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Town Finance Terminology

The following terms are frequently used in the Advisory Committee Report and at Town Meeting. For your convenience,
we provide the following definitions:

Surpius Revenue: (Often referred to as “Excess and Deficiency™)
The fund represents the amount by which the Cash, Accounts Receivable and other floating assets exceed the liabilities
and reserves.

Available Funds: (Often referred to as “Free Cash™)
The amount of the Unreserved Fund Balance (Surplus Revenue) account over and above uncollected taxes of prior years
constitutes “free cash” or “‘available funds™,

Overlay:
The Overlay is the amount raised by the Assessors in excess of appropriations and other charges for the purpose of creating
a fund to cover abatements and exemptions as granted.

Overlay Reserve:

This is the accumulated amount of the Qverlay for various years not used or required to be held in the specific Overlay
account for a given year, and may be used by vote of the town for extraordinary or unforeseen purposes or voted into the
Reserve Fund.

Stabilization Fund:

An outside section of Chapter 138 of the Acts of 1991 (the FY92 State budget) modifies limitations on the Stabilization
Fund appropriation process by enabling communities to appropriate from this fund for any non-capital, lawful purpose
without Emergency Finance Board approval (section 333). Beginning in FY92, the Stabilization Fund will thus become
a source of revenue for general operating expenses for communities,

The Stabilization Fund is a mechanism for setting aside money for capital projects. It equalizes the effect of capital
expenditures over time, as capital appropriations can change considerably from year to year. The balance in the fund will
build up during years when expenditures for capital items are low. During years with high capital expenditures, the
community will transfer money from the fund to reduce the project’s impact on the tax rate or the amount of borrowing
required for the project.

A community may appropriate up to 10% of its tax levy each year, as long as the balance in the Stabilization Fund does
not exceed 10% of the community’s equalized valuation. Interest earned on any fund balance is retained as part of the
fund,

Appropriations into a Stabilization Fund can be made at either an annual or special town or district meeting. Chapter 94
of the Acts of 1985 permits appropriations to be made from a Stabilization fund at a special town or district meeting, not
just at the annual meeting. Regardless of the timing, appropriations from the Stabilization Fund require a two-thirds vote
by the appropriating authority. Until the FY92 state budget, a community could only appropriate from the Stabilization
Fund for a non-capital purpose with the approval of the Emergency Finance Board.

Reserve Fund:

This fund is established by the voters at the Annual Town Meeting only and may be composed of (a) an appropriation (not
exceeding 5% of the tax levy of the preceding year), (b) money transferred from Overlay Reserve, or (c) both. Transfers
from the Reserve fund may be made only by the Advisory Committee and are for “extraordinary or unforeseen
expenditures” only.

Conservation Fund:
For land purchases and any other conservation use.



Introduction to the Rules of Town Meeting

Southborough’s Town Meeting is an open town meeting in which all registered voters may participate. Town Meeting is
a deliberative assembly, conducted via a defined process, charged with considering a maximum number of questions of
varying complexity in a minimum amount of time and with full regard to the rights of the majority, strong minority,
individuals, absentees and all of these together. In other words, we gather for the purpose of conducting the Town’s
business thoughtfully and efficiently.

AUTHORITY

The three elements of authority at Town Meeting are a quorum of one hundred (100} registered voters or more, the Clerk
and the Moderator. Of these three, the quorum is the most important.

The Town Clerk is responsible for voter registration, certification of a quorum, setting up the hall and keeping the record
of the proceedings. He may also officiate Town Meeting in the absence of a Moderator.

The Moderator presides at and regulates the proceedings, decides all questions of order, and makes declarations of all
votes. No one may speak on an issue without being recognized by the Moderator. It is the Moderator’s responsibility to
approve the distribution of materials, and persons wishing to do so must seek his permission. The Moderator appoints
Tellers and alternates for the purpose of counting votes of the meeting.

THE WARRANT

All matters to be considered at Town Meeting must be published in the Town Meeting Warrant, which is the responsibility
of the Select Board. The primary and most important purpose of the Warrant is to notify voters in advance the nature of
the business to be taken up at Town Meeting. By state law, Town by-law or custom, several business articles (such as
budget appropriations) must be presented in the Town Warrant each year for consideration. Other items are added by
warrant articles proposed by Tewn officials, committees, boards, or groups of ten or more registered voters. The Advisory
Committee reviews the Warrant, making recommendations on all the items of business to be presented. In accordance
with the Town by-laws, all articles in the Warrant are considered in the order in which they appear in the Warrant, unless
the Town Meeting votes to change the order for reasons that reasonable people would entertain.

PARTICIPATION

Any voter wishing to participate in Town Meeting must go to one of the floor microphones and wait to be recognized by
the Moderator. Upon recognition by the Moderator, first state your name and address, and then state your business.

