOISIACI ® JO AUPHEAT]
e QOURINST]
& IO, JO STOH
9 X! s42pIoH
7 11 N\ " 20URIRSH] BIEIH
0z \ sepImImo)) AjSJES P eI
z N "3 MPa00X IALAILLL)
v N soakoldury SwrL-[Md
¢l X Ao AR
1 N\ weid QeoH Afrwed
w / U213y J0 HoNeI
ST LT N\ send
t X TOTRITILOSI(
» X o3 xegost ‘omdisiq
0z N ouemsuy AAesi]
1z / nmIed voﬁwnmﬁuﬂ
0z AN 30UEmS] T2
b1 ‘9 / apESara(]
51 /. SN TOLRUIGTIeT)
6 e 23500
1z MOV FURpoL)
STT sang B LFO-HUD
9217 P nonY 1EINRIAORNN0
e

11

T

el .

XHANT

= ot 2y

T A

x

®

pi14 £707 ‘0F 2unr = 0107 ' 410
Ry Sunoling aIRN0]) FHOH PUBIS] 4180

STYZS £5€CS S9US 61T ¥Eles 160Z$ 0508 LLGLS FLELS apy OQIV
LZ'9g$ SPSZS 0LVZ$ BA'TIS 60SES LUTe$ 6L Le'les 0L0ZS A0eH
Y1078 96°GTY 0TSCS LYEES 9L€Td 906T$ OvEEs Slles Liles aouRUUIRA
cE'OT8 9L'0Z8 OF'STS SOved vo'eed STEed 99TES 1ELed LS Jojuaiy YNO

9e'0z$ 1O'STS [8ES vLbTS vh'ees 9.TEs 60°72¢ SIS €8°0E8 11 ¥NO
97'6z8 TOVES LE'STs LLETS Pvees 6U1eS GLES £5°028 YOGS 63"+ YND
v8728 OL7ES TGITS 060X 627028 068 SLELE 999iE TOBLS Areyaiq/disH
6r'cEd 18775 £1TTS 6V IZ$ 497023 9Z0Z$ LI6LE 60'BlS YSels Alpuren
B6'LES OO'LES GL'0SS /Z6TE THRTS BSUTY 6L92% LO'GEE 9TSTS Ndl

6 8 FA 9 g 4 g 4 3
ZUYL eADYS oYL 0%

£q 2sEa10UI SIERUSOLIP BIYS (Y B1Ep ARSISAUUE Uo JuawaAcU: daig [GLV %Z — £ 894
ZLI0E/9 ~ WL 2AR0aY3 Afeog aliem

L0678 L0°e2% OPIES SLLES ZhLES 09°0T¢ 066LS CEeld oLels SpiY 5a0V
02576 S6VES ZTYI ToETs €RTZS LLTed T9LT$ 68028 6T0CS 100
98 sr'set 1UveS 66'€eS 62€IS L9TES 967188 IELZ$ OL0ES IqUUIUIEN
Zv'ozs S9G7S 06YES LLvE$ IV'SZS$ 6LTCS TVITE evlEs S8eTh Jojusiy YNO

9'cze LI'SeS 9TvES L9°0ES 96'ZZ% 1ST$ 9918 £0TLES ZHOTS 1YND

eI ves vObeS YE'ETs 9oTed 007eS 9ElE$ vIOZ8 €L0ZS S96LS B8+ YND

6eZEs £128 OVlEs Broze 626lS Le'6ld S8 0TEIS L9ULS Arejaiq/dssH

E0eZs 967ES 0U1ZS LUlEd groed 9wELE ST6LE TS 8Lels Arpune)

9C'LES SYOES 99678 00928 9pizd G0ES 9TEYd 05'SeE 9LVTS NdT
& g L g g ¥ £ z

(/112 Jaye paiy asoyy o} ajgeatydde Jou)
LLILIL YO 00518 50 «:oE.»mn wns dwn- ‘ajep AIBSIAINUE Lo JUaWaAOW d3)g G1V %0 — 2 123
ZHOE9 ~ LI/ 3AR0a4E 9[eds abem

LUtzs L0€ed ovEes SLed ZLizs 050z$ 06BLS ZE6IS oL8LS aply DaOY
0L'SZ6 $6'%T$ TevTs IoeTd €8IS L17ed Teles 68028 62°0Z8 3000
77978 SYSIS 1UHZS 66'EZ$ 62€T$ 10728 96'LZ$ TEies 00T aqueUBIUEN
Zrozd S9'9T$ 06VES LL'VES LYEZS 6128 TLETS 8YIES S80S J0JUSIA YND

og'sz8 L1'5ed 8CtZS L9Te$ 96Tes 1eTe$ 99'les £0lzd ZhoTs 11YNO

oUvZs VO'YZS PEEZS 097T$ 007 SElE$ vL0Z$ €L0T$ SHELS 68+ YNO

BETZS £1128 OVIES 6Y0T¢ 6961 LEBIS G181 0TBLE L9LLS AegaigidysH

g0'eZ¢ 9572s 04328 10°0T8 9r0Z$ 996L$ 8T6LS TLBLS 8Ll Aapuren

oe'les Sr'0et 096z 00928 99°.TH SOLZ$ 9TOTS 0S'STE QLVES Ndl
6 8 L 9 g 14 € Z L

{01142 Joe pany esol o} ajqeaydde jou)
OL/112 uo 005° 14 jo suswded wns dwnT fajep FIBSIBAIUUE UO JUBWDAOW dAIS 1H1V %0 — L 18a)
LL/0E/0 — OM/L/L 2AR28Y3 a(e0g e

SADYM

sty (#1e) Jua QNS TIST S0



20.1

26.2

26.3

271

ARTICLE 26 - WAGES
REGULAR FULL-TIME POLICE OFFICERS

Wages shall be paid as follows:

Fuly 1, 2011 July1,2012  July 1,2013
Starting Rate $49,538 $50,529 $51,540
After 12 Months $53,576 $54,647 $55,740
After 24 Months $55,460 $56,570 $57,701
After 36 Months ~ $60,753 $61,968 $63,208
After 60 Months $63,791 365,067 $66,368
After 120 Months $66,980 $68,320 $69,686
After 180 Months $68,655 $70,028 $71,429

After 240 Months $70,329 $71,736 $73,170

REGULAR PART-TIME POLICE OFFICERS

Regular Part-Time Police Officers (Reserve Officers) shall be compensated in accordance
with the Personnel. Compensation Plans as adopted in Asticle 7, Schedule B, §F, of the
Annual Town Meeting Warrant.

The step levels set forth in this Article may be administered by the Town or its authorized
Representative starting an Officer at a higher level, or advancing to a higher level sooner.

ARTICLE 27 - LONGEVITY

Based upon continuous years of service with the Nantucket Police Department as a
Regular full-time Police Officer, Police Officers will receive longevity pay as follows,
which will be payable in addition to the wages set forth in Sections 26.1 and 26.2 as
follows:

(a) After completion of five (5) years of continuous service: two percent (2%) above
base yearly pay. This will not be paId if an officer is eligible under (b), (¢} or (d)
of this section.

(b)  After completion of ten (10) years of continuous service: three percent (3%)
above base yearly pay. This will not be paid if an officer is eligible under ( ¢} or
(d) of this section.

(¢)  After completion of fifteen (15) years of continuous scrvice: four percent (4%)
above base yeatly pay. This will not be paid if an officer is eligible under of this
section,

27




24.8 OFFICE SPACE

25.1

26.1

The Town will provide suitable space to be used jointly by Locals 330 and 330(a) for the
purpose of storing union records and conducting Police Detail scheduling functions. This space
will include a telephone and the ability to connect to the Police Officer Scheduling System
(POSS) or successor scheduling sofiware via the Public Safety Network.

