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Definitions 

A. "Appointing authority" shall mean any board or official authorized by General Law, the 

Town Charter, or otherwise to appoint employees. 

B. "Department head" shall mean the officer responsible for supervising a department's 

operations and activities.   

C. “Deputy Town Administrator” shall mean the person appointed to the position created 

by Section 90-4 of the Town Bylaws. In the absence of the Deputy Town Administrator, 

said functions shall be performed by the Town Administrator or their designee.  

D. "Employee" shall mean an employee of the Town of Westwood occupying a position in 

the classification plan. 

E. "Full-time employee" shall mean an employee working not less than forty (40) (ATP) or 

thirty-five (35) (Library) hours per week for fifty-two (52) weeks per year minus legal 

holidays and authorized vacation leave, sick leave, bereavement leave, jury duty, or 

other authorized leave of absence. 

F. "Part-time employee" shall mean an employee working less than a full-time employee, 

provided, however, only part-time employees working twenty (20) or more hours a 

week, at least thirty (30) weeks a year shall be eligible for holiday pay, vacation leave, 

sick leave, longevity pay, bereavement leave, jury duty, or other authorized leave of 

absence.   

G. “Protected Class” shall include the following:  race, color, religious creed, national origin, 

sex, ancestry, sexual orientation, as defined by law, or on the basis of age, as defined by 

law, disability, gender identity or expression, as defined by law, genetic information, 

veteran’s status, military service or application for military service, or pregnancy.  

H. "Temporary or Seasonal employee" shall mean any employee in the Town service for 

which a specified tenure of service is stipulated at, or before, the time of hire and any 

employee holding a temporary appointment under a civil service law who does not have 

a permanent status.  Temporary and Seasonal employees are not entitled to benefits.  

I.  "Town" shall mean the Town of Westwood. 

J. “Town Administrator” shall mean the person appointed to the position created by 

Chapter 6 of the Town Charter, or that person’s designee.  



  

 

  

   

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.  It is 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:  

• Review the classification plan and the compensation plan;  

• 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;  

• 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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Town of Westwood 

Employment and Hiring 

Temporary/Seasonal Employment 

Policy #101 

   

1. PURPOSE AND SCOPE  

a. The purpose of this policy is to define procedures for the hiring of 

temporary/seasonal employees and to ensure that all departments are in 

compliance with federal laws, state statutes, and town by-laws with regard to 

hiring while maintaining consistency across Departments in terms of salary rates 

and benefits.  

2. APPLICABILITY   

a. This policy applies to all paid positions in the Town excluding those positions 

under the supervision and control of the School Committee.  

3. DEFINITIONS   

a. Temporary/Seasonal Employment - Appointment to a position contained in the 

current Classification/Compensation Schedule for a period not exceeding six (6) 

consecutive months.  

4. POLICY  

a. Department Heads may recommend temporary and seasonal employees to titles 

contained in the Classification/Compensation Schedule in accordance with the 

procedures outlined below to the Deputy Town Administrator and in their 

absence the Town Administrator. Temporary/seasonal employees are 

considered at-will employees, not entitled to benefits such as health insurance, 

paid holidays, accrued leave, or step raises, regardless of the number of hours 

worked per week.  

5. PROCEDURES   

a. Temporary/seasonal appointments must not exceed six (6) consecutive months.            

A specified term of service must be stipulated prior to appointment. 

b. Temporary/seasonal employees must be appointed to titles that are contained in 

the current Classification/Compensation Schedule.   

c. Compliance with Hiring Procedures   

i. Department Heads making temporary/seasonal appointments must 

follow the general hiring procedures outlined in the Employment and 

Hiring Policy # 102.   

ii. Recruitment expenses are subject to availability of appropriation and the 

advance approval of the Deputy Town Administrator. 
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Town of Westwood 

Employment and Hiring 

Hiring Policy 

Policy #102 

 

1. PURPOSE AND SCOPE  

a. The purpose of this policy is to establish a consistent hiring process for the 

recruitment and selection of candidates for positions in Town service.  

2. APPLICABILITY  

a. This policy applies to all paid and appointed positions in the Town excluding 

those positions under the supervision and control of the School Committee. 

Employees whose positions are governed by a collective bargaining agreement 

are subject only to those portions of this policy that are not specifically regulated 

by those laws or agreements.  

3. DEFINITIONS  

a. Hiring Manager. The individual responsible for the hiring process for a specific 

vacancy. This individual may be the direct supervisor of the position and not 

necessarily the Department Head or Deputy Town Administrator. 

4. POLICY  

a. The Town shall make every effort to attract qualified individuals.  Every person, 

regardless of protected class, applying for employment in the Town will receive 

fair and equitable treatment.  Candidates shall be recruited from a geographic 

area as wide as necessary to ensure that qualified individuals are attracted for 

various positions.  The recruitment, selection, and promotion of candidates and 

employees shall be based on job-related criteria as established in the position 

descriptions,  in accordance with proper personnel practices, and in accordance 

with the principles and practices of the Town’s Policy on Non-Discrimination, 

Affirmative Action, and Equal Opportunity Policy #201.   

b. The Town promotes a workplace free of nepotism in accordance with G.L. c. 

268A – The Massachusetts Conflicts of Interest Law. 

c. The Town's policy is to comply with the Americans With Disabilities Act, and the 

comparable state/federal laws in all phases of the hiring process, including 

making reasonable accommodations to enable applicants with disabilities to 

obtain access to Town facilities for the purposes of seeking employment and, if 

hired, to perform the essential functions of the position.  

d. The hiring procedures outlined below must be followed in order to appoint an 

internal or external candidate to a position in Town service. When hiring 

temporary/seasonal employees, please refer to the Temporary/Seasonal 

Employment Policy; Personnel Policy #101.  

e. Department Heads are required to act consistently with this policy and ensure 

this policy is implemented consistently within their department and are 

responsible for any part of the process they delegate to hiring managers under 
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their supervision. The hiring procedures outlined in Section 5 shall be followed in 

order to appoint an internal or external candidate to a vacant position in Town 

service. Hiring managers should refer to the applicable Standard Operating 

Procedures for further instruction and guidance during the hiring process.       

5. PROCEDURES  

a. Recruitment  

i. Internal Waiver Process – If a hiring manager or Department Head 

believes an internal candidate meets the minimum entrance 

requirements, or has been identified as part of a succession planning 

process, and has demonstrated the knowledge, skills and abilities 

necessary to perform the duties of the position, the waiver form may be 

completed and submitted justifying the qualifications of the candidate. 

The Deputy Town Administrator will review requests and upon 

consultation with the Town Administrator will have final approval for 

waivers of a full search and recruitment process in order to hire an 

identified internal candidate. The Waiver Process is only available for 

vacant Non-Represented positions.   

ii. Preparation of Job Posting - Human Resources will forward a draft 

posting to the hiring managers and/or Department Heads for review and 

comment. Hiring managers and/or Department Heads will have five (5) 

business days to respond with edits to Human Resources and, if not 

heard from, the posting will be considered reviewed and approved. The 

posting must be based on the official position description on file with the 

Human Resources Department. The Human Resources Department will 

have a final review and approval of the posting prior to advertising for 

public consumption.  

iii. Advertising – External job opportunities will be posted at a minimum on 

the Town website and web-based employment search engines as 

determined by the Human Resources Department. Additional locations 

are available upon request of the hiring manager. Jobs will be posted 

externally for at least ten (10) business days or more upon request of the 

hiring manager.  

b. Selection of Candidates  

i. Application Submissions - The Human Resources Department will receive 

all application submissions. Any application materials submitted directly 

to hiring managers or departments must be forwarded to Human 

Resources within the posting period to be considered part of the official 

applicant pool for consideration.  

ii. Selection Process - Hiring managers and/or Department Heads are 

responsible for the coordination of all parts of the selection process and 

the Human Resources Department may be available for assistance upon 

request. The process shall include:  
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1. screening resumes,   

2. selecting and notifying applicants for interviews,   

3. setting up the interview panel process,   

4. selecting final candidates,   

5. performing reference checks, and   

6. communicating with the preferred candidate.  

iii. Interview Process  

1. All candidates selected for interviews should meet the minimum 

entrance requirements as specified in the official job description.   

2. Interview questions must be fair, unbiased and job-specific.  

c. Employment Offer 

i. Starting Rates – Selected candidates for vacant positions in the 

Classification Plan shall be offered a starting rate of pay no higher than 

the top of the pay range for the position.  

ii. Communication of Employment Offer – The Human Resources 

Department will draft and send all offer letters to candidates. The 

starting date will be requested by the Department Head and approved by 

Human Resources and in no instance will occur sooner than two weeks 

from receipt of the accepted employment offer details provided by the 

Department Head.  

iii. Pre-employment Coordination - Human Resources is responsible for the 

pre-employment coordination of the new employee. Pre-employment 

coordination must be completed no later than one week prior to the new 

employee hire date.  

1. All persons selected for employment with the Town after receipt 

of a written employment offer and prior to the starting date of 

employment shall undergo a background/CORI check.  The Town’s 

CORI Policy #104.  

iv. Relocation and Recruitment Expenses – Subject to the availability of 

appropriation and approval of the Town Administrator/Designee, 

Department Heads may make such reasonable expenditures as they 

deem necessary for the relocation or recruitment of candidates selected 

for interview or appointment to the position with prior approval from the 

Town Administrator/designee.  

d. Failure to Report  

i. An applicant who accepts an offer of employment and fails to report to 

work within five (5) business days after the date set by the appointing 

authority shall be deemed to have declined the offer of employment, and 

the offer of employment shall be deemed to be withdrawn with no 

further action by the Town. 
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Town of Westwood 

Employment and Hiring 

Employment of Minors 

Policy #103 

   

1. PURPOSE AND SCOPE  

a. The purpose of this document is to outline the various rules, regulations, and 

laws that Department Heads and appointing authorities must follow when hiring 

minors under the age of eighteen (18) into Town service, in accordance with the 

Massachusetts General Laws, Chapter 149.   

2. APPLICABILITY   

a. This policy applies to all paid positions in the Town excluding those positions 

under the supervision and control of the School Committee.  

3. DEFINITIONS   

a. Minor.  An individual below the age when full civil and personal rights can be 

exercised (in this context, 18 years of age).   

4. POLICY   

a. The Town of Westwood will comply with the laws of the United States and the 

Commonwealth of Massachusetts in the area of child labor.  Department Heads 

should pay strict attention to the procedures and requirements listed below in 

order to ensure compliance with the law and the safety of children who may 

work for the Town.   

5. PROCEDURES   

a. Minors Sixteen (16) Years of Age and Older   

i. Minors sixteen (16) years of age and older may perform most types of 

work, except work involving hazardous occupations as established by the 

State and Federal Secretaries of Labor (See attachment A)   

ii. Minors sixteen (16) years of age and older may not work more than nine 

(9) hours per day, nor more than forty-eight (48) hours per week.   

iii. Minors sixteen (16) years of age and older may not work between 10:00 

p.m. and 6:00 a.m.  

iv. Minors sixteen (16) years of age and older must submit an educational 

certificate that they have obtained from their school or the 

Superintendent of Schools in the town where they live. 

v. The Town must keep posted in a conspicuous place, in the room where 

such minor is employed or reports to work, a printed notice or schedule 

stating the number of hours such minor is required or permitted to work 

on each day of the week, the total number of scheduled hours for the 

week, the hours commencing and stopping work, and the hours when the 

time allowed for meals begins and ends for every day of the week.   

b. Minors Fourteen (14) and Fifteen (15) Years Old   
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i. Minors fourteen (14) and fifteen (15) years old must have on file an 

"Employment Permit" from their school or the Superintendent of Schools 

in the Town where they live.   

ii. Minors fourteen (14) and fifteen (15) years old may not be employed 

during school hours (unless as part of a qualifying "work experience 

program").  

iii. Minors fourteen (14) and fifteen (15) years old may not be employed 

between 7:00 p.m. and 7:00 a.m. (except that from July 1 through Labor 

Day they may work until 9:00 p.m.).   

iv. Minors fourteen (14) and fifteen (15) years old may not be employed:  

1. more than three (3) hours per day on school days; 

2. more than eighteen (18) hours per week in school weeks;  

3. more than eight (8) hours on non-school days;  

4. more than forty (40) hours per week; or 

5. more than six (6) days in a week. 

v. In addition to the exclusions outlined in Attachment A, minors of 

fourteen (14) and fifteen (15) years are prohibited from working in the 

occupations listed in Attachment B.  

vi. The provisions of Section 5.a and b also apply to fourteen (14) and fifteen 

(15) year-old minors.    

 

ATTACHMENT A 

Prohibited Hazardous Occupations for Minors under age Eighteen (18) 

1.   manufacturing and storing explosives;  

2.   motor vehicle driving;  

3.   coal mining;  

4.   logging and saw-milling; 

5.   operating power-driven woodworking machines;  

6.   operating power-driven hoisting apparatus;  

7.   any work causing exposure to radioactive substances;  

8.   operating power-driven metal-forming, punching, and shearing machines;  

9.   mining, other than coal mining;  

10. slaughtering, or meat packing, processing, or rendering;  

11. operating power-driven bakery machines;  

12. manufacturing brick, tile, and similar products;  

13. operating power-driven paper product machines;  

14. operating power-driven circular saws, band saws, and guillotine shears;  

15. wrecking, demolition, and ship-breaking;  

16. roofing;  

17. excavating;  

18. working in railway operations;  
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19. working in foundries, or working in or about blast furnaces; 

20. buffing or polishing equipment;  

21. handling, serving, or selling alcoholic beverages; 

22. working as a firefighter or engineer on any boat or vessel;  

23. manufacturing white or yellow phosphorous matches; and 

24. working at any occupation over thirty feet above the ground, floor, or water level (including 

washing windows in a public or commercial building if the window sill is more than ten (10) feet 

above the ground or floor level, or the roof of an adjoining building).     

 

ATTACHMENT B 

Prohibited Occupation for Fourteen (14) and Fifteen (15) year-old minors 

1.   manufacturing of any kind;  

2.   mining of any kind;  

3.   processing, such as filleting fish, dressing poultry, or cracking nuts;   

4.   laundering as performed by commercial laundries, and dry cleaning;  

5.   working in workrooms or workplaces where goods are manufactured, mined or otherwise 

processed;  

6.   working for a public messenger service;  

7.   operating or tending hoisting apparatus or any power-driven machinery (other than office 

machines) or machines in retail, food service, and gasoline service establishment which are 

specified on the list of permitted occupations as machines which fourteen (14) and fifteen (15) 

year olds may operate in such establishments (Attachment C);  

8.   working in any occupations found and declared to be hazardous by official designation;  

9.   working in connection with:  

• the transportation of persons or property by rail, highway, air, water, pipeline or other 

means;  

• warehousing and storage;  

• communications and public utilities; or 

• construction (including repair); except office and sales work in connection with these 

four categories as long as such office and sales work is not performed at the site of the 

prohibited work;  

10. working in any of the following occupations even in retail, food service, or gasoline service 

establishments: working in or about boiler or engine rooms; maintaining or repairing the 

building, machines, or equipment; outside window washing that involves working from window 

sills; working on ladders, scaffolds, or their substitutes; cooking (except at soda fountains, lunch 

counters, snack bars, or cafeteria serving counters) and  baking; operating, setting up, 

adjusting, cleaning, oiling, or repairing power-driven food slicers and grinders, food choppers 

and cutters, and bakery-type mixers; working in freezers and meat coolers and all work in  

preparation of meats for sale (except wrapping, sealing, labeling, weighing, pricing and stocking 

when performed in other areas);  loading and unloading goods to and from trucks, railroad cars, 

or conveyers; and working  in warehouses except office and clerical work;  
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11. working in any billiard or pool room;  

12. working in the theatrical trades, unless approval is obtained from the State Commissioner of 

Labor and Industries;  

13. working at an occupation involving industrial homework; and  

14. working in any of the occupations prohibited for all minors under the age of eighteen (18), 

listed in Attachment A.          

 

ATTACHMENT C 

Permitted Occupations for Fourteen (14) and Fifteen (15) year-old Minors 

1.  office and clerical work, including operation of office machines;  

2.  cashiering, selling, and modeling art work, working in advertising departments, window 

training and comparative shopping;  

3.  price marking and tagging by hand or by machine, assembling orders, packing and shelving; 

4.  bagging and carrying out customers' orders; 

5.  errand and delivery work by foot, bicycle and public transport;  

6.  cleanup work, including the use of vacuum cleaners and non-commercial floor waxers, and 

maintenance of grounds, but not including the use of power-driven mowers or cutters;  

7.  kitchen work and other work involved in preparing and serving food and beverages, 

including the operation of machines and devices used in the performance of such work, such as 

dishwashers, toasters, dumbwaiters, popcorn poppers, and milkshake blenders;  

8.  work in connection with cars and trucks, if confined to the following:  dispensing gas and oil, 

courtesy services on the premises of the gasoline service station, hand car cleaning, washing 

and polishing, and other work permitted by this section, but not including work involving the 

use of pits, racks, or lifting apparatus, or involving the inflation of any tire mounted on a rim 

equipped with a removable retaining rim;  

9.  cleaning vegetables and fruits, wrapping, sealing, labeling, weighing, pricing, and stocking 

goods when performed in areas physically separate from areas where meat is prepared for sale, 

and outside of freezers and meat coolers.     
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Town of Westwood 

Employment and Hiring 

Criminal Offenders Record Information (CORI) 

Policy #104 

 

1. PURPOSE AND SCOPE   

a. The purpose of this policy is to set forth the manner in which the Town will 

conduct and act upon all Criminal Offender Record Information (CORI) checks 

submitted to and received from the Criminal History Systems Board (CHSB) as 

part of a general background check for employment, volunteer work or licensing 

purposes.   

2. APPLICABILITY   

a. This policy is applicable to the criminal history screening of prospective and 

current employees, subcontractors, volunteers and interns, professional 

licensing applicants, and applicants for the rental or leasing of housing. 

3. DEFINITIONS 

a. Reserved for future use. 

4. POLICY   

a. CORI checks will only be conducted as authorized by CHSB. All applicants will be 

notified that a CORI check will be conducted. If requested, the applicant will be 

provided with a copy of the CORI policy.  

b. An informed review of a criminal record requires adequate training.  Accordingly, 

all personnel authorized to review CORI in the decision-making process will be 

thoroughly familiar with the educational materials made available by CHSB.     

c. Unless otherwise provided by law, a criminal record will not automatically 

disqualify an applicant. Rather, determinations of suitability based on CORI 

checks will be made consistent with this policy and any applicable law or 

regulations.   

d. If a criminal record is received from CHSB, the authorized individual will closely 

compare the record provided by CHSB with the information on the CORI request 

form and any other identifying information provided by the applicant, to ensure 

the record relates to the applicant.  

e. If the Town is inclined to make an adverse decision based on the results of the 

CORI check, the applicant will be notified.  The applicant shall be provided with a 

copy of the criminal record, advised of the part(s) of the record that makes the 

individual unsuitable for the position or license, and given an opportunity to 

dispute the accuracy and relevance of the CORI record.    

f. Applicants challenging the accuracy of the policy shall be provided a copy of 

CHSB’s Information Concerning the Process in Correcting a Criminal Record.  If 

the CORI record provided does not exactly match the identification information 

provided by the applicant, the Town will make a determination based on a 



  

 

2 
Town of Westwood Policy #104 

Date of Origin: 8/18/2025 

Approved by the Select Board:  8/18/2025 

Next Review Date:  7/1/2026 

 

comparison of the CORI record and documents provided by the applicant.  Any 

additional review does not require that the Town delay its search in any way and 

will move forward as to what is in the best interest of the Town.   The Town may 

contact CHSB and request a detailed search consistent with CHSB policy.     

g. If the Town reasonably believes the record belongs to the applicant and is 

accurate, based on the information as provided, then the determination of 

suitability for the position or license will be made. Unless otherwise provided by 

law, factors considered in determining suitability may include, but not be limited 

to the following:  

i. Relevance of the crime to the position sought; 

ii. The nature of the work to be performed;  

iii. Time since the conviction;  

iv. Age of the candidate at the time of the offense; 

v. Seriousness and specific circumstances of the offense; 

vi. The number of offenses; 

vii. Whether the applicant has pending charges; 

viii. Any relevant evidence of rehabilitation or lack thereof; 

ix. Any other relevant information, including information submitted by the 

candidate or requested by the hiring authority.    

h. The Town will notify the applicant of its decision and the basis of its decision in a 

timely manner.     

i. All CORI obtained are confidential, and access to the information must be limited 

to those individuals who have a “need to know.”  This may include, but not be 

limited to, hiring managers, staff submitting the CORI requests, and staff charged 

with processing job applications.   
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Town of Westwood 

Employment and Hiring 

Probationary Period Policy 

Policy #105 

 

1. PURPOSE AND SCOPE  

a. The purpose of this policy is to establish a consistent probationary period for 

Town employees.   

2. APPLICABILITY  

a. This policy applies to all paid positions in the Town excluding seasonal 

employees and those positions under the supervision and control of the School 

Committee. Employees whose positions are governed by a collective bargaining 

agreement are subject only to those portions of this policy that are not 

specifically regulated by those laws or agreements.  

3. DEFINITIONS  

a. Reserved for future use.  

4. POLICY  

a. All newly appointed and promoted employees shall be subject to a probationary 

period to begin immediately upon the employee's starting date or promotion 

and to continue for a six (6) month period, except for Public Safety 

Telecommunicators, who shall be subject to a one (1) year probationary period.  

5. PROCEDURES  

a. The probationary period shall be utilized to help new and promoted employees 

achieve effective performance standards.  The probationary period shall be used 

by the Department Head to observe and evaluate the employee's conduct, 

performance, and work habits.   

b. The probationary period may be extended by the number of days the employee 

may be absent from work.   

c. Nothing herein shall be construed to prevent the termination of an employee 

prior to the conclusion of the probationary period.   

d. Upon expiration of the probationary period, the Department Head shall notify 

the Deputy Town Administrator in writing that: 

i. The employee's performance meets satisfactory standards and the 

individual will be retained in the position; or 

ii. The employee's performance, due to extenuating circumstances, requires 

additional observation, and that the probationary period will be extended 

an additional three (3) months, after which the employee's performance 

will be evaluated; or 

iii. The employee's conduct, performance, and/or work habits were 

unsatisfactory, stating the specific reasons, and that removal will occur.   

e. The employee may be removed by the Town Administrator after consultation 
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with the Deputy Town Administrator and the Department Head if it is revealed 

that the employee intentionally falsified information relating to the application 

for employment, was unable or unwilling to perform the required duties, or 

displayed conduct, work habits, or dependability which did not merit continuing 

the employee in the position.   

f. The employee shall be notified in writing of the reasons for the termination and 

the effective date of the action.  The employee may not appeal the removal. 
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Town of Westwood 

Employment and Hiring 

Pre-Employment Physical Policy 

Policy #106 

 

1. PURPOSE AND SCOPE  

a. The purpose of this policy is to ensure that pre-employment physicals are 

administered in a fair, efficient, and effective manner, for those positions as 

required.  

2. APPLICABILITY  

a. This policy applies to all paid positions in the Town excluding those positions 

under the supervision and control of the School Committee. Employees whose 

positions are governed by a collective bargaining agreement are subject only to 

those portions of this policy that are not specifically regulated by those laws or 

agreements.  

3. DEFINITIONS  

a. Reserved for future use.  

4. POLICY  

a. It is the policy of the Town of Westwood that employees with certain job 

classifications will undergo a physical examination conducted by a Town-

designated physician, after a conditional employment offer is made and prior to 

commencing employment in a benefit-eligible position.  The purpose of this 

examination is to determine a prospective employee's current fitness to perform 

the essential functions of the job that they have been offered, with or without 

reasonable accommodation. 

b. Job classifications include but are not limited to:  

i. Police Officers 

ii. Firefighters 

iii. Facilities employees 

iv. Public Works employees 

5. PROCEDURES  

a. The employee will receive information regarding their employment physical 

from the Human Resources Department.   
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Town of Westwood 

Affirmative Action/Equal Employment Opportunity  

Non-Discrimination, Affirmative Action, and Equal Employment Opportunity Policy 

Policy #201 

   

1. PURPOSE AND SCOPE  

a. The purpose of this document is to outline the Town's policy of non-

discrimination in all areas of employment for present and prospective employees 

and to ensure compliance with applicable federal laws, state laws, and Town by-

laws.  The duty to provide equal employment opportunity and to pursue 

affirmative action consistent with state and federal law. 

2. APPLICABILITY   

a. All persons employed by the Town of Westwood, including those firms, 

businesses, and individuals who are contracted to perform work for the Town or 

who serve in some voluntary capacity for the Town. 

3. DEFINITIONS 

a. Affirmative Action -- the commitment to the recognition, development, and 

utilization of the abilities of members of protected groups.  Affirmative action is 

a process used to achieve the purpose and spirit of anti-discrimination laws.   

b. Affirmative Action Officer – The individual responsible for the development and 

implementation of policies, procedures, guidelines, and regulations for the Town 

to ensure that the Town employment process operates in compliance with state 

and federal laws, and monitors hiring practices and appointments of all Town 

departments and agencies of Town Government for compliance with federal and 

state law as cited above.  The Town Administrator shall annually appoint an 

Affirmative Action Officer.  In the absence of such appointment, said position 

shall be filled by the Town Administrator. 

c. Equal Employment Opportunity -- a course of action that ensures that hiring and 

other employment decisions are made solely on an individual's merit and 

qualifications, without regard to race, color, national origin, sex, age, religious or 

political affiliation, physical disability, sexual preference, or veteran status.   

d. Americans with Disabilities Act -- the federal law enacted in 1990 to ensure 

nondiscrimination in employment against qualified individuals with disabilities.   

e. Discrimination -- unequal treatment or categorization of individuals on a basis 

other than individual merit such as race, religious creed, color, national origin, 

ancestry, sex, as defined by law, sexual orientation, as defined by law, disability, 

gender identity or expression, as defined by law, genetic information, veteran 

status, military service or application for military service, or pregnancy, and any 

other state or federal categories. 

f. Individual with a Disability -- an individual who has a physical or mental 

impairment that substantially limits one or more of their major life activities or 
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who has a record of such an impairment, or who is regarded as having such an 

impairment.  An individual who currently uses drugs illegally is not considered to 

be an individual with a disability.   

g. Major Life Activities -- activities that an average person can perform with little or 

no difficulty, such as walking, speaking, breathing, performing manual tasks, 

seeing, hearing, learning, caring for oneself, or working.   

h. Minority -- the term minority means a person with permanent residence in the 

United States and who is: 

i. Black. All persons having origins in any of the black racial groups of Africa.   

ii. Hispanic. A person of Mexican, Puerto Rican, Cuban, Dominican, Central 

or South American origin.   

iii. Native American/ Alaskan Native. All persons having origins in any of the 

original peoples of   North America, and who maintain cultural 

identification through tribal affiliation or community recognition.   

iv. Asian. A person having origins in any of the original peoples of the Far 

East, Southeast Asia, the Indian Sub-continent, or the Pacific Islands.  This 

area includes, for example, China, India, Japan, Korea, the Philippine 

Islands and Samoa.   

v. Cape Verdean A person having origins in the Cape Verde Islands.   

i. Protected Class -- legally identified groups that are specifically protected by 

statute against employment discrimination.   

j. Qualified Individual with a Disability -- an individual with a disability who meets 

the skill, experience, education, and other job-related requirements of a position 

held or desired, and who, with or without reasonable accommodation, can 

perform the essential functions of the particular job.   

k. Reasonable Accommodation -- a modification or adjustment to a job, 

employment practices, or work environment that makes it possible for an 

individual with a disability to enjoy an equal employment opportunity.   

l. Sexual Harassment -- unwelcome conduct of a sexual nature that is a term or 

condition of employment.   

m. Undue Hardship -- an action that is excessively costly, extensive, substantial, or 

disruptive, or that would fundamentally alter the nature or operation of the 

department.       

4. POLICY    

a. General 

i. The Town of Westwood recognizes the right of individuals to work and 

advance on the basis of merit, ability, and potential without regard to 

race, sex, color, disability, religion, national origin, sexual orientation, or 

age.  Non-discrimination and equal opportunity will be the policy of the 

Town of Westwood in all of its employment programs and activities.   

ii. Toward this end, the Town of Westwood commits itself to take 
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affirmative measures to ensure equal opportunity in the areas of hiring, 

promotion, demotion or transfer, recruitment, layoff or termination, rate 

of compensation, in-service or apprenticeship training programs, and all 

terms and conditions of employment.  The Town of Westwood is 

committed to fostering and encouraging a workplace comprised of 

individuals of diverse backgrounds, races, genders, abilities, religious 

beliefs, sexual orientations, and ages.   

iii. All Town employees are encouraged to take diligent, affirmative steps to 

ensure equal opportunity and respect for diversity, not only in the 

internal affairs of Town departments and agencies but also in their 

relations with the public, including those persons and organizations doing 

business with the Town.   The policy of the Town of Westwood is to: 

1. Recruit, hire, and promote in all job classifications without regard 

to race, sex, color, disability, religion, national origin, sexual 

orientation or age.  

2. Make decisions about employment so as to encourage the 

development of a diverse workforce.  

3. Ensure that employment and promotion decisions are made in 

accordance with the principles of equal employment opportunity, 

by imposing only valid, job-related requirements for employment 

and promotional opportunities.   

4. Ensure that all other personnel actions such as compensation, 

benefits, transfers, layoff, recall, training, tuition assistance, and 

social and recreational programs will be administered without 

regard to race, sex, color, disability, religion, national origin, 

sexual orientation or age.   

5. Prohibit any kind of harassment based on race, sex, color, 

disability, religion, national origin, sexual orientation or age.     

b. Pre-Employment Procedures 

i. In accordance with the Town's Hiring Policy, all prospective candidates 

will have the opportunity to self-identify as disabled or as a member of a 

protected group.   

ii. Self-identification Forms may be used by the hiring department in order 

to promote equal employment opportunity.  The hiring department will 

not keep a copy of the Self-identification Form.  

iii. Hiring managers shall be mindful of the goal of fostering diversity during 

the hiring process.  

c. Grievance Procedure  

i. The purpose of this procedure is to encourage local resolution of 

grievances concerning employment.  It is important to note that a 

grievant is not required to exhaust the Town's procedures prior to filing a 
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state or federal complaint or taking court action. 

ii. Anyone who feels that they have been discriminated against by the Town 

of Westwood on the basis of race, sex, color, disability, religion, national 

origin, sexual orientation or age in employment practices may file a 

grievance. 

iii. The grievance should be in writing and should contain information about 

the alleged discrimination such as name, address, phone number of 

grievant and location, date, and description of the problem.  Reasonable 

accommodation, such as personal interviews or a tape recording of the 

complaint will be made available for persons with disabilities who are 

unable to submit a written complaint.  

iv. The grievant should first attempt to resolve the grievance at the level of 

the Department Head.  The Department Head will notify the Deputy 

Town Administrator if such a grievance is submitted.   

v. If the grievance is not resolved to the satisfaction of the grievant, or if the 

Department Head lacks authority or jurisdiction to correct the problem, 

the grievance should be submitted by the grievant as soon as possible to:   

Deputy Town Administrator 

580 High Street 

Westwood, MA 02090 

781-320-1028 

vi. Within 15 calendar days after receipt of the grievance, the Deputy Town 

Administrator will meet with the grievant to discuss the grievance and 

possible resolutions.  Within fifteen (15) calendar days after the meeting, 

the Deputy Town Administrator will respond to the grievant in writing, or, 

where appropriate, in a format accessible to the grievant such as audio 

tape.  The response will explain the position of the Town of Westwood 

and may offer options for substantive resolution of the grievance.   

vii. If the response by the Deputy Town Administrator does not satisfactorily 

resolve the issue, the grievant or their designee may appeal the decision 

of the Deputy Town Administrator to the Town Administrator by filing a 

written appeal within fifteen (15) calendar days of receipt of the decision 

of the Deputy Town Administrator. 

viii. Within fifteen (15) calendar days of receipt of the appeal, the Town 

Administrator will meet with the grievant to discuss the grievance and 

possible resolutions.  Within fifteen (15) calendar days after the meeting 

with the Town Administrator, the Town Administrator will respond in 

writing, or, where appropriate, in a format accessible to the grievant, 

with a final resolution of the grievance.  

ix. All grievances received by the Deputy Town Administrator, appeals to the 

Town Administrator, and responses from same, will be kept by the Town 
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of Westwood for at least three (3) consecutive years. Such documents 

will remain strictly confidential.   

x. This grievance procedure is meant to be informal and cannot be legally 

binding on either party.  Any grievance or complaint involving existing or 

threatened civil or criminal litigation may not be addressed using this 

informal procedure.   

d. Retaliatory Actions. No retaliatory action will be taken against those persons 

who file complaints of sexual harassment or discrimination on the basis of race, 

sex, color, disability, religion, national origin, sexual orientation, or age, or 

against individuals who cooperate in such investigations.  

e. Sanctions. Violation of this policy will lead to appropriate disciplinary action up 

to and including termination from Town service.     