Anyone whose name is not on the list of registered voters requires the approval of either the Moderator or a majority of
the Meeting to sit in the voting area.

All remarks shall be limited to the subject then under discussion. It is improper to indulge in references to personalities.
and all expressions of approval or disapproval, such as applause or booing, are out of order, The Moderator may request
any person to keep silent, If after warning from the Moderator, a person refuses to be silent or persists in other disorderly
behavior, the Moderator may order a person to withdraw and if he fails to withdraw, may order a police officer to remove
such person freom Town Meeting.

Individuals who have a personal or financial interest with respect to a matter may speak or vote thereon but should frankly
disclose their interest. However, no Town Meeting voter should accept compensation for participating without disclosing
that fact.

There is no fixed time limit to the debate of any question. However, out of consideration for the others in attendance and
the need to give adequate time to all matters coming before Town Meeting, each individual who speaks should make an
effort to be as brief as possible and avoid repeating facts, views or opinions already expressed by others.

Anyone wishing to make a presentation with respect to any article must, prior to Town Meeting, obtain the Moderator's
approval.

In order to give all a fair opportunity to speak, no one who has addressed any particular motion shall speak again, except
10 answer questions, until all others wishing to speak to the motion have done so.

L]




Introduction to the Rules of Town Meeting {continued)
HOW ARE MOTIONS CLASSIFIED?

Main Moetions
Motions of this group are for the bringing of questions, or propositions, before Town Meeting for consideration. Only

one main motion can be considered at a given time. and once introduced such a motion excludes all other main motions
until it has been disposed.

Subsidiary Motions

Motions of this group are for the modification or disposition of the main motion that is being considered, Their existence
as motions depends entirely upon the principal motion to which they are subordinate. Since they relate to the question
then under consideration, it is in order to propose them when a main motion is pending and to vote upon them before
voting upon the main mofion.

Privileged Motions

Motions of this group have no connection whatsoever with any main motion, but are motions of such importance that they
are entitled to immediate consideration. These motions have the privilege of temporarily setting aside the main business
then before Town Meeting.

Incidental Motions
Motions of this group have few characteristics in common, but for convenience have been grouped into one class. The
name “incidental” applies because they arise only incidentally out of the business of Town Meeting.

RULES RELATIVE TO MOTIONS

A motion is the means of bringing a proposal or question for consideration by Town Meeting. When first put forward it is
a motion; after it is seconded and acknowledged by the Moderator, it becomes the question or proposal. Except for
complimentary resolutions (the presentation of which must be approved in advance by the Moderator), ne main motion
shall be entertained unless its substance is contained within the scope of a Warrant article. Upon completion of debate,
articles will be voted upon.

The Moderator shall determine whether a motion, or any discussion relative to a motion, is within the scope of the Warrant
article under consideration. That is, the motion and the debate must be relevant to the article as written in the Warrant,
since the purpose of the Warrant is to apprise voters of the actions to be taken at Town Meeting.

Articles only give notice to the voters and do not initiate action; motions do. Motions may be withdrawn; articles may
not be withdrawn — articles must be acted upon by Town Meeting.

There are four types of amendments: striking out, inserting, striking out and inserting, and substitution, Motions to amend
may be hostile as long as they are germane. An amendment to a motion is an amendment of the first rank; an amendment
to an amendment is of the second rank; there can be no amendment beyond that of the second rank.

Some motions do not lead to a final determination by Town Meeting. A motion to commit or to refer sends the matter to
an existing board or committee or on¢ to be established. The motion to postpone indefinitely disposes of the question
without bringing it to a direct vote. The motion to postpone indefinitely should not be confused with the motion to table
which only temporarily delays a vote. As previously stated, articles may not be withdrawn; so when the Meeting does not
wish to act on a particular article, the proper motion is to postpone consideration indefinitely.

Motions to reconsider shall be entertained when new information is available that is materially different than was presented
{or could have been presented) at the time of the original vote on the article. Articles may be reconsidered only once. If
a motion to reconsider is passed by the necessary 2/3 vote, it brings the original article back to the floor (which requires a
new motion and additional debate); if the motion to reconsider is defeated, then the original article stands as previously
voted and may not be reconsidered again. Actions to reconsider can be taken at the same session or any subsequent session
of Town Meeting. A notice of reconsideration may be fied in advance with the Town Clerk stating that, at a specific
point during the current Town Meeting, a voter will move for reconsideration on a particular article, and the Moderator
will inform the hall of said action. Note that such a motion so noticed in advance must still be in order (i.e., must comply
with all conditions required of any reconsideration motion).

All motions other than purely procedural motions must be in writing and signed by the sponsor.