ARTICLE 25 - DEFINITIONS

REGULAR FULL-TIME POLICE OFFICER

The term "Regular full-time Police Officer' includes the following:

@

(b)

(d)

Tenured Officers: A duly appointed Regular fill-time Police Officer, who has
completed one (1) years of service with the Town Police Depattment as a Provisional
Officer and has been granted Tenure by the Board of Selectmen in accordance with
Article 23.

Provisional Officers; An officer who has been duly appointed as a Regular fulltime
Provisional Police Officer to the Nantucket Police Department and who has not yet been
granted Tenure.

Sergeant: A duly appointed Regular full-time Police Officer, who has been duly
appointed by the Chief of Police to the rank of Sergeant and is primarily responsible for
the supervision of Patrol Officers for the Nantucket Police Department.

Licutenant: A duly appointed Regular full-time Police Officer, who has been duly
appointed by the Chief of Police to the rank of Lieutenant and is primarily responsible for
the supervision and direction of an Operational or Administrative Division within the
Nantucket Police Department.

ARTICLE 26 - WAGES

RIEGULAR FULL-TIME: SERGEANT
Wages shall be paid as follows:

July 1, 2011 July 1, 2012 July 1, 2013
After 36 Months $79,739 $81,333 82,960
After 120 Months $83,726 $85,400 $87,108
After 180 Months  $85,819 $87,535 $89,286
After 240 Months $87,912 $89,670 $91,463

25




26.2

20,3

27.1

28.1

REGULAR FULL-TIME: LIEUTENANT
Wages shall be paid as follows:

July 1,2011 July 1, 2012 July 1, 2013
After 60 Months $102,289 $104,334 $106,421
After 120 Months  $118,415 $120,783 $123,199

PAY SCALE

For purposes of determining the appropriate pay scale for Sergeants and Lieutenants the
following shall prevail:

(a)  Sergeants pay shall be based upon the pay in (26.1) as determined by their length of
service as a Regular full-time Police Officer.

(b)  Lieutenants pay shall be based upon the pay in (26.2) as determined by their length of
service as a Regular full-time Police Officer.

ARTICLE 27 - LONGEVITY

Based upon continuous years of service with the Nantucket Police Department as a Regular full-
time Police Officer, Officers will receive longevity pay as follows, which will be payable in
addition to the wages set forth in Sections 26.1 and 26.2 as follows:

(a)  After completion of five (5) years of continuous service: two percent (2%) above base
yearly pay. This will not be paid if an officer is eligible under (b), {c} or {d) of this
section.

(b)y  After completion of ten (10) years of continuous service: three percent (3%) above base
yearly pay. This will not be paid if an officer is eligible under (c) or (d) of his section.

(c)  After completion of fifteen (15) years of continuous service: four percent (4%) above
base yearly pay. This will not be paid if an officer is eligible under (d) of this section.

(@)  After completion of twenty (20) years of continuous service: five percent (5%) above
base yearly pay.
ARTICLE 28 - EFFECT OF AGREEMENT
The Town and the Union, for the life of this Agreement, ecach voluntarily and unqualifiedly
waives the right, and each agrees that the other shall not be obligated to bargain collectively with

respect to any subject or matter referred to or covered in this Agreement or with respect to any
subject or matter not specifically referred to or covered in this Agreement even though such
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EXHIBIT A

PROJECTED WAGE SCALE 2013-2014

Current Wage Scale; 07/01/2011 - 6/30/201
Postion. . .
FIREFIGHTER

FIREFIGHTER 7 EMT BASIC
CAPTAIN ‘

FIRE PREVENTION OFFICER
FIRE ALARM SUPERINTENDENT

Under Negotiatlon: Effective 07/01/2012 - 06/30/2013 (2.00%)

0 0 a

FIREFIGHTER $ 47498]% 503489 53,389($ 58705(% 618418 64,7233 67,959
FIREFIGHTER / EMT BASIC B K 48023 |3 51,6583 54070(§ 60,4575 63490[$ 66864]% 69,998
CAPTAIN $ 50,372 |5 B4445|5 68,312|8 75143[$ /8800(S 82,845[3 86,987
FIRE PREVENTION OFFICER PO JE 61,747 |5 ©696315 70,9805 78078|$ 81¢82($ 2£5081{% 90,385
FIRE ALARM SUPERINTENDENT A $ 61,747 |5 ©65062]5 70980(|% 75,079} 81,963[5 85082[35 90,385

Under Negotlation: Effective 07/01/2013- 06/30/2014 (2.00%)

20 O ad en ep b ep

62,874

FIREFIGHTER : : $ 4844813 51,355|5 B4436]3 $ $ 88,017 |% 69318
FIREFIGHTER / EMT BASIC B - 4090113 52,895|% 53,060|% 61,676|% 84,760 |% 67,808(§ 71,398
CAPTAIN $ 60560 |$ 65,734 |5 69678|5 768465 80478 |5 84,502 | 88,727
FIRE PREVENTION OFFICER FO - E 62,0625 68302 |% 72400[$ 79,6405 83622|% 87803|§% 92193

A $ 62,982{% 68302]9% 5 796408 83622|§ 487,803|§ 92193

FIRE ALARM SUPERINTENDENT 72,400
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TOWN AND COUNTY OF NANTUCKET, MASSACHUSETTS

PERSONNEL POLICIES

These poticies and rules and regulations are promulgated in accordance with the provisions of the
Charters of the Town and County of Nantucket. The Town and County reserve the right to change, add to,
or delete any of the provisions of these policies and rules and regulations at any time.

These policies and rules and regulations are not a contract for employment.

Adopted by the Board of Selectmen: February 20, 2013




TABLE OF CONTENTS

General Provisions

Administration of Policies

Personnel Records

Recruitment and Appointment

Orientation/Probationary Period

Transfer, Promotion, Demotion, Reinstatement,
Resignation and Temporary Assignments

Classification and Compensation Plan

Performance Appraisal

Overtime

Standards of Conduct

Smoking Policy

Political Activity Policy

Conflict of Interest

Safety Policy

Anti Discrimination/Sexual Harassment Policy

Alcohol and Drug Policy

Use of Town Property

Disciplinary Guidelines

Grievance Procedure

Holidays

Vacation Leave

Personal Leave

Bereavement Leave

Jury Duty

Military Leave

Sick Leave

Family and Medical Leave/Maternity Leave

Unpaid Leave of Absence

Time Cards

"Longevity Pay

Tuition Reimbursement

----------

..........

----------

----------

----------

----------

----------

----------




1.1

PART |
ADMINISTRATION
General Provisions
1.1-1 Purpose and Authorization

The purpose of these personnel policies is to establish a system of human
resource administration based on principles that ensure a uniform, fair and
efficient application of personnel rules and regulations. The intent of these
policies is to provide a method of recruitment, selection, classification and
compensation and the development of a work force that is skilled and effective in
accomplishing assigned responsibilities. Personnel actions shall be made in
accordance with state and federal law and without regard to race, color, religion,
sex, national origin, political affiliation, sexual orientation, gender identification,
age as defined by law, disability, genetic information, or other non-job related
factors and shall be based on merit and ability to satisfactory perform the job

properly.

1.1-2 Application

To the fullest extent consistent with federal and state law, the Charters of the
Town and County, and local by-laws, these Personnel Policies are intended to
apply to all town departments and positions, except those under the jurisdiction
of the schoo! committee, elected positions, the positions of town counsel, town
prosecutor, labor counsel and certain positions for which the compensation is on
a fee basis, or the incumbents of which render intermittent or casual services.
Conflicting provisions contained in collective bargaining agreements, shall
supersede these rules and regulations. Where collective bargaining agreements
are silent, these policies shall be applied, subject to collective bargaining
agreement. Validly adopted departmental regulations that establish standards of
performance, conduct or action shall continue to be applicable unless in conflict
with these policies in which case, these policies shall prevail.

