Town of Westwood

Personnel Policies

These policies are promulgated in accordance with the authority granted by the Town Charter
and Personnel Bylaw (Appendix A). In the case of any policy incorporated within any collective
bargaining or personal employment contract, promulgation shall be as provided in the

applicable contract.

The purpose of these policies is to establish a system of personnel administration with policies
and procedures governing employment with the Town of Westwood. Nothing in these policies
shall be construed to create a contract or term of employment between the Town and an
individual employee. Employees subject to these provisions remain employed at will, except
where a collective bargaining agreement covering a position provides otherwise. We have
provided this information as a reference to assist employees during their employment with the
Town. Itis not intended to, nor does it alter an employee’s status as an at-will employee.
Except as otherwise prohibited by law, the Town reserves the right to modify, amend or
discontinue any of the provisions herein.

These policies are consistent with the following principles:

Recruitment, selection, and classification of personnel shall be based on ability,
knowledge, education, and skill under fair and open competition.

Employment shall be open to all segments of society.

Fair treatment of all applicants and employees shall be guaranteed in all aspects of the
personnel system which shall be administered without regard to age, race, color, creed,
gender, sexual orientation, national origin, political affiliation, disability, or other non-
merit factors and with proper regard for privacy and constitutional rights.

Retention and advancement of employees shall be determined based on their
performance. Where otherwise appropriate, a reasonable effort may be made to assist
employees with inadequate performance. If, following such effort, inadequate
performance cannot be corrected, separation shall occur.

Role of the Deputy Town Administrator:

Be responsible for the administration of the personnel system and personnel policies
promulgated pursuant to the Personnel Bylaw of the Town (Appendix A);

Ensure that the Town acts affirmatively to provide maximum opportunities for all
persons regardless of age, race, color, creed, gender, sexual orientation, national origin,
political affiliation, or disability in entry level and promotional positions, and to provide
fair and equal treatment in all aspects of personnel management;

Ensure that recruitment, selection, appointment, retention, discipline, and separation of
employees is consistent with the Personnel Bylaw and the personnel policies;

Supervise and maintain a centralized personnel record keeping system; and



® Provide advice and assistance to the Personnel Board, department heads, supervisory
personnel and employees with respect to the Personnel Bylaw and Policies.

Role of the Personnel Board:

e Review the classification plan and the compensation plan;

e Evaluate and make recommendations with respect to the classification of positions,
including requests for reclassification, and cause a review of all positions in the
classification plan at appropriate intervals in accordance with proper personnel
practices;

e With the Deputy Town Administrator, monitor the implementation and practices of the
Town's personnel policies; and

® Provide advice and assistance, to the extent requested, to the Town Administrator and
Deputy Town Administrator on any aspect of the personnel policies and practices.
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