Introduction to the Rules of Town Meeting (continued)

CHART OF PRECEDENCE OF MOTIONS AND SUMMARY OF GOVERNING RULES

May  Req.
interrupt  a
a speaker sec. Debatable

PRIVILEGED MOTIONS

|. To dissolve no yes no
2. To adjourn no yes limited
3. Point of no quorum no no no
4. Recess no yes limited
5. Question of privilege yes no no
SUBSIDIARY MOTIONS
6. To lay on the table no yes no
7. Previous question no yes no
8. Limit or extend debate no yes no
9. To postpone to time certain no yes limited
10. To commit or refer no ves limited
11. To amend no yes yes
12. To postpene indefinitely no yes yes
MAIN MOTIONS
Main Motions ne yes yes
To reconsider or rescind no yes yes
To take from the table no yes no
To advance an article no yes ves

INCIDENTAL MOTIONS

Point of order yes no no
Division of a question no yes no
Separate consideration no yes no
To withdraw a motion no no no
To suspend rules no yes no
Orders of the day yes no no

Vote
Required

majority
majority
none
majority
chair rules

213
213
2/3
majority
majority
majority
majority

majority *
2/3

majority
majority

chair rules
majority
majority
majority
213

none

Motions that
may apply

none
amend
none
amend
none

none

none

amend, reconsider
amend, reconsider
amend, reconsider
amend, reconsider
reconsider

all

table previous question
postpone definitely
none

amend, reconsider

none
none
none
reconsider
none
none

*The vote required to pass an affirmative main motion is a matter of substantive law, but is usvally a majority.



FORM USED IN MAKING MOTIONS

1. Main Motion Mr. Moderator, I move that..(statement of the proposal)
2. Adjourn Mr. Moderator, [ move to adjourn to...(state time)
3. Amend Mr. Moderator, [ move to amend by adding...

Mr. Moderator, I move to amend by inserting...before...

Mr. Moderator, I move 1o amend by stroking out...

Mr, Moderator, | move to amend by striking out...and inserting...
Mr. Moderator, | move to substitute...for...

4, Amend an Amendment Mr. Mederator, [ move to amend the pending amendment by (see above)
5. Amend Something Previously
Adopted Mr. Moderator, | move to amend the resolution under Article...by...
6. Commit or Refer Mr. Moderator, | move that the proposal be referred to a committee of ..
8. Division of a Question Mr. Moderator, [ move to divide the question.
9. Lay on the Table Mr. Moderator, [ move that the proposal be laid on the table.
10. Point of Order Mr. Moderator, [ rise to a point of order.
11. Postpone to a time certain Mr. Moderator, [ move to postpone the question to...
12. Postpone Indefinitely Mr. Moderator, | meve that the question be postponed indefinitely.
13. Previous Questicn Mr. Moderator, | move the previous question.
14. Question of Privilege Mr. Moderator, | rise to a question of privilege.
15. Recess Mr. Moderator, | move to recess for...
16. Reconsider Mr. Moderator, | move to reconsider the vote under Article...
Mr. Moderator, | move to reconsider the vote on the amendment to...
17. Separate Consideration Mr. Moderator, 1 move for separate consideration.
18. Suspend the Rules Mr. Moderator, I move to suspend the rules which interfere with...
19. Take from the Table Mr. Moderator, [ move to take from the table the motion relating to...

INTERRUPTING A SPEAKER

No one may interrupt a speaker except for a point of order or a question of privilege.

POINT OF ORDER

A point of order if a question of the Moderator about whether the speaker is entitled to be speaking, or whether the
current subject under discussion (or what the speaker is saying) is irrelevant, illegal or contrary to proper procedure. No
other “point of order™ is proper.

PREVIOUS QUESTION

To call or move the question is a request to stop discussion and to take an immediate vote. This requires a 2/3 vote.

VOTING

At the Moderator’s discretion, voting may be via electronic devices for some or all of the articles. Insiructions and
procedures will be made available for ali voters attending Town Meeting. [f electronic voting is not employed, voting is
by hand vote and the Moderator declares the result of such votes. If seven or more voters immediately question the
declared result, the Moderator shall determine the result by a standing count of votes by the Tellers. After the vote
counted by the Tellers is presented to the Moderator and announced to the floor, any further motions for recount are out
of order.

ADJOURNMENT AND DISSOLUTION

Sessions of Town Meeting normally adjourn at eleven o’clock in the evening but may adjourn at such earlier or later
time as vote of the majority may determine. Town Meeting shall not dissolve until all articles in the warrant have been
properly considered.