 

Attachment A 

Affirmative Action Officer 

 

Town Administrator 

580 High Street 

Westwood, MA 02090 

781-320-1009 

 

Deputy Town Administrator 

580 High Street 

Westwood, MA 02090 

781-320-1028 

 

Massachusetts Commission Against Discrimination (MCAD)  

One Ashburton Place  

Room 601  

Boston, MA 02108 

617-994-6000 

 

United States Equal Employment Opportunity Commission (EEOC) Boston Office  

25 Sudbury St 

Boston, MA 02222 

617-865-3670 
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Town of Westwood 

Affirmative Action/Equal Employment Opportunity  

Sexual Harassment Prevention Policy and Procedures1 

Policy #202 

   

1. PURPOSE AND SCOPE  

a. The purpose of this document is to outline the Town’s policy and procedures on 

sexual harassment and to ensure compliance with applicable federal laws, state 

statutes, and Town bylaws. 

2. APPLICABILITY  

a. All persons employed by the Town of Westwood, including those firms, 

businesses and individuals who are contracted to perform work for the Town or 

who serve in some voluntary capacity for the Town, but excludes those 

employees under the supervision and control of the School Committee.  

3. DEFINITIONS  

a. Sexual harassment is a form of behavior or conduct that adversely affects the 

employment relationship.  State and Federal laws prohibit such behavior or 

conduct.  It is against the policy of the Town for any individual to harass another 

individual sexually, that is, by making unwelcome sexual advances (including the 

use of technology), requests for sexual favors, or other uninvited verbal or 

physical conduct of a sexual nature when: 

i. submission to or rejection of such advances, requests, or conduct is made 

either explicitly or implicitly a term or condition of employment or a basis 

for employment decisions (also known as Quid Pro Quo sexual 

harassment); or  

ii. such advances, requests, or conduct have the purpose or effect of 

unreasonably interfering with an individual's work performance by 

creating an intimidating, hostile, humiliating, or sexually offensive work 

environment (also known as Hostile Work Environment sexual 

harassment).  

4. POLICY 

a. Introduction.   

i. The Town of Westwood depends upon a work environment of tolerance 

and respect for the achievement of its goals.  The Town is committed to 

providing a work environment that is free of all forms of abuse or 

harassment.  The Town recognizes the right of all individuals to be 

treated with respect and dignity.    

                                                 
1 Harassment on the basis of race, color, religious creed, national origin, gender, ancestry, sexual orientation, as 
defined by law, or on the basis of age, as defined by law, disability, gender identity or expression, as defined by law, 
genetic information, veteran status, military service or application for military service, or pregnancy is covered by 
the Town’s Protected Class Harassment Policy 
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ii. Sexual harassment of individuals occurring in the workplace or in other 

settings in which individuals of the Town may find themselves in 

connection with their employment is unlawful under Federal and State 

laws and will not be tolerated by the Town.  The Town also condemns 

and prohibits sexual or other unlawful harassment of any applicant, 

client, vendor, or visitor.   

iii. Because the Town takes allegations of sexual harassment or abuse 

seriously, the Town will respond promptly to complaints of sexual 

harassment or abuse, and where it is determined that inappropriate 

conduct has occurred, act promptly to address the conduct and impose 

such corrective action as is necessary, including disciplinary action or 

termination where appropriate.  

b. The Rule.  It is against the policy of the Town for any individual, to harass 

another individual sexually.  It is also against the policy of the Town for an 

individual to engage in any other form of unlawful harassment, or inappropriate 

or unprofessional conduct in the workplace.  

c. Examples of Conduct That May Constitute Sexual Harassment.  While it is not 

possible to list all of the circumstances that may constitute sexual harassment, 

the following are some examples of conduct that may constitute sexual 

harassment, depending upon the totality of the facts, including the severity of 

the conduct and its pervasiveness: 

i. verbal abuse, jokes, or language of a sexual nature; use of sexually 

degrading words;  

ii. conversation or gossip with sexual overtones;  

iii. obscene or suggestive gestures or sounds; 

iv. sexually-oriented teasing;  

v. verbal comments of a sexual nature about an individual’s appearance or 

sexual terms used to describe an individual;  

vi. inquiries into one’s sexual experiences or discussion of one’s sexual 

activities;  

vii. comments, jokes, or threats directed at a person because of his/her 

sexual preference;  

viii. unwelcome invitations (for lunch, dinner, drinks, dates, sexual relations);   

ix. demand for sexual favors whether or not accompanied by an implied or 

overt threat concerning an individual’s employment status or promises of 

preferential treatment;  

x. physical contact such as touching, hugging, kissing, stroking, fondling, 

patting, pinching, or brushing up against one’s body;  

xi. deliberate bumping, cornering, mauling, grabbing;  

xii. assaults of a sexual nature, molestations, or coerced sexual acts;  

xiii. posting or distributing sexually suggestive objects, pictures, cartoons, or 
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other materials;  

xiv. sexually-oriented letters or notes; 

xv. sending or posting offensive or discriminatory messages or materials 

through the use of electronic communications (e.g., internal and external 

electronic mail, voicemail, facsimile, and Internet sites, including social 

media sites) that contain overt sexual language, sexual implications, or 

innuendo, or comments that offensively address someone’s sexual 

orientation;  

xvi. sexually suggestive gestures, leering, or staring at parts of a person’s 

body; and  

xvii. condoning sexual harassment or abuse.  

xviii. Sexual harassment is not limited to prohibited behavior or conduct by a 

male employee toward a female employee.  Sexual harassment can occur 

in a variety of circumstances.  Here are some things to remember:  

1. Any individual may be the victim of sexual harassment, and any 

individual may be the harasser;  

2. The harasser does not have to be the victim’s supervisor;  

3. The victim does not have to be of the opposite sex from the 

harasser; and 

4. The victim does not have to be the person at whom the 

unwelcome sexual conduct is directed.  The victim may be 

someone who is affected by the harassing conduct, even when it 

is directed toward another person if the conduct creates an 

intimidating, hostile, or offensive working environment for the 

victim or unreasonably interferes with the victim’s work 

performance by creating a hostile, humiliating, or sexually 

offensive work environment. 

d. Individual Responsibilities.  Each individual of the Town is personally responsible 

for:  

i. ensuring that their conduct does not sexually harass any other individual 

with whom they come in contact on the job, such as a subordinate, co-

worker, customer, visitor, applicant, or outside vendor;  

ii. cooperating in any investigation of alleged sexual harassment by 

providing any information they possess concerning the matter being 

investigated;   

iii. actively participating in efforts to prevent and eliminate sexual 

harassment or abuse and to maintain a work environment free from such 

harassment or abuse; and  

iv. ensuring that an individual who files a good faith sexual harassment or 

abuse claim or cooperates in an investigation may do so without fear of 

retaliation or reprisal.    
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5. VIOLATION OF POLICY  

a. Any individual violating this policy will be subject to appropriate discipline, 

including possible termination of employment.    

6. PROCEDURES FOR COMPLAINTS  

a. Complaint.   

i. The Town has designated a Sexual Harassment Grievance Officer.  The 

current Sexual Harassment Grievance Officer is the Deputy Town 

Administrator, who can be reached at Town of Westwood, 580 High 

Street, Westwood, MA 02090, telephone number 781-320-1028.  If an 

individual would prefer, the individual may contact the Town 

Administrator, who has been designated as the current Alternate Sexual 

Harassment Grievance Officer and can be reached at Town of Westwood, 

580 High Street, Westwood, MA 02090, telephone number 781-320-

1009. 

ii. If any individual of the Town believes they have been subjected to sexual 

harassment or abuse, the individual should initiate a complaint by 

contacting the Sexual Harassment Grievance Officer or the Alternate 

Sexual Harassment Grievance Officer as soon as possible.  The individual 

should make the complaint promptly following any incident of alleged 

harassment.  The individual should be aware that the longer the period of 

time between the event giving rise to the complaint and the complaint 

being made, the more difficult it will be for the Sexual Harassment 

Grievance Officer or their designee to investigate what occurred.  The 

individual will be asked to write out his or her complaint to document the 

allegation. 

iii. If an employee prefers to discuss a possible sexual harassment issue with 

their supervisor, the employee may always do so, but employees do not 

have to go through the regular chain of supervision when reporting 

sexual harassment or abuse and may instead go directly to the Sexual 

Harassment Grievance Officer or the Alternate Sexual Harassment 

Grievance Officer.  

b. Investigation.  Upon receiving the complaint, the Sexual Harassment Grievance 

Officer or Alternate Sexual Harassment Grievance Officer, or their designee, will 

promptly undertake an investigation of the matter.  The investigation will include 

interviews with the employee making the complaint, witnesses, and the person 

accused of sexual harassment.  The investigation will be conducted in such a way 

to maintain confidentiality to the extent practicable under the circumstances.  

c. Decision.  When the investigation has been completed, the Town will, to the 

extent appropriate, inform the person who filed the complaint, as well as the 

person alleged to have committed the complained-of conduct, of the results of 

the investigation.  If the investigation reveals that sexual harassment or other 
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inappropriate conduct did occur, the Town will act promptly to address the 

offensive conduct up to and including termination. 

d. Retaliation.  Retaliation against an individual for making a good-faith complaint 

of sexual harassment or abuse, or against any individual for cooperating in an 

investigation of a sexual harassment or abuse complaint, is against the law.  The 

Town will not tolerate any such retaliatory conduct.  If any employee believes 

that  they have been subjected to retaliation for having brought a complaint of 

harassment or abuse, or for having participated in an investigation of a 

complaint of harassment or abuse, that employee is encouraged to report the 

situation as soon as possible to the Sexual Harassment Grievance Officer, the 

Alternate Sexual Harassment Grievance Officer, the employee’s supervisor, or 

Human Resources.  

7. STATE AND FEDERAL AGENCIES  

a. The Massachusetts Commission Against Discrimination (“MCAD”) is responsible 

for enforcing the state law prohibiting sexual harassment.  The MCAD can be 

reached at One Ashburton Place, Suite 600, Boston, MA 02108, (617) 994-6000.  

b. The U.S. Equal Employment Opportunity Commission (“EEOC”) is responsible for 

enforcing the Federal law prohibiting sexual harassment.  The EEOC can be 

reached 25 Sudbury Street, Boston, MA 02222, (617)-865-3670.   

c. A complaint to the MCAD must be filed within 300 days.  A complaint under the 

Federal law should be filed within 180 days, but under certain circumstances, a 

Federal complaint may be filed within 300 days.   

8.  WORKPLACE CONDUCT 

a.  It is important to note that while this policy sets forth the Town’s goal of 

promoting a workplace that is free of sexual harassment or abuse, the policy is 

not designed or intended to limit our authority to discipline or take remedial 

action for workplace conduct which we deem unacceptable, regardless of 

whether that conduct satisfies the definition of sexual harassment or abuse. 
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Town of Westwood 

Affirmative Action/Equal Employment Opportunity  

Americans With Disabilities Act Policy 

Policy #203 

   

1. PURPOSE AND SCOPE  

a. The purpose of this document is to outline the regulations contained in the U.S. 

Americans with Disabilities Act of 1990 as it relates to employment in the Town 

of Westwood.  

2. APPLICABILITY  

a. This Policy applies to all employees of the Town of Westwood excluding those 

employees under the supervision and control of the School Committee.  

3. DEFINITIONS  

a. Qualified Individuals with Disabilities. An individual with a disability who meets 

the skill, experience, education, and other job-related requirements of a position 

held or desired, and who, with or without reasonable accommodation, can 

perform the essential functions of a particular job.   

b. Individuals with Disabilities. An individual who has a physical or mental 

impairment that substantially limits one or more of their major life activities; or 

who has a record of such an impairment; or who is regarded as having such an 

impairment. An individual who currently uses drugs illegally is not considered to 

be an individual with a disability. However, someone who has Substance Use 

Disorder who is in recovery and no longer using drugs illegally is a person with a 

disability.   

c. Major Life Activities. Activities that an average person can perform with little or 

no difficulty, such as walking, speaking, breathing, performing manual tasks, 

seeing, hearing, learning, concentrating, caring for oneself, sleeping or working.   

d. Reasonable Accommodation. A modification, adjustment or change to a job, 

employment practice, or work environment that makes it possible for an 

individual with a disability to enjoy an equal employment opportunity. Activities 

of employment include but are not limited to applying, interviewing, and training 

for a job, promotion, or disability insurance.   

e. Undue Hardship. An action that is excessively costly, extensive, substantial, or 

disruptive, or that would fundamentally alter the nature or operations of the 

Town.  

4. POLICY 

a. The Town will not discriminate against people with disabilities in any 

employment practices or in terms, conditions or privileges of employment, 

including, but not limited to: application, testing, hiring, assignment, evaluation, 

disciplinary action, training, promotion, medical examination, layoff/recall, 

termination, compensation, leaves or benefits.   
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b. The Town will make reasonable accommodation to the known physical or mental 

limitations of a qualified applicant or employee with a disability unless such 

action would cause an undue hardship to the operations of the Town. The Town 

will consider other effective accommodations that do not cause an undue 

hardship. 

5. PROCEDURES  

a. The Town has and will continue to establish bona fide occupational qualifications 

for each position, including the education, skills, and work experience necessary 

for job performance, health, and safety.  Such standards are job-related and 

consistent with business necessity. 

b. Reasonable Accommodation Procedures  

i. To request an accommodation, contact: 

Deputy Town Administrator 

580 High Street 

Westwood, MA 02090 

781-320-1028 

ii. The Town will provide reasonable accommodation for the known physical 

or mental limitations of a qualified applicant or employee unless such 

accommodation will impose undue hardship on the Town. The Town will 

provide reasonable accommodation to ensure equal employment 

opportunity in the application process; to enable a qualified employee 

with a disability to perform the essential functions of the job; and to 

enable an employee with a disability to enjoy equal benefits and 

privileges of employment.   

iii. The Town need not provide reasonable accommodation for an individual 

who is otherwise not qualified for a position.   

iv. The duty to provide reasonable accommodation is on-going, and may 

arise any time including but not limited to when an employee’s medical 

condition changes and an employee’s job changes.   

v. It is the obligation of the individual with the disability to request the 

accommodation.   

vi. If the cost of providing the accommodation is determined to meet the 

criteria of undue hardship on the Town, the individual will be offered the 

opportunity to provide the accommodation or partial accommodation 

themselves. The Town will also consider other effective accommodations 

that would not cause an undue hardship to the Town. 

vii. Some examples of reasonable accommodation include, but are not 

limited to, the following:   

1. making facilities readily accessible and usable;  

2. restructuring a job by reallocating or distributing marginal job 

functions;  
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3. altering when or how an essential job function is performed;   

4. creating part-time or flexible schedules;  

5. obtaining or modifying equipment or devices;  

6. providing qualified readers or interpreters;  

7. permitting the use of accrued or unpaid leave for treatment; and   

8. providing reserved parking.    

viii. When attempting to identify what is a reasonable accommodation, 

appointing authorities and Department Heads should do the following:   

1. Examine the particular job involved, determining its purpose and 

its essential functions.  

2. Consult with the individual with the disability to find out their 

specific physical or mental abilities and limitations.  

3. In consultation with the individual, identify potential 

accommodations and assess how effective each would be.  

4. If the individual’s disability or the need for the accommodation is 

not obvious, the Human Resources Department can ask for 

medical documentation to establish the existence of a disability 

and need for an accommodation.  

5. The determination that any reasonable accommodation 

represents an undue hardship will be made by the Town 

Administrator or their designee after consultation with the 

Deputy Town Administrator and/or the Department Head.   

c. Non-Discrimination in the Hiring Process  

i. Job Advertisements and Notices 

1. Recruitment information should highlight the essential functions 

of the job.   

ii. Accessibility of Job Information 

1. Information about job openings should be accessible to people 

with different types of disability. The Town is not obligated to 

provide written information in alternative formats in advance, but 

should make such available upon request.   

iii. Recruitment  

1. Consistent with the purpose of the Americans with Disabilities Act 

(ADA), the Town will continue to extend its outreach to include 

sources of candidates with disabilities.   

iv. Pre-employment Inquiries  

1. The ADA prohibits any pre-employment inquiries about an 

applicant’s disability. This prohibition does not prevent an 

employer from obtaining necessary information regarding an 

applicant’s qualifications.  

2. Before making a job offer, the Town may ask questions about an 
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applicant’s ability to perform specific job functions and may make 

a job offer that is conditioned on satisfactory results of a post-

offer medical examination or inquiry. The Town may not make 

inquiries about specific disabilities.  

v. Health and Safety Considerations  

1. Even if the applicant is qualified to perform the job, the Town may 

deny employment, if on the rare occasion such employment 

would pose a direct threat to the health and safety of the 

individual or others and such threat cannot be eliminated through 

reasonable accommodation. Such determination must be made 

by the Town Administrator/designee after careful review of the 

circumstances.     

d. Non-Discrimination in Other Employment Practices  

i. Opportunity for Advancement   

1. The non-discrimination requirements that apply to initial selection 

also apply to all aspects of employment, including opportunities 

for advancement. As a result, current employees applying for 

promotions may not be discriminated against based upon 

disability.   

ii. Training   

1. Employees with disabilities will be provided equal opportunity to 

participate in training to improve job performance and will be 

provided opportunities for advancement. Training opportunities 

will not be denied because of the need to make a reasonable 

accommodation unless the accommodation would create an 

undue hardship for the Town. If the requested accommodation 

would cause an undue hardship, the Town will consider other 

effective accommodations that do not cause an undue hardship.  

iii. Evaluation, Discipline, Discharge   

1. The Town will hold employees with disabilities to the same 

standards of performance as other, similarly situated employees.  

iv. Compensation   

1. The Town will not reduce the pay of an employee with a disability 

because of the elimination of a marginal job function, or because 

it has provided a reasonable accommodation at its expense. 

However, an employee who is reassigned to a lower paying job 

may be paid the lower amount, consistent with Town policy.   

v. Health Insurance/Employee Benefits   

1. The Town will provide the same coverage to its employees 

regardless of disability.   

vi. Leaves    
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1. The Town will not refuse to grant leave to an employee with a 

disability if other employees are granted comparable types of 

leave.    

e. Drug and Alcohol Abuse  

1. Illegal Use of Drugs    

a. The Town will discipline, discharge, or deny employment 

to current users of illegal drugs, in accordance with 

existing policy.   

b. The Town will discipline, discharge, or deny employment 

to employees/individuals who abuse prescription drugs, in 

accordance with existing policy. 

c. The Town recognizes that someone with a Substance Use 

Disorder who is in recovery and no longer engaging in 

drugs illegally is protected from discrimination on the basis 

of disability. 

d. The Town recognizes that people with disabilities can take 

their legally prescribed medication used to treat their 

disability in the prescribed manner. 

2. Alcohol Dependence 

a. An employee who has an alcohol use disorder is 

considered to be a person with a disability under the terms 

of the ADA.  However, the Town may hold someone with 

Alcohol Use Disorder to the same job performance 

standards and conduct as other employees in similar jobs 

to the extent that they may no longer be qualified for the 

position.   

3. Substance Use Disorder and Recovery 

a. Persons who have a Substance Use Disorder, but who are 

no longer using drugs illegally and who are receiving 

treatment for drug addiction, or who have been 

rehabilitated successfully, are protected from 

discrimination by the ADA.   

f. Grievance  

i. The Town has developed an ADA employment grievance procedure.  The 

purpose of this procedure is to encourage local resolution of grievances 

concerning employment. It is important to note that grievants are not 

required to exhaust the Town’s procedures prior to filing a state or 

federal complaint or taking court action.   

ii. Anyone who feels that they have been discriminated against by the Town 

on the basis of disability in employment practices may file a grievance.  

iii. The grievance should be in writing and should contain information about 
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the alleged discrimination, including the name, address, email, and phone 

number of grievant and the location, date and description of the 

problem.  Reasonable accommodation, such as personal interviews or a 

tape recording of the complaint will be made available for persons with 

disabilities who are unable to submit a written complaint.   

iv. The grievant should first attempt to resolve the grievance at the level of 

the Department Head, who will notify the Deputy Town Administrator if 

such a grievance is submitted.   

v. If the grievance is not resolved to the satisfaction of the grievant, or if the 

Department Head lacks the authority or jurisdiction to correct the 

problem, the grievance should be submitted by the grievant and/or their 

designee as soon as possible to:   

Deputy Town Administrator 

Town Hall 

580 High Street  

Westwood, MA, 02090  

781-320-1028 

vi. Within 15 calendar days after receipt of the grievance, the Deputy Town 

Administrator will meet with the grievant to discuss the grievance and 

possible resolutions. Within fifteen (15) calendar days after the meeting, 

the Deputy Town Administrator will respond to the grievant in writing, or, 

where appropriate, in a format accessible to the grievant. The response 

will explain the position of the Town and may offer options for 

substantive resolution of the grievance. 

vii. If the response by the Deputy Town Administrator does not satisfactorily 

resolve the issue, the grievant or their designee may appeal the decision 

of the Deputy Town Administrator to the Town Administrator by filing a 

written appeal within fifteen (15) calendar days of receipt of the decision 

of the Deputy Town Administrator.  

viii. Within fifteen (15) calendar days of receipt of the appeal, the Town 

Administrator will meet with the grievant to discuss the grievance and 

possible resolutions. Within fifteen (15) calendar days after the meeting 

with the Town Administrator, the Town Administrator will respond in 

writing, or, where appropriate, in a format accessible to the grievant, 

with a final resolution of the grievance.   

ix. All grievances received by the Deputy Town Administrator, appeals to the 

Town Administrator, and responses from same, will be kept by the Town 

for at least three (3) consecutive years.  Such documents will remain 

strictly confidential.   

x. This grievance procedure is meant to be informal, and cannot be legally 

binding on either party. Any grievance or complaint involving existing or 
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threatened civil or criminal litigation may not be addressed using this 

informal procedure. 
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Town of Westwood 

Affirmative Action/Equal Employment Opportunity  

Pregnant Workers Fairness Act Policy 

Policy #204 

   

1. PURPOSE AND SCOPE  

a. The purpose of this document is to outline the Town's policy on the 

Massachusetts Pregnant Workers Fairness Act and to ensure compliance with all 

applicable state laws. 

2. APPLICABILITY  

a. All persons employed by the Town of Westwood, including those firms, 

businesses, and individuals who are contracted to perform work for the Town or 

who serve in some voluntary capacity for the Town, but excludes those 

employees under the supervision and control of the School Committee.  

3. DEFINITIONS  

a. Reserved for future use.  

4. POLICY 

a. The Town of Westwood is committed to complying with all applicable provisions 

of the Massachusetts Pregnant Workers Fairness Act which went into effect on 

April 1, 2018.  It is the Town’s policy not to discriminate against any employee 

based on pregnancy or a condition related to pregnancy including, but not 

limited to, lactation or the need to express breast milk for a nursing child.  

Consistent with this policy of nondiscrimination, the Town will provide 

reasonable accommodation for an employee’s pregnancy or any condition 

related to the employee’s pregnancy, unless such an accommodation would 

impose an undue hardship on the Town. 

b. To request an accommodation for pregnancy or a pregnancy-related condition, 

please contact the Deputy Town Administrator.  Upon this request, the Town will 

engage in an interactive process to work with the employee to determine a 

reasonable accommodation that will enable the employee to perform the 

essential functions of their job.  The Town will accommodate pregnancy and 

pregnancy-related conditions unless doing so would impose an undue hardship 

to the Town. 

c. The Town cannot require an employee affected by pregnancy or a pregnancy-

related condition to accept an accommodation if that accommodation is 

unnecessary to enable the employee to perform the essential functions of the 

job.  The Town cannot require an employee to take a leave if another reasonable 

accommodation may be provided for the known conditions related to the 

employee’s pregnancy, without undue hardship to the Town. 

d. The Town may require that medical documentation about the need for a 

reasonable accommodation be provided.  However, the Town will not require 
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medical documentation about the need for an accommodation for pregnancy or 

pregnancy-related conditions if the accommodation requested is for:  

i. more frequent restroom, food, or water breaks;  

ii. seating; (iii) limits on lifting no more than 20 pounds; and 

iii.  private, non-bathroom space for expressing breast milk. 
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Town of Westwood 

Affirmative Action/Equal Employment Opportunity  

Anti-Harassment Policy1 

Policy #205 

   

1. PURPOSE AND SCOPE  

a. The purpose of this document is to outline the Town’s policy and procedures on 

protected class harassment, and to ensure compliance with applicable federal 

laws, state laws, and Town by-laws.  

2. APPLICABILITY  

a. All persons employed by the Town of Westwood, including those firms, 

businesses, and individuals who are contracted to perform work for the Town or 

who serve in some voluntary capacity for the Town. But excludes those 

employees under the supervision and control of the School Committee.  

3. DEFINITIONS  

a. Harassment. Harassment on the basis of a Protected Class (hereafter referred to 

as “harassment”) is a form of behavior or conduct that adversely affects the 

employment relationship.  It is against the policy of the Town for any individual 

to harass another individual on the basis of a Protected Class when: 

i. submission to or rejection of such advances, requests, or conduct is made 

either explicitly or implicitly a term or condition of employment or a basis 

for employment decisions; or  

ii. such conduct has the purpose or effect of unreasonably interfering with 

an individual's work performance by creating a hostile, intimidating, 

humiliating, or offensive work environment. 

b. Protected Classes.  Protected classes include the following:  race, color, religious 

creed, national origin, sex, ancestry, sexual orientation, as defined by law, or on 

the basis of age, as defined by law, disability, gender identity or expression, as 

defined by law, genetic information, veteran’s status, military service or 

application for military service, or pregnancy (collectively, “Protected Classes”).   

4. POLICY 

a. The Town of Westwood depends upon a work environment of tolerance and 

respect for the achievement of its goals.  The Town is committed to maintaining 

a positive and congenial work environment free from harassment.  The Town 

recognizes the right of all individuals to be treated with respect and dignity.  

b. Harassment of individuals occurring in the workplace or in other settings in 

which individuals of the Town may find themselves in connection with their 

employment is unlawful under Federal and State laws and will not be tolerated 

by the Town.  The Town also condemns and prohibits harassment of any 

                                                 
1 Sexual harassment is covered by a separate policy, which has been issued to all employees. 
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applicant, client, vendor, or visitor. 

c. Because the Town takes allegations of harassment seriously, we will respond 

promptly to complaints of harassment, and, where it is determined that 

inappropriate conduct has occurred, we will act promptly to address the conduct 

and impose such corrective action as is necessary, including disciplinary action 

where appropriate.  

d. Any individual of the Town is encouraged to see their immediate supervisor with 

suggestions, questions, or problems relating to their job or work environment, or 

the individual can contact the Human Resources Department.  While the Town 

cannot promise that every problem will be resolved to the individual’s 

satisfaction, the Town values each individual’s input, and the individual should 

feel free to raise issues of concern to be investigated.  

e. Equal Employment Opportunity.   

i. The Town is an equal employment opportunity employer and does not 

discriminate in hiring or employment on the basis of any Protected Class, 

as defined above.  If an individual believes they require an 

accommodation in order to perform the essential functions of their job 

due to disability, please notify the Human Resources Department. 

f. It is against the policy of the Town for any individual to harass another individual 

on the basis of a Protected Class.  It is also against the policy of the Town for an 

individual to engage in any other form of unlawful harassment, inappropriate or 

unprofessional conduct in the workplace. 

g. Examples of Conduct that may Constitute Harassment.  

i. While it is not possible to list all of the circumstances that may constitute 

unlawful harassment, depending upon the totality of the circumstances, 

including the severity of the conduct and its pervasiveness, the following 

is a list of situations that could constitute unlawful harassment: 

1. verbal abuse, comments, jokes, teasing, threats or the use of 

words that degrade a person because of their Protected Class; 

2. obscene or suggestive gestures or sounds intended to relate to a 

person’s Protected Class; 

3. posting or distributing letters, notes, objects, pictures, cartoons or 

other materials that degrade a person because of their Protected 

Class; 

4. sending or posting offensive or discriminatory messages or 

materials related to an individual’s Protected Class through the 

use of electronic communications (e.g., internal and external 

electronic mail, voicemail, facsimile, and Internet sites, including 

social media sites); and  

5. condoning harassment on the basis of a person’s Protected Class.  

ii. Harassment can occur in a variety of circumstances.  Here are some 
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things to remember:  

1. The harasser does not have to be the victim’s supervisor; and  

2. The victim does not have to be the person at whom the 

unwelcome harassment is directed.  The victim may be someone 

who is affected by the harassing conduct, even when it is directed 

toward another person if the conduct creates an intimidating, 

hostile, or offensive working environment for the victim or 

unreasonably interferes with the victim’s work performance by 

creating a hostile, humiliating, or offensive work environment.  

h. Each individual of the Town is personally responsible for:  

i. ensuring that their conduct does not harass any other individual with 

whom they come in contact on the job, such as a subordinate, co-worker, 

client, visitor, applicant, or outside vendor;  

ii. cooperating in any investigation of alleged harassment by providing any 

information they possess concerning the matter being investigated;  

iii. actively participating in efforts to prevent and eliminate harassment and 

to maintain a work environment free from such harassment; and  

iv. ensuring that an employee who files a good-faith harassment claim or 

cooperates in an investigation may do so without fear of retaliation or 

reprisal.  

i. Any individual violating this policy will be subject to appropriate discipline, 

including possible termination of employment. 

