MONTAGUE SELECTBOARD MEETING
1 Avenue A, Turners Falls and VIA ZOOM

Monday, March 2, 2026
AGENDA
Join Zoom Meeting: https://us02web.zoom.us/j/85912531123

Meeting ID: 859 1253 1123 Password: 933163 Dial into meeting: +1 646 558 8656

This meeting/hearing of the Selectboard will be held in person at the location provided on this
notice. Members of the public are welcome to attend this meeting. Please note that while an option for
remote attendance and/or participation is being provided as a courtesy to the public, the
meeting/hearing will not be suspended or terminated if technological problems interrupt the virtual
broadcast, unless otherwise required by law. Members of the public with particular interest in any
specific item on this agenda should make plans for in-person vs. virtual attendance accordingly.

Topics may start earlier than specified, unless there is a hearing scheduled

Meeting Being Taped Votes May Be Taken

1. 6:30PM Selectboard Chair opens the meeting, including announcing that the meeting is being
recorded and roll call taken

2.6:30 Approve Minutes: Selectboard Meetings:

3.6:32 Public Comment Period: Individuals will be limited to two (2) minutes each and
the Selectboard will strictly adhere to time allotted for public comment

4.6:32 Thomas Taaffe, Executive Director, Brick House Community Resource Center
e Authorize Letter of Support for the Brick House United Way Application

5.6:40 Maureen Pollock, Planning Director
e Montague City Village Center Redevelopment/Farren Project Updates &
Request Transfer of $800 into ULI TAP from Community Development
Discretionary Account

6. 6:45 Personnel Board
e First read of draft Personnel Policy Manual
e Health Insurance Updates

7.7:05 Town Administrator’s Business
¢ Invitation from Senator Comerford to participate in Rural and Declining Enrollment
Schools Week of Action from March 9 to 13 and to authorize statement of support
for proposed bill S.314 “An Act to Provide a Sustainable Future for Rural Schools”

Next Meeting
Selectboard Meeting: Monday, March 9, 2026, at 6:30pm via ZOOM


https://us02web.zoom.us/j/85912531123

Selectboard Office 413-863-3200
One Avenue A Ext. 107 & 108
Turners Falls, MA 01376

March 2, 2026

Dear Members of the United Way Grant Review Committee,

The Town of Montague Selectboard enthusiastically supports the Brick House Community
Resource Center’s application for a 3 year Aligned Impact Grant to improve health outcomes for our
community by incorporating and expanding positive health and social connectedness programming into
their lives.

Coming out of the pandemic, we have seen an uneven return of local residents to the life and
activities of the town. New residents have not necessarily engaged in the broader social life of their
community as readily as long time residents. Others have settled into smaller social networks, shaped by
Covid-era virtual relationships and ‘social bubbles’. Others remain isolated and alone, particularly in the
more rural areas of our town.

Thus, social isolation remains a significant issue, exacerbating feelings of loneliness and
increased reports of depression. As you know, this can have a negative impact on physical as well as
mental health. This also affects the town as a whole. Supporting broader and deeper participation in the
life of the town enriches us all.

Rising living costs have further challenged the ability of people to return to the social life of their
community. Economic realities have added stress to their lives, reducing the available income for
recreational and social activities. By providing free health, mental health and fun social activities, this
proposal will make a positive difference for many in our midst.

The Brick House proposal seeks to address these challenges by providing a wide range of health,
mental health, creative and social activities. These will provide support to various niche social sectors
(families, LGBTQ+, low-income people, artists, etc.) as well as cross-community social activities that will
allow our community to return more robustly to the social sphere. This will allow them to develop new
connections, friendships and support. By including activities that address stress, trauma, providing dental
clinics, positive lifestyle changes, self-care training and education, this project will help people live
healthier, happier lives, while further breaking down social isolation.

Some of these Brick House proposals are well integrated into the town’s plans to promote the
social life of the community, including River Culture’s year-long events program and our Turners Falls
Downtown Working Group. Your support will lend itself to broader efforts to encourage a healthier, more
socially engaged and inclusive community.
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These efforts will be integrated with existing Brick House programs that you are generously
supporting to address youth mental health and food insecurity. We recognize and thank you for your
critical support for these issues in our community. Your timely commitment to addressing food insecurity
proved critical during the recent SNAP crisis and Federal shutdown. The Montague Food Security and
Sustainability Coalition has become a powerful collaborative lifeline to address hunger in our midst, one
that has brought the community together in a time of crisis. The Montague Selectboard was proud to
support this effort with additional funding to better serve those in need. We look forward to the continued
growth and expansion of these programs, alongside the healthy community’s proposal you are now
considering.

Thank you again for supporting the Town of Montague and the good work of the Brick House
Community Resource Center. Your generosity has enriched the lives of our community. We believe this
proposal will further enhance the health and social connectedness of those we serve.

Respecitfully,

Town of Montague Selectboard

Matthew Lord, Chair Richard Kuklewicz, Vice Chair Marina Goldman, Clerk

The Town of Montague is an equal opportunity provider and employer



TOWN OF
TOWN HALL DEPARTMENT OF PLANNING &
MONTAGUE o0neavenuea CONSERVATION
Turners Falls, MA 01376 (413) 863-3200 ext. 112
MASSACHUSETTS Planner@montague-ma.gov
MEMORANDUM
TO: Selectboard
FROM: Maureen Pollock, Director of Planning & Conservation
RE: Montague City Village Center Redevelopment Project Updates
DATE: March 3, 2026

Update 1 (Farren Zoning Amendments are approved by the MA Attorney General):

After the Fall 2025 Town Meeting approval of Article 12 Farren zoning amendment and zoning map
change, the zoning text and zoning map change were submitted to the Massachusetts Attorney General
for final review and approval.