TOWN WARRANT
COMMONWEALTH OF MASSACHUSETTS

ANNUAL TOWN MEETING

Worcester, ss. March 17, 2026

In the name of the Commonwealth of Massachusetts you are hereby directed to notify and warn the Inhabitants of the
Town of Southborough qualified to vote in town affairs, to meet in the Trottier School Auditorium, 49 Parkerville Road,
in Southborough, MA, on

Suaturday, April 11, 2026

at 10:00 a.m. , then and there to take action on the following Articles:

ARTICLE I: To see if the Town will vote to endorse the acceptance of any sum of money frem St. Mark’s School, Fay
School, Harvard Medical School, L’Abri Fellowship, The New England Center for Children, and any other contributor
and deposit same amount in the Town’s treasury for use as directed by any such donor, or do or act anything in relation
thereto,

Proposed by: SELECT BOARD

Select Board Recommendation: Support (5-0-0)

Advisory Committee Recommendation: Support (5-0-0}

Summary: To allow the Select Board to accept donations from Tax loxempt organizations and determine the
disposition of funds.

ARTICLE 2: To see if the Town will vote to authorize the Town Treasurer, with the approval of the Select Board, to
borrow from time to time in anticipation of revenue of the financial year beginning July 1, 2026 in accordance with the
provisions of Massachusetts General Laws, Chapter 44, and to issue a note or notes as may be given for a period of less
than one year in accordance with Massachusetts General Laws, Chapter 44, Section 17 as amended, or do or act anything
in relation thereto.

Proposed by: SELECT BOARD

Select Board Recemmendation: Support (5-0-0)

Advisory Committee Recommendation: Support (5-0-0)

Summary: This article aflows the Town Treasurer to short-term borrow in anticipation of revenue.

ARTICLE 3: To see if the Town will vote in accordance with the provisions of Massachusetts General Laws Chapter
30B, Section 12(b), to authorize the Select Board or the Superintendent of Schools to solicit and award contracts for terms
exceeding three years, but no longer than seven years, including any renewal, extension or option, provided in each
instance the longer term is determined to be in the best interest of the Town by a vote of the Select Board or the Scheol
Committee, as appropriate, or do or act anything in relation thereto.

Proposed by: SELECT BOARD

Select Board Recommendation: Support (5-0-0)

Advisory Board Recommendation: Support (5-0-0}

Summary: This article allows the Select Board and or the School Commitiee to enter into contracts in excess of

three vears, if deemed in the best interest of the Town to do so. This has been an annual article, and the exemption has
been limited to contracts of no more than seven years.



ARTICLE 4: To see if the Town will vote to accept the Personnel Salary Administration Plan, as specified in Chapter
31 of the Code of the Town of Southborough, entitled: PERSONNEL. (Proposed amendments are in BOLD for new
fanguage and sirikethrough for deleted language.}

PERSONNEL BYLAW
ENTITLED “THE SALARY ADMINISTRATION PLAN"
[revised at Town Meeting]

Effective July 1, 20265, this bylaw establishes a Salary Administration Plan for the Town of Southborough that (i) groups
position classifications in Town services, (ii) establishes salary schedules and employee benefits and (iii) establishes and
authorizes the Personnel Board to administer the bylaw to provide oversight and guidance to the Town Administrator in
the development and maintenance of personnel policies and regulations and to represent the interest of both the taxpayers
and the Town employees.

This Salary Administration Plan applies to the positions of all officers and employees in the service of the Town, whether
full-time, part-time, temporary, seasonal, special or any other, except those positions filled by popular election, under the
direction and control of the School Committee, perfoermed pursuant to a contract approved by the Town, encompassed in
any officially recognized labor union and/or association, or exempted by statute. The positions covered by this Salary
Administration Plan are hereby classified by titles in the groups listed in Schedule A through ED (“Classification
Schedule™) as set forth in Section 20 of this bylaw.

The classification of positions subject to the Massachusetts Welfare Compensation Plan (as amended) and the scheduled
rates therefor, as well as the applicable provisions of the Massachusetts General Laws relating to the application of rates
set forth in the aforementioned Welfare Compensation Plan are hereby incorporated by reference.

SECTION 1. DEFINITIONS

As used in this bylaw, the following words and phrases shall have the following meanings:

*Administrative Authority™ means the elected or appointed official or board having jurisdiction over a function or activity.

“Base Pay” means the compensation paid by the Town of Southborough for the purposes of determining retirement credits
and contributions for Town employees.

The Town shall contribute funds as required for each eligible employee in accordance with the procedures and formula
established by the Worcester Regional Retirement System and the bylaws of the Town of Southborough. Contributions
shall include (i) wages earned during the first eight hours worked in any one day (no contributions shall be made for hours
worked in excess of 40 per week.,) (ii) any lump sum bonus that is guaranteed by the Salary Administration Plan or the
Bylaws of the Town, (e.g., longevity pay); (iii) vacation pay, except when paid in lieu of taking vacation; (iv} sick pay;
and (v) holiday pay.