5. PROCEDURES  

a. Complaint.   

i. The Town has designated a Protected Class Harassment Grievance 

Officer.  The current Protected Class Harassment Grievance Officer is the 

Deputy Town Administrator, who can be reached at Town of Westwood, 

580 High Street, Westwood, MA 02090.  The telephone number is 781-

320-1028.  If an individual would prefer, the individual may contact the 

Town Administrator, who has been designated as the current Alternate 

Protected Class Harassment Grievance Officer and can be reached at 

Town of Westwood, 580 High Street, Westwood, MA 02090, telephone 

number (781) 320-1009.  

ii. If any individual believes they have been subject to harassment on the 

basis of their Protected Class, the individual should initiate a complaint by 

contacting the Harassment Grievance Officer or the Alternate 

Harassment Grievance Officer as soon as possible.  The individual should 

make the complaint promptly following any incident of alleged 

harassment.  The individual should be aware that the longer the period of 

time between the event giving rise to the complaint and the complaint 

being made, the more difficult it will be for the Harassment Grievance 
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Officer or their designee to investigate what occurred.  The individual will 

be asked to write out their complaint to document the allegation.  

iii. If an employee prefers to discuss a possible harassment problem with 

their supervisor, or the Human Resources Department, the employee 

may always do so, but employees do not have to go through the regular 

chain of supervision when reporting harassment and may instead go 

directly to the Harassment Grievance Officer or the Alternate Harassment 

Grievance Officer.  

iv. A supervisor or Department Head who receives a complaint must 

immediately notify the Deputy Town Administrator, who will determine if 

an investigation is warranted and, if so, will conduct a prompt 

investigation or designate one or more fact finders to do so. 

b. Investigation.   

i. Upon receiving the complaint, the Harassment Grievance Officer or the 

Alternate Harassment Grievance Officer, or their designee, will promptly 

undertake an investigation of the matter.  The investigation will include 

interviews with the employee making the complaint, with witnesses, and 

with the person accused of harassment.  The investigation will be 

conducted in such a way as to maintain confidentiality to the extent 

practicable under the circumstances.    

c. Decision.   

i. When the investigation is completed, the Town will, to the extent 

appropriate, inform the person who filed the complaint, as well as the 

person alleged to have committed the complained-of conduct, of the 

results of the investigation.  If the investigation reveals that there was a 

violation of this policy or that other inappropriate conduct did occur, the 

Town will act promptly to eliminate the offensive conduct.  

d. Retaliation.   

i. Retaliation against an individual for making a good-faith complaint of 

harassment, or against any individual for cooperating in an investigation 

of a harassment complaint, is against the law.  The Town will not tolerate 

any such retaliatory conduct.  If any employee believes that they have 

been subjected to retaliation for having brought a complaint of 

harassment, or for having participated in an investigation of a complaint 

of harassment, that employee is encouraged to report the situation as 

soon as possible to the Harassment Grievance Officer or the Alternate 

Harassment Grievance Officer, or to the employee’s supervisor, or to 

Human Resources.  

e. State and Federal Agencies  

i. The Massachusetts Commission Against Discrimination (“MCAD”) is 

responsible for enforcing the state law prohibiting sexual harassment.  
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The MCAD can be reached at One Ashburton Place, Suite 600, Boston, 

MA 02108, (617) 994-6000.  

ii. The U.S. Equal Employment Opportunity Commission (“EEOC”) is 

responsible for enforcing the Federal law prohibiting sexual harassment.  

The EEOC can be reached 25 Sudbury Street, Boston, MA 02222, (617)-

865-3670.   

iii. A complaint to the MCAD must be filed within 300 days.  A complaint 

under the Federal law should be filed within 180 days, but under certain 

circumstances, a Federal complaint may be filed within 300 days. 

f. It is important to note that while this policy sets forth the Town’s goal of 

promoting a workplace that is free of harassment, the policy is not designed or 

intended to limit the Town’s authority to discipline or take remedial action for 

workplace conduct which we deem unacceptable, regardless of whether that 

conduct satisfies the definition of unlawful harassment. 
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Town of Westwood 

Affirmative Action/Equal Employment Opportunity  

Whistleblower Policy 

Policy #206 

 

1. PURPOSE AND SCOPE 

a. The purpose of this document is to outline the Town's policy on the 

Massachusetts Whistleblower Protection Act, 1992, Massachusetts General 

Laws, Chapter 149, Section 185 (the “Act”) 

2. APPLICABILITY 

a. This Policy applies to all employees of the Town of Westwood excluding those 

employees under the supervision and control of the School Committee.  

3. DEFINITIONS 

a. Reserved for future use.  

4. POLICY 

a. It is the policy of the Town: 

i. to encourage the reporting by its employees of improper governmental 

action taken by Town officers or employees; and 

ii. to protect Town employees who have reported improper government 

actions in accordance with this policy. 

b. The Town encourages the reporting of improper governmental action taken by 

any Town officers or employees, and the reporting of retaliatory actions for such 

reporting.  The Town encourages initial reporting to the Town to allow for 

expeditious resolution of all such matters and to minimize any adverse impacts 

of the improper action.  This policy states the Town’s procedures for reporting 

improper governmental action and for protecting employees against retaliatory 

actions.  

c. Town employees who obtain knowledge of facts demonstrating improper 

governmental actions should raise the issue first with their supervisor, 

Department Head, the Town Administrator/designee, or the appropriate 

governmental agency responsible for investigating such improper action.  If 

requested by the Department Head or the Town Administrator/designee, the 

employee shall submit a written report to the Town stating in detail the basis for 

the employee’s belief that an improper governmental action has occurred. 

d. In the case of an emergency, the employee may report the improper 

governmental action directly to a person or entity who is not the person’s 

Department Head, the Town Administrator/designee, or other governmental 

agency.  In all other cases, the employee must first follow the reporting 

procedure outlined above. 

e. An employee is not required to comply with the above procedure if they:  

i. are reasonably certain that the activity, policy, or practice is known to 
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one or more supervisors and/or Department Heads of the employer and 

the situation is emergency in nature;  

ii. reasonably fears harm as a result of the disclosure provided; or 

iii. makes the disclosure to a public body for the purpose of providing 

evidence of what the employee reasonably believes to be a crime. 

f. Town employees who fail to make a good-faith attempt to follow this policy in 

reporting improper governmental action shall not receive the protections 

provided under this policy or the Act.  Employees who make false reports may be 

subject to the disciplinary procedures in the Town personnel polices up to and 

including termination. 

g. The Department Head or the Town Administrator/designee, as the case may be, 

shall take prompt action to assist the town in properly investigating the report of 

improper governmental action. Town officers, administrators, supervisors, and 

employees involved in the investigation shall keep the identity of reporting 

employees confidential to the extent possible under the law, unless the 

employee authorizes the disclosure of their identity in writing.  After an 

investigation has been completed, the employee reporting the improper 

governmental action shall be advised of the summary of the results of the 

investigation, except personnel actions taken as a result of the investigation may 

be kept confidential. 

h. Town officials, administrators, Department Heads, supervisors, and employees 

are prohibited from taking retaliatory action against the Town employee because 

they have in good faith reported an improper governmental action in accordance 

with this policy. 

i. Employees who believe that they have been retaliated against for reporting an 

improper governmental action should advise their Department Head or the 

Town Administrator/designee. Town officials, administrators, Department Heads 

and supervisors shall take appropriate action to investigate and address 

complaints of retaliation.  If the Department Head or the Town 

Administrator/designee, as the case may be, does not satisfactorily resolve an 

employee’s complaint that they have been retaliated against in violation of this 

policy, the employee, in accordance with the Act, may, within two years, 

institute a civil action in the superior court.  Any party to said action shall be 

entitled to claim a jury trial.  All remedies available in common law tort actions 

shall be made available to prevailing plaintiffs.  These remedies are in addition to 

any legal or equitable relief provided herein. 

j. The Town Administrator/designee is responsible for implementing the Town’s 

policies and procedures: 

i. for reporting improper governmental actions, and 

ii. for protecting employees against retaliatory actions.  This includes 

ensuring that this policy is permanently posted where all employees will 
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have reasonable access to it and that this policy is made available to any 

employee upon request.   

k. Violations of this policy may result in appropriate disciplinary action, up to and 

including termination. 
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Town of Westwood 

Leave Administration  

Civic Duty Policy  

Policy #301 

   

1. PURPOSE AND SCOPE  

a. The purpose of this document is to define and establish procedures for 

employees to fulfill their civic duty serving on juries or appearing as witnesses in 

court proceedings. 

2. APPLICABILITY   

a. This policy applies to all paid positions in the Town excluding those positions 

under the supervision and control of the School Committee. Employees whose 

positions are governed by a collective bargaining agreement are subject only to 

those portions of this policy that are not specifically regulated by those laws or 

agreements.  

3. DEFINITIONS   

a. Jury Fees. Those fees, exclusive of reimbursement for expenses, paid by the 

court for Jury service.   

b. Subpoena. A formal, legal notice to appear in a court or a request for specific 

information. 

4. POLICY  

a. Employees are entitled to leave with pay when called to perform their civic duty, 

such as for jury service or when subpoenaed as a witness on behalf of any city, 

town, county, the commonwealth, or the federal government.  Employees are 

not entitled to receive payment from both the Court and the Town unless they 

are utilizing their own accumulated leave time.   

5. PROCEDURES   

a. The Department Head may require that the employee provide an official notice 

of jury duty or witness appearance prior to approving the civic duty leave.  

b. An employee who receives fees for jury service, exclusive of reimbursement for 

travel, meals and incidentals, may:   

i. retain the jury fees, in lieu of regular straight-time pay for the day, if such 

fees exceed their regular rate of pay; or 

ii. remit the fees to the Town’s Finance Department, if the fees are less than 

their regular rate of pay.  

iii. An employee on civic duty leave status must remit witness and other fees 

(excluding those for reimbursement for travel, meals, and incidentals) to 

the Town for service performed during regular working hours.  Any fees 

for service paid during an employee's vacation, sick, or on a holiday may 

be retained by the employee if that day is properly charged to vacation 

time or falls on a recognized holiday. 
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iv. Civic duty leave will not be paid to an employee who is a defendant, is 

called as a witness for the defense, or who is involved in personal 

litigation.  An employee who is subpoenaed to appear, by a party other 

than the government of a city, town, state or federal government, must 

use their accumulated leave time or request a leave of absence.  

Department Heads should allow the employee to use such time in 

compliance with a subpoena unless the result would be extreme hardship 

on the Town.    

v. An employee who is required to appear in a court of law for an 

employment related matter will be paid for such time at regular straight 

time or overtime pay, whichever is appropriate.  For example, a Police 

Officer who is required to appear in a court of law as a result of their 

employment is considered to be working and not performing their civic 

duty.  Therefore, such time is considered work and not civic duty leave. 

vi. An employee who is discharged from jury or other court duty must report 

to their work location if, by the time they arrive back at the work 

location, more than half of the employee's regularly scheduled workday 

remains available for work.   

vii. At the discretion of the Department Head, employees who are scheduled 

to work the night before or after the period of civic duty service will be 

released from work for those shifts. 

viii. Part-time employees working fewer than 20 hours per week, and 

temporary and seasonal employees will be entitled to paid civic duty 

leave for a maximum of three days per event. 

ix. Absence due to authorized civic duty leave shall not affect an employee's 

eligibility for longevity, satisfactory performance step increases or benefit 

eligibility. 
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Town of Westwood 

Leave Administration  

Military Leave Policy  

Policy #302 

   

1. PURPOSE AND SCOPE  

a. The purpose of this policy is to ensure that the rights of employees who are 

reservists, National Guard Members, or who leave Town service to enter the 

United States Armed Forces are balanced with the need of the Town to maintain 

essential services in an efficient manner. 

2. APPLICABILITY   

a. This policy applies to all paid positions in the Town excluding those positions 

under the supervision and control of the School Committee. Employees whose 

positions are governed by a collective bargaining agreement are subject only to 

those portions of this policy that are not specifically regulated by those laws or 

agreements.  

3. DEFINITIONS   

a. Active Duty. That period during which an employee is officially called up for 

military service and is subsequently unable to report to work.  

b. Initial Active-Duty Training. That training period completed by a reservist or 

National Guard member when they first join the service, which is not otherwise 

defined by law as falling within the scope of the definition of Active Duty, above.  

c. Inactive Duty Training. That training period performed by a reservist or National 

Guard member on an ongoing basis such as weekend drills, which is not 

otherwise defined by law as falling within the scope of the definition of Active 

Duty, above.  

d. National Guard. As defined by law, which generally includes an organized unit of 

the ready reserve of a State or Commonwealth jointly maintained by the federal 

or state government subject to the call of either.  

e. Reserve Forces. An organized unit of the ready reserve of the Armed Forces of 

the United States of America: The Coast Guard, the Navy, the Marine Corps, the 

Army, the Air Force, or Space Force. 

4. POLICY  

a. Federal and state laws require that veterans and reservists be granted certain 

employment rights. The Town will comply with all applicable laws and 

regulations governing initial active duty for training, inactive duty training (such 

as weekend drills), and temporary and long-term active duty.    

b. This policy is intended to be consistent with any and all applicable federal and 

state laws. If any part of this policy is inconsistent with the law, that part of the 

policy shall be considered invalid, and the remaining provisions of the policy shall 

be construed so as to be consistent with the law. 
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5. PROCEDURES   

a. General Procedures  

i. Full-time and regular part-time employees who are members of a state or 

federal military reserve unit or National Guard shall be entitled to a leave 

of absence from a permanent position for active duty for training or 

inactive duty training (drills).    

ii. Employees who resign from Town service for the purpose of entering 

Active Duty in the Armed forces of the United States shall be entitled to 

certain re-employment rights with the Town, in accordance with federal 

law. 

iii. All requests for military leave should be reported to the Deputy Town 

Administrator within 48 hours or as soon as is administratively 

practicable.  

b. Inactive Duty for Training/Drills  

i. Employees who are reservists or members of the National Guard may not 

be denied retention in, or any other advantage of, employment due to 

military obligations.  

ii. An employee who is required to report for inactive duty training must 

inform their Department Head in the form of a written request for 

military leave. The reservist or National Guard member need not have 

written orders at the time of the request but must provide the Human 

Resources Department with copies of the appropriate military 

orders/documents.  

iii. Reservists and National Guard members may not be forced to utilize their 

personal, vacation, or other accumulated leave time for military training 

unless they so choose. The Town will pay up to one (1) week's regular 

salary per calendar year for inactive duty or active duty for training 

periods.   

iv. Earned benefits (such as sick leave, vacation, step raises) may be pro-

rated for time off the payroll in accordance with this policy.   

c.  Active Duty for Training and Active Duty  

i. Initial active-duty training (IADT), (which occurs when an employee first 

signs up to be a member of the reserves or National Guard), is treated in 

the same manner as regular active duty for the purposes of re-

employment rights, except that after IADT the employee must apply for 

re-employment within 31 days, if they resigned rather than take a leave 

of absence for the initial active-duty training. 

ii. Reservists and National Guard Members are sometimes called to perform 

regular active duty, voluntarily or involuntarily (e.g. on a short-term, 

temporary basis during a blizzard, or on a long-term mission in the event 

that the President of the United States "calls up" the reserves).   
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iii. Except for emergency situations, employees called for active duty must 

request a military leave of absence, in writing, for the period of the leave, 

or may choose to resign.  Employees who request a military leave of 

absence will be required to submit military documentation as proof of 

active-duty service as soon as is practicable.  

iv. The Department Head should notify the Human Resources Department 

when approving the military leave or in the event of the resignation of a 

reservist/National Guard member under orders.  

d. Reinstatement and Retention  

i. An employee returning from military service is entitled to be re-hired 

within a reasonable period of time after applying to the Town. 

ii. An employee returning from military service is entitled to the position 

that would have been attained but for the absence in military service.  

The exact job depends on collective bargaining agreements, personnel 

policies, changes in the nature of the work environment (e.g. layoffs), etc.  

iii. An employee returning to service is entitled to be retained on the job for 

at least one calendar year unless discharged for cause or for layoff in 

accordance with a bargaining agreement or civil service procedure.  A 

reservist returning from initial active duty for training is entitled to be 

retained on the job for six (6) months.  

iv. The returning employee is entitled to the pay level that would have been 

attained if it had not been for military service.  This includes cost of living 

adjustments and length of service increases (e.g. longevity), but not merit 

increases based on satisfactory performance, such as step raises. The 

employee is entitled to full credit for any job seniority lost as a result of 

military service.  The length of service therefore includes employment 

prior to military service; a reasonable time between leaving the job to 

enter military service and the date of entry into military service; the 

entire period of the military service; and the period between release 

from service and return to work.  In some cases, the application of the 

seniority entitlement may be deferred until the employee has been re-

employed for a period of time, in accordance with bargaining agreements 

and Civil Service Law.  

v. The returning employee is entitled to retirement credit as if their 

employment had continued without interruption pursuant to the Norfolk 

County Retirement System rule and procedures.  

vi. Reservists or National Guard members on Inactive Duty Training must 

report back to work for the next regularly scheduled work day after 

training ends.  

vii. It is unlawful to discriminate against a reservist or National Guard 

member as a result of their military obligations (e.g. lack of consideration 
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for promotion, or discharge without just cause).  

e. Re-employment Rights  

i. Employees are entitled to re-employment for active duty service of not 

more than four years (five if extended at the request of the United States 

Government).  Any service on Initial Active Duty for Training will not be 

included for the purposes of calculating the number of years of active 

service.    

ii. The returning veteran or reservist must still be qualified to perform the 

duties of the position.  An employee who is disabled during military 

service and who cannot perform the duties of the otherwise appropriate 

job may be entitled to the nearest comparable job they are qualified to 

perform.  

iii. The veteran or reservist must apply for re-employment within ninety (90) 

days after separation from military service or from hospitalization 

continuing after separation for not more than one year. 

f. Leave and Benefit Procedures    

i. Time spent on unpaid military leave of absence will affect the employee's 

length of continuous service for step increases and eligibility for leave 

and benefit accrual.  

ii. Sick Leave Accrual. Employees who are on unpaid military leave of 

absence for more than five (5) days in a calendar month shall not accrue 

non-occupational sick leave for that month. 

iii. Health/Life Insurance   

1. Employees granted an unpaid military leave of absence for less 

than a complete calendar month may retain their health 

insurance at the current contribution rate.  Employees who do not 

receive a paycheck for a particular week must pay the appropriate 

premium directly to the Town during the week that the deduction 

would have been made, had the employee been on the payroll.  

2. Employees granted an unpaid military leave of absence for a 

complete calendar month must pay the full cost (100%) of the 

premium directly to the Town, one month in advance of coverage, 

in accordance with M.G.L. Chapter 32(B).  

iv. Longevity. Unpaid military leave of absence shall not affect an 

employee's continuous service for the purposes of longevity. 

v. Vacation. An employee who is granted unpaid military leave of absence 

five (5) days or more in a calendar month shall have their vacation accrual 

pro-rated in accordance with the Town's vacation policy.          
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Town of Westwood 

Leave Administration  

Non-Occupational Sick Leave Policy  

Policy #303 

   

1. PURPOSE AND SCOPE  

a. The purpose of this document is to set forth the Town's policy and procedures 

governing the use and accumulation of non-occupational sick leave.  

2. APPLICABILITY   

a. This policy applies to all paid, benefits eligible, positions in the Town excluding 

those positions under the supervision and control of the School Committee. 

Employees whose positions are governed by a collective bargaining agreement 

are subject only to those portions of this policy that are not specifically regulated 

by those laws or agreements.  

3. DEFINITIONS   

a. Reserved for future use.  

4. POLICY  

a. Full-time and regular part-time employees are eligible to accrue and use non-

occupational sick leave for non-work-related illness as provided hereunder. 

5. PROCEDURES   

a. Accrual  

i. Full-time employees shall accrue one and one-quarter (1 1/4) days of 

non-occupational sick leave for each full calendar month of continuous 

employment.   

ii. Regular part-time employees of a benefit status shall be entitled to non-

occupational leave with pay on the same basis as full-time employees, 

provided that such leave shall be prorated according to the number of 

hours of work.  

iii. An employee shall be credited monthly with the unused portion of leave 

granted under this section up to a maximum of 150 days. 

iv. An employee will continue to accrue sick leave credits while on an 

approved, paid, leave of absence.  

v. An employee will not accrue sick leave credits for any calendar month in 

which they were on leave without pay, absent without pay, or on 

worker’s compensation for more than five (5) days.   

vi. Sick leave will not continue to accrue while an employee is on leave 

under MGL c. 152 (Workers’ Compensation Law). 

vii. With the advanced written approval of the Deputy Town Administrator, 

additional non-occupational sick leave may be granted at the time of hire, 

based on previous service or similar benefit in the previous position.  

b. Use 



  

 

2 
Town of Westwood Policy #303 

Date of Origin: 8/18/2025 

Approved by the Select Board:  8/18/2025 

Next Review Date:  7/1/2028 

 

i. Employees may use non-occupational sick leave when they are 

incapacitated from the performance of duties by personal sickness, injury 

or quarantine by public health authorities.  

ii. At the discretion of the Deputy Town Administrator, employees may also 

use non-occupational sick leave (if available) to provide care for an ill 

parent, spouse or child of the employee. 

iii. Employees may use a reasonable amount of non-occupational sick leave 

for preventive medical or dental appointments.  The Human Resources 

Department may require the employee to submit medical documentation 

by a practicing physician to substantiate the use of sick leave for the 

purpose of preventive medical or dental appointments.   

iv. The employee's personal non-occupational sick leave bank will be 

charged the total number of days, partial days or hours absent from work 

because of non-occupational illness.    

v. Employees receiving worker's compensation may use non-occupational 

sick leave to supplement their worker's compensation payments.  

c. Notification   

i. An employee who wishes to use accumulated non-occupational sick leave 

must notify their Department Head as early as possible on the first day of 

the absence.     

ii. Failure of the employee to provide such notification may be sufficient 

grounds to deny the use of non-occupational sick leave even if the 

employee is genuinely ill.  The employee must be granted the 

opportunity to provide a satisfactory explanation as to why they did not 

call within the stated time frame.  

iii. Except in emergency situations involving the employee themselves, the 

employee must call the work location themselves, on each day of the 

absence. 

d. Suspected Abuse   

i. Whenever a Department Head has reason to believe that an employee is 

(or a group of employees are) abusing sick leave, the Department Head 

shall require the employee(s) to provide written medical verification of 

illness as outlined in Section f.  Requests for medical verification should 

generally be made during or immediately following the absence in 

question.   

ii. Any number of facts might lead a department head to suspect abuse. 

Some of the most common are patterns of sick leave use, such as 

Mondays and Fridays; continued utilization of sick leave in increments of 

one day or less; advance notice given by the employee that they will be 

out sick on a given day; an employee who calls in sick yet comes into the 

office on personal business (e.g. to inquire about health insurance 
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benefits); excessive utilization by employees who are terminating 

employment; absences immediately following a dispute with a 

Department Head or co-worker; an employee who calls in sick during 

inclement or beautiful weather, prior to, on or following a holiday, or on 

a day which the employee requested off but whose request was denied; 

and a group of employees who call in sick on a holiday or event day such 

as the opening day of baseball season.   

e. Medical Verification   

i. Medical verification of illness must be satisfactory in the judgment of the 

department head.  To be satisfactory, the information should include (but 

need not be limited to) the following: the date the employee was seen; 

the estimated time for which the employee (or family member) will be 

incapacitated; and a certification that the employee is unable to work on 

the day(s) for which verification is requested.   

ii. Medical verification documents must be signed by the health care 

provider who has examined the employee or family member.   

iii. An employee who fails to provide medical verification within seven (7) 

calendar days of a request shall be denied payment for non-occupational 

sick leave for the relevant period, and may be subject to disciplinary 

action.  If sick time was already paid, said time will be recalled and 

applied to either vacation leave or personal leave.  If no other leave 

balances are available the employee will be on unpaid leave for the said 

time. 

f. Fitness for Duty 

i.  In order to ensure fitness to perform the essential functions of their 

positions, employees may be required to submit medical verification of 

their current ability to perform their essential job functions upon return 

to work following use of sick leave in excess of ten (10) consecutive work 

days, or after hospitalization or surgery.   
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Town of Westwood 

Leave Administration  

Bereavement Policy  

Policy #304 

   

1. PURPOSE AND SCOPE  

a. The purpose of this document is to set forth the Town’s policy and procedures 

governing the use of Bereavement Leave.  

2. APPLICABILITY   

a. This policy applies to all paid, benefits-eligible, positions in the Town excluding 

those positions under the supervision and control of the School Committee. 

Employees whose positions are governed by a collective bargaining agreement 

are subject only to those portions of this policy that are not specifically regulated 

by those laws or agreements.  

3. DEFINITIONS 

a.   Reserved for future use.  

4. POLICY  

a. Employees are entitled to bereavement leave without loss of straight-time pay 

for normally scheduled work hours, as follows:   

i. Employees are entitled to up to five (5) business days of bereavement 

leave, per occurrence, for the death of an immediate family member. 

Immediate family as used herein shall consist of the employee‘s spouse, 

domestic partner, child, mother, father, sister, brother, grandparent, 

grandchild, mother-in-law, father-in-law, parent of domestic partner, or 

legal guardian.    

ii. Employees are entitled to up to three (3) business days of bereavement 

leave, per occurrence, when there is a death in the employee’s family 

other than those listed in section 4.a.1. Examples include; brother-in-law, 

sister-in-law, aunt, uncle, niece or nephew.  

5. PROCEDURES   

a. The employee must notify their Department Head of the death and request 

bereavement leave.   

b. In extenuating circumstances, the Town Administrator/designee may grant 

bereavement leave from one (1) to five (5) business days for the death of an 

individual with a unique, family-like relationship to the employee. 
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Town of Westwood 

Leave Administration  

Leave of Absence Policy  

Policy #305 

   

1. PURPOSE AND SCOPE  

a. The purpose of this policy is to establish the eligibility, duration, and procedural 

requirements relating to the administration of authorized unpaid leaves of 

absence from the Town of Westwood. 

2. APPLICABILITY   

a. This policy applies to all paid positions in the Town excluding those positions 

under the supervision and control of the School Committee. Employees whose 

positions are governed by a collective bargaining agreement are subject only to 

those portions of this policy that are not specifically regulated by those laws or 

agreements.  

3. DEFINITIONS   

a. Reserved for future use.  

4. POLICY  

a. At the discretion of the Town Administrator/designee, eligible employees may 

be granted authorized unpaid leaves of absence in accordance with the 

procedures outlined below.  Authorized leaves of absence for medical reasons 

shall not be allowed until employees have exhausted their accumulated non-

occupational sick leave. 

5. PROCEDURES   

a. General Procedures  

i. The employee shall submit a request in writing for the leave including the 

period of time for this leave. The Town Administrator, upon 

recommendation of the Department Head and Deputy Town 

Administrator, may grant leaves of absence without compensation.   

ii. Leaves of absence of over three (3) months’ duration shall be considered 

a break in employment and on return to work the employee shall have 

the status of a new employee unless an extension of leave beyond the 

three (3) month period has been authorized in advance by the Town 

Administrator/designee. 

b. Leave and Benefits Procedures. Time spent on an unpaid leave of absence will 

affect the employee's length of continuous service and eligibility for leave 

accruals and benefit eligibility status.     

i. Employees on leave of absence shall not be entitled to benefits granted 

under this policy, such as, holiday, vacation, sick, or bereavement. 

ii. Health/Life Insurance.  Employees on unpaid leave of absence may 

continue to remain a member of a group health plan or group insurance 
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plan by assuming full payment of the total premiums. Premiums must be 

paid one month in advance directly to the Town. If not paid health and/or 

life insurance coverage may be lost and the employee would be 

responsible for all (100%) medical costs during the time of lost coverage. 

iii. Leaves of absence of over three (3) months will result in loss of longevity 

rights for the entire leave.    



  

 

1 
Town of Westwood Policy #306 

Date of Origin: 8/18/2025 

Approved by the Select Board:  8/18/2025 

Next Review Date:  7/1/2028 

 

Town of Westwood 

Leave Administration  

Domestic Violence Leave Policy 

Policy #306 

   

1. PURPOSE AND SCOPE  

a. The purpose of this Policy is to ensure that all employees of the Town are aware 

of the requirements and procedures for requesting leave under the Domestic 

Violence Leave Act (“Domestic Violence Leave”). 

2. APPLICABILITY   

a. This policy applies to all paid positions in the Town excluding those positions 

under the supervision and control of the School Committee.  

3. DEFINITIONS   

a. Abuse. Abuse under the Domestic Violence Leave Act is defined as attempting to 

cause or causing physical harm; placing another in fear of imminent serious 

physical harm; causing another to engage involuntarily in sexual relations by 

force, threat or duress, or engaging or threatening to engage in sexual activity 

with a dependent child; engaging in mental abuse, which includes threats, 

intimidation or acts designed to induce terror; depriving another of medical care, 

housing, food or other necessities of life; or restraining the liberty of another.    

b. Domestic Violence. Domestic Violence under the Domestic Violence Leave Act is 

defined as abuse by a current or former spouse; a person with whom the victim 

shares a child; a person cohabitating with or who has cohabitated with the 

victim, a relative, or a person with whom the employee or family member has or 

had a dating relationship.  

c. Abusive Behavior. Abusive Behavior as defined under the Domestic Violence 

Leave Act includes any behavior constituting domestic violence, stalking, sexual 

assault, or kidnapping.  

d. Family Member. For purposes of this Policy, family member is defined as spouse, 

parent, stepparent, child, step-child, sibling, grandparent, and grandchild; 

persons in a substantive dating or engagement relationship and who reside 

together, persons having a child in common regardless of whether they have 

ever married or resided together, and persons in a guardianship relationship. 

4. POLICY  

a. It is the policy of the Town to grant Domestic Violence Leave in accordance with 

M.G.L.c.149 § 52E (the “Domestic Violence Leave Act”).  

5. PROCEDURES   

a. Employees will be permitted to take up to fifteen (15) days of unpaid leave from 

work in any twelve (12) month period if each of the following conditions is met:  

i. The employee, or a family member of the employee, is a victim of 

abusive behavior;  
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ii. The employee is using the leave from work to:  

1. Seek or obtain medical attention, counseling, victim services or 

legal assistance; 

2. Secure housing; 

3. Obtain a protective order from a court;  

4. Appear in court or before a grand jury;  

5. Meet with a District attorney or other law enforcement official;  

6. Attend child custody proceedings; or  

7. Address other issues directly related to the abusive behavior 

against the employee or family member of the employee.  

iii. The employee is not the perpetrator of the abusive behavior against an 

employee’s family member.  

b. Except in cases of imminent danger to the health or safety of an employee, an 

employee seeking leave from work under this Policy shall provide appropriate 

advance notice of leave to their Department Head or Deputy Town 

Administrator.  

i. If there is a threat of imminent danger to the health or safety of an 

employee or the employee’s family member, the employee shall not be 

required to provide advance notice of leave; provided, however, that the 

employee shall notify the Town within three (3) workdays that the leave 

was taken or is being taken pursuant to this Policy.    

1. Notification may be communicated to the Human Resources 

Department by an employee, a family member of the employee 

or the employee’s counselor, social worker, health care worker, 

member of the clergy, shelter worker, legal advocate or other 

professional who has assisted the employee in addressing the 

effects of the abusive behavior on the employee or the 

employee’s family member.  

2. The employee or individual authorized to communicate to the 

employer that leave was taken or is being taken under this Policy 

may do so by telephone, in person, in writing, or by any other 

reasonable means to communicate actual notice. 

c. In response to a notice of leave under this Policy, the Town may request 

documentation evidencing the need for the leave consistent with this Policy.  