1.1-3 Rules of Interpretation
(a)  These policies are intended to be consistent with all applicable state and

faderal laws. In the event that town policies are inconsistent with the
applicable state or federal faw the applicable taw shail apply.

(b)  Words using the singular number may extend and be applied to several
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1.2

persons, words using the mascuiine gender shall include the feminine
gender.

1.1-4 Definitions

The following definitions shall apply:

(a)
(b)

(©)

(d)

(€)

()

@)

(h)

"town" shall mean the Town and County of Nantucket;

"fuil-time employee" shall mean an employee scheduled to work not less
than thirty-five (35) hours per week for fifty-two (52) weeks per year minus
legal holidays and authorized vacation leave, sick leave, bereavement
leave, jury duty, or other authorized leave;

"part-time employee” shall mean an employee scheduled to work less
than a full-time employee provided, however, only pari-time employees
working twenty (20) or more hours a week, shall be eligible for holiday
pay, vacation leave, sick leave, bereavement leave, or other authorized
leave of absence; such leaves shall be prorated in accordance with the
number of hours a part-time employee works on an average weekly basis;

"seasonal employee" shall mean an employee in the town service holding
a non-regular appointment requiring services for a set period of time, e.g.
spring, summer, fall, winter;

"temporaty employee" shall mean an employee in the town service
holding a non-regular appointment requiring services for a period of time
not exceeding one (1) year;

"department head" shall mean the officer or employee in charge of a
department's operations and activities.

"appointing authority" is the Town Manager unless some other Board,
Commission, or official is designated as the appointing authority under the
provisions of a general or special law or charter.

“regular appointment” shali refer to employment that is not of a seasonal,

temporary, or other transitory nature. This phrase shall not be construed

as assuring continuing or permanent employment or establishing any sort
of tenure, nor shall this phrase be interpreted io alter the at-will nature of

such employment.

Administration of Policies

Page 3



1.3

1.2-1 Human Resources Director

The Human Resources Director shall be the Personnel Officer. The Personnel
Officer shall administer personnel policies and rules and regulations.

The Human Resources Director shail be responsible for the efficient
administration of the personnel system, including, but not limited to:

(a)  developing and recommending personnel policies rules and reguiations;
(b)  administration of the classification and compensation plans;
(c)  enforcement of provisions of personnel policies, rules and regulations;

(d)  assisting all with disciplinary issues in a uniform, fair, and efficient
manner,

()  monitoring the effectiveness of personnel practices and policies, and

(f such other powers, duties and responsibilities as provided by these
policies or assigned by the Town Manager.

Personnel Records
1.3-1 Policy

The Human Resources Director shall be responsible for establishing and
maintaining a centralized personnef record keeping system. The personnel
record keeping system shall contain such records as may be required by law and
as necessary for effective personnel management. All employees and appointing
authorities shall comply with and assist in furnishing records, reports and
information as may be requested by the Human Resources Director or Town
Manager.

1.3-2 Application

All employees (including seasonal, temporary, and employees under an
employment agreement).

1.3-3 Contents of Records

Except as otherwise determined by the Town Manager, the Human Resources
Director shall maintain an individual personne! file for each employee. Pursuant

Page 4




to Massachusetts General Laws, Chapter 149, Section 52C, a personnel file
should contain records of information which is, has been, or could be, used
relative to an employee's qualification for employment, promotion, transfer,
additional compensation, or disciplinary action. A personnel file does not include
records of personal information about someone other than the employee, if
disclosure of such information would constitute a clearly unwarranted invasion of
privacy. Medical and/or psychological information about employees including
pre-placement evaluations, duty injury records, information provided pursuant to
the Family and Medical Leave policy, or evaluations ordered by the town
because of excessive use of sick leave is maintained separately from the
personnel record. Personnel records may include, but are not limited to, the
following:

(a)  the employment application and/or resume;

(b)  areport of all personnel actions reflecting the original appointment,
promotion, demotion, reassignment, transfer, separation, or layoff;

()  a history of employment and correspondence directly related to the
employee's past employment record, reclassification or change in the
employee's rate of pay or position, title, commendations, records of
disciplinary action, training records, and

(d) results of any performance appraisal, and other records that may be
pertinent to the employee's employment record.

(e)  emergency contact information.
1.3-4 Confidentiality and Access to Records

To the extent allowed by law, personnel records are confidential and access to
records shall be limited to Town Manager, Human Resources Director,
Department Head and applicable employee through the Human Resources
Director in order to conduct legitimate town business. Unless written
authorization is received from an employee, except to verify employment, no
information concerning an employee shall be released.

In accordance with the provisions of Massachusetts General Laws, Chapter 149,
Section 52C, current and former employees have the right to review their
personnel files. Employees must make a written request to the Human
Resources Director to review a copy of their personnei file.
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1.3-5 Centralization of Record Keeping System

Uniess otherwise atithorized by the Town Manager, records required to be
maintained under this policy shall be maintained by the Human Resources
Director in such locations as the Human Resources Director designates. These
centralized records shall be deemed to be the official depository of personnel
records.

PART Il

PRE-EMPLOYMENT
Recruitment and Appointment
2.1-1 Recruitment Policy
The town is an affirmative action/equal opportunity employer. The town shall not
discriminate against any employee because of that employee’s race, color, sex,
religion, national origin, sexual orientation, age, veteran status, marital status, or
against qualified individuals with a disability.

2.1-2 Application

All employees (including seasonal, temporary, and employees under an
employment agreement).

2.1-3 Eligibility

All qualified persons shall be eligible for employment with the town, subject to
any statutory requirements or limitations, contractual limitations, or conditions of
prior severance fro town emplioyment.

2.1-4 Recruitment

Appointing authorities, in consultation with the Town Manager and the Human
Resources Director, shall be responsible for the recruitment and selection of
personnel under their jurisdiction. The qualifications, classification and salary
range for positions shall be established in accordance with applicable
classification and compensation plans. '

Recruitment of all positions shall be in accordance with the town's affirmative
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actionfequal opportunity program for employment.
(@) Notice of Vacancies

Appointing authorities may, upon the identification of a vacancy or on the
authorization of a new position, prepare a job vacancy notice on a form
prescribed by the Town Manager. Appointing authorities shall promptly notify the
Town Manager of any resignation. The job vacancy notice shall be based upon
the existing job description and include: the job title, major duties of the position,
qualifications, salary or wages, hours of work, reporting relationships, a proposed
closing date for applications, and application instructions.

The Human Resources Director shall review and approve all job vacancy notices
prior to commencement of recruitment activities.

{b)  Posting

Vacant positions shall be posted for five (5) business days in prominent work
locations, uniess otherwise approved by the Human Resources Director. Vacant
positions may also be posted in such other locations or media as the Human
Resources Director may determine (e.g. web site, trade publication,
newspapers).

(c})  Advertisement of Job Vacancy

Advertising should be adequate to allow for a sufficient number of qualified
applicants to apply for available vacancies.

Job advertisements shall be prepared in accordance with the town's affirmative
action/equal opportunity plan for employment.

(d)  Applications

All candidates applying for employment shall complete an official employment
application. Each applicant shali sign the form, and the truth of all statements
shall be certified by the applicant's signature.

() Examinations

Candidates, with the approval of the Human Resources Director, may be
subjected to an examination as one part of the selection process. Examinations

may be written, oral, practical or any combination thereof, and shall be relevant
to the requirements of the position.
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2.2

() References

A candidate's former employers, supervisors, and other references should be
contacted as part of the selection process. All reference checks and
investigations should be completed prior to the offer of employment.

(@)  Applicant Records

The application and refated documents submitted for a candidate selected for
appointment shall be maintained in the employee's personnel file.