“Class” means a group of positions in the Town service sufficiently similar with respect to duties and responsibilities such
that for each position the same (i) descriptive title may be used, (ii) qualifications shall be required, (iii) tests of fitness
may be used 10 choose qualified employees and ({iv) scale of compensation can be equitably applied.

“Classification Schedule™ means any of Schedules A, B, C, D and-E of Section 20 hereof.

“Compensation Grade” means a range of salary/wage rates as may appear in the Classification Schedules.

“Continuous Full-Time Service” means employment requiring a predetermined minimum work period that is
uninterrupted except for authorized leaves (e.g., vacation, sick, etc.).

“Continuous Employment™ means fuli-time or part-time employment that is uninterrupted except for authorized leaves
(e.g., vacation, sick, etc.).

“Department” means a functional unit of Town government.
“Department Head” means the person appointed and responsible to carry out the duties of a Department,

“Exempt employee” means an employee who is not entitled to overtime pay under the Fair Labor Standards Act (FLSA),

10



“Full-Time Employment” means employment for not less than 20 hours per week for fifty-two weeks per annum,
excepting authorized holidays and leave periods.

“Group™ means a group of classes as may appear in the Classification Schedules.

“Maximum Rate” means the highest compensation rate to which an Employee is entitled.

“Minimum Rate” means the lowest rate in a Range, and is normally the hiring rate of a new employee.

“Non-exempt employee” means an employee who is entitled to overtime pay under the Fair Labor Standards Act (FLSA).

“QOn-Call Compensation” refers to additional money paid to an employee who is available to work when the need requires
oftentimes in an evening or weekend capacity.

*Part-Time Employment” means employment less than 20 hours per week.
“Position™ means an office or post of employment in the Town service with duties and responsibilities calling for the Full-
Time or Part-Time employment of one person in the performance and exercise thereof (or of more than one person sharing

the same position).

“Position Class” means the same as “Class” (note that a class may include only one position, in which event it is defined
as a “single position class™).

“Probationary Employee” means a first-time Town employee within his/her first six months of employment, or longer if
extended.

“Promotion” means a change from one position to another position in a higher class and/or compensation
grade.

“Range” means the difference between minimum and maximum rates of an assigned grade.

“Rate” means the measure of compensation for personal services on an hourly, weekly. monthly, annual or other basis.
“Salary Administration Plan™ means the Personnel Bylaw Entitled “The Salary Administration Plan.™

“Single Rate” means a rate for a specific position class that is not in a designated range

“Start Date™ means the first day of employment with the Town.

“Transfer” means to move from one position to another either voluntarily or involuntarily.

SECTION 2. POSITION TITLES

No person shall be appointed, employed or paid in any position under any title other than those of the Classification
Schedule for which the duties are actually performed. The position title in the Classification Schedule shall be the official

title for all purposes, including payrolls, budgeting and official reports.

SECTION 3. NEW OR CHANGED POSITIONS

No new position shall be established, nor a position be reclassified the-duties-of-an-existing-pesitionso-changed-that-a
newJevelerwork-demand-exists; unless upon presentation of substantiating data satisfactory to the Personnel Board, the

Board shall (a) approve an appropriate job description, after approval of the department head or appointing authority
has-been—granted (b) rate such new or changed position, and (c) allocate it to its appropriate classification grade and
establish the rate thereof. The Personnel Board may tentatively add a new class to the Classification Schedule or re-

grade to-a-differentcompensation—grade a position, either higher or lower, subject to the subsequent ratification of
its action by formal amendment of the Salary Administration Plan at the next Town Meeting,




SECTION 54, JOB DESCRIPTIONS

The Personnel Board shall maintain such criteria as it deems appropriate for the positions and classes in the schedules.
Each department or public body (board, committee, commission) with SAP employees shall maintain current job
descriptions for such employees. All such job descriptions and any revisions thereto must be submitted to the Personnel
Board for approval following review and approval by the Select Board or appropriate public body. The criteria for any
class shall not be deemed to limit the duties or responsibilities of any position as set forth in the job description, nor to
affect in any way the power of any administrative authority to appoint, to assign duties to, or to direct and control the work
of any employee under the jurisdiction of such authority.

SECTION 65. COMPENSATION

a. The bi-weekly pay period shall begin at 12:00 a.m. Thursday and shall end at 11:59 p.m. on the following
second Wednesday.

b. Non-exempt employees subject to this Salary Administration Plan shall be paid for one and one-half
hours worked for any hour worked in the excess of forty in their weekly pay period, provided such extra hours were
authorized by the Department Head. Holiday and sick time are included in hours worked; persenal and vacation
time are not included as hours worked.