The Town shall not require, however, evidence of an arrest, conviction, or other 

law enforcement documentation in response to such notice.  An employee shall 

provide such documentation within a reasonable period of time after the 

request.    

i. An employee satisfies a request for documentation under this Policy by 
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providing any one of the following:1 

1. A protective order, order of equitable relief or other 

documentation issued by a court of competent jurisdiction as a 

result of abusive behavior against the employee or employee’s 

family member;  

2. A document under the letterhead of the court, provider or public 

Town which the employee attended for the purpose of acquiring 

assistance as it relates to the abusive behavior against the 

employee or the employee’s family member; 

3. A police report or statement of a victim or witness provided to 

police, including a police incident report, documenting the 

abusive behavior complained of by the employee or the 

employee’s family member; 

4. Documentation that the perpetrator of the abusive behavior 

against the employee or family member of the employee has 

admitted to sufficient facts to support a finding of guilt of abusive 

behavior; or has been convicted of, or has been adjudicated a 

juvenile delinquent by reason of, any offense constituting abusive 

behavior and which is related to the abusive behavior that 

necessitated the leave under this Policy;   

5. Medical documentation of treatment as a result of the abusive 

behavior complained of by the employee or employee’s family 

member; 

6. A sworn statement, signed under the penalties of perjury, 

provided by a counselor, social worker, health care worker, 

member of the clergy, shelter worker, legal advocate or other 

professional who has assisted the employee or the employee’s 

family member in addressing the effects of the abusive behavior; 

or  

7. A sworn statement, signed under the penalties of perjury, from 

the employee attesting that the employee has been the victim of 

abusive behavior or is the family member of a victim of abusive 

behavior.    

ii. All information related to the employee’s leave shall be kept Confidential 

and shall not be disclosed, except to the extent that disclosure is allowed 

under the Domestic Violence Leave Act.2 

                                                 
1 Any documentation evidencing the need for domestic violence leave provided by an employee will be maintained 

in the employee’s record by Human Resources only for as long as required to make a determination as to whether 

the employee is eligible for leave.    
2 Disclosure may be allowed if (1) requested or consented to, in writing, by the employee; (2) ordered to be released 

by a court; (3) otherwise required by applicable federal or state law; (4) required in the course of an investigation 

authorized by law enforcement; or (5) necessary to protect the safety of anyone employed at the workplace. 
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d. Domestic Violence Leave under this Policy is generally unpaid, however, the 

employee may choose to utilize accrued vacation, personal, and sick leave during 

leave approved under this policy.    

e. While on Domestic Violence Leave, the employee will be responsible for their 

share of the following withholdings (where applicable):  medical, dental, life 

insurance, and other voluntary withholdings.   

f. If an unscheduled absence occurs, the Town will not take negative action against 

the employee if the employee, within 30 days from the unauthorized absence or 

within 30 days from the employee’s last unauthorized absence in the instance of 

consecutive days of unauthorized absences, provides to the Human Resources 

Department any one of the documents listed immediately above in Section c.  

g. The Town will not retaliate against an employee for exercising their rights under 

this Policy or the Domestic Violence Leave Act.  

h. The employee, upon returning from leave, will be restored to the same or an 

equivalent position, in accordance with the conditions provided for such 

reinstatement under applicable law.   
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Town of Westwood 

Leave Administration  

Vacation Leave Policy  

Policy #307 

   

1. PURPOSE AND SCOPE  

a. The purpose of this document is to set forth the Town's policy and procedures 

governing the use and accumulation of vacation leave.  

2. APPLICABILITY   

a. This policy applies to all paid, benefits-eligible positions in the Town excluding 

those positions under the supervision and control of the School Committee. 

Employees whose positions are governed by a collective bargaining agreement 

are subject only to those portions of this policy which are not specifically 

regulated by those laws or agreements.  

3. DEFINITIONS   

a. Reserved for future use.  

4. POLICY  

a. It is the policy of the Town to grant employees vacation leave for service 

performed for the Town.  Employees are credited with earned vacation leave on 

a monthly basis, subject to a maximum vacation accrual cap.  Vacation may be 

taken at any time, subject to the approval of the employee’s Department Head.   

5. PROCEDURES   

a. Accumulation   

i. Full-time Employees  

1. Full-time employees shall accrue two  (2) weeks (10 days) of 

vacation with pay per year (following the date of appointment).  

2.  Employees who have completed five (5) years of continuous 

service following the date of original appointment shall accrue 

four (4) weeks (20 days) vacation with pay per year. 

3. Employees who have completed fifteen (15) years of continuous 

service following the date of original appointment shall accrue 

five (5) weeks (25 days) vacation with pay per year. 

4. Library Director and Professional Library Employees 

a. The Library Director and professional librarians shall 

accrue two (2) weeks (10 days) of vacation with pay in the 

first year of service. 

b. The Library Director and professional librarians shall 

accrue four (4) weeks (20 days) of vacation with pay after 

one (1) year of service. 

c. The Library Director and professional librarians shall 

accrue five (5) weeks (25 days) of vacation with pay after 
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fifteen (15) years of service. 

ii. Part-time Employees  

1. Part-time employees of a benefit status shall be entitled to 

vacation leave with pay on the same basis as full-time employees, 

provided that such leave shall be prorated according to the 

number of hours of work per week in which such employees are 

required to work. 

iii. Accrual Rate   

1. Employees will be credited with their earned vacation leave on 

the second pay period of each full calendar month of service, up 

to their maximum vacation accrual cap.     

2. An employee will continue to accrue vacation leave credits while 

on an approved, paid leave of absence.  

3. Employees who are on unpaid leave for more than five (5) 

business days (excluding observed holidays) during a calendar 

month shall not receive credit for that month for the purposes of 

vacation accrual.  

4. Vacation will not continue to accrue while an employee is on 

leave under MGL c. 152 (Workers’ Compensation Law). 

5. Employees shall be credited monthly with vacation accrual 

consistent with the following vacation schedule:  

Vacation Entitlement  Monthly Vacation Accrual rate 

10 Days .8333 Days Accrued Monthly 

15 Days 1.2502 Days Accrued Monthly  

20 Days 1.6666 Days Accrued Monthly 

25 Days 2.083 Days Accrued Monthly 

 

6. Employees are eligible to carry vacation into a subsequent fiscal 

year provided that said carryover does not result in a starting 

fiscal year balance that is more than 1.25x of their annual 

vacation entitlement.   

Vacation Entitlement  Maximum Allowed Vacation 

Accrual at the Start of Each Fiscal 

Year 

10 Days 12.5 Days  

15 Days 18.75 Days 

20 Days 25 Days 

25 Days 31.25 Days 

 

7. One’s earned vacation balance during a fiscal year may exceed the 

above figures.  However, at the start of a fiscal year (July 1st of 
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each year), accrued balances in excess of these amounts are 

automatically forfeited.  Rollover of vacation within these bounds 

is automatic and does not require approval.   

8. When an employee reaches their 5th and 15th year anniversary, 

their vacation accrual rate will not change immediately.  Rather, 

at the beginning of the fiscal year following their anniversary date, 

an additional five (5) days will be added to their vacation balance, 

and the higher accrual rate will begin.    

9. The Deputy Town Administrator shall be authorized to approve 

exceptions to this policy under appropriate circumstances.   

10. In the hiring process, exceptions that accelerate the entitlement 

to vacation leave may be granted with the advanced approval of 

the Deputy Town Administrator after consultation with the Town 

Administrator/designee. 

b. Use 

i. Employees shall be eligible to schedule vacation anytime the employee 

has a positive vacation balance.   

ii. Pre-approval from the appropriate Department Head is required for all 

vacations.   

iii. Vacation to be taken shall not exceed the employee’s vacation balance; 

vacation time taken shall be deducted from the employee’s vacation 

balance.   

iv. No more than three (3) weeks of vacation may be taken consecutively 

without approval from the Deputy Town Administrator after consultation 

with the Town Administrator/designee.   

v. Employees have the responsibility to manage their vacation balance by 

regularly taking vacation, recognizing that departments must be 

appropriately staffed and the limitations imposed under vacation accrual 

under this policy.   

vi. The Department Head may recommend to the Deputy Town 

Administrator, who after consultation with the Town Administrator may 

approve, a temporary increase in the maximum vacation accrual cap in 

extraordinary circumstances when it would be impractical for the 

employee to take their vacation.  Such situations shall include, but not be 

limited to, employee illness, staff turnover, or departmental workload.   

vii. At the discretion of the Deputy Town Administrator, sick leave used in 

excess of that authorized may be charged against the employee’s 

vacation leave. 

viii. At the discretion of the Town Administrator, reasonable adjustments to 

vacation balances may be made to compassionately handle employee 

hardship situations. 
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c. Termination  

i. Whenever employment is ended through resignation, dismissal, or by 

retirement, or entrance into the military, the employee shall be paid an 

amount equal to the total Vacation Balance previously earned. 

d. Death 

i. Whenever employment is terminated by death, the beneficiary of the 

deceased shall be paid an amount equal to the total unused Vacation 

Balance previously earned up to the time of death. 
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Town of Westwood 

Leave Administration  

Personal Leave Policy  

Policy #308 

   

1. PURPOSE AND SCOPE  

a. The purpose of this policy is to establish the eligibility and procedural 

requirements relating to the administration of personal leave.  

2. APPLICABILITY   

a. This policy applies to all paid, benefits-eligible positions in the Town excluding 

those positions under the supervision and control of the School Committee. 

Employees whose positions are governed by a collective bargaining agreement 

are subject only to those portions of this policy that are not specifically regulated 

by those laws or agreements.  

3. DEFINITIONS   

a. Reserved for future use.  

4. POLICY  

a. Two (2) days of personal leave at regular straight-time pay for normally 

scheduled hours, shall be granted every fiscal year to full-time and regular part-

time employees in accordance with the procedures set forth below. 

b. An additional one (1) day of personal leave shall be granted each fiscal year to 

full-time and regular part-time employees with twenty (20) years of creditable 

service with the Town.  

5. PROCEDURES   

a. Use of personal leave must be approved in advance by the Department Head.     

b. Personal leave is not cumulative and must be used in the fiscal year in which it is 

granted.   

c. Part-time employees of a benefit status shall be entitled to personal leave with 

pay on the same basis as full-time employees, provided that such leave and pay 

shall be prorated according to the number of hours of work. 

d. Newly hired employees shall be granted personal leave according to the 

following schedule.  

First Day of Employment Personal Days 

July 1 – December 31 2 Days 

January 1 – May 31 1 Day 

June 1 – June 30 0 Days 
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Town of Westwood 

Leave Administration  

Holiday Leave Policy  

Policy #309 

  

1. PURPOSE AND SCOPE  

a. The purpose of this policy is to clarify the conditions under which an employee is 

entitled to holiday leave and/or holiday pay. 

2. APPLICABILITY   

a. This policy applies to all paid, benefits-eligible positions in the Town excluding 

those positions under the supervision and control of the School Committee. 

Employees whose positions are governed by a collective bargaining agreement 

are subject only to those portions of this policy that are not specifically regulated 

by those laws or agreements.  

3. DEFINITIONS   

a. Holiday Leave. Time off without loss of pay for eligible employees on observed 

and recognized holidays.  

4. POLICY  

a. It is the policy of the Town to provide holiday leave (time off without loss of pay) 

on the day on which a recognized holiday occurs for employees who work a 

traditional business week (Monday through Friday).   

5. PROCEDURES   

a. Recognized Holidays. The Town observes and recognizes the following holidays 

on the day on which they are legally observed by the Commonwealth of 

Massachusetts.  On said days, full-time and regular part-time employees shall be 

excused from all regularly scheduled duty without loss of pay, except in cases 

where the appointing authority or Department Head determines that the 

employee's service is required to maintain essential Town services:  

New Year’s Day Dr. Martin Luther King Jr. Day 

Presidents’ Day Patriots’ Day 

Memorial Day Juneteenth Independence Day 

Independence Day Labor Day 

Columbus Day/Indigenous Peoples 

Day 

Veterans’ Day 

Thanksgiving Day Day after Thanksgiving 

Christmas Day  

 

b. Weekend Holidays. In the event that such holidays occur on Sunday, they shall 

be deemed to occur on Monday.  In the event that such holidays occur on 

Saturday, they shall be deemed to occur on Friday.  

c. Work on Holidays. Non-exempt employees required by their Department Head 
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to work on a recognized holiday shall receive time and one-half their regular rate 

of pay for the hours worked on the holiday in addition to payment for regularly 

scheduled hours for that day (holiday leave).  Alternatively, non-exempt 

employees may elect to earn compensatory leave at the rate of time and one-

half for all hours worked on a recognized holiday, in addition to payment for 

regularly scheduled hours for that day (holiday leave).  

d. Paid Status. Employees must be on paid status for their regularly scheduled 

shifts immediately preceding and following the holiday in order to receive 

holiday leave.  
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Town of Westwood 

Personnel Administration  

Overtime and Compensatory Time Policy 

Policy #310 

   

1. PURPOSE AND SCOPE  

a. The purpose of this policy is to outline the Town’s procedures, rules, and 

regulations governing overtime and the accumulation/use of compensatory 

time, in accordance with the U.S. Fair Labor Standards Act.  

2. APPLICABILITY   

a. This policy applies to all paid positions in the Town excluding those positions 

under the supervision and control of the School Committee. Employees whose 

positions are governed by a collective bargaining agreement are subject only to 

those portions of this policy that are not specifically regulated by those laws or 

agreements.  

b. Seasonal employees, including but not limited to Recreation and Department of 

Public Works (DPW) summer staff, are not eligible for overtime payment or 

compensatory leave. 

3. DEFINITIONS   

a. Compensatory Leave. Time off in lieu of wages for approved hours worked in 

excess of an employee's normally scheduled work hours, per day or per week.   

b. Compensatory Leave Bank. The official amount of approved, accrued 

compensatory leave time maintained by the Department Head.    

c. Exempt Employees. Those employees who are excluded from overtime 

compensation in accordance with the U.S. Fair Labor Standards Act, as 

determined by the Human Resources Department.    

d. Non-exempt Employees. Those employees who are entitled to receive overtime 

compensation in accordance with the U.S. Fair Labor Standards Act, as 

determined by the Human Resources Department.   

e. Overtime. Hours worked in excess of forty (40) hours per week approved by the 

Department Head/Designee.  

f. Overtime Payment. The payment of time and one-half an employee's regular 

rate of hourly pay for approved hours worked in excess of forty (40) hours per 

week.   

g. Regular Rate of Pay. The employee's base pay and any additional pay types such 

as differentials and stipends paid on a regular, bi-weekly basis.  

4. POLICY  

a. The Town shall pay overtime to eligible employees in accordance with the 

provisions of the U.S. Fair Labor Standards Act.  It is the policy of the Town to 

allow compensatory time off without loss of pay in lieu of overtime payment for 

non-exempt employees at the request of the employee and the approval of the 
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Department Head, in accordance with the U.S Fair Labor Standards Act and the 

procedures listed below.  

5. PROCEDURES   

a. All overtime must be approved in advance by the Department Head/designee.  

Verbal approval is sufficient.   

b. Overtime payment and/or compensatory leave will be provided after 40 hours of 

work or paid leave status for full-time employees.  Part-time employees will be 

paid their regular hourly rate up to 40 hours in a given week.  Any hours worked 

by part-time employees in excess of 40 per week will be paid at time and one 

half. 

c. Employees may request that they receive compensatory leave in lieu of overtime 

payment.  No employee may be forced to receive compensatory leave in lieu of 

overtime wages. 

d. The decision as to whether or not to approve such compensatory leave in lieu of 

overtime wages is strictly at the discretion of the Department Head. 

e. The request for compensatory leave in lieu of overtime payment must be made 

prior to the overtime hours being worked.   

f. If compensatory leave in lieu of wages is requested and approved, such hours 

must be recorded by the Department Head. 

g. Full-time employees who are regularly scheduled to work 40 hours per week will 

earn compensatory leave at a time and one-half basis after 40 hours of work or 

paid leave status.   

h. Part-time employees will be paid their regular wages up to 40 hours in a given 

week.  They may request compensatory leave in lieu of overtime pay for hours 

worked in excess of 40. 

i. Use of Banked Compensatory Leave 

i. Employees who wish to utilize banked compensatory leave should submit 

a written request to their Department Head in accordance with the 

procedures in place in that department.    

ii. Once a request to use compensatory time has been authorized by the 

Department Head, this request must be honored unless to do so would 

be unduly disruptive to departmental operations.   

j. Payment of Banked Compensatory Leave   

i. Upon termination for any reason, employees who have an official, 

accumulated compensatory leave bank will be paid for all such leave at 

their current rate of compensation, unless such current compensation is 

lower than it was when the compensatory time was earned.  If such is the 

case, the employee will be paid for the accrued leave at the average 

regular rate received by the employee over the last three (3) years of 

their employment.    

ii. Department Heads may not authorize the accumulation of compensatory 
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leave for employees paid through grants unless sufficient appropriation 

exists in the grant budget to cover the cost of the payment for banked 

compensatory leave at the time of termination. Such action must be 

approved by the Finance Director.  

k. Compensatory Leave Bank Maximums  

i. Employees may maintain a compensatory leave bank up to a maximum of 

120 hours at any given time during the fiscal year in which it was earned.  

ii. Any approved overtime worked in excess of the 120-hour maximum must 

be paid as overtime wages.     

iii. Compensatory time must be used in the fiscal year in which it occurs.  

Any remaining balance will be paid out at the employee’s current rate of 

pay before the end of the fiscal year.   



  

 

1 
Town of Westwood Policy #311 

Date of Origin: 8/18/2025 

Approved by the Select Board:  8/18/2025 

Next Review Date:  7/1/2028 

 

Town of Westwood 

Leave Administration  

Family Medical Leave Act Policy 

Policy #311 

   

1. PURPOSE AND SCOPE  

a. The purpose of this Policy is to ensure that all employees of the Town are aware 

of the requirements and procedures for requesting leave under the Family 

Medical Leave Act. 

2. APPLICABILITY   

a. This policy applies to all full-time and regular part-time employees. All 

employees who have worked for the Town for at least twelve (12) months 

(whether or not consecutive) and provided at least 1250 hours of service during 

the twelve (12) months before the leave is requested (eligible part-time 

employees' leave will be prorated). 

3. DEFINITIONS   

a. Serious Health Condition. An accident, disease or physical or mental condition, 

including illness, injury, or impairment, that involves: 

i. inpatient care in a hospital, hospice, or residential medical care facility; or 

ii. continuing treatment by a health care provider. 

4. POLICY  

a. Family and Medical Leave Act of 1993, codified at 29 USC Chapter 28 (“FMLA”) 

leave shall be granted to eligible employees, in accordance with law, as set forth 

in this section.  

5. PROCEDURES   

a. Qualifying Reasons for Family Medical Leave 

i. the birth of a child and to care for the newborn child within one year of 

birth;  

ii. the placement with the employee of a child for adoption or foster care 

and to care for the newly placed child within one year of placement;  

iii. to care for the employee’s spouse, child, or parent, or any other 

individual as provided for by the FMLA, who has a serious health 

condition; 

iv. a serious health condition that makes the employee unable to perform 

the essential functions of their job; 

b. Length of Leave  

i. Twelve (12) weeks except where noted below under Caregiver Leave. 

ii. Eligible employees may use a maximum of twelve weeks of FMLA leave 

during a rolling 12-month period.  A “rolling 12-month period” is defined 

by the Town to be the 12-month period measured backward from the 

first day of any Family Medical Leave used by an employee, except as 
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stated below with respect to Military Caregiver Leave.  

iii. FMLA leave need not be taken at one time.  FMLA leave may also be 

taken on an intermittent basis or used to reduce the employee’s work 

schedule during the period of the serious illness, if there is a medical 

need for such leave and that need can best be accommodated through 

an intermittent or reduced leave schedule.  If an employee needs 

intermittent Family Medical Leave or a reduced schedule, the employee 

must attempt to schedule the Leave so as not to disrupt the operations of 

the Town.  The Town may assign the employee to an alternative position 

with equivalent pay and benefits that better accommodate the 

intermittent leave or reduced schedule. 

c. Payment for FMLA Leave 

i. Some or all of the FMLA leave will be paid using the employee’s accrued 

sick and/or vacation leave unless the employee specifically notifies the 

Human Resources Department that they wish to be unpaid during all or 

some of their leave.  If an employee has exhausted their sick and/or 

vacation leave prior to their FMLA leave, the leave will be unpaid. 

Nothing in this policy shall require the Town to provide paid sick leave or 

paid medical leave in any situation in which the Town would not normally 

provide any such paid leave.  Accrued paid leave may not be used to 

extend FMLA Leave.  FMLA Leave will run concurrently with absences 

from work covered by Workers’ Compensation/111F. 

d. Military Family Leave. Section 585(a) of the National Defense Authorization Act 

of 2010 amended the FMLA to provide two additional leave entitlements, which 

leave shall be provided to eligible employees, in accordance with law, for: 

i. Military Caregiver Leave (also known as Covered Servicemember Leave):   

An eligible employee who is the spouse, child, parent, or next of kin of a 

covered servicemember with a serious injury or illness may take up to 

twenty-six (26) weeks of job-protected FMLA leave to provide care to the 

servicemember. 

ii. Qualifying Exigency Leave: Eligible employees with a covered family 

member in the National Guard or Reserves on active duty or called to 

active duty status in support of a contingency operation may use FMLA 

leave for “any qualifying exigency” related to such service.  A “qualifying 

exigency” includes broad categories such as: (1) Short-notice 

deployment; (2) Military events and related activities; (3) Childcare and 

school activities; (4) Financial and legal arrangements; (5) Counseling; (6) 

Rest and recuperation; (7) Post-deployment activities; and (8) Additional 

activities not encompassed in the other categories, but agreed to by the 

employer and employee.   

e. Notices 
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i. An employee must, when it is foreseeable, give reasonable notice to the 

Town of the need to take FMLA Leave.  For purposes of this section, 

“reasonable notice” means notice given as soon as is practicable.  If the 

necessity for FMLA Leave is based on planned medical treatment, the 

employee must provide at least thirty (30) calendar days’ notice and 

make reasonable efforts to schedule the treatment so as to not unduly 

disrupt the organization’s operations, subject to the approval of the 

health care provider.  

ii. The Town requires any FMLA Leave request based on a serious illness of 

the employee or family member, or in connection with an intermittent or 

reduced schedule, to be supported by the certification of a health care 

provider on the form provided by the Town for that purpose.  Copies of 

the Certification of Health Care Provider form are available from the 

Human Resources Department.  The employee must obtain a re-

certification of the need for leave for the serious illness of the employee 

or covered family member every thirty (30) days or at the end of the 

predicted minimum period of absence (whichever is later) in order to 

establish the continuing need for FMLA Leave. 

iii. If the employee is taking Family Medical Leave because of the employee’s 

serious illness, the employee must present certification from the 

employee’s health care provider indicating that the employee is able to 

return to work.    

f. Updates While on Leave 

i. Any employee on FMLA Leave must report to the Town periodically, but 

at least once per month, regarding the employee’s status and intent to 

return to work.  Additionally, an employee on FMLA leave must notify the 

Town forthwith concerning a determination of ability to return to work so 

that the Town may make the appropriate arrangements to reinstate the 

employee.   

g. Return from Leave 

i. Upon returning from leave, the employee will be returned to the 

employee’s previous position, or a comparable position with equal pay, 

benefits, seniority, and other terms and conditions of employment, 

subject to the following exceptions:   

ii. If, during the period of FMLA Leave, the Town would have ended the 

employee’s employment or otherwise laid off the employee for reasons 

unrelated to the leave, the Town will not reinstate the employee to their 

previous position.  Additionally, if the employee performed unique 

services and hiring a permanent replacement during the leave was 

necessary to prevent substantial and grievous economic injury to the 

Town, the Town will notify the employee of the Town’s intent not to 
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reinstate the employee after the expiration of FMLA Leave.  

iii. If the employee chooses not to return to work at the expiration of the 

FMLA Leave for reasons other than the continuation of a serious illness or 

reasons beyond the employee’s control, the employee must reimburse 

the Town for the employer portion of premiums it paid in maintaining 

group health and dental benefits during the FMLA Leave. 

h. Parental Leave 

i. Employees who have completed an initial probationary period of three 

(3) months shall be eligible for an eight (8) week unpaid leave, per child, 

for the purpose of giving birth or adopting a child in accordance with 

Massachusetts law (MGL c. 149, § 105D).   

ii. Said leave shall run concurrently with an employee’s leave under the 

FMLA.    

 

Please contact the Human Resources Department if you have any questions about this policy.  

The purpose of this Policy is to provide guidance regarding your rights under the FMLA. To the 

extent there is any inconsistency between the FMLA and this Policy, the terms of the FMLA will 

govern and control.    
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Town of Westwood 

Leave Administration  

Small Necessities Leave Policy  

#312 

   

1. PURPOSE AND SCOPE  

a. The purpose of this policy is to establish the Town’s eligibility and procedural 

requirements relating to the administration of small necessities leave.  

2. APPLICABILITY   

a. This policy applies to all employees who have worked for the Town for at least 

twelve (12) months and provided at least 1250 hours of service during the 

twelve months before the leave is requested. 

3. DEFINITIONS   

a. Twelve (12) month period. This shall mean a "rolling period" measured backward 

from the date an employee uses any small necessities leave. 

b. Child. Child shall mean a biological, adopted, or foster child, a stepchild, a legal 

ward, or a child of a person standing in the place of a parent.  The child must 

either be under eighteen (18) years of age, or older and incapable of self-care 

because of mental or physical disability.  

c. Elderly relative. Elderly relative shall mean an individual of at least sixty-five (65) 

years of age who is related by blood or marriage to the employee. 

d. School. School shall mean a public or private elementary or secondary school, a 

Head Start program assisted under the Head Start Act, or a children's daycare 

facility licensed under MGL Ch. 15D. 

4. POLICY  

a. The Town will provide all eligible employees up to twenty-four (24) hours of 

unpaid leave in the twelve (12)-month period for any of the following purposes: 

i. To participate in school activities directly related to the educational 

advancement of a child of the employee, such as parent-teacher 

conferences or interviewing for a new school; or  

ii. To accompany the child of the employee to routine medical or dental 

appointments, such as checkups or vaccinations; or 

iii. To accompany an elderly relative of the employee to routine medical or 

dental appointments or appointments for other professional services 

related to the elder's care, such as interviewing at nursing or group 

homes.  

5. PROCEDURES   

a. If the necessity for leave is foreseeable, the employee shall provide their 

Department Head with not less than seven (7) calendar days written notice prior 

to the date the leave is to begin, indicating the date, the number of hours of 

leave, and the purpose for which the leave is requested.  If the necessity for 
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leave is not foreseeable, the employee shall provide such notice as is practical 

under the circumstances of the particular case.  Where leave is not foreseeable 

and the employee's notice is verbal, the employee shall complete and submit a 

written notice as soon as possible.   

b. The employee may elect, or the Town may require the employee to substitute, 

any of the employee's accrued paid vacation, sick or personal leave for any of 

the small necessities leave, but nothing in this policy shall require an employer to 

provide paid sick leave or paid medical leave in any situation in which the 

employer would not normally provide any such paid leave.   

c. Leave may be taken on an intermittent basis, but not in increments of less than 

one (1) hour. 
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Town of Westwood 

Leave Administration  

Paid Parental Leave #313 

 

1. PURPOSE AND SCOPE  

a. The purpose of this document is to outline the Town’s paid Parental Leave 

Program with respect to eligibility, benefits, and use, and to ensure that paid 

Parental Leave benefits are implemented equitably and consistently. 

2. APPLICABILITY   

a. This policy applies to all full-time and regular part-time non-represented Town 

employees of the Town of Westwood (the “Town”), who are eligible for group 

health insurance benefits.  This policy, however, does not apply to elected 

officials or employees of the Westwood School Department.  Town employees 

subject to Collective Bargaining Agreements (CBA) are eligible only if adopted in 

their specific CBA. 

b. This policy is intended to be consistent with any and all applicable laws.  If any 

part of this policy is inconsistent with the law, that part of the policy shall be 

considered invalid, and the remaining provisions of the policy shall be 

interpreted in a manner consistent with the law. 

3. DEFINITIONS   

a. Intermittent Leave – Leave of absence taken in blocks of time of no less than two 

hours or a reduction of the normal work schedule.  Blocks of time will be 

arranged based on medical documentation or by approval of the Department 

Head. 

4. POLICY  

a. Leave Entitlement   

i. The Town will grant up to a total of six (6) full-time weeks of paid 

Parental Leave, subject to eligibility in Section 5, for the purpose of giving 

birth, for the placement of a child under the age of 18, or under the age 

of 23 if the child is mentally or physically disabled, or for adoption or 

intention to adopt a child by the employee. 

ii. Employees may be allowed to take intermittent leave based on the 

operational needs of the Department and with the approval of the 

Department Head and Deputy Town Administrator.  Employees who have 

been approved for intermittent leave or a reduced hours schedule must 

clearly communicate their schedule with their direct supervisor.  The 

total number of hours of paid parental intermittent leave available to an 

employee is equal to and shall not exceed six (6) times the number of 

hours per week that the employee is normally scheduled to work. 

Intermittent leave shall be paid in accordance with Sec.4 (a)(ii).   

iii. The entitlement to leave for the birth or placement of a child shall expire 
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at the end of the twelve (12)-month period, beginning on the date of 

birth or placement. 

iv. If two employees who work for the Town apply for Parental Leave for the 

birth or placement of the same child, each shall be entitled to six (6) 

weeks of Parental Leave.  

b. FMLA Leave.  An eligible employee may take Parental Leave under this policy 

even if they are not eligible for Family and Medical Leave Act (FMLA) leave or 

have exhausted their FMLA leave.  If, however, an employee is also eligible for 

FMLA leave, any Parental Leave taken under this policy will run concurrently with 

an employee’s FMLA leave. In the event that two employees who work for the 

Town apply for Parental Leave for the birth or placement of the same child, both 

may use any FMLA leave to which they are entitled, however, they are limited to 

a maximum of six (6) weeks combined of Paid Parental Leave. 

c. Notice Requirements.  The employee must provide at least two (2) weeks’ 

written notice of the anticipated date of departure to their Department Head 

and state in writing the intention to return to their position or provide notice as 

soon as practicable based on the situation 

d. Maintenance of Health Benefits.  The Town will maintain group health insurance 

coverage for an employee enrolled in one of the town-offered health plans while 

on Parental Leave as long as the insurance was provided before the leave was 

taken. It will be provided on the same terms as if the employee continued to 

work, as long as the employee pays their required share of the monthly 

premium, Employees on paid leave who have such coverage will have their 

employee share of health and life insurance premiums (if applicable) deducted 

from their paychecks for the duration of their paid leave. If deductions for 

insurance premiums exceed the amount of the paycheck, arrangements must be 

made with the Town for payment of the premiums. Continued coverage is 

subject to timely premium payments. 

e. Benefit Continuation.  The use of Parental Leave will not affect the employee’s 

rights to accrue vacation time, sick leave, bonuses, stipends, advancement, 

seniority, length of service credit, benefits, plans or programs, and other benefits 

for which the employee was eligible as of the date of the leave or any other 

advantages or rights of employment incidental to the employment position; 

provided, however, that the period of time of any unpaid Parental Leave is not 

included in the computation of further benefit accruals, rights, and advantages.   

f. Job Restoration.  Upon return from Parental Leave, every effort will be made to 

restore an employee to their original job; or, if that is not possible, to an 

equivalent job with equivalent pay and other employment terms and conditions. 

The only exception is if employees of equal length of service, status, and in 

similar positions have been laid off due to a legitimate reduction in workforce.  

The employee on Parental Leave shall, however, retain any preferential 
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consideration for another position to which they may be entitled as of the date 

of their leave, to the extent that the Town has such a policy.  An employee’s use 

of Parental Leave will not result in the loss of any employee benefits afforded to 

benefit-eligible employees provided all responsibilities of the employee have 

been and continue to be met by the employee.  

g. Extension of Leave.  If an employee on Parental Leave is not subject to FMLA, 

they may request additional unpaid leave for parenting by petitioning the Town 

Administrator/designee. The employee shall be eligible for the rights stated in 

the preceding paragraphs, unless the Town Administrator/designee notifies the 

employee, in writing, prior to the Parental Leave and again prior to the extension 

of that leave, that taking longer than twelve (12) weeks of Parental Leave may 

result in a denial of reinstatement or loss of other rights and benefits. 

h. Massachusetts Parental Leave 

i. Employees who have completed an initial probationary period of three 

(3) months shall be eligible for an eight (8) week unpaid leave for the 

purpose of giving birth or adopting a child in accordance with 

Massachusetts law (MGL c. 149, § 105D).   

ii. Said leave shall run concurrently with an employee’s leave under the 

FMLA.    

