





















































































































































warrant, the Division Director should contact the insurance carrier representative
notifying them of concerns and/or questionable actions regarding the claim.

(d) No other action is necessary

(4) Employee who has been totally or partially disabled due to an injury or occupational
illness and is incapable of reporting to work for five (5) or more days

(a) This means five (5) calendar days. No matter whether employee was scheduled to
work those days or not. including holidays and weekends. For example, if employee
was injured on Thursday March 30, at 3:45 pm (day 1) and did not return to work as
of Monday April 3™, he/she has now been out 5 days.

(b) Division Director must complete and sign a Form 101 Employer’s First Report of
Injury or Fatality within the next seven (7) business days. Make four (4) copies of the
original completed form.

¢ Mail original to Department of Industrial Accidents — Department 101
600 Washington Street, 7" floor
Boston, Ma 02111

One copy MUST be given to the employee

Send one copy to Town'’s insurance carrier

Send one copy to Town Manager’s office

Keep one copy for your files.

* & & &

(¢) Department Director / Division Director must complete top portion of Form 127
Average Weekly Wage Computation Schedule and coordinate with payroll to
generate report showing prior 52 weeks wages. Form and report must be sent to
insurance carrier with copy to Town Manager’s office.

(d) Forward all correspondences and medical reports to Town’s worker’s
compensation insurance carrier immediately,

(e) It is imperative that when employee returns to work, the Town’s worker’s
compensation insurance carrier is notified immediately. Keep in contact with
insurance carrier representative regarding status of claim.

(5) If an employee, who has been absent from work and collected sick pay, and has this
absence declared eligible for Worker's Compensation benefits the following shall take place:

(a) When an employee is out more than five (5) days, upon approval of the claim,
he/she will receive 60% of their salary. Beginning on Day 6, the employee may
choose to be compensated for up to 40% of their salary by using his/her accrued sick
leave until they return to work. A request to do so must be submitted in writing to the
Division Director. Otherwise, the employee will only receive the worker’s
compensation payment.
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(b) If an employee has been out for over 21 days, an employee will receive worker’s
compensation for the first five (5) days of injury. Those days paid and charged to
sick leave (three of the first five days) during this absence will be credited back to the
employee based upon the difference between the gross pay paid under sick pay
benefit and the portion determined to be collected under Worker’s Compensation.
The employee will be required to reimburse to the Town the dollar amount equivalent
to the three day’s of pay.

(6) The Town of North Andover is not required to offer light / limited duty work for
returning employee with this restriction. If there is such work available, it can be offered to the
employee with medical authorization. This authorization should be very specific explaining
weight limits and length of time for the restriction, The ability to work light / limited duty may
be governed by an employee’s respective collective bargaining agreement.

J. Health Insurance

The Town health insurance plan provides eligible employees and their spouses/
dependents access to health insurance benefits as of the first day of employment. Employees
who decline such coverage are not entitled to any payment or cash equivalent of the value of the
benefits offered. Eligible employees may participate in the health insurance plan subject to all
terms and conditions of the agreement between the Town and the insurance carrier.

The Town’s contribution to health insurance coverage may change at any time. Through
payroll deductions, employees pay the remaining premium amount.

K. Educational Reimbursement

A regular full-time or part-time employee, having completed one year of service with the
Town, shall be eligible to receive educational reimbursement as follows:

(1) Reimbursement will be provided, in accordance with provisions of this section,
provided the employee receives an advanced favorable recommendation by the Division Director
and approval by the Town Manager, subject to the appropriation of funds. Reimbursement for
regular part-time employees will be pro-rated based on the ratio of regular hours worked to the
regular workweek of full-time employment in the classification plan.

(2) Course must be offered outside normal working hours. Hardship cases may be
discussed jointly with the Division Director and Town Manager.

(3) Course contents must be job-related and approved.
(4) Course cost must be approved in advance.

(5) Educational reimbursement of 100% will be made for registration fees, books, and
tuition based upon a passing grade of B- or better.
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(6) Grade and payment certification is required before reimbursement.

(7) The employee will be obliged to remain in the Town employment for six months after
completion of the course, or full reimbursement for the last courses will be deducted from final
paycheck at time of termination.

L. Vehicle Use

(1) Purpose and Scope — 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 — The provisions of this policy apply to all employees in Town service
with the exception of the Town Manager. Employees whose employment is regulated by
collective bargaining agreement are subject only to those provisions of this policy not
specifically regulated by agreement.

(3) Definitions

(a) Municipal Vehicle — those automobiles, trucks, vans, or other self-propelled
equipment owned, rented, or leased by the Town of North Andover and licensed for
travel on a public way.

(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.

(¢) Personal Automobile — automobile owned or available for private use by the
employee.