& The salary schedules set forth in Schedules A, B, C, and D and-E of Section 17 hereof reflect the
maxirn-and-minimwmn salaries for each grade, except in the case of an annual stipend under Schedule B.

d. The annual salary set forth in Schedule A represents a 40-hour work week and in the event an employee
works less than 40 hours per week but more than 20 hours per week, the indicated annual salary is pro-rated reflective
of the posted salary schedule in Schedule A.

e Amounts paid to employees in reimbursement for expenses incurred in the performance of their duties
(e.g., mileage, meals, dues, etc.) shall be paid in addition to their compensation. Reimbursement shall be based upon the
actual documented expenditure made by the employee. or at rates established by the Internal Revenue Service, supported
by that agency’s requirements for documentation.

f. On-Call Compensation: The on-call member of the Facilities Department shall be eligible to earn a
weekly stipend for on-call service if the department head has required them to be available to respond to situations outside
of their normal work schedule. This weekly stipend shall be equal to a set rate of $300 per week. If the on-call staff
member must report to work outside of their normal work schedule, compensation for this time shall be based on the
standard SAP overtime practices. Additionally, if the on-call staff member is faced with a situation that renders them
unable 1o serve as the on-call individual on a particular day that they are scheduled to be on call, said employee may
request that another eligible staff member cover their on-call time, with the approval of the department head. In such an
event, the regularly scheduled employee’s weekly stipend will be reduced by $45.00 per day that they are unable to be
on call; this stipend amount will instead be paid to the covering employee per day of coverage. There is no provision to
accrue compensation time in lieu of payment for on-call time.

SECTION #6. SALARY ADJUSTMENT & COMPENSATICN POLICIES

a. Every employee that who is in Continuous Full-Time or Part-Time service of the Town, as computed
from the date of their latest employment, shall be eligible for consideration of a salary increase annually on July I.
Employees hired between April 1 and June 30 will be eligible for a salary increase the July 1* following their twelve-
month anniversary, Except as may be authorized by the Personnel Board in exceptional circumstances, such increase is
not 1o exceed one increase in any single twelve-month period until the maximum of the grade is obtained, and such
increase shall be subject to the recommendation of the Department Head, with the approval of the Select Board or their
designated appointee in the case of departments within the jurisdiction of the Select Board, or the appropriate
Commissioners or Trustees in the case of departments outside the jurisdiction of the Select Board.

An employee whose compensation is re-set due to a change in their job classification or title is permitted to receive
more than one pay increase in a twelve-month period, subject to approval by the appointing authority and the
Personnel Board [when board approval is required|.

Retroactive salary increases voted by the Personnel Board shall not be compensated beyond July | of that fiscal year,
regardless of the funding mechanism.



Unless specifically exempted by Personnel Board policy, requests for salary increases must be accompanied by a
certification from an employee’s manager that the employee’s performance has been “satisfactory” or better and that a
written employee performance appraisal, on a form approved by the Personnel Board, has been completed. The form of
this certification will be prescribed by Personnel Board policy promulgated hereunder. Upon receiving such
documentation, the Personnel Board shall have final review and approval of all adjustments, except in-cases-that-are as
provided forunder pursuant to Section 8c.

An-emploves-mav-anps . wel-Beard o . equestfor-an-increase: Any employee
denied such an increase may appeal, in writing, to the Personne] Board whlch shall confer with the employee, the

Department Head and the Select Board or their designated appeintee—or—the—appropriateCommissionerorTrustees
appointing authority and shall decide the matter.

b. Special Non-Continuous Part-Time employees and employees in Schedule B classifications shall be eligible
for consideration for salary increases upon the recommendation of the appropriate departinent manager or Board and
approval of the Personnel Board.

& Probationary Employees

1. During the probationary period, benefit-eligible employee(s) will earn vacation, sick, and personal time in
accordance with Section 9 H{b-d} hereof.
2. During the probationary period, paid leave accruals shall be based on the Start Date.

SECTION 87. FRANSEERS-AMNB-PROMOHIONS EMPLOYEE TRANSITIONS

a, An employee who is promoted or voluntarily transfers to a job with an equal or higher pay grade

higherrange-ofrate—ofpay shall enter it at the rate recommended by the Department Head with the approval of the
Personnel-Board appomtmg authonty, prowded the maximum for the JOb is not exceedcd Pris-is-sentingentugosibe

b. An employee involuntarily transferred to a job with a lower range or rate of pay shall enter it at the rate
paid for the previous position or at the maximum rate for the job, whichever is thelowesr less, provided the Personnel
Beard-appeinting authority approves. The employee shall have a right to appeal this decision, in writing, to the Personnel
Board, which shail confer with the employee, the Department Head and the Select Board or their designated appointee, or
the appropriate Commissioners or Trustees, and shall decide the matter.

c. The Personnel Board shall be notified of such adjustments at regular intervals.
SECTION 98. NEW PERSONNEL HIRING; DEPARTURES

a. Pre-employment physical examinations may will be required of newly-hired employees consistent with
the Town’s policies.