2 4-5 Pre-Placement Medical Examination

All persons selected for employment with the town, after receipt of notice of a
conditional offer of employment, shall undergo a medical examination relating to
the essential functions of the position. The examination shall be at the expense
of the prospective employee by a physician or medical institution selected or
approved by the Town Manager. The examining physician shall advise as to
whether or not, in the opinion of the physician, the applicant is fit to perform the
essential functions of the position, with or without reasonable accommodation. If
deemed unfit to perform the essential functions of the position for which the
conditional appointment has been made, the appointing authority shall withdraw
the offer of employment.

Orientation/Probationary Period
2.2-1 Application

All employees (including seasonal, temporary, and employees under an
employment agreement).

2.2-2 Qrientation

The Human Resources Director or a designee shall conduct periodic orientation
sessions for new employees, for the purpose of providing new employees with
information on benefits and rights and obligations as an employee of the town.

2.2-3 Probationary Period

Unless otherwise provided by law, all newly appointed and promoted employees
shall be required to successfully complete a probationary petriod to begin
immediately upon the employee's starting date or promotion date and to
continue, unless terminated early as provided below, for a six (6) month period.
Employees must have actually worked for the six month period; a break in
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service due to injury or illness or any other reason during the probationary
period, shall be deemed to have interrupted the probationary period and the
probationary period may be extended by the town accordingly. The probationary
period shall be used by appointing authorities to observe and evaluate the
employee's performance. Upon expiration of the probationary period, the
appointing authority shall notify the probationary employee in writing that:

(@) the employee's performance meets satisfactory standards and the
individual will be retained in the position, or

(b  the employee's performance, due to extenuating circumstances, requires
additional observation and that the probationary period will be extended
an additional period of time not to exceed four (4) months, or

(¢) the employee's removal will occur.

At any time during the probationary period, the appointing authority may impose
disciplinary action up to and including discharge, if it is revealed that the
employee intentionally falsified information relating to application for
employment, was unable or unwilling to perform the required duties, or displayed
conduct, habits or dependability which did not merit continuing the employee in
the position. At any time during the probationary period, including any extension
thereof, the appointing authority may terminate the probationary employee’s
employment at will and need not specify any reason for such action. The
appointing authority shall notify the probationary employee in writing, on a form
prescribed by the Town Manager, of any disciplinary action up to and including
termination and of any “at will” termination and the effective date of the action.
Probationary employees may not appeal any disciplinary action, including
termination, or any “at will” termination. If required by Charter or other law,
terminations will be subject io Town Manger approval.

2.2-4 Supervisory Responsibilities

During the probationary period, supervisors shall at periodic intervals discuss
work performance with the probationary employee. Supervisors shall be
responsible for documenting these discussions, and copies of such
documentation shall be submitted to the Human Resources Director to be filed in
the employee's personnel file, with notice to the employee.

Transfer, Promotion, Demotion, Reinstatement, Resignation and Temporary
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Assignments
2.3-1 Application

All employees (including seasonal, temporary, and employees under an
employment agreement).

2.3-2 Transfers

With the approval of the department head and in consultation with the Town
Manager and/or Human Resources Director, the transfer of an employee from
one position to another, without significant change in level of responsibility may
be effected if the employee meets the qualification requirements for the
particular position.

2.3-3 Promotion

(a)  Filling of Vacancies. Vacancies in positions above the lowest rank in any
department in the town service may be filled to the extent practical by the
promotion of employees in the town service, provided, however, the
appointing authority shall continue to have the right to recruit and appoint
employees as deemed appropriate. Promotion in every case must involve
2 definite increase in duties and responsibilities and shall not be made
merely for the purpose of effecting an increase in compensation.
However, hefshe shall not exceed the maximum rate for the job.

(b)  Probationary Period. Unless otherwise provided by law, ail promotions
shall be subject to a probationary period of six (6) months. If during this
probationary period, the appointing authority determines that the job is not
being satisfactorily performed, the employee shall be returned to his
former position, or comparable position, if available without prejudice.

The employee may not appeal such a decision.

2.3-4 Demotion

With the approval of the Department Head, in consultation with the Human
Resources Director and/or Town Manager, an employee may be demoted to a
position of lower grade for which the employee is qualified for any of the
following reasons:

(a)  an employee would otherwise be laid off resulting from the abolition
of a position; the employee's position is reclassified to a higher
grade for which the employee is not qualified; lack of work;
disciplinary action; lack of funds; or because of the return to work
from authorized leave of another employee to such a position in
accordance with the rules of leave set forth in these regulations,
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(b)  an employee does not possess the necessary qualifications to
render satisfactory service in the position the employee holds;

(c) an employee voluntarily requests such demotion.

All demotions must receive the approval of the appointing authority. The
employee shall be notified in writing of his demotion and of the reason for such
action.

2.3-5 Reinstatement

An employee who has resigned from town employment, may, at the sole
discretion of the appointing authority for the town, be reinstated.

2.3-6 Resignation

Any employee who resigns from town employment shall, if possible, provide
notice of at least ten (10) working days to the appointing authority. Resignations
shall be deemed accepted by the town upon receipt by the appointing authority
or, if required by law, upon filing of the same with the Town Clerk. Appointing
authorities shall promptly notify the Town Manager of any resignation. Any
employee who resigns shall be obligated to complete necessary forms and shall
be afforded the opportunity to undergo an exit interview.

2.3-7 Temporary Assignments

When an employee is temporarily assigned to assume a higher paid position,
until the position is filled on a permanent basis, the following terms and
conditions shall apply upon recommendation of the department head and the
Human Resources Director and the approval of the Town Manager.

(@) the employee is assigned to perform a majority of the significant duties of
the position for more than thirty (30) consecutive working days;

(b)  "acting pay" shall be retroactive to the first day of the assignment;

(c)  "acting pay" shall be the lowest step in the grade of the position being
filled, so long as the resuiting level of pay is higher than the employee’s

regular rate of pay. It shall be applicable for the term of the "acting"
assignment;
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3.1

(d)  normal wage adjustments will continue for the regular position only. When
the employee returns to the regular position, the pay will revert to its
former level if no salary increase has been given during the "acting
period."” If a salary increase has been given during the "acting period”, the
employee will return to that wage level;

(e)  no temporary assignment shall last longer than three (3) months without
review and approval by the Town Manager.

PART 1l
COMPENSATION AND CLASSIFICATION

Classification and Compensation Plan

3.1-1 Policy

The Town has established, maintains and provides a uniform system for

classifying all positions, and established proper relationships between positions

based on the level of responsibilities assumed and the minimum qualifications
required to perform the job so that the same schedule of compensation may be
applied to each class, ensuring equitable pay.

3.1-2 Application

All employees except seasonal and temporary employees.

3.1-3 Classification Plan Administration

The Human Resources Director in consultation with the Town Manager shall

have responsibility for the administration of the classification plan and shall,

subject to appropriation, be authorized to:

(a) complete studies of new positions and make classification
recommendations, recommend the establishment of a new class of
positions, or the elimination of a class of positions;

{(b)  provide for studies of existing positions when there has been a substantial
change in the duties and responsibilities which justify consideration of

possible reclassification;

(¢)  conduct periodic studies to ensure the classification plan remains uniform
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3.2

and current, and
(d)  develop procedures to determine the proper classification of each
position.
3.1-4 Reclassification/Classification of Position
No position may be classified or reclassified without approval of the Town
Manager accompanied by a recommendation from the Human Resources
Director and/or Appointing Authority.
3.1-56 Starting Rates for New Appointments
Persons appointed to positions shail be paid at the minimum rate, provided,
however, the Town Manager may, set compensation at a higher rate on the
hasis of exceptional qualifications.
3.1-6 Merit Increases
Subject to appropriation, the Town Manager may develop an administrative
procedure for the granting of merit increases. Subject to appropriation, the Town
Manager may establish or approve a bonus system for rewarding exemplary
performance based on clearly defined, objective criteria,

3.1-7 Promotion/Reclassification

The compensation level for an employee who receives a promotion shall be set
by the Town Manager.