On February 25, 2026, the Town was notified that the Massachusetts Attorney General approved
Article 12 Farren zoning amendment and zoning map change and will become effective on March 13,
2026.

Update 2 (March 10, 2026 Montague TAP + Request funds):

Before the Town issues a Request for Proposal (RFP) for development on the Farren sites, the Town will
participate in the Urban Land Institute’s Technical Assistance Program (TAP). This will help the Town
determine the best redevelopment strategy that balances economic feasibility with community goals. A
panel of senior level experts in planning, development, construction, and finance will provide the Town
with candid, unbiased insights over a one-day session. The TAP Panelists will assist the Town in
addressing the following key questions::
e Planning & Feasibility: Should the site be subdivided prior to disposition? What are the benefits
and disadvantages of subdivision?
e Implementation: If subdivision occurs, should the Town issue a single RFP for a master
developer or multiple RFPs?
e Market & Financing: What are the advantages and disadvantages of selecting a master developer
for a site of this size and condition in Franklin County?

Montague’s TAP intensive is scheduled on Tuesday, March 10, 2026.

Members of the public are invited to attend a public presentation followed by Q&A at 6:00pm on
Tuesday, March 10, 2026 in the Shea Theater Arts Center. Light refreshments will be provided. The
evening event will be recorded by MCTV.

Request: The Planning Department requests Community Development Discretionary funds of $800 to
cover the cost of three meals for 20+ TAP panelists participating in the all-day Urban Land Institute’s
Technical Assistance Program scheduled for March 10, 2026, as required by the program. Additionally,
requested funds will pay for light refreshments and mailing event flyers to Montague City residents,
promoting the March 10 public presentation at the Shea Theater Arts Center, starting at 6:00 pm.
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Update 3 (Farren Neighborhood Zoning & Design Guideline Project): The Town is exploring
possible zoning amendments, zoning map changes, and design guidelines for parcels on Masonic Ave,
Rod Shop Road, and three parcels on Montague City Road to the north and south of the former Farren
Hospital site, respectively.

e Neighborhood Stakeholder Meeting #1: The Town is scheduled to hold its first neighborhood
stakeholder meeting at 5:00pm on Tuesday, February 10 at 20 Masonic Avenue.

e Working Group Meeting #1: The Town is scheduled to hold its first working group meeting at
6:00pm on Thursday, February 26 via Zoom.

e Community-wide Workshop #1: The Town is scheduled to hold its first community-wide workshop
on Tuesday, March 31 at 6:30pm at . More info forthcoming!
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Community Development Discretionary Account

Transfer Request

Allocation from 225-5-184-5200 (CD Unallocated)

Request Date: February 26, 2026

Authorization to transfer $800

From: CD Discretionary Unallocated (225-5-184-5200)

To: ULITAP (223-184-5275-223006)

To cover the cost of three meals for 20+ TAP panelists participating in the all-day
Urban Land Institute’s Technical Assistance Program scheduled for March 10,
2026, as required by the program. Additionally, requested funds will to pay for
light refreshments and mailing event flyers to Montague City residents,
promoting the March 10 public presentation at the Shea Theater Arts Center,
starting at 6:00 pm.

Selectboard Chair

Balances before transfer
CD Discretionary Unallocated: $62,334.02
Balances post transfer

CD Discretionary Unallocated: $61,534.02
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Walter Ramsey, AICP, MCCPO

Office of the Town Administrator 413) 863-3200 ext. 108
Town Of Montague Walterr@montague-ma.gov

One Avenue A Turners Falls, MA

To: Montague Selectboard

From: Walter Ramsey, Town Administrator

Date: Feb 26, 2026

Re: Comprehensive Personnel Policy Manual
— Selectboard Review and Adoption

Purpose of This Briefing

This memorandum provides an overview of the updated Personnel Policy Manual following
internal administrative review and union consultation. The draft before you reflects consolidation,
modernization, and legal alignment of the Town’s personnel policies and is presented for Selectboard
review and direction prior to final adoption.

Background and Rationale

The Town’s personnel policies and bylaws have evolved over time through separate amendments,
memos, and stand-alone policies. This has resulted in:

e Inconsistent formatting and organization

e Gapsin procedures

e Overlapping or duplicative provisions

e Areas not fully aligned with current Massachusetts and federal law
e Variability in application across departments

The updated manual consolidates these policies into a single, comprehensive framework that
improves clarity, consistency, legal compliance, and administrative efficiency.

This effort was undertaken to:

Modernize employment policies

Reduce operational and legal risk

Promote consistency across departments

Improve transparency and accessibility for employees and supervisors
Ensure compliance with current statutory requirements
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Process Undertaken

The development process included:

e Comprehensive internal administrative review

e Section-by-section refinement and reorganization

e Legal alignment with FLSA, Massachusetts Wage Act, PFML, ADA, MCAD standards, and Conflict
of Interest law

e Engagement with department heads

e Formal opportunity for union review and feedback

e Incorporation of operational clarifications where appropriate

The draft presented to the Selectboard reflects revisions made following that review process.

Overview of Manual Structure

The manual is organized into five primary sections:
Section 1 — Governance & Framework

Establishes employment philosophy, inclusivity statement, applicability, at-will employment statement,
governance structure, and personnel records administration.

Section 2 — Employment Lifecycle

Addresses recruitment, hiring, background checks, introductory period, performance management,
discipline, promotions, and separation procedures.