b. Probationary period: For new hires, the first six months of employment shall be a probationary period.
The probationary period does not apply to Town employees who change positions within the Town. The probationary
period is a time during which an employee will be evaluated to ensure that the employee has the requisite knowledge,
skills, and abilities to perform the position {with or without reasonable accommodations). Completing the probationary
period does not change the employee’s relationship with the Town, which will remain one in which either the employee
or the Town may terminate the relationship at will. The probationary period may be extended by a Department Head [or
Appointing Authority] up to an additional six menths when deemed necessary.

c. A new employee’s hiring rate shall be the minimum of the rate range of the job. unless otherwise
authorized by the Personnel Board or Personnel Director. The Personnel Board is cognizant of the need to make timely
decisions during the recruitment process, therefore, the Personnel Director is empowered to set starting salaries for
employees with comparable experience up to Step 8 for the appropriate job grade as set forth in Schedule A of the Salary
Administration Plan.

d. The Personnel Director or his/her delegatee shall notify the Personnel Board in writing of the hiring of
all personnel and their hiring rates. The Personnel Director or his'her delegatee shall also notify the Personnel Board in
writing of the departure of any employee.



SECTION H- 9. EMPLOYEE BENEFITS

Employee benefits are a cost 1o the Town and a form of “indirect pay” to employees. The benefits listed below are not
intended to supersede what State or Federal law may otherwise require. The benefits set forth in this section are applicable
to Full-Time employees only, except where noted.

All forms of paid leave set forth in this section are based on a 40 hour work week; in the event an employee works less
than 40 hours per week but more than 20 hours per week, the indicated benefit shall be pro-rated reflective of the approved
hours per week for that position,

a. Holidays with Pay

Full-Time employees shall receive one day’s pay at their regular rate for the following:

New Year's Day Labor Day

Martin Luther King Day Columbus Day

Presidents’ Day Veteran's Day

Patriot's Day Thanksgiving Day

Memorial Day Day after Thanksgiving Day

Juneteenth Christmas Day

Independence Day Day before or after Christmas Day (as set by the Town annually

To be eligible for holiday pay, an employee must work {or be duly excused from working) their regular scheduled days
preceding and following the holiday. Employees who do not work 2¢ hours or more per week on a regular basis shall not
be compensated for holidays.

Employees whose regular day off falls on a holiday may have one day off with pay within the ensuing thirty days in lieu
of holiday pay, with the specific choice of day subject to Department Head approval. Furthermore, the day granted in lieu
of holiday pay shall not cross fiscal years.

All administrative policies and practices relative to holidays with pay shall be prepared and established under the direction
of the Personnel Board.

b. Vacations with Pay

(1) Full-Time employees who have been in the continuous employ of the Town shall earn paid
vacation in accordance with the following schedule:

Years of Employment Hours Earned Per Month Vacation Eared tetgat
{Pro-rata)
0-7 10.0 Three weeks
7+-15 13.333 Four weeks
15+ - or more 16.666 Five weeks

Employees hired prior to July 1, 2005, shall be eligible to earn twenty hours per month after serving twenty years of full-
time employment with the Town.

(2 At the recommendation of the hiring authority and upon the approval of the Personnel Board,
new employees entering into a position with the Town of Southborough from a similar
position will be altowed to enter into the vacation schedule using their years of service from
their prior employment, up to a maximum of four weeks’ vacation [pro-rated] for the first
year of employment with the Town.



Vacation shall be granted by Department Heads at theit discretion subject to the regular work needs of the Department.
An employee shall be permitted to carry over to the following year one year’s worth of earned vacation. Employees hired
on or after July 1, 2023, shall be permitted to carry over a maximum of two weeks to the following fiscal year. The
employee must have the Department Head's approval to take any portion of a prior year’s unused vacation in addition to

the days earned in the current f' scal year Empleyeeseemmenea;g—m&pleymenbwﬂh-&weewede&pewe&pwd#bewq«md

yeam;f—sefme-bekfe-aseeﬂdmg-te-{he-ﬁﬂewmg—baﬂd— Awardmg four weeks should be lhe exceptlon based on cwdence
that the employee is leaving another position that already provides this benefit. Employees commencing employment with
four weeks per year will be required to complete five years of service before ascending to the next band (five weeks).

(3) If in the opinion of the Department Head there are unusual work-related circumstances that
warrant it, a department head may seck approval from the Town Administrator or his'her
delegatee 1o allow the employee to continue to work and receive vacation pay in lieu of taking
vacation. Approval granted in this section may not exceed ten days per fiscal year.

(4) In the event of termination of employment the employee shall be paid, or be entitled to time
off with pay, for any accumulated vacation time. Personal and sick leave shall not be
compensated at termination.