5. PROCEDURES   

a. Paid Leave. To be eligible for paid Parental Leave, an employee must be a full-

time or regular part-time permanent, benefits-eligible employee, who has been 

employed in good standing by the Town for a period of at least twelve (12) 

consecutive months. 

b. Unpaid Leave. To be eligible for unpaid Parental Leave, an employee must be a 

full-time or regular part-time permanent, benefits-eligible employee, who has 

been employed in good standing by the Town for a period of at least three (3), 

but less than twelve (12), consecutive months.   

c. The right to take Parental Leave applies equally to all eligible employees.  A 

parent or legal guardian can take family leave for the birth, placement for 

adoption, or foster care of a child. 

d. Leave, whether paid or unpaid, will be provided on a pro-rata basis based on the 

number of hours the employee is regularly scheduled to work. 

e. Although Parental Leave may be unpaid, an employee may voluntarily elect to 

use paid leave (accrued but unused vacation and personal leave, and paid sick 

leave in instances where the provisions of sick leave apply) concurrently with 

unpaid Parental Leave.  Any such use of paid leave will be in accordance with the 

Town’s leave policies. 
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Town of Westwood 

Personnel Administration  

Disciplinary Policy 

Policy #401 

   

1. PURPOSE AND SCOPE  

a. The purpose of this document is to ensure that 1) employees meet the Town’s 

legitimate expectations in the areas of performance and behavior; 2) employees 

whose performance or behavior is deficient are provided with the necessary 

assistance and motivation to meet the Town’s expectations; and 3) disciplinary 

action initiated against an employee is fair and appropriate. 

2. APPLICABILITY   

a. This policy applies to all paid positions in the Town excluding those positions 

under the supervision and control of the School Committee. Employees whose 

positions are governed by a collective bargaining agreement are subject only to 

those portions of this policy that are not specifically regulated by those laws or 

agreements.  

3. DEFINITIONS   

a. Reserved for future use.  

4. POLICY  

a. General Discipline Policy. The Town’s disciplinary policy is one of progressive 

discipline.  Employees must know what is expected of them, and what the 

consequences are for failing to meet these expectations.  In general, the 

disciplinary process is set up as follows:   

i. Oral Reprimand – May be initiated by the employee’s immediate 

supervisor, Department Head.  In all cases, the Department 

Head/designee should be informed of the reprimand.   

ii. Written Reprimand – May be initiated by the employee’s immediate 

supervisor or Department Head.  In all cases, the Department Head must 

review and approve of the written reprimand.   

iii. Suspension and Discharge - May be initiated by the Town 

Administrator/designee.  Discharge and suspension issues must be 

discussed with the Deputy Town Administrator prior to action.    

b. Reasons for Disciplinary1 Action. Disciplinary action may be imposed upon an 

employee for misconduct or failure to fulfill responsibilities as an employee.  

Sufficient cause for disciplinary action shall include, but not be limited to, the 

following: 

i. Incompetence or inefficiency in performing assigned duties; 

ii. Inability to perform one or more critical elements of the position;  

iii. Refusal to perform a reasonable amount of work, or violation of any 

                                                 
1 Nothing herein shall be construed to limit the Town's right to impose discipline of any degree, including 

discharge, in a particular case without regard to the existence or non- existence of prior disciplinary action.   
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reasonable official order, or failure to carry out reasonable directions 

made by a proper supervisor; 

iv. Habitual tardiness;  

v. Absence without leave; 

vi. Abuse of sick leave; 

vii. Intoxication while on duty; 

viii. Possession or use of a controlled substance while on duty;  

ix. Possession of illegal narcotics or substance abuse while on duty; 

x. Misuse or unauthorized use of Town property; 

xi. Fraud in securing appointment; 

xii. Disclosure of Town confidential information; 

xiii. Conviction of a felony; 

xiv. Violation of safety rules, practices, and policies; 

xv. Engaging in sexual harassment; 

xvi. Any other situation or instance of such seriousness that disciplinary 

action is warranted; and 

xvii. Misrepresentation of facts as part of an investigation.  

c. Progressive Discipline.   

i. The authority to discipline employees in the power to speak definitively 

for the Town on standards of performance and behavior, and to enforce 

such standards by the application of appropriate sanctions.  

ii. In most cases, any disciplinary action initiated for an employee’s first 

violation of a standard will be mild, such as informal or oral reprimands.  

Should such action be insufficient to cause the employee to comply with 

the standard, subsequent disciplinary action becomes progressively more 

severe until the employee has either corrected the deficiency or ceases 

to be an employee.  In general, most of the procedures below should be 

followed for probationary employees.  Even though probationary 

employees may be terminated without cause, they should be afforded an 

opportunity to improve their performance prior to being let go.   

iii. At each step the standard should be reiterated, and the employee 

offered any appropriate and reasonable assistance.  The primary goal of 

each step in the disciplinary process is the correction of the problem.  The 

goal is not to establish a basis for more severe disciplinary action.    

iv. In some areas the Town’s expectations are obvious.  Employees are 

expected to know that they may not steal, assault members of the public 

or other employees, or abuse their authority for private gain.  Other than 

such obvious examples, it is generally not sufficient for supervisors or 

department heads to assume that the employee is aware of the Town’s 

expectations; nor is it generally sufficient to assume that an employee 

knows that their performance is deficient or that their employment may 

be in jeopardy.  All supervisors are obliged to communicate openly and 
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honestly with their employees and to ensure that all employees have 

read and understand the Personnel Policies, by-laws, civil service laws, 

and all other rules and regulations governing their employment.  

5. PROCEDURES   

a. General Procedures 

i.  The standards for consideration of discipline are as follows: 

1. There must exist sufficient cause to discipline the employee.   

2. The harshness of the penalty must fit the seriousness of the 

action.   

ii. The employee must receive clear and unequivocal warning stating the 

precise areas in which their performance or behavior is unacceptable, 

and the probable consequences of the continuation of such behavior.   

iii. The employee must be given full opportunity to explain their actions and 

to reform or rehabilitate themselves.   

iv. The situation must be fully documented.   

b. Specific Procedures   

i. The Disciplinary Interview   

1. Whenever possible, a meeting between the employee and 

Department Head/designee should precede the initiation of any 

disciplinary action against the employee.   

a. The primary goals of the meeting are:  

i. to determine whether the employee has in fact 

failed to comply with a required standard;   

ii. if so, to identify why the employee failed to meet 

the standard;  

iii. to inform the employee exactly what will be 

expected of them in order to avoid further 

disciplinary action and to offer any appropriate 

assistance; and    

iv. to warn the employee of the consequences of their 

continued failure to comply with established 

standards.   

b. If the Disciplinary Action under consideration is demotion, 

reassignment or discharge, the Department 

Head/designee should also attempt to ascertain:       

i. whether any preceding disciplinary action was 

properly implemented, including proper follow-up 

on improvement plans; and 

ii. whether the employee has a documented history 

of satisfactory performance in another position.  If 

so, demotion or reassignment might be considered 

an appropriate alternative to discharge.  
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ii. Oral Reprimand.  

1. The oral reprimand (or warning) is the least severe form of 

disciplinary action.  In most cases, it is the first form of disciplinary 

action taken against an employee.  After meeting with the 

employee to communicate the warning, the Department 

Head/designee should prepare a written summary which is 

presented to the employee and may be placed in the employee’s 

official personnel file.   

2. Both the oral reprimand and the written summary should contain 

as many elements listed below as are appropriate to the type of 

disciplinary problem involved:    

a. Rule Regulation or Policy Involved – The written summary 

should generally commence with a specific reference to 

the standard of performance or behavior involved.   

b. Facts Showing Deviation from Standard – The Department 

Head/designee should outline in detail the manner in 

which the employee failed to meet the standard.   

c. Consequence to the Town/Department – The Department 

Head/designee outlines the practical significance of the 

employee’s failure to comply with the standard.  

d. Expected Performance or Behavior – The Department 

Head should communicate to the employee the 

expectations of the Department.  

e. Plan for Improvement – The supervisor devises a specific 

plan for assisting the employee in improving their 

performance, and may schedule more frequent 

supervisory meetings to provide additional training.   

f. Follow-up – The time frame within which the employee is 

expected to demonstrate improvement.  The period must 

be long enough to provide a fair opportunity for the 

employee to improve, and short enough so that the 

Department does not have to tolerate unsatisfactory 

performance for an unreasonable length of time 

g. Warning –The Department Head/designee outlines to the 

employee the next step in the disciplinary process which 

will be initiated if the employee fails to improve 

sufficiently during the review period. 

iii. Written Reprimand  

1. The written reprimand shall always be placed in the employee’s 

official personnel file.  It contains all of the elements of the oral 

reprimand listed above.  

2.  In most cases, this formal warning will be initiated only after an 
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informal or oral warning has failed to bring about sufficient 

improvement.  In some cases, in which the employee commits a 

fairly serious offense (e.g. insubordination) the written reprimand 

may be the first disciplinary action taken.  As with the oral 

reprimand, the written reprimand should be issued following a 

meeting with the employee.   

iv. Suspension  

1. Suspension is the temporary and involuntary separation of an 

employee from their employment.  The purpose of a suspension is 

to serve as a final warning to an employee that continued 

misbehavior or poor performance may result in discharge.  

Suspension is generally imposed only when prior warnings or 

reprimands have not caused the employee to bring their 

performance or behavior up to the expected standard.  In some 

cases involving serious misconduct, suspension may be the first 

disciplinary action taken. 

2. Except in cases of serious misconduct, one or more suspensions 

should precede the discharge of any tenured employee.  A 

probationary employee need not be suspended prior to discharge 

(although a pre-termination hearing is mandatory).  The Deputy 

Town Administrator must be notified prior to implementing a 

suspension.  

3. In cases where the Department Head and Deputy Town 

Administrator determine that the unsatisfactory employee should 

be suspended without pay for a period of more than five (5) days, 

the employee shall be granted a hearing before the Department 

Head and the Deputy Town Administrator prior to a 

recommendation for suspension being made to the Town 

Administrator.   

4. All suspensions shall be reduced to writing including all of the 

reprimand elements listed above, and shall be forwarded to the 

Deputy Town Administrator for inclusion in the employee’s official 

personnel file.   

v. Discharge 

1. Discharge is the permanent and involuntary separation of a 

person from their employment with the Town.  Because of its 

severity, action to discharge an employee is generally initiated 

only after the oral and written reprimand processes and one or 

more suspensions have failed to bring about the employee’s 

conformance with the requisite standards of performance or 

behavior.   

2. Action to discharge a probationary employee will generally not be 
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initiated until the employee has been clearly warned that their 

continued poor performance or inappropriate behavior could lead 

to their discharge and until the employee has been given a fair 

opportunity to improve following the warning.  

3. In cases involving serious misconduct (e.g., theft, assault) 

discharge may be initiated without any prior warnings or 

suspensions.   

4. In all cases in which the Department Head and Deputy Town 

Administrator determine that discharge may be warranted, the 

employee shall be given a hearing by the Department Head and 

the Deputy Town Administrator prior to the imposition of such 

discharge.  If discharged, the employee will be given a written 

notice stating the reason(s) for the discharge and the effective 

date of termination of employment with the Town.  Such notice 

shall be included in the employee’s official personnel file.   

vi. Alternatives to Suspension or Discharge.  Prior to the initiation of action 

to suspend or discharge an employee, consideration should be given to 

other alternatives such as demotion or reassignment to other duties.  

These alternatives will be appropriate only in a small percentage of cases.  

Their use as disciplinary measures will be strictly scrutinized.  Demotion 

or reassignment should be considered only when the employee has 

previously demonstrated an ability to perform the duties of the position 

to which demotion or reassignment is contemplated.   
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Town of Westwood 

Personnel Administration  

Drug-Free Workplace Policy 

Policy #402 

   

1. PURPOSE AND SCOPE  

a. The purpose of this policy is to outline the Town’s obligations under the Federal 

Drug-Free Workplace Act of 1988 which requires that an employee notify their 

employer upon conviction of a drug-related crime at the workplace.  

2. APPLICABILITY   

a. This policy applies to all paid positions in the Town excluding those positions 

under the supervision and control of the School Committee. Employees whose 

positions are governed by a collective bargaining agreement are subject only to 

those portions of this policy that are not specifically regulated by those laws or 

agreements.  

3. DEFINITIONS   

a. Workplace. The location to which an employee reports to perform their duties in 

Town service.   

b. Controlled Substance. Those substances included in Schedules I through UUU as 

defined by Section 802(6) of Title 21 of the United States Code (21 USC 802(6)), 

the possession of which is unlawful under Chapter 13 of that title, or any drug 

included within the definition of “Controlled substance” in Chapter 94c of the 

Massachusetts General Law. For the purposes of this policy, “drugs” shall refer to 

controlled substances, and not alcohol or those substances issued in accordance 

with a valid prescription.   

c. Conviction. The state of having been found guilty in a Court of Law. 

4. POLICY  

a. It is the policy of the Town to provide employees with a working environment 

that is free of the problems associated with the use and abuse of controlled 

substances.  The use of controlled substances is inconsistent with the behavior 

expected of employees and subjects the Town to unacceptable risk of workplace 

accidents or other failures that would undermine the Town’s ability to operate 

effectively and efficiently. 

5. PROCEDURES   

a. The non-prescriptive use, sale, possession, distribution, dispensation, 

manufacture, or transfer of controlled substances on Town property, or at any 

other worksite where employees may be assigned, or elsewhere during work 

hours, is strictly prohibited.    

b. Further prohibited is the use, sale, possession, distribution, dispensation, 

manufacture, or transfer of controlled substances on non-working time to the 

extent that such use impairs an employee’s ability to perform their job or where 
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such use, sale, possession, distribution, manufacture or transfer affects the 

reputation of the Town to the general public or otherwise threatens its integrity.     

c. Employees who are convicted of controlled substance-related violations in the 

workplace under state or federal law, or who plead guilty or nolo contendere to 

such charges, must inform their Department Head within five (5) days of such 

conviction or plea.  Department Heads shall notify the Deputy Town 

Administrator immediately.  

d. Employees who are convicted, or who plead guilty or nolo contendere to such 

drug-related violations may be required to successfully complete a drug abuse or 

similar program as a condition of continued employment or reemployment. 

e. Violations of any and all provisions of this policy may result in disciplinary action 

up to and including termination. 

6. EMPLOYEE ASSISTANCE 

a. The Town recognizes drug dependency as an illness and a major public health 

problem.  The Town’s objective is to prevent conviction for drug-related offenses 

prior to their occurrence.  Employees who wish to obtain help in dealing with 

such problems are encouraged to contact the Deputy Town Administrator, Public 

Health Nurse, or their health insurance provider for assistance.  Conscientious 

efforts to seek such help will not jeopardize an employee’s job, and will not be 

noted in any personnel record.   
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Town of Westwood 

Personnel Administration  

Personnel Records Policy 

Policy #403 

   

1. PURPOSE AND SCOPE  

a. The purpose of this document is to ensure that the Town remains in compliance 

with applicable Federal and State laws and Town By-laws regarding maintenance 

of and access to employee personnel files, while at the same time preserving 

employees’ rights of confidentiality with respect to their personnel files. 

2. APPLICABILITY   

a. This policy applies to all paid positions in the Town excluding those positions 

under the supervision and control of the School Committee.  

3. DEFINITIONS   

a. Public Records. Those records defined in MGL Chapter 4, Section 7, including all 

books, papers, maps, photographs, recordings, financial statements, statistical 

tabulations, or other documentary materials or data, regardless of physical form, 

made or received by the Town to serve a public purpose, unless specifically 

exempted.   

b. Fair Information Practice Act. MGL Chapter 66 Section 10 which governs public 

access to records.   

c. Keeper of the Records. That person who has custodial authority over certain 

records, such as the Deputy Town Administrator.  

d. Pre-employment Documentation. Information, forms, or other similar materials 

submitted by a candidate prior to their beginning employment with the Town.  

e. Post-employment. Information, forms, or other similar documentation 

submitted by or about an employee after they begin employment with the 

Town.  

4. POLICY  

a. A centralized personnel file shall be kept for each employee in the Human 

Resources Department.  Such files shall include applications, evaluations, 

reports, and records pertinent to an employee’s employment.   

b. To ensure the uniformity and confidentiality of employee personnel files, 

content of and access to files is limited and shall be controlled in accordance 

with this policy.  

c. It is the policy of the Town that all employees shall comply with the laws 

governing public records and confidential information.  No employee shall 

knowingly or willingly release confidential personnel information, nor shall 

employees refuse to provide public information.  Town employees have a 

diminished expectation of privacy as public employees.  

5. PROCEDURES   
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a. Pre-employment documents such as applications, resumes, required licenses, 

offer of employment letters, copies of transcripts or diplomas, military discharge 

documentation, Civil Service certifications, and other similar materials shall be 

included in the personnel file. 

b. Post-employment documents such as performance appraisals, disciplinary action 

notices, documents reflecting the employee's appointment, promotion, 

demotion, reassignment, transfer, separation or layoff; results of tests, 

physician’s statements, reclassification or change in the employee's rate of pay 

or position title, commendations, Civil Service promotional certifications, copies 

of information sent to the employee, or to third parties about the employee, 

training records, performance evaluations, other records that may be pertinent 

to the employee's employment record, etc. shall be included in the personnel 

file. 

c. All medical-related information will be kept segregated.   

d. When post-employment information is inserted into an employee’s personnel 

file (excluding routine paperwork), the employee shall be given a copy of such 

material by the Deputy Town Administrator or their designee.  

e. The Deputy Town Administrator or their designee at their discretion shall 

determine whether a report or record will be placed in the employee’s personnel 

file, except for information submitted by the employee themselves in rebuttal.   

f. Removal  

i. Once inserted into an employee’s personnel file, documents may only be 

removed if there is a clear and compelling reason to do so.  Such requests 

must be made by the employee to the Deputy Town Administrator.   

ii. The Deputy Town Administrator will make a determination as to whether 

or not the material in question should be removed from the employee’s 

personnel file. 

g. Location/Security. Employee personnel files will be maintained in the Human 

Resources Department at Town Hall (or wherever the Human Resources 

Department is located) under the supervision of the Deputy Town Administrator 

who will be responsible for their safety and security.   

h. Remote Locations. It is the responsibility of the Department Head to forward all 

relevant documents to the Human Resources Department for inclusion in the 

official file.  Department Heads may keep duplicate copies of personnel records.  

However, these personnel records maintained in remote locations are 

considered to be part of the employee’s personnel record and must be shown to 

the employee upon request. 

i. Procedures Governing Access 

i. An employee, upon written or verbal request and in the presence of the 

Deputy Town Administrator or designee, may review, add a rebuttal to a 

particular document, or be provided with a copy of all or part of their 
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personnel file.  An employee now or formerly in the employ of the Town 

may see and or receive a copy of their own personnel records by 

requesting in person or in writing.   

ii. Other individuals authorized access to employee personnel files include: 

the Town Administrator, the Deputy Town Administrator, and/or 

designee; attorneys or union representatives of the employee who have 

written authorization from the employee; the Department Head who 

supervises the employee; attorneys or their agents representing the 

Town; and third parties in response to a court order.   

iii. Compliance with Subpoena or Court Order.  A subpoena or court order 

requires the appearance of the named individual, such as the keeper of 

records, and may also require those individuals to bring to a court  

appearance certain employee records which they have in their 

possession.  Any employee who receives a subpoena or court requiring 

personnel or payroll information should contact the Human Resources 

Department immediately.  The Town will only release confidential 

personnel information in response to a court order.  

iv. Notice of Release of Information--The employee will be notified by the 

Human Resources Department in the event that confidential employee 

data is release in response to a court order.   

v. Release of Public Information   

1. Verification of Employment.  Authorized employees may respond 

to requests for verification of employment from banks, mortgage 

companies, credit card agents, etc., by providing basic public 

information such as length of service and salary rate.   

2. Requests for Personnel Information.  Employees who receive 

requests for personnel information other than employment 

verification, even that which is public record, should refer such 

requests to the Deputy Town Administrator or their designee. 
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Town of Westwood 

Personnel Administration  

Tardiness and Failure to Report to Work Policy  

Policy #404 

   

1. PURPOSE AND SCOPE  

a. The purpose of this document is to ensure proper coverage in all offices and 

work locations in order to maintain the highest level of service to the taxpayers 

of Westwood.  This policy defines the Town’s expectations of employees and 

describes management’s course of action in monitoring and controlling tardiness 

and failure to report to work.   

2. APPLICABILITY   

a. This policy applies to all paid positions in the Town excluding those positions 

under the supervision and control of the School Committee. Employees whose 

positions are governed by a collective bargaining agreement are subject only to 

those portions of this policy that are not specifically regulated by those laws or 

agreements.  

b. This policy does not apply to management employees who do not work regularly 

scheduled hours, and who are required to work as many hours per week as may 

be required. 

3. DEFINITIONS   

a. Management Employees. Those employees who are responsible for a 

Department or Division; who are expected to work the required number of hours 

to fulfill the responsibilities of their positions.  Managers are not necessarily 

required to work the same regularly scheduled work hours as non-management 

employees.   

b. Tardiness. Reporting to work after the customary reporting time has passed.  

4. POLICY  

a. It is the policy of the Town that all employees assume their assigned duties at 

the start of the regularly scheduled work day.  Tardiness and failure to report to 

work are viewed as unacceptable job performance and may be grounds for 

progressive disciplinary action.  

5. PROCEDURES 

a. Notification   

i. An employee who anticipates that they will arrive after the start of the 

work day or shift must notify the work location and speak directly to their 

supervisor or Department Head to inform them of the delay and the 

expected time of arrival.  The employee should call the work location 

prior to their expected time of arrival, if possible.  Employees will be 

required to provide a reasonable explanation of their tardiness, and may 

be required to provide documentation, if appropriate.    
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b. Standards  

i. Tardiness   

1. If an employee exhibits a pattern of repeated tardiness, they may 

receive an oral reprimand.  Subsequent tardiness may result in a 

written reprimand or further disciplinary action.   

2. If an employee is tardy for more than two (2) consecutive hours 

without cause, they may receive a written reprimand without 

having received a prior oral reprimand.  Subsequent tardiness 

may result in further disciplinary action.   

ii. Failure to Report to Work  

1. If an employee does not report for their scheduled work 

hours/shift, and fails to notify the work location of the absence by 

the end of the regularly scheduled shift, the employee shall be 

considered on unauthorized leave without pay for the day and 

may be subject to disciplinary action up to and including 

termination, unless the absence resulted from an emergency.  The 

employee may be required to provide documentation of the 

emergency.  Further incidents of this nature may result in 

subsequent disciplinary action up to and including termination of 

employment.   

2. Failure by an employee to report to work without permission and 

without notice for three (3) or more consecutive days may result 

in the employee being considered to have voluntarily and 

permanently separated themselves from Town service. 
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Town of Westwood 

Personnel Administration  

Membership in Professional Associations Policy  

Policy #405 

   

1. PURPOSE AND SCOPE  

a. The purpose of this policy is to convey the Town's expectations for professional 

and management employees concerning membership in professional 

associations, including appropriate use of Town time and expenses related to 

association business.  

2. APPLICABILITY   

a. This policy applies to all paid positions in the Town excluding those positions 

under the supervision and control of the School Committee. Employees whose 

positions are governed by a collective bargaining agreement are subject only to 

those portions of this policy that are not specifically regulated by those laws or 

agreements.  

3. DEFINITIONS   

a. Reserved for future use.  

4. POLICY  

a. The Town supports and encourages employees to join and actively participate in 

organizations or associations related to their municipal position or professional 

discipline, and/or to the furtherance of diversity, equity, and inclusion in all 

aspects of Town government.  It is the policy of the Town that a reasonable 

amount of Town expense and work time may be devoted to such organizations, 

subject to the procedures set forth below.  

5. PROCEDURES 

a. Dues  

i. Subject to appropriation, Department Heads may authorize payment of 

dues to professional associations for themselves and/or for staff 

members.  Dues for organizations that were created to encourage 

professional development for members, or to propose and advocate for 

legislation in support of municipal interests, are appropriate.   

b. In-State Conferences or Meetings   

i. Subject to appropriation, Department Heads may authorize payment of 

registration fees, expenses, and paid leave from work for attendance at 

in-state conferences held to promote the training, education, or 

professional development of participants.  

ii. Payment for travel and/or expenses relating to other types of meetings 

(such as subcommittees or board of directors’ meetings) is appropriate.  

iii. Payment for travel and/or expenses for other non-educational meetings 

for other professional associations is appropriate if conducted in a 
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reasonable manner.   

c. Out-of-State Conferences or Meetings    

i. Subject to appropriation, and any approvals contained in the Town 

Expense Reimbursement Policy (#505), Department Heads may authorize 

payment for out-of-state conferences or meetings held to promote the 

training, education, or professional development of participants.  The 

appropriate amount of time devoted to out-of-state travel for education, 

training, and/or professional development will be determined by the 

Town Administrator.   

ii. Department Heads may authorize attendance at out-of-state meetings 

which are not educational in nature.  Employees are responsible for their 

own travel arrangements for non-educational meetings, such as 

conference planning or subcommittee meetings.  The appropriate 

amount of time devoted to out-of-state travel for meetings other than 

education, training, and/or professional development will be determined 

by the Department Head.   

d. Publication 

i. All employees are encouraged to publish articles in professional, 

technical, and scholarly journals.  To protect the integrity of Town 

government, all such articles should bear the following caveat: "This 

article represents the opinions and conclusions of the author and not 

necessarily those of the Town of Westwood.”  
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Town of Westwood 

Personnel Administration  

Workplace Violence Policy 

Policy #407 

   

1. PURPOSE AND SCOPE  

a. The purpose of this policy is to establish a Town standard that will encourage 

and foster a work environment that is characterized by respect and healthy 

conflict resolution; to reduce the potential for violence in and around the 

workplace; to mitigate the negative consequences for employees who 

experience or encounter violence in their work lives; and to ensure that 

appropriate resources are available to employees who may be victims of 

workplace violence, or who may be perpetrators of workplace violence.  

2. APPLICABILITY   

a. This policy applies to all paid positions in the Town excluding those positions 

under the supervision and control of the School Committee.  

b. Members of the Police Department may be subject to additional policies, rules 

or regulations promulgated by the Chief of Police.  

3. DEFINITIONS   

a. Reserved for future use.  

4. POLICY  

a. It is the policy of the Town to promote a safe environment for its employees.  

The Town is committed to working with its employees to maintain a work 

environment free from violence, threats of violence, harassment, intimidation, 

and other disruptive behavior.   

b. Violence, threats, harassment, intimidation, and other disruptive behavior in our 

workplace will not be tolerated.  All reported incidents will be taken seriously 

and will be dealt with appropriately.  Such behavior can include not only acts of 

physical violence, but also oral or written statements, gestures, or expressions 

that communicate a direct or indirect threat of physical harm.  Individuals who 

commit such acts may be removed from the premises and may be subject to 

criminal prosecution; employees may also be subject to disciplinary action, up to 

and including termination from town service.   

c. The Town needs the cooperation of all employees to implement this policy 

effectively and to maintain a safe working environment.  Employees should not 

ignore violent, threatening, harassing, intimidating, or other disruptive behavior.  

Employees who observe or experience such behavior by anyone on Town 

property should report the incident immediately to a Department Head, whether 

or not the alleged offender is a Town employee.  Department Heads who receive 

such reports should contact the Town Administrator or Deputy Town 

Administrator immediately for a response.  Threats or assaults that are of an 
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emergency nature and require immediate attention should first be reported to 

the Police Department by dialing 911.   

d. The Town is committed to providing a safe environment for working and 

conducting business, in so far as is reasonably possible given available resources.  

The Town will not tolerate acts of violence committed by or against Town 

employees or members of the public on Town property, or during the 

performance of Town business, regardless of location. 

e. For the purposes of this policy, the word violence shall mean an act or behavior 

that: 

i. is physically injurious or abusive; 

ii. a reasonable person would perceive as obsessively directed (e.g., an 

intensely focused grudge, grievance, or romantic interest in another 

person) and reasonably likely to result in harm or threats of harm to 

persons or property;  

iii. consists of a communicated or reasonably perceived threat to harm 

another individual or in any other way endanger the safety of the 

individual; 

iv. would be interpreted by a reasonable person as carrying the potential for 

physical and/or psychological harm to the individual; 

v. is a behavior or action that a reasonable person would perceive as 

menacing;  

vi. involves carrying or displaying weapons, destroying property, or throwing 

objects in a manner reasonably perceived to be threatening; or  

vii. consists of a communicated or reasonably perceived threat to destroy 

property.   

f. Violent actions on Town property or facilities, or while on Town business, will 

not be tolerated or ignored.  Any unlawful violent or non-violent actions 

committed by employees, or members of the public on Town property, or while 

using Town facilities, will be subject to prosecution, as appropriate.  The Town 

intends to use all reasonable legal, managerial, administrative, and disciplinary 

procedures to secure the workplace from violence and to reasonably protect 

employees and members of the public.   

g. Possession or use by employees of firearms or other items which may be 

considered dangerous and/or are designed to cause death or serious bodily 

injury are prohibited on Town property, in Town vehicles, or in any personal 

vehicle that is used for Town business, or during business hours, except for those 

employees who are engaged in official military or law enforcement activities.  

Possession or use of a firearm in such circumstances is prohibited whether or not 

the employee is licensed to carry a firearm, or has a Firearm Identification Card 

(FID).   Use of other objects by employees, such as, but not limited to, 

pocketknives, razors, hammers, etc., in a dangerous or potentially dangerous 
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manner is also prohibited. 

5. PROCEDURES 

a. All reports of violence will be evaluated immediately, and appropriate action will 

be taken, where possible, in order to help protect the employee(s) from further 

violence.  Appropriate disciplinary action will be taken when it is determined that 

Town employees have committed threats or acts of violence in violation of this 

policy.    

b. Administrative   

i. Insofar as is reasonably possible, the Town Administrator/designee shall 

be responsible for:  

1. responding promptly and appropriately to any act of violence in 

the workplace;  

2. ensuring accountability among employees for acts of violence 

committed in the workplace; ensuring the effective investigation 

of violence occurring in the workplace;  

3. imposing or recommending disciplinary action for employees who 

are perpetrators of threats or acts of violence when the behavior 

involves the use of Town work time or property;  

4. communicating this policy and program to department heads, 

supervisors, employees, boards and committees; 

5. providing referral, guidance, and support to employees who are 

victims of workplace violence;   

6. providing managers and supervisors with guidance, direction, and 

support in matters of intervention and response to workplace 

violence issues;  

7. and providing training for Department Heads and supervisors 

relating to workplace violence issues.   

ii. Employee Assistance Program  

1. The Town’s Employee Assistance Program (EAP) will respond to 

confidential calls of witnessed reports of threats, threatening 

behavior or acts of violence in the workplace; provide emotional 

support, short-term counseling; assist victims with developing a 

personal safety plan in the event of violence at work; provide 

training for department managers and supervisors; and refer 

victims or perpetrators of workplace violence to available 

resources.   

iii. Department Heads are responsible for:  

1. receiving reports of incidents of workplace violence;  

2. assessing situations;  

3. making judgments as to appropriate responses; 

4. responding to reports of workplace violence; and 
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5. initiating the investigation process.  

c. Incident Response Plan 

i. When the Incident Occurs: 

1. If a Department Head or employee believes that an individual’s 

physical well-being is threatened, and the situation is of an 

emergency nature, he or she should call 911.     

2. If the incident does not rise to the level of emergency, the 

employee should contact their immediate supervisor/Department 

Head.  If the supervisor/Department Head believes that a crime 

may have been committed, they should contact the Police 

Department.     