Section 3 — Compensation & Benefits

Covers classification and pay administration, wages, overtime, hours of work, leave policies (vacation,
sick, personal, parental leave, domestic violence leave), holidays, and benefits including insurance and
retirement.

Section 4 — Conduct, Safety & Expectations

Includes code of conduct, anti-harassment and discrimination, ADA procedures, DEI policy, workplace
violence prevention, drug and alcohol policy, ethics and conflict of interest, political activity,
technology use, and related workplace standards.

Section 5 — Administration

Addresses travel policy, vehicle use, credit card policy, personnel records, and other administrative
procedures.



Key Improvements

The revised manual provides:

e C(Clearer definitions and standardized formatting

e Stronger performance and discipline procedures

e Updated leave policies aligned with current state law

e Clear ADA accommodation procedures

e A defined personnel records system under the Town Administrator
e Updated internal financial controls (travel, credit cards, vehicle use)
e Consistent timekeeping and emergency closing procedures

Importantly, the manual clarifies that collective bargaining agreements control where provisions
overlap.

Impact on Collective Bargaining Agreements

The manual does not supersede any collective bargaining agreement. Where contract language
governs wages, hours, or working conditions, the agreement controls.

The manual fills policy gaps where agreements are silent and standardizes administrative procedures
that apply Town-wide.

Risk Management and Compliance Considerations

Adoption of the updated manual strengthens the Town’s position in the following areas:

e Wage and hour compliance

e Consistent leave administration

e Harassment prevention and workplace investigations
e ADA accommodation processes

e Personnel file management

e Public records and documentation practices

e Defensible disciplinary procedures

The manual reduces risk exposure associated with inconsistent departmental practices.

A modern policy manual is more nimble and adaptable than a bylaw which requires a town
meeting vote.



Implementation Plan

Upon adoption, the following steps are proposed:

Formal issuance of the manual to all employees

Required acknowledgment of receipt

Supervisor training sessions on key operational changes

Targeted training on harassment prevention, ADA processes, and updated conduct policies
Annual review cycle for policy updates
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Requested Selectboard Action

At this stage, the Town Administrator seeks:

e Policy-level feedback from the Selectboard

e Direction on any section requiring further refinement

e Commitment to place an article on town meeting warrant to rescind existing personnel bylaws
and grant Selectboard authority to adopt these personnel policies in place of the bylaws.

The goal is to formally adopt these policies shortly after Annual Town Meeting on May 2.

Conclusion

This comprehensive Personnel Policy Manual provides a modern, legally compliant, and
operationally practical framework for managing Town employment matters. It promotes fairness,
consistency, accountability, and professionalism across all departments while respecting existing labor
agreements.

The Selectboard’s review and guidance are respectfully requested.

Respectfully,

Yool Fr—

Walter Ramsey
Montague Town Administrator
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SECTION 1

GOVERNANCE & FRAMEWORK
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Preamble (Employment as a Partnership)

Welcome to the Town of Montague. Whether you are beginning your service or continuing your career
with us, we are grateful that you have chosen to contribute your time, talent, and commitment to our
community.

Working for the Town is more than holding a job—it is a partnership. It is a shared responsibility
between employees, supervisors, department heads, and elected officials to uphold public trust, deliver
high-quality services, and maintain a safe, respectful, and equitable workplace. Every employee plays an
essential role in our ability to serve the residents of Montague with professionalism, compassion, and
integrity.

The Town is committed to supporting your success. We strive to provide a workplace where employees
feel valued, respected, and empowered; where expectations are clear; and where opportunities for
growth, learning, and collaboration are encouraged. In return, employees are expected to bring their
best efforts, uphold Town policies, and contribute positively to our shared mission.

This Personnel Policy Manual provides guidance on our policies, employee benefits, standards of
conduct, and operational procedures. It is intended to promote fairness, consistency, and transparency
across the organization. It is not a contract of employment, and it does not alter the at-will employment
relationship that exists between the Town and its employees, except where governed by law or
collective bargaining agreements. The Selectboard, acting as the Personnel Board and under the
authorization of the Montague Personnel Bylaw, reserves the right to amend or update these policies as
needed.

Working together—in partnership—we strengthen the capacity of local government, elevate the quality

of services, and build a community in which all residents, employees, and visitors feel welcome. Thank
you for choosing to serve Montague and for the important contributions you make each day.
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Statement of Inclusivity

The Town of Montague values and celebrates the rich diversity of our workforce and community. We
believe that embracing differences in identity, experience, culture, and perspective drives innovation
and enhances public service. We are committed to ensuring equity and inclusion in all aspects of
employment and governance.

e Diversity: We welcome individuals of all backgrounds, including but not limited to race,
ethnicity, national origin, color, religion, sex, gender identity, sexual orientation, disability, age,
marital or family status, veteran or immigrant status, neurodiversity, and socio-economic
background

¢ Equity: We commit to removing barriers and ensuring fair access to opportunities, resources,
and advancement. We proactively address historical and systemic inequities in our employee
and community practices.

¢ Inclusion: We strive to foster a workplace culture where every person feels respected, heard,
and empowered to contribute their unique voice and talents

This is more than a guiding principle—it is our collective responsibility. Through continuous awareness,

training, open dialogue, and accountability, we pledge to build a workplace and community that reflects
the diverse needs and strengths of Montague.
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Purpose & Applicability

Purpose

The purpose of this Personnel Policy Manual is to provide a clear and consistent framework for
employment practices within the Town of Montague. These policies are designed to support a fair,
respectful, and well-functioning workplace that enables employees to perform at their best in service to
the community.