The Adjusted Salary Date is the date a position is reclassified and that
reclassification affects an employee or the date an employee is promoted or
demoted and that action changes their salary or rate of pay. Once an adjusted
salary date is established that is the only date that is used for future salary
adjustments.

3.1-8 Compensation for Temporary or Seasonal Empioyees

Subject to appropriation, the Town Manager shall establish rates of pay for
temporary or seasonal employees or groups of employees.

Performance Appraisal
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3.2-1 Policy

The town recognizes the utility of a system of performance appraisal which is
designed to provide constructive feedback to the employee about the employee's
performance and which may be the basis for determining whether any merit
increases in compensation are warranted.

The Town Manager may establish a Performance Appraisal system from time to
time.

3.2-2 Application
All employees and seasonal and temporary employees.
3.2-3 Design of Appraisal System

Any appraisal system designed shall be to appraise an individual's actual
performance and shall not be an assessment of personality characteristics or
other extraneous factors. All performance appraisal instruments shall contain a
space for the signature of the employee and the appraiser. Empioyee signatures
shall not necessarily constitute agreement with the appraisal, but shall certify that
the employee has read the appraisal. Employees may attach a written rebuital to
their appraisal that shall become part of the appraisal, if desired.

3.2-4 Performance Appraisal Procedures

To ensure compliance with the performance appraisal policy, the following
procedures shall be followed:

(a) each appointing authority, in consultation with the Human Resources
Director, shall maintain or cause to be maintained, a calendar of
anniversary dates of employees within the department:

(b)  prior to the employee's anniversary date of employment, the appointing
authority shall complete, or cause to be completed, a performance
appraisal with an employee, ideally within one (1) month. A department
head's performance appraisal shall be with the department head's
appointing authority;

(c)  completed performance appraisals shall be forwarded to the Human

Resources Director and shall be maintained as part of the employee's
personnel record, with notice to the employee.
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3.3

4.1

4.1-1

4.1-2

4.2

Performance appraisals shall be completed on the instrument designed for such
purposes and shall be conducted in the manner described.

Overtime
3.3-1 Policy - Non-Exempt Employees

The town shall pay overtime in accordance with the provisions of the Fair Labor
Standards Act (FLSA). Department heads shall be responsible for the conirol
and authorization of avertime. Overtime must be authorized by the department
head or the department head’s designee. Employees incurring overtime without
such authorization shall be subject to discipline.

3.2-2 Application
All employees, excluding those occupying a position in the supervisory,
administrative and professional employee groups.
PART IV

STANDARDS OF CONDUCT
Standards of Conduct
Policy
All persons employed by the town hold a position of public trust, and as a resulit,
town employees must conduct themselves in a professional and appropriate
manner. Town employees shall avoid any action which might create the
impression of using public office for private gain, giving preferential treatment to
any person, or losing impartiality in conducting town business. Employees are
expected to adhere to conduct established by the laws of the Commonweaith.
Employees may be subject to disciplinary action for acting in a manner that is not
consistent with these standards of conduct.
Application
All employees (including seasonal, temporary, and employees under an

employment agreement).

Smoking Policy
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4.3

4.4

4.5

In accordance with state law and Nantucket's Board of Health regulations, no
smoking shall be permitted in any public building in the town of Nantucket, in any
Town vehicle or vessel, or on Town property. This policy is not only promulgated
to comply with the law, but also for the purpose of promoting a safe and healthy
environment in work areas of the town. It is intended to reduce the heaith risks
associated with exposure to tobacco smoke. All employees are encouraged to
cooperate in the effective application of this policy.

Political Activity Policy

Participation in political activities is to be carried on outside of normal working
hours. No political activities or solicitations will be conducted on town owned
property by employees, during work hours ot in work areas.

Conflict of Interest

The town and all employees are expected to comply fully with MGL Chapter
268A. Pursuant to this law, no employee's private financial interests and
personal relationships shall conflict with their public obligations. Employees shall
not become involved in situations which could resutt in a conflict or give the
appearance of a conffict. The law restricts what employees may do on the job,
after hours, and after leaving public office.

Safety Policy
4.5-1 Policy

Employees shall be required to wear and use safety equipment at all times while
undertaking the work for which the equipment is furnished.

4.5-2 Responsibilities of Supervisors

Supervisors shall: assume responsibility for the safety of working areas;
recommend correction of deficiencies noted in work procedures, facilities, safety
equipment or attitudes of employees; ensure the availability and utilization of
appropriate protective clothing and equipment; observe working conditions and
field procedures to prevent possible hazards, and investigate and report all
accidents promptly to the Human Resources Director.

4.5-3 Responsibilities of Employees

Each employee shall: observe all safety rules, operating procedures and safety
practices; use personal protective equipment; report unsafe areas, conditions, or
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4.6

4.7

other safety problems, and report all accidents promptly to the appropriate
supervisor.

Anti-Discrimination/Sexual Harassment Policy
4.6-1 Policy

All employees are subject to the town’s Anti-Discrimination/Sexual Harassment
Policy. A copy of said policy is attached hereto and will be distributed annually to
all empioyees.

Alcohol and Drug Policy

The town of Nantucket has a strong commitment to its employees to seek to
provide a safe work place, and to establish programs promoting high standards
of employee health. Consistent with the spirit and intent of this commitment, the
town has established this policy regarding drug and alcohol use or abuse.
Simply, our goal will continue to be one of establishing and maintaining a work
environment that is free from the effects of alcohol and drug use. Employees of
the town are visible and active members of the community. They are inescapably
identified with the town, and are expected to represent it in a responsible and
credible fashion. While the town has no intention of intruding into the private lives
of its employees, the town does expect employees to report to work in condition
to perform their duties. The town recognizes that employee involvement with
drugs and alcohol, off-the-job and on-the-job, can have an impact on the work
place and on the town's ability to accomplish our goal of an alcohol and drug-free
work environment.

The following is the town of Nantucket's policy:

The illegal use, sale, or possession of narcotics, drugs, controlled substances or
alcohol, while on the job, or on town property, is an offense warranting
discharge. Any illegal substances will be turned over to the appropriate law
enforcement agency.

Employees who are under the influence of alcohol, either on the job, or when
reporting to work, or who possess or consume alcohol during work hours, have
the potential for interfering with their own, as well as their co-workers, safe and
efficient job performance. Consistent with existing town practices, suich
conditions will be proper cause for administrative action, up to and including
termination of employment.

Off-the-job illegal drug activity that could adversely affect an employee's job
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4.8

4.9

performance or that could jeopardize the safety of other employees, the public,
or town property or equipment is proper cause for administrative or disciplinary
action, up to and including termination of employment.

Employees who are involved with off-the-job illegal drug activity may be
considered in violation of this policy.

Drugs that are illegal under federal, state or local laws include, among others,
marijuana, heroin, hashish, cocaine, hallucinogens, depressants, and stimulanis
not prescribed for current personal treatment by an accredited physician.

Employees are expected to follow the directions of their health care provider
concerning prescription medications, and must immediately notify their
supervisor if any prescription drug is likely to have an impact on job performance.
In addition, nofification must be given at the time of any testing or screening
about any drugs or medicine being taken.

Any employee, while on town property or during that employee's work shift,
including, without limitation, all breaks and meal periods, who consumes or uses,
or is found to have in their personal possession, an open container of, in their
locker or desk, or other repository, alcohol or drugs, which are not medically
authorized, or is found to have used, or to be using, such alcohol or drugs, will
be suspended immediately pending further investigation. If use or possession is
substantiated, disciplinary action, up to and including discharge, will be imposed.

The town will take prompt action in response to any alcohol or drug-refated
situation that has, or could have, an impact on operations. It does not alter the
policy of assisting employees in securing proper treatment or extending the
coverage of the health benefits plan as provided for substance abuse.