3. In instances that involve emergency response or potential 

criminal activity, the Town Administrator/designee will contact 

the Police Department for assessment, and, if necessary, 

investigation.   

4. In instances that do not involve emergency response, the Town 

Administrator/designee will coordinate an internal administrative  

investigation, or refer the matter to the Police Department for 

investigation.   

ii. Investigation  

1. Workplace incidents involving emergency and/or criminal activity 

will be referred to the Police Department for investigation.  An 

administrative investigation may be conducted by the Town 

Administrator/designee concurrent with any criminal 

investigation, in cooperation with the Police Department.  The 

Town Administrator/designee will investigate workplace incidents 

that do not involve an emergency situation and/or criminal 

activity.  The Town Administrator/designee will conduct 

administrative investigations in a confidential manner, including 

the following procedures.     

2. Victim Interview 

a. Interviews with an alleged victim will be conducted first by 

the Police Department in any incident involving emergency 

and/or criminal activity. As part of an administrative 

investigation, the Town Administrator/designee will 

conduct an interview with the alleged victim in a sensitive, 

supportive and non-judgmental manner.  The goal of the 

interview is to develop a true and accurate account of the 

incident.  The investigator will:   

i. obtain the date and time of the incident;  

ii. obtain answers to the questions: who, what, when, 
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and where;  

iii. determine the background of the situation, 

including the relationship between the parties 

involved prior to the incident;  

iv. obtain the name of anyone else who saw or heard 

the incident, any person who the alleged victim has 

talked to about the incident, and any person who 

the alleged victim believes has also had encounters 

with the alleged offender; 

v. find out what other involved persons (if any) did in 

response to the incident;   

vi. find out whether the other involved persons (if 

any) have documented the incident, or any other 

violent encounters with the alleged offender;  

vii. reassure the alleged victim or other involved 

person that the Town is actively responding to the 

incident, and that any retaliation will not be 

tolerated; and   

viii. advise the alleged victim or other involved persons 

of the assistance available from the Employee 

Assistance Program.   

3. Interview with an Employee who is the Alleged Offender  

a. Interviews with an alleged offender will be conducted first 

by the Police Department in any incident involving 

emergency and/or criminal activity. As part of an 

administrative investigation, the Town 

Administrator/designee will conduct an interview with the 

alleged offender.  The interview will be conducted with 

sensitivity and in a nonjudgmental manner.  The 

investigator must keep in mind that a person is innocent 

until proven at fault.  Unreasonable assumptions of guilt 

prior to an investigation or before an investigation has 

been completed can impede and interfere with a fair and 

appropriate analysis of the events.  (In accordance with 

any collective bargaining agreement that may apply to the 

alleged offender, a union representative may attend the 

investigation meeting.)  The investigator will:   

i. present the incident or incidents described by the 

alleged victim; 

ii. allow the alleged offender to present their side of 

the story;  
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iii. use questions such as "describe the incident that 

occurred between you and the alleged victim," and 

"describe your relationship with the alleged victim 

and other interactions that you have had;"  

iv. listen attentively and open-mindedly as the alleged 

offender speaks;  

v. advise the alleged offender of the serious 

consequences of any form of retaliation against the 

alleged victim or any action that might be 

interpreted as retaliation; and  

vi. advise the alleged offender about the assistance 

available from the Employee Assistance Program 

(EAP).   

4.  Interviews with Observers or Others in the Workplace  

a. Interviews with observers or others in the workplace will 

be conducted first by the Police Department in any 

incident involving emergency and/or possible criminal 

activity. As part of an administrative investigation, the 

Town Administrator/designee will conduct an interview 

with observers or others in the workplace using questions 

such as "What type of interaction did you observe 

between the alleged victim and the alleged offender?" and 

"Are there other people who might be able to comment or 

who observed the same incident?"  The Town 

Administrator will also advise any other persons who may 

have been affected by the incident of the assistance 

available from the EAP.   

5. Follow-up  

a. Upon completion of the fact-finding portion of the 

administrative investigation, the Town 

Administrator/designee shall be responsible for:   

i. individual follow-up meetings with both the alleged 

victim and the alleged offender advising them of 

the findings of the investigator;  

ii. imposition or recommendation of any disciplinary 

action;   

iii. referral of the incident to the Police Department 

for investigation in the event of discovery of 

potential criminal activity; and   

iv. valuation of internal security measures.   

6. Post Incident   
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a. After a violent incident, the EAP will offer counseling 

services to employees and their families, which may 

include, but not be limited to:  

i. providing a debriefing 24 to 72 hours after a 

serious incident of violence to include all affected 

employees to explain what happened and what 

steps are being taken by the Town to support 

affected employees;  

ii. providing a group debriefing after a serious 

incident of violence for immediate co-workers in 

methods of communicating with the victim/co-

worker who is re-entering the workplace after an 

absence; and  

iii. providing on-going follow-up counseling, as 

needed.   

b. Any employee who is found to be the initiator of criminal 

conduct or violence in the workplace shall be subject to 

disciplinary action, up to and including termination from 

Town service.  Any disciplinary action will be taken in 

accordance with the relevant collective bargaining 

agreement, where applicable.   

d. Intervention   

i. At-risk employees. 

1. Some employees are known to be at risk for violence because of 

the nature of their jobs.  Other employees can be at risk because 

they are subjected to violence, threats or harassment from a 

current or former spouse or partner or other non-employee.  

ii. Reports of violence.   

1. Individuals who are victims of workplace violence are encouraged 

to contact their Department Head and/or the Town 

Administrator/designee for response, action, and guidance.  

Individuals who are victims of domestic violence are encouraged 

to contact their local Police Department or domestic abuse 

hotline where the incident occurred for referral, support, and 

assistance.   

iii. Referrals 

1.  Managers and supervisors are encouraged to refer employees 

with attendance, behavior, performance or discipline problems to 

the Deputy Town Administrator and/or to the Employee 

Assistance Program for referral, support and assistance, and to 

refer employees who request assistance with domestic violence 
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concerns to EAP for referral, support, and assistance.  The Deputy 

Town Administrator and EAP will work with at-risk employees and 

their Department Heads to develop safety plans that address the 

specific risks the employees face while at work. 
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Town of Westwood 

Personnel Administration  

Standards of Conduct Policy  

#408 

   

1. PURPOSE AND SCOPE  

a. The purpose of this policy is to indicate the conduct expected by employees of 

the Town of Westwood when conducting business with other employees, 

customers, vendors, and visitors, who interact with the Town on a daily basis. 

This policy extends to private conduct, to the extent the law has additional 

requirements on public employees.   

2. APPLICABILITY   

a. This policy applies to all paid positions in the Town excluding those positions 

under the supervision and control of the School Committee.  

3. DEFINITIONS   

a. Ethical. Acting or behaving in accordance with commonly accepted standards for 

appropriate conduct reflecting positively on the Town of Westwood and the 

employee. 

b. Nominal Value. Means monetary worth not exceeding fifty dollars ($50.00).   

c. Conflict of Interest. A situation in which an employee’s private interest conflicts 

or raises a reasonable question of conflict with their employee duties and 

responsibilities.   

d. Commission. Where used in this policy, “Commission” refers to the State Ethics 

Commission.   

e. Disclosure. Where used in this policy, “Disclosure” means a written statement on 

a form prescribed by the Commission, or in another writing that otherwise 

complies with Public Employee Ethic Laws, of all relevant facts as required by the 

circumstances and the provisions of the law, which disclosure will generally be a 

public record for purposes of the law and shall be made and filed in accordance 

with regulations.   

4. POLICY  

a. Employees must act with fundamental honesty and integrity in all Town dealings, 

comply with all laws/regulations that govern the Town, maintain an ethical and 

professional work environment, and comply with all Town policies.  Town 

employees are required to treat fellow employees, customers, vendors, and 

visitors with respect, courtesy, honesty, fairness, and integrity both in and 

outside of the Town of Westwood.   

b. As further described in Public Employee Ethics Laws, and among other 

requirements set forth in the law, Employees may not, directly or indirectly, ask, 

demand, exact, solicit, seek, accept, receive, or agree to receive anything of 

value for themselves or for any other person or entity for or because of any 
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official act performed or to be performed by the employee, or to act in a manner 

which would cause a reasonable person to conclude that the employee could be 

influenced in such a manner.   

c. Examples of conduct that is considered inappropriate and/or unprofessional 

under this policy may be physical and/or verbal and include, but are not limited 

to, the following: 

i. Asking or requiring another individual to act unethically or violate the 

Town’s Professional Conduct Policy or the law; 

ii. Disparaging or misrepresenting the Town or any Town employee;  

iii. Engaging in gambling, such as sports pools, card games, games of chance, 

and raffles while conducting Town business or representing the Town;  

iv. Discriminating against others on the basis of race, sex, sexual orientation, 

age, handicap, religion, national origin, or any other protected 

classification in the course of employment with the Town;  

v. Engaging in any behaviors that are harassing, including sexual harassment 

or offensive comments or jokes;  

vi. Consuming and/or using alcohol, non-prescribed narcotics, or controlled 

substances during work time, or reporting to work under the influence of 

alcohol, intoxication, non-prescribed narcotics, or controlled substances 

in any form.  Employees should inform Human Resources Department or 

their Department Head at the start of the workday if they are taking 

medication that might impair work performance, in order that proper 

accommodations can be considered and made where reasonable.   

d. Employees shall obey the laws of the United States and the Commonwealth of 

Massachusetts.  Any employee who is convicted of a crime relating to their 

employment or impacting their employment, or crimes which may disqualify 

them from holding necessary certifications or licenses, may be subject to 

disciplinary action, up to and including termination.  Employees are, where 

applicable, subject to meeting CORI background screening requirements, subject 

to Town requirements and applicable law, including the law governing CORI.    

e. Employees shall comply with all of the policies and operating procedures of the 

Town of Westwood and the department in which they work.  Employees shall 

respond forthrightly to the work-related directives of their supervisor.   

f. Employees are expected to conduct themselves in their official relations with the 

public and with their fellow employees in a manner that will enhance public 

respect for and confidence in, the employee and the Town as a whole.  

Employees must not only perform their duties in a wholly impartial manner but 

must avoid any conduct that gives a reasonable basis for the impression of acting 

otherwise.  Specifically, all employees shall avoid any action which may result in 

or create a reasonable basis for the impression of: 

i. Using public office for private gain;  
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ii. Giving preferential treatment to any citizen; 

iii. Making work-related decisions contrary to departmental/Town policy; 

and,  

iv. Using one’s official position to harass or intimidate any person or entity.  

g. The necessity for the fair and impartial administration of Town government and 

the enforcement of its policies/bylaws/regulations makes the avoidance of any 

conflict of interest of primary importance.   

h. No municipal employee shall, otherwise than as provided by law for the proper 

discharge of official duties, directly or indirectly receive or request compensation 

from anyone other than the Town or municipal agency in relation to any 

particular matter in which the same Town is a party or has a direct and 

substantial interest.  

i. No person shall knowingly, otherwise than as provided by law for the proper 

discharge of official duties, directly or indirectly give, promise or offer such 

compensation.   

j. No municipal employee shall, otherwise than in the proper discharge of their 

official duties, act as agent or attorney for anyone other than the city or Town or 

municipal agency in prosecuting any claim against the town, or as agent or 

attorney for anyone in connection with any particular matter in which the same 

town is a party or has a direct and substantial interest.   

k. All employees shall, to the extent necessary comply with M.G.L. c. 268B, section 

5, file the necessary statements of financial interest on an annual basis.   

l. Gifts, Gratuities, Benefits, and Items of Value. 

i. General Rule:  Employees shall not solicit or accept, directly or indirectly, 

any gift or benefit, including any gratuity, favor, entertainment, loan, or 

any other item of value, from a person who or entity which the employee 

knows or has a reason to know:  

1. Has or is seeking to obtain contractual or other business or 

financial relations with their department or the Town;  

2. Conducts business or other activities that are regulated or 

monitored by the department or the Town, except as permitted 

by statute or regulation;  

3. Has interests that may be substantially affected by the 

employee’s performance or non-performance of their duties or 

has the appearance of being substantially affected; or   

4. Seeks to influence the employee in the performance of their 

official acts or any act within their official responsibility.   

ii. Exceptions - the restrictions set forth in Section 4.6 do not apply to the 

following gifts provided that such gift or benefit has not been solicited by 

the public employee, and is not for any of the purposes identified as 

prohibited above, and/or in the State Public Employee Ethics Laws.:  
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1. De Minimis Gifts. Anything with a value of less than $25, other 

than cash.  De minimis gifts include multiple gifts or benefits given 

or offered to a public employee within a calendar year by one 

person or by an organized group of persons having a common 

interest in a particular matter or legislation before that public 

employee, if the aggregated value is less than $25;  

2. Inheritance. Anything received by intestate inheritance;  

3. Gifts from Immediate Family and Relatives. Anything received by a 

public employee from a member of the public employee's 

immediate family or from a great-grandparent, great-grandchild, 

grandparent, grandchild, uncle, aunt, niece, nephew, cousin, step-

parent, stepchild of the public employee or of the employee's 

spouse and given for reasons unrelated to the public employee's 

official position or duties;  

4. Informational material.  Informational material relevant to a 

public employee's official functions and intended for use by the 

public employee in the exercise of official duties or solicited for 

the purpose of promulgating, administering, and enforcing agency 

regulations, such as books, pamphlets, reports, documents, 

periodicals, or other information that is recorded in a written, 

audio, electronic, or visual format;  

5. Professional Organization Membership Fees. Reduced or waived 

membership or other fees offered by a professional organization 

if the only requirements for membership relate to professional 

qualifications;  

6. General Discounts. A rebate, discount, or promotional item 

available to the general public or to a class consisting of all public 

employees from a city or town, county, or state on the same 

terms as offered to the general public;  

7. Display Items for Meritorious Public Service. An item intended for 

display and given by a civic, charitable, professional, religious, or 

fraternal organization in recognition of meritorious public service 

that has no or de minimis resale value. Such items shall include 

but not be limited to trophies, plaques, bowls, and certificates;  

8. Honoraria. Honoraria not exceeding $ 250 for participating in a 

legitimate speaking engagement provided that:  

a. delivering the speech is not part of the public employee's 

official duties;  

b. public resources are not used in the preparation of the 

speech;  

c. public time is not taken for the preparation or delivery of 
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the speech; and  

d. neither the sponsor of the address nor the source of the 

honorarium is a person or entity with whom the public 

employee has had or reasonably expects to have dealings 

in their official duties;  

e. the public employee makes a prior written disclosure.  

9. Honorary Degrees. An honorary degree from a public or private 

educational institution given for meritorious public service or 

achievement provided that the degree does not include a 

monetary award of substantial value. The public employee who is 

receiving the degree may also accept meals and entertainment 

given to them and to guests accompanying the public employee in 

accordance with the criteria and policies of the educational 

institution;  

10. Gifts between Employees. Gifts appropriate to the occasion given 

to a public employee by another public employee at a state, 

county, or municipal agency in recognition of infrequent and 

irregularly occurring occasions of personal significance such as 

marriage, illness, or the birth or adoption of a child; or upon 

occasions that terminate a professional working relationship, such 

as retirement, transfer, or resignation;  

11. Ceremonial Functions. Free or discounted admission of 

substantial value to a widely attended event open to the general 

public, when the free or discounted admission is provided to the 

public employee directly by the organization or committee and 

not through an intermediary who has purchased admission to the 

event and where the public employee is expected to perform a 

ceremonial function directly related to their official position.  

iii. The acceptance of food or refreshments of nominal value on infrequent 

occasions in the ordinary course of a breakfast, luncheon, dinner, or 

other meeting attended for educational, informational or other similar 

purpose.  However, employees, while on official business, are specifically 

prohibited from accepting free food or other gratuity, except non-

alcoholic beverages (coffee, tea, etc.), from persons with whom they 

have contact in the performance of their duties.  Employees are not 

permitted to accept standing offers of meals or refreshments, nor are 

they permitted to accept several instances of offers of food or 

refreshments from the same person or entity which, in the aggregate, 

would exceed the definition of nominal value during a calendar year.  

iv. The acceptance of loans from banks or other financial institutions on 

customary terms to finance proper and usual activities of employees, 
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such as home mortgage loans, automobile loans, personal loans, etc., 

provided that the employee does not deal with that institution in the 

course of their official duties.  However, if dealing with such banks or 

financial institutions is unavoidable, the employee must make all 

appropriate disclosures as set forth in State Ethics Commissions 

regulation 930 CMR 5.00 et. Seq., and in accordance with the 

requirements of these regulations, shall notify the Town Clerk's office, in 

writing, prior to engaging in such dealings.  

v. The acceptance of unsolicited advertising or promotional materials such 

as pens, pencils, note pads, calendars, and other items of nominal value 

may be permitted, subject to law and regulations. 

vi. The acceptance of an award or gift of nominal value for participation in a 

conference, or some public contribution or achievement given by a 

charitable, religious, professional, social, fraternal, educational, 

recreational, public service, or civic organization.  If more than one award 

or gift is given, the aggregate value must be nominal. 

vii. Gifts and Benefits Requiring Disclosure  

1. Other gifts or benefits may in some instances be permissible, but 

will also require “Disclosure”.  Please see the Public Employee 

Ethics Laws for a description.  Otherwise, gifts and benefits are 

impermissible.   

viii. Questions about whether a gift or benefit is permissible or must be 

disclosed, or any other instances that may have violated this policy, 

should be directed to the Human Resources Department.   

ix. Department Heads are required to act consistently with this policy and 

ensure this policy is implemented consistently within their departments.   

x. In the event of an error or violation of this policy, either intentional or 

unintentional, the Human Resources Department must be immediately 

informed.  The Human Resources Department will identify and 

recommend the proper correction(s).  A violation of this policy, whether 

intentional or unintentional, will not change this policy, nor set a 

precedent in any future application of this policy. 

5. PROCEDURES 

a. Procedures/Investigations 

i. A violation of any aspect of this policy can damage the integrity and harm 

the reputation of the Town of Westwood and all employees, and may 

additionally place the employee in violation of Massachusetts law.  The 

Town is fully committed to reviewing and/or investigating, as necessary, 

any and all reported incidents.  Employees who become aware of 

inappropriate conduct should report it to their Department Head or to 

the Deputy Town Administrator.  
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ii. When management becomes aware of an incident, they shall document 

the incident as soon as possible and forward said information to their 

supervisor.  

iii. A decision to deal administratively with the employee and/or to have the 

employee consult with the Employee Assistance Program (EAP) shall be 

made as promptly as possible by the Deputy Town Administrator, and 

management should continue an ongoing review.   

b. Employees may have separate reporting requirements under the State Ethics 

Law, which are in addition to those described in this policy.  Employees must be 

aware of these reporting requirements, and when and under what 

circumstances State Ethics Law requires employees to make such report.  

c. Resources 

i. Training/Presentations  

1. Upon request, and as needed, the Human Resources Department 

will coordinate presentations to management that will discuss this 

policy.  Such training/discussions should explain both appropriate 

and inappropriate conduct that may help to minimize the risks of 

violation.  

ii. Employee Assistance Program  

1. The Town also provides an Employee Assistance Program (EAP) 

that can be utilized by both Department Heads and employees in 

dealing with and preventing workplace violence.   

iii. Actual or Potential Conflicts of Interest, Violations of this Policy, or 

Violations of the Law:  

1. Employees should immediately report and make inquiry about 

questionable items, gifts, benefits, or matters.   Inquiries can be 

made with the Town or employees may go directly to the Human 

Resources Department or to the Ethics Commission at 1-888-485-

4766 (Attorney of the Day). 
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Town of Westwood 

Personnel Administration  

Information Technology Resources Policy  

Policy #409 

   

1. PURPOSE AND SCOPE  

a. The purpose of this document is to outline the Town of Westwood’s policy about 

information technology resources provided by the Town.   

2. APPLICABILITY   

a. All persons employed by the Town of Westwood, including those firms, 

businesses and individuals who are contracted to perform work for the Town or 

who serve in some voluntary capacity for the Town that are using Town-provided 

Information Technology Resources. 

b. This policy is intended to be consistent with any and all applicable laws.  If any 

part of this policy is inconsistent with the law, that part of the policy shall be 

considered invalid, and the remaining provisions of the policy shall be construed 

so as to be consistent with the law. 

3. DEFINITIONS   

a. Information Technology Resources (ITRs) are technology resources provided by 

the Town of Westwood including but not exclusively:  computers; email services; 

data storage locally and on central town-maintained servers; wired and wireless 

Wi-Fi internet access; application software provisioned by the Town of 

Westwood to run on its network or on employee computers. 

4. POLICY  

a. User Responsibilities. It is the responsibility of any person using Information 

Technology Resources (ITRs) to read, understand, and follow this policy as well 

as the Town of Westwood User Responsibility Agreement (see Attached).  In 

addition, users are expected to exercise reasonable judgment in interpreting this 

policy and in making decisions about the use of ITRs.  Any person with questions 

regarding the application or meaning of this policy should seek clarification (by 

contacting the Information Technology Department 781-320-1021 or 

it@westwoodma.gov).   Failure to observe this policy may subject individuals to 

disciplinary action, including termination of employment. 

b. Acceptable Uses. The Town of Westwood believes that Information Technology 

resources (ITRs) empower users and make their jobs more fulfilling by allowing 

them to deliver better services at lower costs. As such, employees, elected 

officials, board or committee members, and contractors are encouraged to use 

the Town’s ITRs to the fullest extent in pursuit of the Town of Westwood's goals 

and objectives. 

c. Unacceptable Uses of Town of Westwood ITRs. Unless such use is reasonably 

related to a user's job, it is unacceptable for any person to use Town of 
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Westwood ITRs:  

i. in furtherance of any illegal act, including violation of any criminal or civil 

laws or regulations, whether state or federal  

ii. for any political purpose  

iii. for any commercial purpose  

iv. to send threatening or harassing messages, whether sexual or otherwise  

v. to access or share sexually explicit, obscene, or otherwise inappropriate 

materials  

vi. to infringe any intellectual property rights  

vii. to gain, or attempt to gain, unauthorized access to any computer or 

network  

viii. for any use that causes interference with or disruption of network users 

and resources, including propagation of computer viruses or other 

harmful programs  

ix. to intercept communications intended for other persons  

x. to disclose personal, private, sensitive and/or confidential information 

xi. to misrepresent either the Town of Westwood or a person's role at the 

Town of Westwood  

xii. to distribute chain letters  

xiii. to access online gambling sites or  

xiv. to libel or otherwise defame any person.  

d. Data Confidentiality. In the course of performing their jobs, Town of Westwood 

employees, elected officials, board or committee members and contractors 

often have access to confidential or proprietary information, such as personal 

data about identifiable individuals or commercial information about business 

organizations. Under no circumstances is it permissible for employees, elected 

officials, board or committee members or contractors to acquire access to 

confidential data unless such access is required by their jobs. Under no 

circumstances may employees, elected officials, board or committee members 

or contractors disseminate any confidential information that they have rightful 

access to, unless such dissemination is required by their jobs. 

e. Copyright Protection. Computer programs are valuable intellectual property. 

Software publishers can be very aggressive in protecting their property rights 

from infringement. In addition to software, legal protections can also exist for 

any information published on the Internet, such as the text and graphics on a 

website. As such, it is important that users respect the rights of intellectual 

property owners. Users should exercise care and judgment when copying or 

distributing computer programs or information that could reasonably be 

expected to be copyrighted. 

f. Computer Viruses. Users should exercise reasonable precautions in order to 

prevent the introduction of a computer virus into the local area or wide area 
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networks. Virus scanning software should be used to check any software 

downloaded from the Internet or obtained from any questionable source. In 

addition, executable files (program files that end in ".exe") should not be stored 

on or run from network drives.  Any users who suspect they might have been 

infected with a virus or malware must immediately contact the Information 

Technology Department. 

g. Network Security. Most Town-provided computers are connected to a local area 

network, which links computers within the Town of Westwood and, through the 

wide area network, to most other computers in town government. As such, it is 

critically important that users take particular care to avoid compromising the 

security of the network. Most importantly, users should never share their Town-

related passwords. This would include not sharing: computer PC passwords; 

application Log-in IDs and Passwords; Wi-Fi passwords for non-public space. 

Users should promptly notify the Town of Westwood Information Technology 

Department personnel if they suspect their passwords have been compromised. 

In addition, users who will be leaving their PCs unattended for extended periods 

should either log off the network or lock their computers. 

h. Email. When using e-mail, there are several points users should consider.  

i. First, because e-mail addresses identify the organization that sent the 

message (username@westwoodma.gov), users should consider e-mail 

messages to be the equivalent of letters sent on official letterhead. 

ii. Users should ensure that all emails are written in a professional and 

courteous tone.  

iii. All Town emails are public documents. Users should remember that e-

mails can be stored, copied, printed, or forwarded by recipients. As such, 

users should not write anything in an e-mail message that they would not 

feel just as comfortable putting into a memorandum.  NOTE:  All emails 

are public documents.  

iv. Because email security is intricately tied to network security, email can 

only be accessed on Town-issued devices. Use of Town email on personal 

devices is prohibited. 

i. No Expectation of Privacy. Town of Westwood ITRs are the property of the Town 

of Westwood and are to be used in conformance with this policy. The Town of 

Westwood retains the right to inspect any user's computer, any data contained 

in it, and any data sent or received by that computer. Users should be aware that 

network administrators, in order to ensure proper network operations, routinely 

monitor network traffic. Use of Town of Westwood ITRs constitutes express 

consent for the Town of Westwood to monitor and/or inspect any data that 

users create or receive, any messages they send or receive, and any web sites 

that they access.  Any information sent through an ITR is considered to be a 

public document. 
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5. PROCEDURES 

a. Employees will be required to sign the Town of Westwood Information 

Technology User Responsibility Agreement on an annual basis.  

 

 

 

TOWN OF WESTWOOD MASSACHUSETTS  

INFORMATION TECHNOLOGY USER  

RESPONSIBILITY AGREEMENT  

   

Each user of the Town of Westwood’s Information Technology has the following responsibilities 

when using Town of Westwood resources:    

1. I have read and understand the Town of Westwood’s Information Technology Resources 

Policy, a copy of which is attached hereto.  My continued use of my network login, 

password, and Town of Westwood resources is contingent on my compliance with this 

agreement and the attached Information Technology Resources Policy.   

2. My Log-in IDs have been issued to me exclusively for the purpose of enabling me to 

perform my job duties as an employee or contractor for the Town of Westwood 

Massachusetts.  My Log-in IDs will allow me to use one or more Town systems such as 

Softright, Harpers Millennium, Public Safety Dispatch, Assessing and Aspen/X2, etc., to 

which I have been explicitly granted access.  My login will enable me to use the Town of 

Westwood’s Information Technology Resources (“IT Resources”) to which I have been 

granted access for additional purposes. My Network Log-in IDs are referred to hereafter 

as “Log-in IDs”.    

 

3. I will respect the privacy of other Authorized Users; for example, Authorized Users shall 

not intentionally seek information on, obtain copies of, or modify files, tapes, or 

passwords belonging to other Authorized Users unless explicitly authorized to do so by 

those Authorized Users.    

 

4. I will respect the integrity of computing systems; for example, Authorized Users shall not 

intentionally develop or use any programs that infiltrate a computer or computing 

system or damage or alter the software components of a computer system.    

5. I will keep my network Log-in IDs and corresponding passwords confidential and not 

knowingly allow anyone else to use them for any reason.  I will not disclose Log-in IDs to 

anyone, including coworkers. I will not record and store Log-in IDs and passwords in a 
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manner that makes them accessible to others or e-mail them to anyone. Passwords 

should never be stored digitally in an unencrypted format.      

  

6. If I am requested to choose a password, I must not choose a variation on my Log-in IDs, 

my first, middle, or last names (current or former); the names of my immediate family 

members; or other information easily obtainable about me (license plate number, 

telephone number, date of birth, social security number, automobile brand, street 

name). I must choose a password that is easy for me to remember so that I don’t have 

to write it down.   

7. I am solely responsible for my Log-in IDs and corresponding passwords. This means that 

I can be held accountable for any access gained and/or any transactions attempted or 

completed with my Log-in IDs and corresponding passwords by me or anyone else who 

gains access to the Town of Westwood Information Technology Resources as a result of 

my negligence in failing to safeguard this information.   

8. I must immediately report to my department and IT any information that would lead a 

reasonable person to believe that someone else other than me had obtained access to 

my Log-in IDs and corresponding passwords.  

9. I am not authorized to allow anyone to have access to, and I am not authorized to 

release, any information or data held in the Town of Westwood Information Technology 

Resources and accessible to me through the use of my Log-in IDs and passwords except 

in a manner consistent with the laws, regulations and policies of the Town of Westwood.   

10. I may have the opportunity to access the Town of Westwood Information Technology 

Resources remotely, using authorized remote access methods such as VPN or Web-

based processes such as SSL Access or webmail.  I understand that remote use of the 

Town of Westwood Information Technology Resources multiplies the possibilities for 

inadvertent disclosure of the Town of Westwood confidential data. Passersby 

eavesdropping over my shoulder, passengers sitting next to me on an airplane, or family 

members in my home could have inappropriate (and in some cases illegal) access to the 

Town of Westwood confidential data similar to that which would occur if I removed such 

information from my office and left it in plain view of the public.  Remote access to the 

Town of Westwood Information Technology Resources poses the same or greater risks 

than offsite use of paper resources containing such data. When accessing the Town of 

Westwood data remotely using any authorized technology, I will take extra precautions 

to ensure that my use does not compromise the confidentiality of the Town of 

Westwood data or the privacy of individuals and other entities to whom such 

information pertains. Such extra precautions include, but are not limited to, shielding 

the screen of my remote access device (laptop, PC, or PCD) from others, and logging off 
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if I leave such device out of my sight and in the view of others during a work session.  I 

understand that my Log-in IDs can be revoked if I violate the terms of the Town of 

Westwood’s Remote Access Policy.    

11. I understand that incoming and outgoing e-mails are archived.  Additionally, all emails 

are scanned for viruses and “spam”, and may be screened for profanity (specifically, 

offensive ethnic, racial or sexual language).  Additionally, I understand that all emails are 

public documents and are subject to Public Records Law.  

12. I understand that the purpose of email is to facilitate business communication inside 

and outside the Town of Westwood.  Proper uses of email include inquiries into 

prospective vendors, communicating with colleagues, and distributing information.  

Since email communication carries the Town name, any material disseminated through 

email shall contain the same professionalism that a memo or letter with the Town Seal 

contains.   

13. I understand that access to the internet is provided for business purposes only.  

Improper use may be monitored.  

 

14. I will not copy, install or use software on Town of Westwood equipment except as 

permitted by the owner of the software and by law and the Town of Westwood 

Information Technology Department.  Software subject to licensing must be properly 

licensed and all license provisions (including installation, use, copying, number of 

simultaneous Authorized Users, terms of license, etc.) must be strictly adhered to. I will 

notify the Town of Westwood Information Technology Department before installing any 

software. 

 

15. I will not connect a device not provided by the Town of Westwood to the Town’s 

network or email infrastructure.   

  

16. I understand that improper use of or negligence in safeguarding my Log-in IDs and 

passwords and Town of Westwood IT Resources to which I have access as a result of my 

possession of these identifiers will result in my agency’s suspension of my use of these 

identifiers. If I am an employee, improper use of or negligence in safeguarding such 

information, and any other violation of this IT User Responsibility Agreement, may 

subject me to disciplinary action up to and including termination. If I am a contractor, 

such use may result in the termination of my contract. Whether I am an employee or 

contractor, such use, negligence or violations may expose me to civil liability and 

criminal fines and imprisonment.  
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17. If I have any questions concerning the security or use of my Log-in IDs and passwords, I 

understand that I may contact the Information Technology Department at 781-320-1021 

(it@westwoodma.gov) with questions.    