This manual outlines expectations, rights, responsibilities, and resources for all Town employees. It also
guides managers and supervisors in applying policies consistently and equitably. By establishing
transparent standards, the Town seeks to ensure that employment decisions are made in a manner that
promotes accountability, professionalism, and mutual respect.

While this manual serves as an important reference tool, it does not constitute a contract of
employment. The Town reserves the right to interpret, revise, supplement, or rescind any policy or
procedure at its discretion, except where otherwise required by law or collective bargaining
agreements.

Applicability

These policies apply to all non-elected employees of the Town of Montague, including full-time, part-
time, and per-diem staff, unless specifically noted otherwise.

¢ Unionized employees are also covered by this manual; however, when a provision of this
manual conflicts with an active collective bargaining agreement, the terms of the collective
bargaining agreement will govern.

e Contracted employees and appointed officials are subject to these policies unless their
employment contract explicitly provides different terms.

¢ Elected officials, volunteers, and board/committee members are expected to uphold the Town’s
values and standards of conduct but may be governed by separate policies or statutory
requirements.

e Inall cases, federal and state laws—including but not limited to wage and hour laws, anti-
discrimination statutes, family and medical leave requirements, and workplace safety
regulations—take precedence over this manual.

The Town Administrator, acting under the authority of the Selectboard, is responsible for interpreting
these policies and ensuring consistent application across departments.
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Definitions

Definitions
For the purposes of this Personnel Policy Manual, the following definitions apply:

“Employee”
Any individual hired by the Town of Montague, whether full-time, part-time, seasonal, temporary,
appointed, or hourly, except where a policy explicitly applies only to a specific category of employee.

“Full-Time Employee”
An employee regularly scheduled to work the full number of hours established for their position,
typically 35-40 hours per week depending on department and classification.

“Part-Time Employee”
An employee who works fewer hours than a full-time schedule, on either a regular or variable basis.

“Exempt Employee”
An employee who is exempt from overtime requirements under the Fair Labor Standards Act (FLSA).
Exempt employees are compensated for completion of job responsibilities rather than hours worked.

“Non-Exempt Employee”
An employee who is eligible for overtime compensation in accordance with the FLSA and Town policy.

“Department Head” or “Supervisor”
An individual appointed or elected to oversee the operations of a Town department and supervise staff.

“Appointing Authority”
The individual or board empowered by statute, bylaw, or vote of Town Meeting to hire, discipline, or
terminate employees within a specific department.

“Immediate Family”

For purposes of leave and certain benefits, immediate family generally includes an employee’s spouse or
domestic partner, child, stepchild, parent, stepparent, parent-in-law, sibling, grandparent, or grandchild,
unless otherwise defined in a specific policy.

“Town Administrator (TA)”
The chief administrative officer responsible for day-to-day management of Town operations and
implementation of Selectboard policy.

“Reasonable Accommodation”

Any modification or adjustment to a job, work environment, or employment process that enables an
individual with a disability to perform the essential functions of their position, consistent with the
Americans with Disabilities Act (ADA).
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“Essential Functions”
Fundamental job duties necessary to perform a position. These do not include marginal or incidental
tasks that are not critical to the job.

“Undue Hardship”
A significant difficulty or expense incurred by the Town in providing a requested accommodation, as
defined by ADA regulations.

“Collective Bargaining Agreement (CBA)”

Contract negotiated between the Town and one of the Unionized bargaining units of the Town (NAGE,
UE, NEPBA). These are typically renegotiated every three years.
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Employment Relationship Statement (At-Will Disclaimer)

Employment with the Town of Montague is based on a relationship of mutual trust, shared purpose, and
open communication. While we strive to create a supportive and stable workplace, it is important to
clarify the nature of the employment relationship.

Unless an employee has a written employment agreement signed by the Selectboard that expressly
states otherwise, all employees of the Town of Montague are employed at will. This means:

e Employees may end their employment with the Town at any time, for any lawful reason, with
or without notice.

e The Town may also end the employment relationship at any time, for any lawful reason, with
or without notice.

Nothing in this manual, in Town policies, in verbal statements, or in past practices should be understood
to create or imply a contract of employment for a specific duration or to alter the at-will nature of the
relationship. No supervisor, manager, or employee has the authority to enter into an employment
contract or make any agreement contrary to this at-will policy, except the Selectboard through a written
and signed employment agreement.

While the Town may choose to use progressive discipline, performance reviews, or improvement plans
as tools to support employees, these practices do not change the at-will nature of employment.

The Town reserves the right to modify, revoke, suspend, or terminate any of the policies described in

this manual, in whole or in part, at any time, except where prohibited by law or by a collective
bargaining agreement.
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Governance Structure

The Town of Montague operates under a governance structure that balances local autonomy,
professional administration, and accountability to the community. The following roles and authorities
guide personnel administration:

Selectboard / Personnel Board

Under the Town’s consolidated Personnel Bylaw, the Selectboard serves as the Personnel Board and is
responsible for:

e Establishing and maintaining personnel policies.

e Approving appointments where required by law or bylaw.

e Overseeing classification and compensation plans.

e Making final determinations regarding interpretation of personnel policies.

e Acting as the final appointing authority for positions not otherwise assigned to another board,
commission, or official.

Town Administrator

The Town Administrator serves as the chief administrative officer. The Town Administrator oversees the
Selectboard office and supervises Department Heads. The Town Administrator is responsible for:

e Implementing and enforcing personnel policies adopted by the Selectboard.

e Overseeing day-to-day personnel matters, including recruitment, hiring processes, employee
performance management, and workplace standards.

e Providing guidance to department heads on personnel matters.

e Ensuring compliance with federal, state, and local employment laws.

e Coordinating updates to the Personnel Policy Manual as needed.