Use of Town Property

Town telephones, supplies, equipment, computers and vehicles purchased by
the town are to be used for official town business only. It is recognized that it is
sometimes necessary to make or receive personal telephone calls during
working hours. These calls shouid be limited and should not interfere with job
performance. Personal mail should be sent to the home of employees and the
use of official mail for personal business is prohibited. Employees shall have no
expectation of privacy with respect to the use of town computers, internet, or
computer systems. The town reserves the right to monitor employee usage of
such devices and systems. :

Disciplinary Guidelines
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4.9-1 Policy

Disciplinary action may be initiated for failure of an employee to fulfil histher

responsibilities as an employee, including, without limitation, any standards set

forth in these personnei rules and regulations and in the job description. The

Town Manager or other appointing authority, department heads, and supervisors

shall be responsible for enforcing standards of conduct, policies and these rules

and regulations. Failure to comply with standards of conduct or any policies,

rules and regulations may result in disciplinary action. Actions which are to be

considered sufficient cause for disciplinary action shall include, but are not

intended to be limited to, the following:

(@)  Incompetence or continuing inefficiency in performing assigned duties;

(b)  Refusal to perform a reasonable amount of work or violation of any
reasonable official order or failure to carry out any lawful and reasonable
directions made by a proper supervisor;

(c) Habitual tardiness or absence from duty;

(d)  Falsification of time sheets or any official document or record,;

(&)  Use or possession of illegal narcotics or alcohol while on duty;

) Inability to carry out essential functions of the position as a result of use or
the possession of illegal drugs or alcohol;

(g)  Theft, misuse or unauthorized use of town property;

(h)  Fraud in securing appointment;

(i) Intended or actual disclosure of confidential information;
() Abuse of sick leave or absence without leave;

(k)  Violation of safety rules, practices and policies;

(1} Engaging in sexual or other harassment or discrimination;
(m)  Acceptance of gratuities;

(n})  Verbal or physical assault or abuse;

(o)  Conviction of a felony;

Page 19




(p)  Inappropriate political activity while on duty;
(q) Violation of these personnel rules and regulations or other town policies;

(g Any situation or instance of such seriousness or nature that disciplinary
action is warranted.

4.9-2 Disciplinary Guidelines

Open communication between management and employees, and the
establishment of a friendly, cooperative work atmosphere will help eliminate
serious disciplinary problems. If, however, disciplinary problems do arise,
managers must make every effort to ensure that employees have a thorough
understanding of town policies, rules and regulations, and an awareness of what
is expected in the area of job performance.

Application of this guideline must be consistent and equitable, so that all
employees receive like treatment for similar offenses.

The procedures described below are meant to assist supervisors and employees
in determining a proper course of action when discipline is needed. They are
guidelines, not a substitute for common sense. Documentation of verbal and
written warnings is necessary to avoid the situation of an employee being
discharged for cause with no written proof of earlier warnings, except in
instances of egregious conduct. In most cases, it is advisable to give an
employee at least one documented verbal warning, and one written warning
before a suspension or discharge is imposed.

Warnings: Supervisors should use their judgment in determining the length of
time between warnings. A minimum of three (3) days and a maximum of sixty
(60) days is suggested as a guideline. The warning should be specific in
describing what improvement is needed. Copies of the warning should he
forwarded to the Human Resources Director and shall be placed in the
employee’s personnel record, with notice to the employee.

Verbal Waming: Before a written warning is issued, a verbal warning may be
given to the employee. This verbal warning shouid be documented in the
employee's personnel file with notice to the employee, and if possible, signed or
acknowledged in writing by the employee.

Written Warning: f improvement is not made within the period granted in earlier
warnings, it will be necessary to issue a written warning. Written warnings should
include: 1) the specific violation; 2) the policy that has been violated; 3) the dates

Fage 20




of the verbal warning(s); 4) the corrective action necessary; 5) the time frame
given to improve in the problem area, and 6) a statement that puts the employee
on notice that failure to improve will result in more severe discipline, up to an
including termination. Written warnings must be reviewed by the Town Manager
and/or Human Resources Director before they are given to employees. Copies of
written warnings must be forwarded to the Human Resources Director and
placed in the employee’s personnel record, with notice to the employee.

Suspensions and Terminations: Both these actions are severe. In all cases, they
must be coordinated with the Human Resources Director and approved by the
Town Manager. Except in instances involving egregious conduct, before
recommending that an employee be suspended or terminated, the supervisor
should review the employee's personnel file as a whole and ask these questions:

(a)  has all critical information been reduced to writing and placed in the
personnel file?

(b) is the nature of the employee’s misconduct or performance clearly
described in a specific, factual manner?

(c)  was the employee ciearly informed of required standards of behavior and
petformance?

(d)  does the record progress from mild, early warnings to more serious,
comprehensive documents?

(e)  was the employee given adequate assistance and direction by
management?

H has the employee had reasonable time and a fair opportunity to improve?

(g) s the performance or misconduct sufficiently persistent and/or serious to
warrant the proposed disciplinary action?

(h)  have all statutory and procedural requirements been met?

(i) has the employee been given fair warning of the consequences of hisfher
continued poor performance or misbehavior?
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410 Grievance Procedure
4.10-1Policy

Only questions of whether the town is meeting its obligations under these
personnel policies, including issues involving the meaning, application or
interpretation of those personnel policies, shall constitute grievances. Matters
that are subject to the authority or jurisdiction of Massachusetts General Laws
shall not be grievances.

4.10-2 Application

The provisions of this policy shall apply to all non-union personnel excluding
those occupying a position classified as probationary, seasonal or temporary
employees.

4.10-3 Procedure

Grievances shall be submitied, processed, and resolved in the following manner:

Step One
The employee shall file the grievance in writing with the employee’s department

head within ten (10) working days after the action which serves as the basis for
the grievance.

The department head will investigate the complaint to determine its validity and
shall respond in writing within ten (10) working days. A failure to respond in
writing within ten (10) working days shall be deemed an unsatisfactory answer.

Step Two
If the grievance remains unsettled, it should be submitted along with the

department head’s response and any pertinent document to the Town Manager
within ten (10) working days.

The Town Manager will issue a written decision determining the validity of the
complaint within fourteen (14) working days after its receipt and may take stich
action as he thinks appropriate, including, if necessary, developing a plan to
remedy the problems complained of. The Town Manager's failure to hear and
answer the grievance in a timely fashion shall be deemed a denial.

Step Three
If the grievance remains unsettled, a response and all pertinent documents

attached with a letter should be submitted to the Board of Selectmen within ten
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(10) working days of the response of the Town Manager.
The Board of Selectmen will issue a written decision determining the validity of
the grievance within fourteen (14) days after its receipt and may take such action
as it thinks appropriate, including if necessary developing a plan to remedy the
problem(s) grieved. The Board of Selectmen'’s failure to hear and answer the
grievance in a timely fashion shall be deemed a denial.
The decision of the Board of Selectmen shall be final and binding and shall not
be subject to further appeal.
PART V
LEAVES AND RELATED BENEFITS
51 Holidays
5.1-1 Application

All employees except seasonal and temporary employees.

Employees shall be granted leave with pay on the days designated by law for
observance of the following holidays:

New Year's Day Independence Day
Martin Luther King Day  Labor Day
President's Day Columbus Day
Patriot's Day Veterans' Day
Memorial Day Thanksgiving Day

Christmas Day

In addition, to the above holidays, employees shall be granted one additional holiday as
a floating holiday that must be used between November 1% and the following April 1™ of
each year.

If a holiday occurs on a Saturday, it shall be observed on the Friday preceding the
holiday. if a holiday occurs on a Sunday, the following day shall be observed as the
holiday.