  

I have read, understand, and will abide by the above Information Technology User 

Responsibility Agreement when using computers and other electronic resources, owned, 

leased, or operated by the Town of Westwood.  I further understand that any violation of 

the regulations above is unethical and may constitute a criminal offense. Should I commit 

any violation, my access privileges may be revoked, disciplinary action may be taken, 

and/or appropriate legal action may be initiated by the Town of Westwood.  
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Town of Westwood 

Personnel Administration  

Smoke-Free Workplace Policy  

Policy #410 

   

1. PURPOSE AND SCOPE  

a. The purpose of this document is to outline some of the statutory and regulatory 

requirements relative to smoking in the workplace.   

2. APPLICABILITY   

a. This policy applies to all paid positions in the Town excluding those positions 

under the supervision and control of the School Committee.  

3. DEFINITIONS   

a. Workplace. The term “workplace” refers to any Town of Westwood-owned or 

leased property, a facility where Town business is conducted, or a site where an 

employee is considered “on duty.” By law, Town-owned or controlled vehicles 

are included as part of the Workplace.    

b. Smoking or Smoke. The lighting of a cigar, cigarette, e-cigarette, pipe, vaping, or 

other tobacco product or possessing a lighted cigar, cigarette, e-cigarette, pipe, 

vaping, or other tobacco or non-tobacco product designed to be combusted 

and/or inhaled.  

c. Buffer Zone. The term “Buffer Zone” represents the specified distance an 

individual covered by this policy must stay clear of a Town workplace or facility 

when smoking.  

d. Municipal Vehicle. Those automobiles, trucks, vans, or other self-propelled 

equipment owned, rented, leased, borrowed, or otherwise operated by the 

Town of Westwood.  

e. Enclosed. A space bounded by walls, with or without windows or fenestrations 

continuous from floor to ceiling and enclosed by one or more doors, including 

but not limited to, an office, function room, or hallway.  

4. POLICY  

a. The Town does not allow smoking by any individual to whom this policy applies 

while performing service on behalf of, or while representing the Town of 

Westwood.  

b. The Town has established a fifteen-foot (15’) Buffer Zone around all Town 

workplace facilities. Employees who wish to smoke must stay clear of any Town 

workplace facility by at least 15’. 

c. Smoking is not permitted in enclosed workplaces.  

d. Smoking is not permitted in a Municipal Vehicle.   

5. PROCEDURES 

a. When the Town receives a complaint alleging a violation of this policy, the 

Deputy Town Administrator shall promptly investigate the allegation in a fair 
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manner.  

b. If it is determined that a violation of this policy has occurred, the Town shall take 

appropriate disciplinary action.  
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Town of Westwood 

Personnel Administration  

Committee/Commission/Board Liaison Stipend Policy 

Policy #411 

   

1. PURPOSE AND SCOPE  

a. The purpose of this policy is to establish a mechanism of compensation for 

individual employees who assume additional committee, commission, task force, 

or board liaison duties and responsibilities that are above and beyond what 

would be reasonably expected as part of the duties of the employee’s position. 

This policy shall recognize extra effort and commitment of individual employees 

who assume the added task of coordinating the involvement of the community, 

external agencies and agents, and/or Town Departments to achieve common 

goals and who function as the Town’s official representative with the committee, 

commission, or board; as designated by the Town Administrator.   

2. APPLICABILITY   

a. This policy applies to exempt Government employees.  

3. DEFINITIONS   

a. Reserved for future use.  

4. POLICY  

a. It is the policy of the Town of Westwood to compensate employees who, in the 

sole discretion of the Town Administrator, exceed reasonable expectations of 

their position in serving as committee, commission, and/or board liaisons, which 

involve a significant amount of meeting time beyond the normal business day. 

This compensation shall be in the form of a stipend up to ten thousand dollars 

($10,000) per fiscal year, which may be renewed on an annual basis and subject 

to appropriation. 

5. PROCEDURES   

a. The Town Administrator determines that a committee, commission, or board 

requires a liaison from the Town of Westwood with the necessary professional, 

managerial, and/or technical expertise to:  

i. Ensure committee, commission, or board compliance with the Open 

Meeting Law and any and all requirements under Massachusetts General 

Laws and applicable Town of Westwood by-laws, policies, and/or 

directives; 

ii. Maintain the necessary communication and coordination with Town 

management to keep both Town management and committee, 

commission, or board membership knowledgeable and up to date; and 

iii. Provide guidance and assurance for the committee, commission, or 

board to progress to successful objective achievement.  

b. The committee, commission, or board may be temporary or permanent in 
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tenure and have a formal charge from the Select Board, Town Administrator or 

other Town of Westwood Official to achieve the stipulated goal(s) and/or 

objective(s) in no less than a three (3) month period of time.  

c. The Town Administrator, in their sole discretion determines that there is no 

existing position that can reasonably be expected to perform liaison functions as 

part of their position functions, duties, or responsibilities and assigns this liaison 

function to a competent qualified employee.  

d. This policy does not relieve employees with committee, commission, or board 

assignments explicitly set forth in the Job Description for their positions, or 

otherwise implied by the nature of their position responsibilities, from 

effectively performing these functions without additional compensation.  

e. The committee, commission, or board liaison stipend shall be paid bi-weekly and 

can be removed without notice by the Town Administrator.  
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Town of Westwood 

Personnel Administration  

Acting Pay Policy 

Policy #501 

   

1. PURPOSE AND SCOPE  

a. The purpose of this policy is to outline the circumstances under which an 

employee may be compensated for work performed at a higher level in the 

absence of an incumbent and to establish procedures for granting such pay.  

2. APPLICABILITY   

a. This policy applies to all paid positions in the Town of Westwood excluding those 

positions under the supervision and control of the School Committee. Employees 

whose positions are governed by a collective bargaining agreement are subject 

only to those portions of this policy that are not specifically regulated by those 

laws or agreements.  

3. DEFINITIONS   

a. Reserved for future use.  

4. POLICY  

a. It is the policy of the Town to compensate an employee for assuming, 

temporarily, some or all of the duties of another position from which an 

incumbent is absent when all of the following conditions have been met:   

i. The employee is assigned by the appointing authority to perform a 

majority of the significant duties of a budgeted, higher-paid position from 

which an incumbent is absent;   

ii. The duties of the higher paid position are assigned to, and performed by, 

the designated employee for fifteen (15) or more consecutive work days; 

and   

iii. The assignment is approved in advance by the Town 

Administrator/designee.  

5. PROCEDURES 

a. Employees who perform the duties of a higher paid position under the above 

provisions shall receive acting pay beginning on, or retroactive to, the first day of 

the assignment.   

b. Employees shall be paid acting pay at the first step of the compensation grade of 

the position being filled, or that rate which is at least one step above the 

employee’s current pay, assuming that step is at least six percent (6%) higher 

than their current pay.  In no case shall an employee receive a salary greater 

than the top step of the salary range of the higher classification.   

c. Acting pay may be requested by the Department Head for absence due to 

termination or extended leave, whether paid or unpaid if sufficient 

appropriation exists.  If insufficient appropriation exists, the appointing authority 
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must exercise one of the following options:   

i. distribute the responsibilities evenly among more than one employee; or   

ii. assume the majority of the responsibilities themselves. 

d. Acting pay may be authorized for partial absences when the incumbent of the 

higher paid position is absent from their position for more than 50% of their 

regularly scheduled hours for more than fifteen (15) working days.   

e. In the case of partial acting pay, the employee shall be compensated at the 

authorized higher rate only for that portion of regularly scheduled hours that the 

incumbent of the higher paid position is absent.  
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Town of Westwood 

Benefit Administration  

Education Reimbursement Policy 

Policy #502 

   

1. PURPOSE AND SCOPE  

a. The purpose of this policy is to set guidelines enabling employees to further their 

work-related educational pursuits. 

2. APPLICABILITY   

a. This policy applies to benefits-eligible non-represented positions in the Town of 

Westwood who have completed their probationary period. This policy excludes 

those positions under the supervision and control of the School Committee. 

Employees whose positions are governed by a collective bargaining agreement 

are subject only to those portions of this policy that are not specifically regulated 

by those laws or agreements. 

3. DEFINITIONS   

a. Reserved for future use.  

4. POLICY  

a. Employees shall be reimbursed for education expenses related to certificate 

programs, undergraduate and graduate programs. Course-required expenses 

eligible for reimbursement include but are not limited to tuition, course 

registration, and fees.  

b. All coursework must be work-related or must directly advance the professional 

development goals of the employee, and will be considered so only under the 

discretion and approval of both the Department Head and Deputy Town 

Administrator.     

c. Reimbursement will be dependent on the employee’s receiving a level B- (B 

minus) or better. Reimbursement exceptions may be granted at the discretion of 

the Town Administrator/designee.  

d. Employees may be reimbursed up to $1,500 per course and up to $3,000 per 

fiscal year.  

e. Education reimbursements will be subject to appropriation.  

f. The $3,000 per employee per fiscal year maximum may be increased for 

extenuating circumstances if requested in advance by the Department Head and 

approved by the Deputy Town Administrator.   

5. PROCEDURES 

a. Upon course completion, the employee must submit to the Department Head, 

an official transcript or document displaying course grade/satisfactory 

completion of the course, and receipt of payment for course registration and/or 

related expenses. The Department Head will submit these materials to the 

Deputy Town Administrator for review and submission to the Finance 
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Department for payment.   
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Town of Westwood 

Personnel Administration  

Longevity Policy 

Policy #503 

   

1. PURPOSE AND SCOPE  

a. The purpose of this policy is to establish eligibility and procedural requirements 

relating to the administration of the longevity program.  

2. APPLICABILITY   

a. This policy applies to all paid benefits-eligible positions in the Town excluding 

those positions under the supervision and control of the School Committee. 

Employees whose positions are governed by a collective bargaining agreement 

are subject only to those portions of this policy that are not specifically regulated 

by those laws or agreements.  

3. DEFINITIONS   

a. Reserved for future use.  

4. POLICY  

a. After five (5) full years of continuous employment to the Town upon becoming 

benefit eligible, each employee shall be paid an additional annual longevity 

amount equal to thirty dollars ($30.00) per annum for each completed year of 

service.   

b. Longevity payments granted to benefit-eligible part-time employees under the 

terms of this policy will be pro-rated on the basis that their part-time service 

bears to full-time service.   

c. Continuous non-benefit service shall be counted toward the total years of 

service once the employee reaches benefit-eligible status. 

d. Longevity pay shall be paid in one lump sum to each employee entitled thereto 

during the month of December. Should separation occur prior to December, 

longevity pay shall be prorated and distributed at the time of separation. 

5. PROCEDURES   

a. Military Service 

i. Interruption of employment to perform military service under orders 

shall not be deemed a break in continuous employment with the Town to 

determine longevity eligibility, provided that no employment other than 

military service under orders is entered into during the period of 

interruption and that the employee returns to Town service within thirty 

(30) days after an honorable discharge from active military service, or 

immediately upon release from reserve duty.   

b. Leaves of Absence  

i. An employee who elects an unpaid leave of absence of more than three 

(3) months per fiscal year shall have their longevity date adjusted by the 
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number of calendar days spent on unpaid leave, in accordance with the 

Leave of Absence Policy.   

c. Special Circumstances  

i. This policy is intended to provide a basic framework governing the 

Town’s compensation system and may not contain procedures governing 

every situation that might arise. The Town Administrator may authorize 

exceptions to the policy under mitigating circumstances.  
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Town of Westwood 

Personnel Administration  

Vehicle Use Policy 

Policy #504 

   

1. PURPOSE AND SCOPE  

a. The purpose of this policy is to set forth the guidelines for reimbursement or 

compensation for employee use of personal vehicles; the guidelines under which 

Town vehicles will be authorized to Town personnel; and the guidelines under 

which Town vehicles may be used.  

2. APPLICABILITY   

a. This policy applies to all paid positions in the Town excluding those positions 

under the supervision and control of the School Committee. Employees whose 

employment is regulated by collective bargaining agreement or employment 

agreement are subject only to those provisions of this policy not specifically 

regulated by agreement.  

3. DEFINITIONS   

a. Automobile Allowance. That amount approved by the Town Administrator to 

compensate an employee for regular and routine use of a personal automobile.  

Automobile allowance is considered to be a salary item and, as such, is subject to 

taxation, but not subject to retirement.   

b. Expense Reimbursement. That payment for approved expenses relating to 

personal automobile use upon receipt of written documentation.  Expense 

reimbursement is not considered to be a salary item.  

c. Municipal Vehicle. Those automobiles, trucks, vans, or other self-propelled 

equipment owned, rented, borrowed, or leased by the Town of Westwood and 

licensed for travel on a public way.   

d. Personal Automobile. An automobile owned or available for private use by the 

employee. 

4. POLICY  

a. Municipal Vehicles 

i. It is the policy of the Town that certain positions require employee access 

to municipal vehicles, either during the work shift or on a 24 hour on-call 

basis.  Town vehicles are not personal vehicles and are not for personal 

use. Town vehicles should be viewed as belonging to the citizens of 

Westwood and are assigned solely for purposes consistent with providing 

services to those citizens.   

b. Mileage Reimbursement   

i. It is the policy of the Town to reimburse employees for reasonable 

expenses that they incur as a result of personal automobile use on behalf 

of the Town.  Receipts must be submitted in order for an employee to be 
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reimbursed for such expenses.   

c. Automobile Allowance     

i. It is the policy of the Town that in the event that an employee is required 

to use their personal automobile extensively on a year-round basis, and 

that employee has not been assigned a municipal vehicle, the Town 

Administrator may authorize the payment of an automobile allowance. 

Such stipend may be rescinded with 90 days’ notice, and will not be paid 

in combination with personal automobile expense reimbursement unless 

authorized by the Town Administrator.  

5. PROCEDURES 

a. Expense Reimbursement – Personal Vehicles   

i. Expense Reimbursement is intended for travel outside the Town of 

Westwood.  Employees will not be reimbursed for personal automobile 

use within the Town of Westwood without advance written approval 

from the Town Administrator unless specifically authorized by collective 

bargaining agreement or employment agreement.   

ii. When an employee is authorized to use a personal automobile for work-

related travel, they shall be reimbursed at a rate established by the 

Finance Director/designee.   

iii. The mileage rate is intended to include the costs of gasoline, repairs, 

insurance, and general wear and tear on the automobile.   

iv. In addition to the mileage rate, the Town will reimburse employees 

authorized to travel outside of Westwood, driving personal or municipal 

vehicles, for tolls and reasonable parking expenses, when receipts are 

provided. Employees receiving automobile allowances may be 

reimbursed for tolls and for reasonable parking expenses.  Employees will 

not be reimbursed for tolls which would normally be paid by the 

employee during their normal commute to or from work.   

v. The Town retains the right to require employees who are reimbursed for 

work-related travel, or who receive an automobile allowance, to show 

proof of the following minimum levels of insurance coverage: 

1. Bodily Injury:  $250,000/$500,000  

2. Property Damage:  $250,000  

vi. An employee, who uses their personal automobile to travel from home to 

a temporary assignment, rather than their regularly assigned work 

location, shall be allowed personal automobile expenses between home 

and the temporary assignment, or between the temporary assignment 

and the regular work location, whichever is less.   

vii. Employees will not be reimbursed for commuting between their homes 

and offices or other regular work locations. 

viii. In order to be reimbursed for personal automobile use, employees must 
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complete the Employee Reimbursement Form.  This form should be 

submitted to the Department Head for approval prior to submission to 

the Finance Department for payment. 

ix. Automobile Accidents  

1. In the event that an employee’s personal vehicle is damaged 

during an approved, work-related trip, and the damage is not due 

to the gross negligence of the employee, the Town will reimburse 

the employee, upon receipt of verification of payment of a 

deductible (comprehensive or collision) to cover part of the cost 

of repair, up to a maximum of $500 or the amount of the 

deductible, whichever is less, per occurrence.  

x. Tickets, Fines, Towing  

1. In the event an employee’s personal vehicle is issued a ticket, fine 

or towed while on Town business, such costs are not eligible for 

reimbursement.  

b. Assignment of Municipal Vehicles 

i. The assignment of municipal vehicles during work time is based upon job 

description.  Department Heads who have municipal vehicles available 

for this purpose may assign such vehicles in a manner consistent with 

departmental workload and employee function.  The assignment of 

vehicles may be rescinded at any time by the Department Head or the 

Town Administrator. 

c. Assignment of Municipal Vehicles for 24-Hour Use (Vehicle Use Approved for 

Commuting Purposes) 

i. The assignment of vehicles for 24-hour use will be made in writing by the 

Town Administrator and will only be considered for employees who 

require a vehicle for the ordinary and necessary discharge of their job 

functions. Criteria which will be used in the determination of eligibility for 

24-hour vehicle use include:  

1. Officially designated on-call status; 

2. Requirement for frequent emergency availability;  

3. Emergency or other equipment contained in the vehicle; and/or 

4. No Town facility is available for garaging in a safe and convenient 

location. 

ii. Vehicle use is limited to travel to and from the residence and place of 

work. The vehicle should drive via the most direct route taking into 

account road and traffic conditions. The vehicle should not be utilized for 

travel outside a direct commuting route for personal reasons unless 

authorized in writing by the Town Administrator.  

iii. Whenever a position becomes vacant, the authorization for 24-hour use 

shall be reevaluated.  



  

 

4 
Town of Westwood Policy #504 

 Date of Origin: 8/18/2025 

 Approved by the Select Board:  8/18/2025 

 Next Review Date:  7/1/2030 

 

iv. Such assignment may be rescinded in writing at any time by the Town 

Administrator. 

v. Imputed Income Taxation 

1. Employees who are assigned marked and unmarked emergency 

vehicles and/or marked municipal vehicles carrying tools and 

meeting certain other eligibility criteria will not be subject to 

imputed income taxation as a result of the vehicle assignment.  

2. Other employees authorized to commute in a Town vehicle may 

be subject to imputed income regulations as set forth by the 

Internal Revenue Service, which considers a certain portion of the 

vehicle use (namely the commute) to be income for the purposes 

of income taxation. The Finance Department shall be responsible 

for determining any tax liability and will be provided with the 

names of all employees authorized to use Town vehicles for 

commuting purposes, and the normal, one-way commuting 

distance, each December 1st.  

d. General Rules Governing Municipal Vehicle Use 

i. Municipal vehicles may only be used for legitimate municipal business. 

ii. Municipal vehicles will not be used to transport any individual who is not 

directly or indirectly related to municipal business.  Passengers shall be 

limited to Town employees and individuals who are directly associated 

with Town work activity (committee members, consultants, contractors, 

etc.) unless otherwise written.   

iii. Vehicles should contain only those items for which the vehicle is 

designed.  The Town shall not be liable for the loss or damage of any 

personal property transported in the vehicle.  

iv. Employees are expected to keep municipal vehicles clean, and to report 

any malfunction or damage to their supervisors immediately. 

v. Employees assigned vehicles for commuting purposes are expected to 

park such vehicles in safe locations.   

vi. Employees must wear seatbelts in vehicles so equipped during the 

operation of the vehicle.   

vii. Employees may not operate municipal vehicles under the influence of 

alcohol, illegal drugs, or prescription drugs or medications which may 

interfere with effective and safe operation.   

viii. Employees who operate municipal vehicles must have a valid motor 

vehicle driver’s license issued by the Commonwealth/State of their 

current residence and may be required to provide proof of a valid motor 

vehicle driver’s license once every six (6) months.   

ix. Employees driving municipal vehicles shall obey all applicable traffic and 

parking regulations, ordinances, and laws.   
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1. Employees who incur parking or other fines in municipal vehicles 

will generally be personally responsible for payment of such fines 

unless the payment of such fines by the Town is approved by the 

Town Administrator. 

2. Employees who are issued citations for any offense while using a 

municipal vehicle must notify their Department Head immediately 

when practicable, but in no case later than twenty- four (24) 

hours.  Failure to provide such notice will be grounds for 

disciplinary action. 

3. An employee who is assigned a municipal vehicle and who is 

arrested for or charged with a motor vehicle offense for which the 

punishment includes suspension or revocation of the motor 

vehicle license, whether in their personal vehicle or in a municipal 

vehicle, must notify their department head immediately when 

practicable, but in no case later than twenty-four (24) hours.  

Conviction for such an offense may be grounds for loss of 

municipal vehicle privileges and/or further disciplinary action up 

to an including termination.   

x. No employee may use a municipal vehicle for out-of-state use without 

advance approval from the Town Administrator or unless included in an 

employment agreement. 
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Town of Westwood 

Personnel Administration  

Travel Expense Reimbursement Policy 

Policy #505 

   

1. PURPOSE AND SCOPE  

a. The purpose of this policy is to establish guidelines for payment and 

reimbursement of expenses relating to approved in-state and out-of-state 

conferences and meetings.   

2. APPLICABILITY   

a. This policy applies to all paid positions in the Town excluding those positions 

under the supervision and control of the School Committee. Employees whose 

positions are governed by a collective bargaining agreement are subject only to 

those portions of this policy that are not specifically regulated by those laws or 

agreements.  

3. DEFINITIONS   

a. Reserved for future use.  

4. POLICY  

a. It is the policy of the Town of Westwood to reimburse employees for reasonable 

expenses that they incur as a result of attending in-state or out-of-state 

conferences or meetings on behalf of the Town.  Employees will be reimbursed 

for reasonable expenses after submission of the appropriate documentation.  

Reimbursement for alcoholic beverages is prohibited by M.G.L. c. 44 Section 58.   

b. The method(s) of submitting requests for reimbursement shall be consistent 

with accounting procedures and this policy.  The Finance Department will update 

the reimbursement request form as needed to satisfy the requirements of this 

policy and Massachusetts General Laws.  

5. PROCEDURES   

a. Travel Procedures  

i. Employees will be reimbursed for in-state travel only when such travel 

has been approved in advance by the Department Head.  All out-of-state 

travel outside New England must be approved in advance by the Town 

Administrator/designee.  Evidence of advance approval must be included 

with the Travel Expense Reimbursement Form.     

b. Conferences and Seminars  

i. The Town will pay for pre-approved conferences and seminars.  

Employees should submit conference registration forms/invoices on the 

appropriate payment voucher.  Alternatively, the employee may pay for 

the approved conference or meeting directly and will be reimbursed after 

completing the Travel Expense Reimbursement Form.  A receipt must be 

included with the Form.  Employees will not be reimbursed for social 
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events at conferences (such as golf tournaments or recreational tours).   

c. Lodging 

i. If an employee is required to lodge while traveling, reimbursement 

should cover only the employee’s cost of lodging and should not extend 

to any family members or other travel companions. Reimbursement may 

include incidentals such as the use of telephones, fax machines (if 

necessary). 

d. Miscellaneous Expenses  

i. The Town will reimburse employees for reasonable miscellaneous 

expenses such as travel to and from airports, parking, and travel within 

the conference destination (such as ride shares, taxi cabs, shuttles, or 

buses) with receipts.  

e. Use of Personal Credit Cards/Debit Cards  

i. Employees may use personal credit cards/debit cards to pay for travel-

related expenses if there is no appropriate mechanism for the Town to be 

billed directly for the expense.  In such cases, the employees will not be 

reimbursed for any sales tax charged.  However, the Town will not pay for 

finance charges and/or fees associated with credit card purchases of 

travel arrangements or other travel expenses.    

f. Meals  

i. The Town shall provide reasonable meal reimbursement with receipts. In 

no case will alcohol be reimbursed.  

ii. If a conference includes function meals, such as closing banquets, special 

luncheons, etc. the Town will reimburse the full cost of such meals.  

Program information detailing the cost of the special function meals 

should be submitted with the reimbursement request if the meal was not 

included in the registration fee.   

iii. Employees attending partial-day workshops will not be eligible for meal 

reimbursements unless the meal is included in the conference 

registration. 

g. Complying with Travel Policy.  Employees who violate travel policies will be held 

directly responsible for their actions. Consequences of disregarding Town travel 

regulations may include revocation of travel privileges, reparation payments, 

suspension, and/or termination. Moreover, improper documentation of 

otherwise valid travel expenditures creates the appearance of fraud, waste, or 

abuse and may result in similar consequences. In most cases, a reimbursement 

form or other travel voucher issued by the Town must be submitted and signed 

by the Department Head and when applicable, the Town Administrator or 

designee to receive reimbursement.  Misrepresenting expenses and intentionally 

submitting false claims is fraudulent and could result in criminal penalties.    

h. Reimbursement  
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i. Employees traveling together should fill out reimbursement requests 

separately, being careful not to overlap claims.    

ii. Employees must sign all claims.    

iii. All expenses must be business related.    

iv. Receipts should be attached to all travel expense reimbursement 

requests (including meals). All receipts should be itemized and dated. In 

addition, names of the persons who are included in the bill should be 

listed on the back of the receipt to avoid multiple reimbursements for the 

same expense. 

v. Business associates, vendors, or family members accompanying an 

employee traveling for business purposes are not eligible for travel 

reimbursement costs.     
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Town of Westwood 

Personnel Administration  

Town-Issued Devices Policy 

Policy #506 

   

1. PURPOSE AND SCOPE  

a. The purpose of this document is to outline the Town’s policy about town-issued 

cell phones, smartphones tablets, and usage.  

2. APPLICABILITY   

a. This policy applies to all full-time and part-time non-represented town 

employees of the Town of Westwood (the “Town”) as well as elected officials 

who are issued a cell phone, smartphone, and/or tablet by the Town.  This 

policy, however, does not apply to employees of the Westwood School 

Department.   

b. To the extent permitted by law, individual employment agreements (new, 

updates, amendments, or extensions) entered into after the effective date of 

this policy with employees whose positions are subject to this policy must follow 

all of the provisions of this policy. 

c. This policy is intended to be consistent with any and all applicable laws.  If any 

part of this policy is inconsistent with the law, that part of the policy shall be 

considered invalid, and the remaining provisions of the policy shall be construed 

so as to be consistent with the law. 

3. DEFINITIONS   

a. Cell Phone – For the purpose of this Policy, the term “Cell Phone” is defined as 

any handled electronic device with the ability to receive and/or transmit voice, 

text, or data messages without a cable connection (including, but not limited to, 

cellular phones, digital wireless phones, radio-phones/walkie-talkies, telephone 

pagers), Personal digital assistants with wireless communications capabilities 

(PDAs), or Research in Motion (RIM) wireless devices.  

b. Tablet – A small portable computer that accepts input directly onto its screen 

rather than via a keyboard or mouse.  

4. POLICY  

a. Town-issued cell phones, smartphone, and tablets may be provided to 

Department Heads and select employees who regularly perform fieldwork or 

work away from their assigned location (except for approved remote work).  

b. If an employee (not a Department Head or an employee who regularly performs 

fieldwork) feels they should be issued a town-issued cell phone, smartphone, or 

tablet, they may file a petition. The procedure for making such a petition is 

outlined in section 5.h of this policy. It shall be the Town Administrator’s sole 

discretion to approve or deny such request and is subject to appropriation.  

5. PROCEDURES 
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a. General Use at Work. Town-issued cell phones, smartphones, and tablets are to 

be used only for business purposes. Although occasional, brief personal phone 

calls using a Town-issued phone are permitted, personal use that exceeds this 

standard may result in discipline. Employees should restrict personal calls during 

work time, only during scheduled breaks or lunch periods in non-working areas. 

Other personal calls should be made during non-work time whenever possible.  

b. Unsafe Work Situation.  The Town prohibits employee use of town-issued 

cell/smart phones or similar devices while at any work site at which the 

operation of such devices would be a distraction to the user and/or could create 

an unsafe work environment. Such work sites must be secured or the device 

used only by an employee who is out of harms way at such work environments. 

c. Use While Driving.  Massachusetts state law prohibits operators of motor 

vehicles from using any electronic device, including cell/smartphones, unless the 

device is in hands-free mode. The Town prohibits employee use of town-issued 

cell/smartphones or similar devices while operating a vehicle (whether personal 

or town-issued vehicle) unless the device is being used in hands-free mode. The 

Town strongly encourages employees to find a safe area to pull over and/or stop 

when using electronic devices. 

d. Use While Traveling. Due to increased security concerns, Town-issued devices 

are not to be taken out of the country. If a situation arises when an employee 

must have access to town network/communication while traveling 

internationally, they must contact IT to receive temporary equipment. Nothing in 

this section shall prohibit an employee from traveling with their town-issued 

devices domestically.  

e. Access to Technology Upon Separation. Upon separation from the Town, an 

employee may submit a request to the Town Administrator to keep their town-

issued cell/smartphone. If approved, the employee must pay the Town the 

trade-in value of the phone (as determined by the Town Administrator or their 

designee). The town-issued cell/smartphone will be factory reset and all town 

data and applications will be removed by IT before the employee is permitted to 

keep the phone.  Similarly, an employee may submit a request to the Town 

Administrator to port their town-issued cell/smartphone number upon 

separation. It shall be the Town Administrator’s sole discretion to approve or 

deny such request.  

f. Town Property.  Town-issued cell/smartphones and tablets are Town property. 

Employees must comply with requests to make their Town-issued 

cell/smartphones and tablets available for any reason, including upgrades, 

replacement, or inspection. Employees who leave the Town for any reason must 

return their Town-issued cell/smartphones and tablets on or before the 

employee’s last regularly scheduled day of in-person work. Employees are 

responsible for the security of Town-issued cell/smartphones and tablets and the 
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information stored on them. Removing the passcode from Town 

cell/smartphones or tablets is strictly forbidden.  If lost or stolen, an employee 

must immediately notify the Town and may be responsible for replacement 

costs.  

g. Review of Monthly Charges.  A review of call or data activity on town-issued cell 

phones and tablets may be conducted on a monthly basis by the town.  Any use 

that appears to be in violation of this policy may be investigated and use 

violating town policies may be subject to discipline up to and including 

termination. 

h. Petition for Town-issued Cell Phone, Smartphone or Tablet. If an employee (not 

a Department Head or an employee who regularly performs fieldwork) feels they 

should be issued a town-issued cell/smartphone or tablet, they must first make 

the request to their Department Head. The Department Head will then make a 

request to the Town Administrator’s Office. In the request, the Department Head 

should present clear examples/reasons as to why a cell/smar phone is 

warranted. Please note, town-issued cell/smart phones and tablets will not be 

approved solely to allow the employee to work remotely.   

i. Cell/Smart-Phone Stipends. Employees who, as of the issuance of this policy, 

receive a cellphone stipend shall continue to do so until they either leave the 

service of the Town or transfer to a different position in Town. After separation 

or transfer, that position will no longer be eligible for a cellphone stipend, A 

request for a town-issued cellphone/smartphone would have to be made per 

section 5g.  

j. The Town of Westwood may exercise the right to inspect any town-issued 

cell/smartphone or tablet, any data contained in it, and any data sent or received 

by that device. Users should be aware that network administrators, in order to 

ensure proper network operations, routinely monitor network traffic. Use of 

Town of Westwood town-issued property constitutes express consent for the 

Town of Westwood to monitor and/or inspect any data that users create or 

receive, any messages they send or receive, applications accessed, and any 

websites that they access.  Any information sent through a town-issued device is 

considered to be a public document unless determined by Town Counsel to be 

excluded. 
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Town of Westwood 

Personnel Administration  

Health Insurance Opt-Out Policy 

Policy #508 

   

1. PURPOSE AND SCOPE  

a. The purpose of this policy is to offer a health insurance opt-out program for all 

eligible subscribers enrolled in the Town’s health insurance.   

2. APPLICABILITY   

a. This policy applies to all full-time and part-time non-represented employees of 

the Town of Westwood, who are eligible for group health insurance benefits. 