Department Heads
Department heads are responsible for:
e Managing staff within their departments in accordance with Town policies and applicable laws.
¢ Recommending hiring decisions to the appropriate appointing authority.
e Conducting performance evaluations and maintaining fair and consistent supervision.
e Identifying training, safety, or resource needs within their department.
e Ensuring a respectful, equitable, and inclusive workplace.

Boards and Commissions with Appointing Authority

Certain elected or appointed boards have independent authority to hire and oversee staff within their
jurisdiction. These boards:

e Follow Town personnel policies unless superseded by statute.
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e Collaborate with the Town Administrator and Selectboard to maintain consistency in personnel
administration.

Employees
All employees share responsibility for:
e Understanding and following Town policies.

e Contributing to a respectful, safe, and inclusive work environment.
e Performing their duties with professionalism, integrity, and accountability.
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Personnel Records Policy

|. Centralized System

The Town Administrator shall be responsible for establishing and maintaining a centralized personnel
records keeping system. The personnel records keeping system shall contain such records as may be
required by law and as necessary for effective personnel management.

All employees and department heads shall comply with this policy and shall assist in the furnishing of
records, reports, and information as may be requested by the Town Administrator or designee.

The Town Administrator may establish written guidelines authorizing department heads to maintain
specific personnel records or duplicate records when necessary for operational purposes.

lI. Contents of Records

The Town Administrator or designee shall maintain an individual personnel file for each employee,
which may include, but is not limited to, the following:

(a) Employment application materials (including resume and related documentation, as applicable);

(b) A record of personnel actions reflecting the original appointment and any subsequent promotion,
demotion, re-assignment, transfer, separation, or layoff;

(c) A history of employment and correspondence directly related to the employee’s employment status,
including but not limited to: reclassification, changes in pay rate or position title, commendations,
disciplinary actions, and training records; and

(d) Performance evaluations and other records that may be pertinent to the employee’s employment
history.

Records required by law to be maintained separately (including medical or other protected records)
shall be maintained in accordance with applicable legal requirements.

lll. Confidentiality and Access to Records

Personnel records shall be treated as confidential. Access to personnel records shall generally be limited
to:

e The Town Administrator (or designee);
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e Individuals authorized by the Town Administrator who have a legitimate need to know in order
to administer personnel functions; and

e Department heads, as appropriate for supervisory or administrative purposes.

Employees may review their own personnel file in the presence of the Town Administrator or a person
authorized by the Town Administrator to administer the personnel system.

IV. Centralization of Recordkeeping System

Personnel records shall be maintained in the office of the Town Administrator unless otherwise
determined by the Town Administrator. The centralized personnel files maintained by the Town
Administrator shall serve as the Town’s official depository of personnel records.

Centralized personnel records shall be maintained in a secure and protected location, with reasonable
safeguards to prevent unauthorized access, loss, or damage.

V. Release of Records

No information concerning an employee shall be released to outside parties, except for verification of
employment dates (and position title, when appropriate), unless written authorization is received from
the employee or disclosure is otherwise required or permitted by law.

VI. Forms and Reports

The Town Administrator shall adopt standardized administrative forms and procedures to support
consistent and accurate personnel recordkeeping. The Town Administrator may request department
heads to prepare reports or provide information as necessary to ensure proper maintenance of records
and effective personnel administration.
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SECTION 2

EMPLOYMENT LIFECYCLE
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Hiring & Recruitment

|. Purpose

The purpose of this Hiring & Recruitment Policy is to ensure that the Town of Montague attracts,
selects, and retains highly qualified employees through a fair, consistent, and inclusive hiring process.

Il. Applicability
This policy applies to:
e All departments and hiring managers,
e All benefited and non-benefited positions,

e Full-time, part-time, temporary, and seasonal positions,
e All stages of the recruitment process, from vacancy approval through onboarding.

It does not apply to elected offices or externally governed positions established by statute (e.g., Library
Trustees, Board of Health), although these entities are encouraged to follow best practices outlined
here.

lll. Guiding Principles
The Town’s recruitment process is grounded in the following principles:
1. Merit-Based Selection

Candidates are evaluated based on qualifications, competencies, experience, and ability to perform
essential job functions.

2. Fairness and Consistency

All applicants are treated equitably through a transparent and structured hiring process.

3. Commitment to Inclusiveness

The Town strives to broaden applicant pools and reduce barriers for underrepresented groups,
promoting a workforce that reflects the diversity of the community we serve. It shall be the policy of the
Town to guarantee equal opportunity to all qualified applicants without regard to age, race, color,

religious affiliation, gender, gender identity, ethnicity, military or veteran status, national origin, sexual
orientation, disability, pregnancy, childbirth or related condition, or genetic information.
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4. Compliance With Federal and State Laws

The Town’s recruitment and hiring practices shall comply with all applicable federal, state, and
municipal employment laws, including equal pay, anti-discrimination, disability accommodation, CORI,
and veterans’ preference requirements where applicable. All departments involved in hiring are
responsible for ensuring compliance.

V. Recruitment Authorization Process

1. Vacancy Identification
Upon resignation, retirement, promotion, or new hire, the Department Head shall notify the
Selectboard’s Office.
2. Position Review
Before posting, the Town Administrator shall review:
o The job description for accuracy and ADA compliance
o The classification and compensation grade
o Departmental needs and organizational impact
3. Approval to Recruit
No position may be posted or filled without written approval from the Town Administrator and,
where required, the Selectboard.