If a holiday occurs during the vacation period of a full-time employee, the holiday shall
not be counted against the vacation time of the employee.
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5.2 \Vacation Leave

Employees shall be granted a vacation with pay in each fiscal year in
accordance with the following schedule:

Length of Service Vacation Period
After one (1) year but less than five (5) Ten (10) work days which accrue at the
years, as of anniversary date of hire rate of .833 days per month

After five (5) years but less than ten (10) | Fifteen (15) work days which accrue at
years, as of the anniversary date of hire | the rate of 1.25 days per month

After ten (10) years but less than twenty | Twenty (20) work days which accrue at
(20) years, as of anniversary date of hire | the rate of 1.67 days per month

After twenty (20) years, as of anniversary | Twenty-five (25) work days which accrue
date of hire at the rate of 2.08 days per month

Vacation leave earned shall be computed from the date of employment. However, an
employee shall not be entitied to vacation leave until the completion of six (6) months of
continuous service at which time the employee is eligible to take one-haif of the
allotment for the year subject to the approval of the department head.

Vacation periods shall be granted at times to be approved by immediate supervisors or
their designees.

Vacations shall not be accumulated from one year to the next, but must be taken in the
anniversary year in which they are due. Any balance will be carried over, upon request,
for a period of 6 months, upon approval of the department head.

Upon the death of an employee who is eligible for vacation under these rules, payment
shall be made to the estate in an amount equal to the vacation allowance as accrued in
the vacation year prior to the employee's death but which had not been taken. in
addition, payment shall be made for that portion of the vacation allowance earned in the
vacation year during which the employee died, up to the time of separation from the
payroll.

5.3 Personal Leave

Employees after having completed twelve (12) months of continuous service shall be
granted two (2) days of personal leave on January 1 of each year.
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Application for such leave must be made to supervisors as early as possible and,
except in an emergency, not less than one (1) working day in advance.

5.4 Bereavement Leave

Full-time employees shall be granted leave of absence with pay in the event of death in
the immediate family. Such leave shall be granted for a period of five (5) working days.
Immediate family shall consist of father, mother, brother, sister, spouse, child,
grandparents, father-in-law, and mother-in-law, brother-in-law, sister-in-law. Foster, step
and/or adopted relationships, relatives living in the household and designated partner
shall be covered.

5.5 Jury Duty

Employees required to serve on a jury shall promptly notify their immediate supervisor.
The town shall pay the difference between the employee’s salary and the compensation
received for such jury service, exclusive of any travel or other allowance.

5.6 Military Leave

Members of the military reserves on brief tours of military duty such as an annual .
two-week tour of duty shall be compensated by the town for the difference
between the employee's regular pay and that received on mifitary duty. Such
tours of duty shall not be counted against vacation allowance.

5.7 Sick Leave

Sick leave is a benefit limited to absences caused by illness, disability, injury, exposure
to contagious disease, iliness in the immediate family, (spouse, child, or parent) or
illness or disability arising out of, or caused by, pregnancy or childbirth. Sick leave may
be used for off-island travel for medical reasons including doctors’ appointments x-ray
and laboratory work.

Eligible employees will accrue one and one-quarter sick days per month of service
(prorated for those who commence employment after July). Employees commencing
work after the fifteenth day of a month shall not receive credit for that month. Sick leave
shall be cumulative to a maximum of 120 days. Employees on extended sick leave for
three (3) consecutive months or more, whether paid or unpaid, shall cease to
accumulate sick leave days until they return to work. Sick leave benefits not yet earned
shall not be granted to employees.

Employees shall be entitled to sick leave without loss of pay if they have notified their
supervisor, or designee, of the absence and cause thereof within one hour of the start
of their shift, or as soon thereafter as practicable.
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If employees have been warned in writing that their use of sick leave has been
excessive or has established a pattern of abuse, the town, in its exclusive discretion,
may require a written certificate from a town-selected physician establishing incapacity,
illness, or injury as a condition of payment of sick leave benefits. Excessive or patterned
abuse shall be cause for the town to initiate progressive disciplinary action. If an
employee uses sick leave for purposes other than legitimate illness, the employee shall
be subject to discipline up to and including discharge.

The town may require an employee who seeks to return to work after being absent,
whether paid or unpaid, for three (3) or more consecutive work days, to be examined by
a town-selected physician to determine the employee's fitness for work.

If the town requires a medical certificate from someone other than the employee’s
treating medical care provider, the town will pay the cost of the physician’s services in
examining the employee. Further, it is mandatory that a physician's certificate of illness
be provided by the employee on the thirtieth (30th) day of continuous sickness. Injury,
illness or disability, if self-imposed or resulting from abuse of the use of alcohol or the
use of drugs that are classified under the Federal Narcotics Act or Drug Abuse Control
Act, shall not be considered a proper claim for leave under this section, uniess such
leave is for the purpose of documented rehabilitation.

In the event that employees exhaust their accumulation of sick leave due to an
extended illness or injury, the Town Manager may incrementally grant up to sixty (60}
additional sick days. All other forms of leave including vacation and personal must be
used before employees are granted the additional sick leave. In determining whether
such additional sick leave may be granted, Town Manager shall take past absences of
the employee and the length of continual service into account. A minimum of one year's
continual service is required for an employee to be considered for such additional sick
leave.

5.7-1 Sick Leave Buyback

Upon resignation and/or retirement, or death of employee, except termination for
cause by the Town, after ten (10) years of benefitted employment, all permanent
full-time employees and permanent part-time employees, who work 20 hours or
more per week, shall be compensated for fifty (50%) percent of accrued sick
time up to a maximum of 60 days.

5.8 Family and Medical Leave/Maternity Leave
The town is committed to following the provisions of the Family and Medical
Leave Act and the Massachusetts Maternity Leave Act and the regulations
adopted there under. Such leave shall be used concurrently with any accrued
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available paid leave. The town uses a rolling year to calculate Family and
Medical Leave. Employees wishing to avail themselves of FMLA and/or MMLA
leave must provide appropriate notice to the town.

5.9 Unpaid Leave of Absence

Leave for personal reasons, other than in 6.1 through 5.8, may be granted with
approval of the department head but shall be without pay or benefits. Such leave
shall be reported to the Human Resources Director in writing and shall not
exceed two (2) calendar weeks. Such leave in excess of two (2) weeks, but in no
event to exceed an academic school year of up to twelve (12) months, may be
granted if approved in advance by the Town Manager.. With the exception of
leaves for military service, a minimum of one year's continual service is required
for an employee to be eligible for an unpaid leave of absence.

511 Time Cards

To receive his/her paycheck, all employees are required to complete and sign a
time card or sheet provided by the department that correctly shows the times
during the day the employee worked. Any teave time, paid or unpaid, shall be
reported on the time sheet.

512 Longevity Pay

In recognition of service to the town, employees hired before July 1, 2013 shall be
eligible to receive longevity payments in accordance with the following schedules:

Length of Service Longevity Amount

After five (5) years but less than ten (10) | Two percent (2%]) of base pay
years, as of the anniversary of hire

After ten (10) years but less than fifteen Three percent (3%) of base pay
(15) years, as of anniversary

After fifteen (15) years but less than Four percent (4%;) of base pay
twenty (20) years, as of anniversary date
of hire

After twenty (20) years, as of anniversary | Five percent (6%) of base pay
date of hire

Such amounts may be added to the base wage in the fifth (5™), tenth (10, fifteenth
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(15™), or twentieth (20"™) year of service as determined by the Town Manager. When a
longevity amount has been added to the base wage an employee is no longer eligible
for future longevity payments.

5.13 Employees covered by the personnel policies who are not covered by a collective
bargaining agreement or an individual contract that are hired on or after July 1, 2013
are not eligible for longevity pay.

6.1

Tuition Reimbursement Policy

6.1-1 Application

All non-union employees except seasonal and temporary.
6.1-2 Eligibility

At least one year of continuous employment is required for an employee to be
considered for tuition reimbursement; and, at least one (1} year of continuous
employment is expected upon completion of the course of study.