{5) Vacation administrative policies and practices shall be prepared and established under the
direction of the Personnel Board.

c. Sick Leave

(n Full-Time employees shall be entitled to accrue 10 sick hours per month, equaling 120 hours
annually (135 sick days); employees working less than 40 hours in a weekly pay period will
accrue ratably based on hours worked per week. Pay for each day of sick leave shall be at the
regular rate. Absences on account of sickness in excess of that authorized shall be charged to
vacation or other available paid leave. Sick leave shall be payable only in cases of genuine
illness, non-work-connected accident, or work-connected accidents not covered by
Massachusetts General Laws Chapter 152 (Workers' Compensation).

(2) Unused sick leave may be accumulated without limitation for employees hired before July 1,
2007. Employees of the Town of Southborough hired on or after July 1, 2007 may only accrue
120 sick days at any one time. At retirement [or death] only, the Town will pay the employee
twenty percent (20%) of the employee’s then-accumulated sick leave. Employees of the
Town of Southborough hired on or after July 1, 2023, will not be subject to any payout of
accumulated sick leave.

(3) Employees who because of genuine illness or a non-work connected accident are absent for a
period of more than three days shall be required to present a doctor's certificate to their
Department Head before returning to work stating the reason, the period of time the employee
was absent and whether there are any physical restrictions or required outpatient services the
employee must adhere to in the workplace.

(4) Annually, an employee may use up to seven of the allowed fifteen days of sick leave for the
care of a sick family member.

{5 Sick leave administrative policies and practices shall be prepared and established under the
direction of the Personnel Board.

d. Personal Days
Full-Time employees shall be eatitled to three personal days per year, to be granted annually on the anniversary of the
employee’s Start Date. New employees shall be granted three personal days which shall be pro-rated based on hours
worked per pay period. Requests for personal days shall be approved by the Department Head. Personal days shall not

accumulate from year to year.

g Military Leave



(n Reserve Duty: An employee in full-time employment in the military reserve shall be paid the
difference between compensation received while on reserve duty and regular compensation
rates paid the employee by the Town. Such payment by the Town shall be limited to a period
not 1o exceed two weeks in any twelve-month period.

(2) Active Duty: Pursuant to Article 8 of the April 11, 2005 Annual Town Meeting, an employee
in the federal military reserve or a state National Guard who is called to active service shall
be entitled to their regular base salary and shall not lose any seniority or paid leave benefits
while on military leave; provided, however, that such base pay shall be reduced by any amount
received from the United States as pay or allowance for military service performed.

f: Jury Duty

Any employee who is called to jury duty shall be paid the difference between their normal compensation and the amount
{excluding any travel allowance) received from the court, upon presentation of evidence of the amount paid by the court.

g Miscellaneous Paid Time Off

Working time lost from regularly scheduled work days for reasons listed below shall be without loss of pay, provided such
lost time is authorized by the Department Head. Sections (1) — (3) are applicable to Full-Time employees only; Section
(4) is applicable to both Full-Time and Part-Time employees.

(H Bercavement leave — In the event of the death of a spouse, father, mother, child, father-in-
law, mother-in-law, brother, sister, grandparent, or of any other person then residing with the
employee, such employee shall be entitled to receive three days’ leave for the purpose of the
funeral and services of the deceased. If out-of-state travel is required, the Department Head,
in consultation with the Personnel Director, may authorize up to two additional days.-ef

dpgd-Hasa:
(2) Medical examination or inoculation required by the Town.
(3 Blood donation authorized by the Department Head.
4 Attendance at professional and/or educational programs authorized by the Department Head.
h. Court Time Pay

[f the Town requires that an employee appear in Court as a witness or in any other capacity arising from the performance
of the employee’s duty, or on behalf of the Commonwealth or the Town in any civil or criminal case pending in any Court
or other official governmental board or agency, such appearance and related travel time shall constitute work time for
purposes of calculating weekly hours worked. If such appearance or related travel time causes a non-exempt employee to
exceed forty hours of work in any given work week, the employee shall be eligible for overtime pay in accordance with
Section 6(b). This section does not apply to exempt employees.

i Employee Educational Support/Professional Development

(1) Degree Bonus: All Part-Time and Full-Time employees who, while an employee of the Town,
earns a degree in a field applicable to their position from an accredited college or university,
shall receive a one-time bonus [subject to appropriation in the departmental budget]
according to the following schedule:

Associates Degree § 800.00
Bachelors Degree $1,200.00
Masters Degree $1,500.00

A copy of the completed transcript. diploma or other appropriate evidence of the completed degree must be presented to
the Department Head and the Personnel Board and shall be submitted as documentation for accounts payable. Begree

{2) Tuition reimbursement: the Town may offer tuition reimbursement to eligible Full-Time and
Part-Time employees as prescribed by Personnel Board policy enacted under this Bylaw.
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