V. Job Description and Posting

1. Updated Job Descriptions

Hiring Authorities must obtain and use an approved job description from the Selectboard Office.
2. Posting Requirements

All postings must be conducted in accordance with collective bargaining agreements. CBA’s may have
internal posting requirements that must be met prior to conducting an external posting.

All external postings must include:
e Aclear, public-facing job summary,
e Equal Employment Opportunity (EEO) language,
e Salary range or classification (required under MEPA),
e Application deadline and instructions,

e Required CORI/SORI and background screening statements.

3. Posting Venues
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Positions will be posted:
e Onthe Town of Montague website,
e Department website (if applicable)
e Internally for employee awareness,
e On MassHire or statewide municipal job boards,

e In professional networks or publications as appropriate,
e With outreach to broaden diversity within candidate pools (e.g., affinity professional groups).

VI. Application and Screening Process

1. Minimum Qualifications Screening

The Town Administrator and/or designee (often the department head) will review all applications for
minimum qualifications and completeness.

2. Structured Screening Process
Screening shall use consistent evaluation criteria, such as:
e Education and experience,
e Skills and competencies,
e Alignment with job requirements,
e Ability to meet essential job functions.
3. Interview Standards
e Interviews may be conducted by a panel assembled to ensure fairness and representation.
e Questions must be job-related and consistent for all candidates.
e Interviewers must avoid prohibited topics under federal and Massachusetts law (e.g., wage
history, disability, family status).

4. Reasonable Accommodation

Applicants may request accommodations at any point in the hiring process.

VIl. Selection and Appointment
1. Reference and Background Checks

Conditional offers are contingent upon:
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e CORI/SORI checks when authorized by law,
e Verification of licenses or certifications,
e Reference checks conducted in a consistent manner.

2. Conditional Offer
A written offer must be reviewed by the Town Administrator and will outline:
e Position title and department,
e Salary or hourly rate,
e Work schedule,
e Start date,
e Any contingencies (e.g., medical clearance, certifications).
3. Final Appointment

Appointments are made by:

e Selectboard for general employees,
e Independent boards for statutory positions (as allowed by law).

VIIl. Employment Eligibility

All hires must complete:

e The federal Form I-9 employment eligibility verification,
e All onboarding documents required by the Town.

IX. Records and Confidentiality

e Applicant materials are public records unless otherwise protected by law.

e Personally identifiable information not relevant to the hiring decision (i.e. Social Security
number, address, personal contact information, date of birth, or date of graduation) shall be
removed or redacted prior to review, distribution, or retention, in accordance with applicable
laws and Town policies.

e Sensitive documents (e.g., CORI results) shall be stored separately with restricted access.

e Hiring documentation must be retained per the Town’s records retention schedule.
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Background Checks (CORI/SORI)

|. Purpose

The Town of Montague is committed to providing a safe workplace, ensuring the protection of
vulnerable populations, and meeting all legal requirements related to the screening of applicants,
employees, volunteers, and contractors.

Il. Applicability

This policy outlines when and how Criminal Offender Record Information (CORI) and Sexual Offender
Registry Information (SORI) may be obtained, used, stored, and disposed of in accordance with
Massachusetts law and Department of Criminal Justice Information Services (DCJIS) regulations

This policy applies to:

e Allfinal candidates for employment with the Town of Montague

e Current employees where permitted by law (e.g., position changes, investigations, or
recertification)

e Volunteers, interns, temporary staff, independent contractors, and vendors when duties justify
a background screen

No CORI or SORI check will be requested unless the Town has been properly certified or authorized
through DCIJIS.

l1l. Definitions

e CORI: Criminal Offender Record Information maintained by DCIJIS.

e SORI: Information contained in the Massachusetts Sex Offender Registry.

e Qualified Entity: The Town or department authorized under statute or DCJIS regulations to
request, receive, and review CORI/SORI.

e Subject: The individual about whom CORI or SORI is requested.

IV. When Background Checks Are Conducted

1. After a Conditional Offer:
CORI and SORI checks are conducted only after the Town extends a conditional offer of
employment or assignment. CORI checks will only be conducted as authorized by the DCJIS and
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G.L.c. 6, § 172, and only after a CORI Acknowledgement Form has been completed by the
individual to be checked.
2. Position-Specific Screening:
CORI/SORI checks are required for positions that involve:
o Unmonitored access to children, seniors, or individuals with disabilities
o Law enforcement or public safety duties
o Handling financial records or cash
o Sensitive or confidential information
o Other responsibilities identified by the Town Administrator or Department Head
3. Re-Screening:
The Town may require updated CORI checks when:
o An employee moves into a position that requires screening
o Required by law or regulation
o Reasonable cause exists to do so (e.g., workplace incident)

V. Informed Consent
Before any CORI check is conducted:

e The subject must complete a CORI Acknowledgment Form that meets DCJIS standards.
SORI checks require similar notification and may require verification of the subject’s identity.

e In noinstance will the applicant be asked or required to provide a copy of his/her own CORI.

SORI checks require similar notification and may require verification of the subject’s identity.

VI. Verification of Identity

® Inaccordance with state regulations, prior to running a CORI check, the applicant’s identity
will be verified with government-issued photographic identification (such as a driver’s
license).

e If the individual has not been issued such a form of identification, then the applicant’s
information will be verified with a government-issued non-photographic identification, such
as a birth certificate or social security card, or other identification authorized by DCIJIS.

e A copy of this identification, together with the CORI Acknowledgment Form, shall be
maintained on file by Town for at least one year from the date the Form was signed by the
applicant.
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VII. Access, Storage & Confidentiality

e  Only staff authorized and trained under DCJIS rules may access CORI/SORI.

e CORI/SORI information is confidential and must be stored in a locked, secure, and restricted-
access location—paper or electronic.

e CORI/SORI may only be used for the specific purpose for which it was obtained.

e Unauthorized dissemination is strictly prohibited.