6.1-3 Policy

Courses must be approved in advance in writing by the department head and the
Town Manager. Courses must be applicable to the work the employee is now
doing or be part of a planned degree/certificate program which is applicable to
the work which the employee might reasonably anticipate doing as an employee
for the Town of Nantucket.

Subject to appropriation, an employee may be reimbursed for a maximum
amount of One Thousand Two Hundred Dollars ($1,200) per person, per fiscal
year. The funding source shall be from the budget of the department where the
employee works.

[n order to be reimbursed, an employee must achieve a 3.0 GPA for
undergraduate studies; for graduate studies, a "Pass" in the event of a
"Pass/Fail" grading system.

If any time is lost in taking the course, it must be made up by the employee in the
same or next pay period.
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DRAFT ORGANIZATION AND STAFFING STUDY SCOPE OF
SERVICES

1.  BACKGROUND

The Town of Nantucket is a small island community located approximately 30 miles southeast of
Cape Cod, Massachusetts. The island’s year round population is approximately 15,000, however
its seasonal and tourist population swells the island to over 50,000 inhabitants during the busy
summer months. Municipal services must be provided year-round and scaled to meet the
changing demands seasonally.

Like many municipalities across the Commonwealth, Nantucket has been redesigning its
government workforce over the past several years to better meet the evolving needs of its
community. Most notable efforts over the past five years include:

e Strengthening of the Town Manager position through a Charter Change in 2007 (See
“Nantucket Town Charter” attached);

e Ad Hoc Budget Workgroup Report recommendations (2009) (See “Recommendations of
the Ad Hoc Budget Workgroup” attached);

e Conversion to Cabinet (2009);

e Consolidations of departments and services based on functionality:

o Public Works (Public Works, Facilities and Parks and Recreation) (2010, 2013);

o Health and Human Services (Council on Aging, Our Island Home, Human
Services and Veterans Services) (2011);

o Police (Police, Harbormaster and Emergency Management) (2012)

o Planning and Land Use Services “PLUS” (Planning, Building, Health, Zoning and
Historic District Commission) (2012)

o Visitor Services (Tourist Office, Recreation and Special Events) (2013)

e Implementation of “Abrahams Report” on Finance (2008-2012) (See “Abrahams Report”
attached);

e Massachusetts Department of Revenue Financial Management Review
Recommendations (2012) (See “Massachusetts Department of Revenue Financial
Management Review” attached);

e Implementation of Mercer Report on Public Works (2009) (See “See Mercer Report on
Nantucket Public Works™ attached) ;

e Wage and Classification Analysis (in progress) (See “Wage and Classification Request
for Proposals” attached).

The current staffing plan has mostly met the Town’s needs, but it is clear that many services are
stretched thin, particularly during the busy summer months. Per the Town Charter, the Board of
Selectmen is required to appoint a Town Government Review Committee; however, for the past
several years there have not been enough volunteer applicants to form a quorum. The last time
this Committee was formed was 2005. The recommendations of that Committee resulting in
charter changes that were meant to strengthen the position of Town Manager for administrative
purposes and to restrict the Board of Selectmen to policy matters (See “Recommendations of the
Town Government Review Committee” attached).

A review is now considered necessary to determine if Town government is structured and staffed
appropriately in order to effectively and efficiently deliver the services necessary to maintain a
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safe, vibrant and healthy community year-round. It is possible that through consolidations and
other efforts some departments may have become overstaffed while others may have become
understaffed; or it is possible that some positions should be changed to perform different duties
or different positions should be created or eliminated altogether. The relationship between
supervisory positions and junior positions must be reviewed as well.

Various factors must be taken into consideration to better understand Nantucket’s staffing needs:

e The year-round population of approximately 15,000 residents swells to over 50,000 in the
summer creating a staffing challenge. Both extremes require the same level of services
with limited year-round resources (seasonal employees in certain departments are
required);

e The remote location of the island does not allow for mutual assistance or regionalization
from neighboring communities;

e Unlike many cities or towns, Nantucket maintains its own airport, nursing home, harbor,
water company, landfill, marine and natural resources facility, and two waste water
treatment facilities;

e Nantucket’s workforce is approximately 85% unionized in eight collective bargaining
units;

e Cost of living and remoteness of location make recruitment and retention a challenge;

e Competitive compensation packages, necessary to attract and retain a qualified workforce
drive up the salary costs as a percentage of government expenditures, leaving less room
for expansion of services.

In addition to this staffing study, a separate Wage and Compensation study is being done
concurrently to better inform the Town of the impact of salaries and fringe benefits on the
Town’s services and budget and its ability to attract and maintain a quality workforce. Itis
expected that the Wage and Compensation study will be available around the same time as this
study (See attached).

IV.  SCOPE OF SERVICES

Within the context of the aforementioned background the Town of Nantucket seeks an
assessment and analysis of its operations (staffing and other resources) that includes
recommendations for ways to increase efficiency and effectiveness and to make other
observations and recommendations that may improve Town operations and delivery of services.
The current fiscal climate and budget constraints must be considered as well as the other unique
factors listed above. It is anticipated that the winning bidder will:

A. Interview elected officials, Town officials, union leadership, Cabinet Chiefs, Division Heads
and department staff, as necessary and other identified parties, to gather accurate and up to
date information.

B. Review department missions, goals and objectives, and workloads and create a department
profile of each department to include how each is organized, staffed and managed and how
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success is measured by each. Suggest adjustments, where appropriate, and propose if
alternative plans should be considered for each department to accurately deliver services.

C. Review existing organizational structure to ensure that it reflects the needs of the community
and make recommendations accordingly.

D. Analyze operations and staffing needs in each department and establish a baseline core
services matrix of each department with analysis of staffing and resource commitments to
each function.

E. Conduct public forums, surveys and other outreach to create an inventory of desired services,
expected services and perceived service gaps.

F. Provide cost/benefit analyses for staffing and organizational recommendations where
possible.

G. Review support resources such as technology, consultant contracts, Town committees,
commissions and boards and make recommendations accordingly. Identify modifications or
enhancement to system-wide performance.

H. Compare Town staffing structure and form of government with comparable Towns, or where
appropriate small cities, to develop an inventory of best staffing and service practices and
government structure suited to the unique needs of Nantucket.

I. Develop aten (10) year staffing history of each department and create a ten (10) year
projection of staffing needs based on analysis of service areas and projected growth/needs
areas.

Preliminary recommendation(s) will be presented by the consultant to the Town Manager prior

to proceeding with the final analysis. Final report will be presented in a written report and
presented to the Board of Selectmen for review in a public session.

V. COMPOSITION AND SIZE OF ANALYSIS

It is expected that this analysis will be broad in scope, covering all of the Town’s departments
and services, with the exception of Public Schools. There are approximately twenty-five (25)
departments that must be reviewed, each providing numerous services (See Town of Nantucket
Organizational Chart attached).

It is expected that most, if not all, of these departments will be reviewed and analyzed. In
addition, there are over twenty-five active commissions, committees and boards staffed by
volunteers or paid staff who should be considered for the scope of the study as well as various
community and neighborhood groups often with active members.

V. DELIVERABLES
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A. Reporting: Throughout the study the winning bidder will work closely with Town
Administration and Human Resources and will be expected to provide regular weekly at
specified times. The bidder will spend considerable time explaining the methodology, the
analysis, and the draft recommendations to Town Administration before being presented.
The final product(s) will be presented by the bidder to the Board of Selectmen in a public
meeting.

B. Analysis: A completed report will include an executive summary, methodology, data,
analysis, source materials, critical observations of current operations, a baseline of core
services matrix, a ten (10) year staffing history and ten (10) year projection, and final
recommendations.

C. Project Completion: The consultant must be ready to commence the project within three
weeks of the contract award and must complete the project within four (4) months of the
project commencement.
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