Employees subject to Collective Bargaining Agreements (CBA) are subject to the 

policy only if adopted as specified in CBA. 

3. DEFINITIONS   

a. Reserved for future use. 

4. POLICY  

a. It is the policy of the Town of Westwood to compensate employees who opt out 

of the Town’s health insurance program.  

5. PROCEDURES   

a. Active employees who are currently enrolled and have been covered by the 

insured under the Town’s health insurance program for twenty-four (24) 

consecutive months may opt out of Town coverage.  

b. Employees choosing to opt out of the Town’s health insurance plan must sign 

and submit the opt-out form provided by the Town, certifying the insured and 

any eligible spouse and dependent(s) have enrolled in a health insurance plan 

elsewhere.   

c. Employees may not retroactively opt out of Town coverage. 

d. Employees who opt out of Town coverage will be paid in the amount of $2,000 

per full fiscal year for an individual plan and $4,000 per full fiscal year for a family 

plan.  

e. The incentive amount will be prorated if an employee opts-out or re-enrolls in 

the Town’s health insurance program during the plan year.  

f. The opt-out incentive will be paid via the employee’s normal payroll cycle, less 

any required withholdings. The amount of the incentive payment will be divided 

equally over the plan year, which runs from July 1 to June 30. The opt out 

incentive payment will not be added to the base pay for employees, will not be 

used in the computation of overtime, and will not be subject to retirement 

withholding. 

g. Any employee who has opted out of the Town’s health insurance plan may re-

enroll during the annual open-enrollment period, or within 30 days of a 

documented qualifying event, and the opt-out incentive payment will cease and 
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be prorated for that pay period. 

h. Employees who change from a family to an individual plan or vice versa will not 

be eligible for participation in this program. Employees who switch coverage to a 

spouse or parent who is also employed by or retired from the Town will not be 

eligible for participation in this program. 
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Town of Westwood 
Appendix A  
Article 12  

Personnel Bylaw 
   
Section 1. Purpose and Authorization. The purpose of the personnel bylaw is to establish fair 
and equitable personnel policies and to establish a system of personnel administration based on 
merit principles that ensures a uniform, fair and efficient application of personnel policies. This 
bylaw is adopted pursuant to the authority granted by Article LXXXIX of the Constitution of 
the Commonwealth and General Laws, Chapter 41, Sections 108A and 108C. 
 
Section 2. Application. All Town departments and positions shall be subject to the provisions of 
this bylaw except elected officers, employees with personal contracts, and employees of the 
school department.  To the extent that any Town employee is subject to a collective bargaining 
agreement, in the event of a conflict and/or an inconsistency between said agreement and this 
Bylaw, then said agreement shall govern the terms and conditions of that employee’s work. 
 
Section 3. Town Administrator.  Pursuant to Section 6-2-1(k) of the Town Charter, the Town 
Administrator is responsible for administering personnel policies, practices, rules and 
regulations, compensation and classification plan and related matters, in consultation with the 
personnel board, for all municipal employees and administering all collective bargaining 
agreements entered into by the Town.   
 
Additionally, pursuant to Section 6-2-1(a)(i) of the Town Charter, the Town Administrator is 
authorized to appoint, discipline, suspend or remove town officers, department heads or 
principal deputies or agents of elected and appointed boards or officers, and other employees, 
including employees in civil service positions, for whom no other method of selection is 
provided by the charter or general or special laws, consistent with the Town’s personnel 
policies and subject to the terms of any applicable collective bargaining agreements; provided, 
however, that the Town Administrator shall keep the Select Board, Chair/ designee, informed 
as to status of all personnel decisions made or to be made hereunder and shall consult with the 
appropriate department head or principal deputy or agent prior to hiring an employee for that 
department.   
 
Section 4.  Human Resources Functions.  The Town Administrator may organize human 
resources and personnel functions in a Human Resources Department.  Subject to 
appropriation, the Town Administrator may, consistent with the provisions of Section 6-2-1(a) 
(i) and (ii) of the Charter, appoint a Human Resources Director to act by and for the 
Administrator to impartially and equitably oversee all personnel activities and responsibilities 
of the Town, other than employees of the School Department; provided, however, that the 
Town Administrator shall retain responsibility for all such delegated acts.   
 
Section 5. Personnel Board. 
 
(a) Composition, Mode of Selection, Term of Office, Qualifications. The Moderator shall 
appoint a Personnel Board consisting of five (5) persons for three-year overlapping terms as 
provided in section 7-4-1 of the Town Charter. Each term of office shall commence thirty days 
following the adjournment of the business session of the annual town meeting, and every 
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member shall serve until a successor is qualified. Any registered voter of the Town may be 
appointed to the board, provided, however, that no elected official of the Town or a Town 
employee shall be appointed to the board. The board shall annually elect a Chairperson and a 
Vice Chairperson from its membership at the first meeting following the appointment of new 
members, and may reorganize as necessary or appropriate.  Any three members of the board 
shall constitute a quorum for the transaction of business.  The affirmative vote of three 
members shall be necessary for any official act of the board to be effective. 
 
(b) Powers and Duties. The board shall be responsible for formulating recommendations on and 
reviewing the classification and compensation plans, which plans shall be subject to such 
approval as required by law.  The Personnel Board shall also evaluate the classification of 
positions generally, including requests for reclassification, and cause a review of all positions in 
the classification plan at appropriate intervals in accordance with proper personnel practices.  
The Personnel Board shall also, in consultation with the Town Administrator, monitor the 
implementation and practices of the Town’s personnel policies.  Finally, the Personnel Board 
shall provide advice and assistance, to the extent requested, to the Town Administrator and 
Human Resources Director on any aspect of personnel policies and practices.  
  
Section 6. Personnel System. A personnel system shall be established by promulgation of 
policies pursuant to section 7. The personnel system shall make use of current concepts of 
personnel management and may include but not be limited to the following elements: 
 
(a) Method of Administration. A system of administration which assigns specific responsibility 
for all elements of the personnel system, including: maintaining personnel records, 
implementing effective recruitment and selection processes, maintaining the classification and 
compensation plans, monitoring the application of personnel policies and periodic reviews, and 
evaluating the personnel system. 
 
(b) Classification Plan. A position classification plan for all employees subject to this bylaw 
shall be established, based on similarity of duties performed and the responsibilities assumed so 
that the same qualifications may be reasonably required for, and the same schedule of pay may 
be equitably applied to, all positions in the same class.  Nothing in the classification plan shall 
infringe upon or supersede an appointing authority’s ability to hire an employee into a newly 
created position, provided that the Town Administrator and Personnel Board are first 
consulted regarding an appropriate starting salary.  As part of its regular review, the Personnel 
Board shall seek to update the Classification and Compensation Plans to include any new 
positions that were added during the prior year.     
 
(c) A Compensation Plan. A compensation plan for all positions subject to this bylaw shall 
consist of: 
 
(1) a schedule of pay grades including minimum, maximum and intermediate rates for each 
grade; and 
(2) an official list indicating the assignment of each position to specific pay grades. 
 
(d) A Recruitment and Selection Policy. A recruitment, employment, promotion and transfer 
policy which ensures that reasonable effort is made to attract qualified persons and that 
selection criteria are job related. 
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(e) Personnel Records. A centralized recordkeeping system which maintains essential personnel 
records. 
 
(f) Personnel Policies. A series of personnel policies which establishes the rights, the benefits to 
which certain personnel employed by the Town are entitled, and the obligations of said 
employees to the Town. 
 
(g) Other Elements. Other elements of a personnel system as deemed appropriate or required 
by law. 
 
Section 7. Adoption and Amendment of Personnel Policies. The Select Board shall promulgate 
personnel policies defining the rights, benefits and obligations of certain employees subject to 
this bylaw. Policies shall be adopted or amended as follows: 
 
(a) Preparation of Policies. Any member of the Select Board, Personnel Board, the Town 
Administrator, or any three employees may suggest policies for consideration. The Town 
Administrator shall refer such policies to the Personnel Board, which Board need not consider 
any proposal already considered in the preceding twelve months. Any person proposing a new 
or amended policy shall provide the substance and the reason for the proposed policy in 
writing. The Personnel Board shall hold a public hearing on any proposed policies or 
amendments. Any proposed policies or amendments shall be posted at least five (5) days prior 
to the public hearing in prominent work locations, copies of all proposals shall be provided to 
representatives of each employee collective bargaining unit, and a copy shall be submitted to 
the Board of Selectmen. 
 
(b) Public Hearing. The entity responsible for suggestion of the proposed policy or amendment 
shall present the purpose of the proposal and the implication of any proposed change at the 
public hearing. Any person may attend the hearing, speak and present information. The Town 
Administrator and the Personnel Board shall, within twenty (20) days after such public 
hearing, consider the proposed policies and recommend that the Board of Selectmen adopt the 
policies (with or without modifications), reject the policies, or indicate that further study is 
necessary. 
 
(c) Recommended Policies. The Town Administrator, or the Personnel Board at the 
Administrator’s request, shall transmit recommendations in writing to the Select Board within 
twenty (20) days of any recommendation on proposed personnel policies or amendments. The 
recommendations shall contain the text of the proposed policy or amended policy, an 
explanation of the policy and the implications of the policy. The Select Board shall consider 
recommendations of the Town Administrator and Personnel Board and may adopt, reject or 
return recommendations for further action. The Select Board need only act on proposed 
policies recommended for adoption. Policies shall become effective upon approval of the Select 
Board, unless some other date is specified. 
 
(d) Computation of Time. In computing time (days) under this bylaw only days when the Town 
Hall is open for business shall be counted. 
 
Section 8. Severability. The provisions of this bylaw and any regulations adopted pursuant to 
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this bylaw are severable. If any bylaw provision or regulation is held invalid, the remaining 
provisions of the bylaw or regulations shall not be affected thereby. 
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Town of Westwood 
Appendix B 

 
Remote Work Program  

 

I. PURPOSE AND SCOPE 

The Remote Work Pilot Program (RWPP) is a management tool that may be used to increase productivity and 

morale of employees, boost efficiency in the use of space, reduce operational costs, lessen the environmental 

impact of vehicle travel, and accommodate the unique needs of employees. 

The Town of Westwood encourages the use of the RWPP where it will be to the mutual benefit of employees, 

the Town, and the Town’s stakeholders. The RWPP is not an employee benefit intended to be available to all 

Town employees, rather, it is a work option used at the supervisor's discretion, such as flexible work schedules 

and alternate work schedules for some positions. The purpose of this program is to define remote work guidelines 

and procedures. 

II. APPLICABILITY  

This Policy applies to all full-time and regular part-time non-represented employees of the TOWN OF WESTWOOD 

(the “Town”), excluding those employees under the supervision and control of the School Committee. Employees 

subject to Collective Bargaining Agreements (CBA) are subject to the policy only if adopted as specified in CBA. 

III. DEFINITIONS 

TEMPORARY REMOTE WORK: Identified as occasional remote work from various locations. 

OFFICIAL WORKSITE: The employee’s primary non-remote work location as assigned by the employee’s 

supervisor that is in most cases, if not all, located within a Town-owned building. 

REGULAR OFFICE HOURS: The agreed-upon set of hours during the day when the supervisor and co-

workers can always communicate with the remote worker. 

ROUTINE REMOTE WORK: Remote Work which is a regular and recurring part of an employee’s work 

schedule. 

REMOTE WORK: Mutually agreed upon work arrangement between the Town and the employee where the 

employee performs work at an alternate worksite on a specified day(s) and retains flexibility as necessary to 

meet the needs of the department and Town. 

REMOTE WORK AGREEMENT: A written agreement between the Town and the employee outlining the 

work schedule, duties, and performance standards for the remote working employee. 

REMOTE WORK SITE: A workplace other than the employee’s regular work location that is suitable for 

remote working. 

IV. ELIGIBILITY 

(A) An employee is eligible for remote work with the approval of their Department Head provided their job 

requires minimal direct supervision and face-to-face interaction or where such interaction can be 

scheduled successfully to permit remote working. Each remote work assignment should be reviewed for 
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costs and benefits, such as the nature of the job, equipment requirements, and expected results. The remote 

work assignment should not create undue costs, risk, or hardship to the Town or Department’s operations 

as determined by the Department Head and Deputy Town Administrator. 

(B) Department Heads shall use the following guidelines in selecting employees for remote work: 

1) The employee can accomplish their job without being on the premises for an agreed-upon portion of 

their regular work schedule without a significant impact on the productivity of the workgroup. 

2) Clear work objectives can be set, tasks can be clearly defined, and results can be measurable. 

3) The employee has access to appropriate equipment in the remote work site including, at minimum, a 

telephone (ability to make and return work-related phone calls), a computer that has internet access 

and is compatible with Town software including the Town’s cloud applications needed for that 

employee, a suitable workspace, and other equipment as appropriate to the employee’s job.  The 

Director of Information Technology should be included in this evaluation 

4) The employee shall have demonstrated, to the Department Head’s satisfaction, their capability to 

work productively without on-premise supervision. Indicators include consistent high performance, 

a positive attitude toward assigned work, self-motivation, and no relevant discipline problems in the 

employee’s work history. 

5) The employee shall have indicated a willingness to participate in remote work to their Department 

Head. 

6) The employee has completed any probation periods for their position or has demonstrated successful 

competency in the essential functions of their position. 

V. POLICY 

(A) Prior Authorization 

Employees are not authorized to remote work without prior approval of their Department Head and 

Deputy Town Administrator. If employees are assigned Routine Remote Work, employees must also 

receive prior written approval from their Department Head/designee. 

If an employee requests a Remote Work Agreement and is denied by their Department Head, the 

employee may meet and discuss their request with the Deputy Town Administrator.  

(B) Departmental Policies 

Each Town department is responsible for determining the eligible positions within the department that 

are appropriate for remote work and for developing department-specific policies and procedures on 

remote work to supplement this Program as necessary.  

(C) Remote Work Agreement for Routine Remote Work 

1) Routine Remote Work will be permitted for employees only under the terms of a written Remote Work 

Agreement (attached). The Remote Work Agreement may require modification by the Deputy Town 

Administrator to fit individual employee circumstances. 
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2) Remote Work is not an employee right nor do employees have any property interests in remote work. 

Remote Work Agreements shall be entered into voluntarily by both the employee and the Town. Either 

the Town or the employee may discontinue the remote work arrangement at any time and for any reason. 

In no circumstances are employees entitled to due process related to any Town decision on remote work 

issues, including approvals or denials, or a Town decision to discontinue a Remote Work Agreement, 

and all such decisions are not grievable. 

3) The Remote Work Agreement must clearly outline the following: 

(a) Remote Work schedule: The employee’s work schedule shall be outlined and be in compliance with 

wage and hour laws, Town Personnel Policies, and any applicable collective bargaining agreement.  

Employees are expected to be available during core business hours unless otherwise specified. 

(b) The Department Head must consult with the Deputy Town Administrator and the Director of 

Information Technology if there is any question regarding the appropriateness of the location as a 

remote work site. 

(c) Accessibility: The means by which the employee can be reached during off-premises work. 

(d) Evaluation: The criteria that will be used to evaluate the success of the remote work assignment and 

how often the remote work assignment will be evaluated. At a minimum, the Remote Work 

Agreement must be evaluated by the Department Head with the employee on an annual basis, but it 

is encouraged that the evaluation occurs on a quarterly or monthly basis. This evaluation is in 

addition to the regular and consistent monitoring of the employee’s remote work assignments. 

(e) Use of Town resources: Any Town-owned resources the employee will use off-premises and the 

terms and conditions under which such resources will be used. 

(f) Use of employee's resources: 

(1) Employees who have entered into a Remote Work Agreement will be assigned a Town-issued 

computer for the remote work. Use of an employee’s personal computer for remote work is 

expressly prohibited.  

(2) The Town does not reimburse costs associated with remote working and any reimbursements 

must meet the requirements outlined in Section (J) below. 

(3) Employees who have not been issued a Town phone may use their personal phone for remote 

work. Employees who use a personal phone to conduct business for the Town must sign an 

acknowledgment that usage of their personal property is subject to public records law, as well as 

other state and federal laws, such as Health Insurance Portability and Accountability Act 

(HIPAA), that may require the employee to grant the Town full access to their personal property 

for inspection and duplication of the information contained in the property. 

(D) Temporary Remote Work 

1) In unplanned and temporary situations for short-term accommodation, the Town/Department Head can 

exercise discretion in determining whether an employee can accomplish at least some part of their duties 

and responsibilities from the remote work site in such a situation. The Department Head may approve 

Temporary Remote Work to allow employees to work at remote work sites for reasons that are inclusive 

of the policy’s purpose.  
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2) Temporary Remote Work will be permitted with the authorization of the employee’s Department Head 

and Deputy Town Administrator. The terms of Temporary Remote Work should be clarified in a written 

agreement. 

3) If an employee performs remote work on a regular rather than on an occasional basis, the remote work 

then becomes Routine Remote Work and a Remote Work Agreement must be entered into. 

(E) Terms of Employment 

1) Remote Work does not otherwise alter the basic terms and conditions of employment including wages, 

overtime compensation, insurance benefits, paid leave, salary reviews, workers’ compensation, etc. 

2) Town and departmental policies, rules, and practices shall apply at the remote work site. 

(F) Work Hours and Accessibility 

1) Work Hours and Scheduling 

(a) Remote Work arrangements must comply with regular working hours for the individual and be 

applicable to any collective bargaining agreement and any applicable state and federal laws 

including wage and hour laws that regulate the payment of overtime for non-exempt employees.  

(b) Employees must receive advance approval from their Department Head for any overtime work or 

flexing of their remote work schedule. Employees must also report to their Department 

Head/designee any absences from duty during remote work hours in the same manner as if they 

were scheduled to be at their assigned duty station. 

(c) Employees will not be paid for travel between the remote work site and the employee’s official 

workstation.  

2) Adequate Time in Office 

(a) The amount of time spent remote working during a work week may vary according to each job, 

equipment needs, and the individual Remote Work Agreement. The remote work schedule must 

allow adequate regular office time for meetings, access to facilities and supplies, and 

communication with other employees and with customers. 

(b) In-person business meetings shall not be held at a remote work site. 

(c) Remote Work shall not adversely affect customer service or delivery, employee productivity, or 

the progress of an individual or team assignment. 

(d) Remote Workers may be requested to attend “short notice” meetings or be physically present in 

the office when working remotely. When possible and effective, telephone conference or video 

conferencing may be offered as an alternative to in-person attendance.     

3) Accessibility 

(a) Remote Workers will maintain accessibility to customers and other employees via telephone, 

email, and/or text during agreed-upon work hours or specific core hours of accessibility as required 

by the Town.  
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(b) The employee shall promptly notify their Department Head when unable to perform work 

assignments due to equipment failure or other unforeseen circumstances. Department Heads may 

reassign an employee to another project and/or work location in the event of equipment failure. 

(c) It is the employee’s responsibility to ensure that they are fully accessible during work hours and 

able to complete work assignments on time. 

(G) Town Owned Equipment 

1) If Town equipment is used for remote work, the employee must exercise the same reasonable care for 

the equipment as would be expected in any Town work site. 

2) Town equipment and/or software may not be used by other household members or any other non-Town 

employees. Town-owned software may not be duplicated except as authorized and completed by the 

town’s Information Technology Department. 

3) A list of the Town issued equipment should also be attached to the Remote Work Agreement and 

updated as needed. 

(H) Remote Work Product and Records 

1) Work done on behalf of the Town at the remote work site is considered official Town business. 

Products, documents, and records used by/or developed while remote working shall remain the 

property of the department and the Town and are subject to Department and Town rules regarding 

confidentiality, disclosure, and records retention requirements. 

2) Release or destruction of any public records must only be done at the official workstation and only 

according to Town policy, State statutes, and regulations. The remote worker must adhere to 

confidentiality requirements of all data and records. 

3) Remote Workers must seek advance approval from their Department Head before removing supplies 

or equipment from Town premises to take to a remote work location. To every extent possible, 

employees should use electronic versions of files when working remotely. Only copies of official 

public records should be taken to a remote work location. Original public records should remain in the 

office, and copies should be properly disposed of when no longer needed. Any such items should be 

promptly and securely returned to Town premises as soon as the remote worker has completed the 

assignment that required the usage of the item at the remote work site. Department Heads and remote 

workers are responsible for maintaining an inventory of items that remote workers remove from Town 

premises and take to a remote work site.  

(I) Workplace Health and Safety 

1) The Town’s responsibility and accountability for employees’ health and safety while working at a 

Remote Work Site is essentially the same as that when employees work in their assigned Town work 

location.  

2) Ergonomic Training 

(a) It is the responsibility of the employee to ensure proper ergonomic health while at a remote work 

site. If employees have concerns about being able to safely utilize their own equipment or remote 

work site arrangement, they must notify their department head and immediately cease the remote 

work agreement until a solution can be identified.  
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3) Worker’s Compensation 

(a) Standard worker’s compensation practices apply, and employees are covered by applicable laws 

for illness or injury occurring during the course and scope of work. If injured while working 

remotely, the remote worker must report the injury to the Department Head/designee immediately, 

following standard Town reporting procedures. 

(b) The Town does not assume responsibility for certain injuries including but not limited to:   

• injury to any persons other than the employee at the Remote Work Site; 

• injuries that occur outside the employee’s normal work hours; 

• injuries suffered while an employee is engaged in purely personal activities.  

 

(c) Compensability of all workers’ compensation claims are thoroughly investigated by the designated 

Third-Party Administrator. Depending on the nature and the severity of the injury, an on-site 

investigation may be initiated immediately upon notification. The on-site investigation will be 

performed by member(s) of the Human Resources Department or an investigative service provider 

acting under the control of the Third-Party Administrator.  

(d) Employees are principally located in the Commonwealth of Massachusetts. Employees who remote 

work in another state follow standard Town reporting procedures and file any claims in the State 

of Massachusetts, regardless of the state in which the illness or injury occurred. 

(J) No Reimbursable Expenses 

1) Any variable expenses accrued as a result of the employee choosing to remote work will be borne by 

the employee. 

2) The Town will not reimburse an employee for expenses related to an internet connection for the 

remote work site. To the extent possible, employees should arrange their schedule to print documents 

while at their official workstation. 

3) Supplies required to complete assigned work at the remote work site shall be obtained from the Town 

during the remote worker’s in-office work days/periods. 

(K) Employee Computer Security 

2) Employees shall, to the best of their ability, never put the Town at risk of security or data breaches 

due to a remote work agreement. If an employee knowingly has a lapse in security on their device, 

software, network, or internet connection, and continues to work remotely, they may be subject to 

progressive disciplinary action, up to and including termination.  

If employees have any concerns about the security of their personal device, network, or internet 

connection, they should refrain from working remotely immediately and consult with a member of 

our Information Technology Department.  

3) If employees engage in remote work that is covered by HIPAA, they shall adhere to Town privacy 

and security policies, as well as any Department guidelines or procedures. 
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VI. PROCEDURES 

(A) The employee and their Department Head will collaborate to create a mutually suitable Remote Work 

Agreement including the tasks or scope of work to be completed at the remote work site, the time 

frames for completion, and how work will be reported and evaluated. Both parties sign the agreement 

and submit it to the Deputy Town Administrator or their designee. Once the agreement has received 

the necessary approval, a copy of the agreement will be placed in the employee’s personnel file. 

(B) The Department Head shall contact the Information Technology Department for any technical support 

needs of the remote worker. 

(C) Employees and supervisors who participate in a Remote Work Agreement are expected to educate 

themselves on what their responsibilities are regarding Remote Work. 

VII. TERMINATION OR SUSPENSION OF A REMOTE WORK AGREEMENT 

(A) Remote Working is a privilege rather than a universal employee benefit or right. The Town has the 

right to offer remote work to an employee and to unilaterally terminate a Remote Work Agreement at 

any time. Employees do not have a property interest in Remote Work. In no circumstances are 

employees entitled to due process related to any Town decision on Remote Work issues, including 

approvals or denials, or a Town decision to discontinue a Remote Work Agreement, and all such 

decisions are not grievable. 

(B) Remote Work is a voluntary program. Employees may decline remote work if the option is presented. 

The employee may also discontinue the arrangement at any time unless otherwise specified in the 

Remote Work Agreement. 

(C) Remote Work may be suspended due to the Town’s operational needs. 

(D) The Department Head shall monitor the work environment for any negative effects a remote work 

assignment may have on the workload or morale of the co-workers of the remote worker and may need 

to suspend or terminate the remote work assignment to ensure equal workloads and harmonious 

relations amongst staff. 

VIII. EXCEPTIONS 

The Town Administrator has the discretion to make exceptions to this Policy in the best interest of the Town, 

such as during declared emergencies or other unique situations mandating remote work outside of pre-approved 

agreements. 

 

IX. REMOTE WORK AGREEMENT 
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Town of Westwood – Remote Work Policy 

Pre-Certification of Remote Work Agreement (RWA) 
 

Employee Information 

Employee Name: 
 

Position: 
 

Bargaining 

Unit: 

☐ Non-Rep 

☐ SEIU 

 
Employment 

Status: 

☐ Full-Time 

☐ Part-Time:  hrs/wk 

  

FLSA Status: 
☐ Exempt 

☐ Non-Exempt 

Department/ 

Division: 

 Direct 

Supervisor: 

 
Dept Manager 

(if different): 

 

Remote Work Information 

The terms of this Remote Work Agreement (RWA) will be:  ☐ Regular & Recurring ☐ Temporary 

Begin Date: 
 

End Date (if temp): 
 

RWA will be 

reviewed: 

☐ Monthly 

☐ Quarterly 

☐ Bi-Annually 

☐ Other:   

First RWA 

review date: 

 

Hours of Work 

Employees must schedule remote work within the regular work schedule for their position. Established deviations 

from regular working hours, or flexible work schedules, may only be authorized as per applicable Policies or Collective 

Bargaining Agreements. Such schedules must be reduced to writing, approved by the supervisor and filed in the 

employee’s official personnel file with Human Resources Department. 

Is an approved flexible work schedule on file for this employee?  ☐ Yes  ☐ No 

Accessibility and Communication 

The employee agrees to structure their time to ensure attendance at required meetings and events as designated 

by their supervisor. The employee further accepts the responsibility as a remote worker to facilitate communication 

with customers and colleagues while on a remote work schedule. 

The employee agrees to be available during scheduled work hours on remote workdays using the following methods 

(check all that apply): 

☐ Phone (Cell)  ☐ Phone (Landline) ☐ Voicemail ☐ Email ☐ Text Message ☐ Video Conference 

☐ Other:   ☐ Other:   

Equipment used for remote work 

 Town-issued Personal Device Not Used 

Phone ☐  ☐  ☐  

Computer ☐   ☐  

Remote network access ☐   ☐  

Office Furniture  ☐   

Other:  ☐  ☐  ☐  

Other:  ☐  ☐  ☐  

Other:  ☐  ☐  ☐  
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Town of Westwood – Remote Work Policy 

Pre-Certification of Remote Work Agreement (RWA) 
 

Performance Measures 

The employee agrees to keep their Department Head/designee regularly informed of their progress on remote work 

assignments and agrees to keep their supervisor informed of any problems experienced while remote working. The 

Department Head/designee is responsible for evaluating employee work and ensuring high performance can be 

continued while working remotely. 

 

List out (in bullets) the proposed remote work schedule, type of work the employee will perform while working 

remotely and how the supervisor will measure successful completion. Attach separate pages as necessary. 
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Town of Westwood – Remote Work Policy 

Pre-Certification of Remote Work Agreement (RWA) 
 

Employee Acknowledgements 

 

 
I Agree 

☐  

Reimbursement Information 

Generally, the Town does not reimburse costs associated with remote working and will not pay or reimburse 

the employee for: 

• Time involved in travel between the official workstation and the remote work site. Purchasing computer 

equipment or internet service 

• Any purchase, service charge, or cost related to remote work that is not specified in this agreement. 

 

 

 
 

I Agree 

☐ 

Town of Westwood Property and Records: 

The employee agrees that documents or other records required to be retained and are used, developed or 

revised while remote working will be securely transferred to the official workstation. 

The employee understands and agrees that all equipment, records, files, manuals, forms, materials, supplies, 

computer programs and other materials furnished by the Town, or generated or obtained on behalf of the Town 

during the course of employment shall remain the property of the Town. The employee understands that they are 

the holder of this property for the sole use and benefit of Town and will take all reasonable precautions to safely 

keep and preserve such property, as well as maintain confidentiality except as disclosure is required in normal 

business operations. 

 

I Agree 

☐ 

Employee Owned Property and Equipment 

Any employee owned property and equipment used for Town business may be subject to a public records 

request, subpoena, court or administrative order, or privacy/security violation investigation and may require 

the employee to provide the Town with full access to such equipment. If the equipment is a personal computer, 

the employee understands the Town may need to copy the contents of the hard drive. 

 

I Agree 

☐ 

Employee Computer Security 

The employee understands they are responsible for following all security guidelines issued including ensuring 

software and applications are currently updated with security patches, maintaining a personal firewall, secure 

WIFI, and updated anti-virus and anti-spyware programs, and keeping their operating system configured 

securely. 

 

 

 

I Agree 

☐ 

Health, Safety and Ergonomics 

The employee is responsible to ensure proper ergonomic health while at a remote work site.  

The employee acknowledges that their employment is principally located in the Commonwealth of 

Massachusetts. If the employee works remotely in another state, the employee agrees to follow standard Town 

reporting procedures and will file any claim in the Commonwealth of Massachusetts and not in any other state, 

regardless of the state in which the illness or injury occurred. 
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I Agree 

☐ 

Terms of Employment 

The employee understands that this Remote Work Agreement does not otherwise alter the basic terms and 

conditions of employment including wages, overtime compensation, insurance benefits, paid leave, salary 

reviews, workers compensation, etc. The employee further understands that Town policies, rules, and practices 

shall apply at the remote work site, including those governing communicating internally and with the public, 

employee rights and responsibilities, facilities and equipment management, financial management, information 

resource management, purchasing of property and/or services, and safety. 

The employee will be compensated according to applicable laws, Town policy and collective bargaining 

agreements for overtime work that has been requested by his/her supervisor and approved in advance. 

Employee understands that overtime work must be approved in advance by the supervisor. By signing this form, 

employee agrees that failing to obtain proper approval for overtime work may result in the termination of this 

remote work agreement and/or other appropriate actions. 

Employee must obtain supervisory approval before taking leave in accordance with established office 

procedures. By signing this form, the employee agrees to follow established procedures for requesting and 

obtaining approval of leave, including call-in procedures for unscheduled leave on remote workdays. 
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Town of Westwood – Remote Work Policy 

Pre-Certification of Remote Work Agreement (RWA) 

 

 

 

I Agree 

☐ 

Termination of Remote Work Agreement 

Remote Working is a privilege rather than a universal employee benefit or right. The Town, which includes the 

supervisor, department manager, ATA/Human Resources Director, or Town Administrator, has the right to offer 

remote work to an employee and to unilaterally terminate a Remote Work Agreement at any time. Employees 

do not have a property interest in Remote Work. In no circumstances are employees entitled to due process 

related to any Town decision on Remote Work issues, including approvals denials, or a Town decision to 

discontinue a Remote Work Agreement, and all such decisions are not grievable. 

 

 
I Agree 

☐ 

Acknowledgement: 

I have read and understand this agreement and the remote work policy, and agree to abide by and operate in 

accordance with the terms and conditions described in both documents. I agree that the sole purpose of this 

agreement is to regulate remote work and that it constitutes neither an employment contract nor an 

amendment to any existing contract or Town policy. 

Employee: 
 

Date: 
 

 
 

 
 

Department Head 

(if different): 

  

Date: 

 

Deputy Town 

Administrator 

 
Date: 

 

Cc: Personnel File 
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