VIII. Review & Use of Information

1. Accuracy Review:
If CORI is returned, the Town will compare identifying information to confirm the record belongs
to the subject.
2. Opportunity to Respond:
Before an adverse decision is made:
o The subject must receive a copy of their CORI/SORI
o The subject must be informed of the potential adverse decision
o The subject must be given an opportunity to dispute accuracy or provide context
3. Decision-Making Criteria:
Consistent with DCJIS regulations, suitability decisions may consider:
o Relevance of the offense noted on the record to the position and job duties
Seriousness and nature of the work to be performed (where applicable)
Time elapsed since the conviction
Age at the candidate at the time of the offense
Seriousness and specific circumstances of the offense pattern of behavior
Evidence of rehabilitation or lack thereof
Whether the subject has pending charges
Any other relevant information submitted by the candidate

O O 0O O 0O O o

No subject will be automatically disqualified solely because of a criminal record unless required by law.

IX. Adverse Decisions

If the Town makes a final adverse decision based on CORI:

e The subject will:
o be notified promptly with a written explanation of the decision
o be provided a copy of the Town’s CORI policy
o Be provided a copy of the criminal history at issue, indicating the source of said criminal
history
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o DCIJIS’s Information Concerning the Process of Correcting a Criminal Record, or similar
information published by the DCJIS

X. Retention & Disposal

e Forcurrent employees, it is recommended that the employer should retain the CORI report
during the total period of his or her employment.

e A CORIreport may be retained for no longer than three (3) years after termination of the
employment relationship.

e A CORIreport should be retained for a reasonable amount of time for a candidate that did not
become an employee.

e Destruction shall occur by shredding or other similar means (hard copies), prior to disposal.
Electronically-stored CORI shall be deleted from all hard drives on which they are stored and
from any system used to back up the information. Appropriate measures shall be taken to
“clean” any computer used to store CORI, prior to disposal or repurposing of such a computer.

XI. Training

All personnel authorized to review or access CORI, which includes all personnel authorized to conduct
criminal history background checks, shall review and be thoroughly familiar with the educational and
relevant training materials regarding CORI laws and regulations made available by the DCJIS.

XIl. Compliance

This policy will be reviewed and updated as laws or DCJIS regulations change.
If there is any conflict between this policy and state law, Massachusetts law will govern.
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Introductory Period

|. Purpose

The Introductory Period, also known as “Trial Period” or “Probationary Period”, provides the Town of
Montague and the employee an opportunity to evaluate whether the employment relationship is a good
fit. During this time, supervisors assess the employee’s performance, attendance, workplace behavior,
and overall suitability for the position, while the employee becomes familiar with job responsibilities,

expectations, and the Town’s organizational culture.

The Introductory Period is not a guarantee of employment for a set duration, nor does successful
completion alter the at-will status of employment.

Il. Length of Introductory Period

All newly hired, rehired, or promoted employees shall serve an Introductory Period of twelve (12)
months, unless a collective bargaining agreement specifies otherwise.

lll. Performance Evaluation During the Introductory Period

Department Heads and supervisors are responsible for:
e Setting clear expectations when the employee begins work;
e Providing feedback, coaching, and training; and

e Conducting a written performance review prior to the conclusion of the Introductory Period.

The performance review should address job knowledge, productivity, quality of work, communication,
attendance, teamwork, and adherence to Town policies and values.

IV. Employment Actions During the Introductory Period

During the Introductory Period, employees may be:

e Confirmed in their position upon successful completion;

e Extended for an additional evaluation period; or

e Separated from employment at any time when performance, conduct, or operational need
warrants.
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Nothing in this policy shall limit the Town’s right to terminate employment at will, with or without
cause, and with or without notice.

V. Benefits Eligibility During the Introductory Period

Employees become eligible for benefits in accordance with the employee’s collective bargaining
agreement, employee contract, benefit plan documents, state law, and this Personnel Policy Manual. If
there is any conflict between this policy and state law, Massachusetts law will govern. If there is any
conflict between this policy and collective bargaining agreement, the collective bargaining agreement
will govern. Some benefits may begin immediately upon hire; others may begin after the Introductory
Period or on the first of the month following hire, depending on plan rules.

Completion of the Introductory Period does not guarantee continued employment, a pay increase, or
movement to a different employment status.

VI. Transition to Regular Employment Status

Employees who successfully complete the Introductory Period will receive confirmation of regular
employment status from their Department Head or the Town Administrator.

Ongoing performance will then be evaluated in accordance with the Town’s Performance Evaluation
process.
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Performance Management Process

|. Purpose

The purpose of the Town of Montague’s Performance Management process is to support continuous
growth, clear communication, and mutual accountability between employees and supervisors.
Performance management helps ensure that employees understand their job expectations, receive
timely feedback, and have the opportunity to develop the skills necessary to succeed in their roles and
contribute to high-quality Town services.

The process also provides the Town with a consistent and equitable method for evaluating performance,

identifying training and development needs, recognizing strong performance, and addressing
performance concerns.

Il. Philosophy

The Town views performance management as a collaborative, ongoing process—not a single annual
event. It reflects the Town’s commitment to:

e Fair and transparent expectations

e Supportive and constructive feedback

e Recognition of employee contributions

e Professional development and growth

e Accountability for performance standards
e Consistency across departments

Performance management aligns with our values of partnership, equity, and inclusion.

lIl. Scope

This policy applies to all appointed Town employees, except where a collective bargaining agreement,
statute, or employment contract provides otherwise.

IV. Components of the Performance Management Process

1. Position Descriptions and Expectations
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Each employee shall receive a current job description outlining the essential functions, responsibilities,
qualifications, and reporting relationships associated with their position. Supervisors shall review these
expectations with employees during onboarding and whenever job duties change.

Supervisors are responsible for ensuring job descriptions remain accurate and up to date.

2. Ongoing Feedback and Coaching
Supervisors are expected to provide regular, constructive feedback throughout the year, including:

e Recognition of achievements and strengths

e Identification of areas for improvement

e Guidance on priorities and workload

e Support in accessing training or development resources

Employees are encouraged to seek feedback proactively and engage openly in discussions about
performance.

3. Performance Improvement Plans (PIPs)

A performance improvement plan (PIP) is a formal document that seeks to help Employees who are not
meeting job performance goals. It covers specific areas of performance deficiencies, identifies skills or
training gaps, and sets clear expectations for an Employee’s future performance. Terms of PIPs should
derive from a discussion of the performance issues with the Employee and shall be reviewed by The
Town Administrator or Selectboard Staff. If an employee’s performance falls below expectations, the
supervisor may initiate a Performance Improvement Plan to:

o Clearly define performance deficiencies

e Establish specific, measurable goals

e Identify resources or training needed

e Set check-in dates and timelines for improvement

¢ Document expected consequences if improvement does not occur

PIPs are meant to support success—not punishment—while also ensuring accountability.

4. Professional Development

The Town encourages employee growth by supporting training, continuing education, workshops, and
other learning opportunities that:
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e Enhance job performance
e Expand knowledge and skills
e Prepare employees for advancement or new responsibilities

Supervisors and employees should work collaboratively to identify development opportunities,
resources, and funding sources.

V. Roles and Responsibilities

Supervisors

e Provide ongoing coaching and documentation

e Offer clear, objective, and fair assessments

e Support employee development

e Address performance issues promptly and respectfully

Employees
e Take responsibility for understanding expectations
e Communicate openly about challenges, needs, and goals
e Strive to meet or exceed performance standards
Town Administrator
e Oversees the performance management process

e Ensures consistency of practice across departments
e Provides training and tools to support supervisors

VI. Confidentiality

Performance Improvement Plans and related documents are confidential personnel records and will be

maintained in accordance with Massachusetts Public Records Law, labor laws, and Town policy.

VII. Relationship to Discipline

Performance Improvement Plans are separate from disciplinary action, but patterns of documented
poor performance may contribute to disciplinary decisions in accordance with the Town’s Conduct and

Discipline policies.
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Promotions & Reclassifications

|. Purpose

The purpose of this policy is to ensure that promotions and reclassifications within the Town of
Montague are administered in a fair, transparent, and consistent manner. This section outlines the
processes through which employees may advance to positions with greater responsibility or have their
current positions reviewed when job duties have evolved.

The Town is committed to recognizing employee growth and ensuring that job classifications accurately
reflect the work performed.

Il. Definitions

e Promotion
The movement of an employee from one position to another with increased responsibilities,
higher skill requirements, and a higher pay grade.

¢ Reclassification
A change in the title, grade, or classification of an existing position based on substantial and
sustained changes in job duties—not based on performance, workload, or temporary
assighments.

e Vacancy
A budgeted, approved, and unfilled position.

lll. Promotional Opportunities

1. Posting Requirements
o All vacancies will be posted internally and externally unless the Town Administrator, in
consultation with the appointing authority, determines that an internal promotional
process better serves operational needs.
o Internal posting periods will generally be at least five (5) business days.
2. Eligibility for Promotion
Employees must:
o Meet the minimum qualifications of the posted position;
o Have successfully completed their introductory period; and
o Possess a satisfactory performance record.
3. Selection Process
The Town may use interviews, job-related assessments, credential reviews, and reference
checks. The Town Administrator and Department Head will recommend a candidate to the
appointing authority for approval.
4. Compensation Following Promotion
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o Promotional increases will be established in accordance with the Town’s Classification
and Compensation Plan.

o The Personnel Board may authorize placement above the minimum step when justified
by experience or operational needs.

IV. Reclassification of Positions

1. Basis for Reclassification
A position may be considered for reclassification when:
o The scope of responsibilities has significantly changed or expanded,;
o New programs, technologies, or mandates alter the nature of the work; or
o The position no longer aligns with its assigned classification.
o Aclassification study commissioned by the Selectboard justifies a reclassification. These
studies are typically conducted every 7-10 years.

Reclassification is based on job duties—not on employee performance, longevity, or temporary
workload increases.

2. Request for Reclassification
Requests may be initiated by:
o The Department Head;
o The Employee (with Department Head endorsement);
o The Town Administrator.

All requests must include:

A written explanation of changes in duties;
A current job description annotated to show changes; and
o Supporting documentation such as organizational charts, mandates, or program
descriptions.
3. Review Process
o The Town Administrator evaluates the request and may consult with the Department
Head, or external classification specialists.
o Arecommendation is submitted to the Personnel Board for consideration.
4. Approval Authority
o The Personnel Board evaluates classification recommendations.
o Changes that impact the Compensation Plan require Town Meeting approval.
5. Effective Dates
o Reclassifications will not be applied retroactively unless required by law.
o Approved reclassifications will take effect at the start of the next full pay period unless
otherwise determined.
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V. Limitations

e Reclassification requests 