(4) It is the policy of the Town of North Andover 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 North Andover and are assigned solely for purposes consistent
with providing services to those citizens.

(5) The assignment of municipal vehicles during work time is based upon job description.
Division Directors who have municipal vehicles available for this purpose may assign such
vehicles in a manner consistent with division/departmental workload and employee function.
The Town Manager or Division Director may rescind the assignment of vehicles at any time.

(6) Assignment of Municipal Vehicles for 24-Hour Use (Vehicle Use Approved for
Commuting Purposes)
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(a) The assignment of vehicles for 24-hour use will be made in writing by the Town
Manager after receipt of a written recommendation from the Division Director 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:

Officially designated on-call status;

Requirement for frequent emergency availability;

Issuance of a pager or other communication device;

Emergency or other equipment contained in the vehicle; and/or

No Town facility is available for garaging in a safe and convenient location.

* & o & o

Such assignment may be rescinded in writing at any time by the Town Manager.

(b) Vehicle use is limited to travel to and from the residence and place of work except
as noted in the following paragraph. The vehicle should be driven over 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.

(¢) This section applies to the following Town positions: Police Chief, Fire Chief,
Deputy Fire Chief, and any other position approved by the Town Manager. These
employees, in recognition of their need not only to respond to emergencies from their
home but also when they are not at home or at work, may use Town issued vehicles
for personal business subject to the following conditions:

(1) When the employee is off duty and either not on-call or available for duty
within a reasonable period of time, the employee will not use a town vehicle.

(i1) If the employee is transporting non-town personnel in a town vehicle and is
called to an emergency, the employee will take all reasonable actions necessary to
ensure the safety of the passenger for the duration of the emergency.

(111) The use of such Town vehicle where the expected travel distance is greater
than two hours, from the Town of North Andover without the expressed written
permission of the Town Manager is prohibited.

(d) Whenever a position becomes vacant, the authorization for 24-hour use shall be
re-evaluated.

(e) Employees assigned vehicles for 24-hour use involving a commute of more than
25 miles one way shall reimburse the Town for the additional fuel cost as determined
by the Director of Public Works. Employees who have been assigned a Town vehicle
and have established commuting patterns of more than 25 miles prior to January 1,
2006 shall be exempt from this provision.
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(f) Employees assigned municipal vehicles on a 24-hour basis will be given a copy of
this policy and will be required to sign a confirmation of receipt.

(g) Impute Income Taxation

(i) Employees who are assigned marked and unmarked police 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.

(i1) 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 1.

(7) General Rules Governing Municipal Vehicle Use
(a) Municipal vehicles may only be used for legitimate municipal business.

(b) 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.). Family members shall not be
transported in Town vehicles (accept as noted within paragraph (6)(c)).

(¢) 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.

(d) Employees are expected to keep municipal vehicles clean, and to report any
malfunction or damage to their supervisors immediately.

(e) Employees are expected to park such vehicles in safe, legal locations.

(f) Employees must wear seatbelts in vehicles so equipped during operation of the
vehicle.

(g) Employees must turn the vehicle ignition off, remove keys and lock the vehicle
when unattended.

(h) 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.
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(i) Employees who operate municipal vehicles must have a valid motor vehicle
license issued by the state of their current residence and may be required to provide
proof of valid motor vehicle license every six (6) months.

(j) Employees who incur parking or other fines in municipal vehicles will be
personally responsible for payment of such fines unless the payment of such fines by
the Town is approved by the Town Manager,

(k) Employees who are issued citations for any offense while using a municipal
vehicle must notify their supervisor immediately when practicable, but in no case
later than 24 hours. Failure to provide such notice will be grounds for disciplinary
action in accordance with Section VII of this policy.

(I) An employee who is assigned a municipal vehicle or using their personal vehicle
for municipal business 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 his/her personal vehicle or in a municipal vehicle, must
notify his or her supervisor immediately when practicable, but in no case later than 24
hours. Conviction for such an offense may be grounds for loss of municipal vehicle
privileges and/or further disciplinary action.

(m) The Town reserves the right not to allow an employee to use a town vehicle
based on the employee’s driving record. If the employee is required to drive as part
of their job responsibility, the employee must use their own vehicle and is eligible for
reimbursement pursuant to the provisions of this policy.

(n) Smoking is prohibited in all town vehicles.

(8) The Town of North Andover will reimburse employees for reasonable documented
expenses they incur as a result of personal automobile use on behalf of the Town. Receipts and
the Personal Automobile Travel Expense Report must be submitted in order for an employee to
be reimbursed for such expenses.

(a) When an employee is authorized to use a personal automobile for work-related
travel, he/she shall be reimbursed at a mileage rate established by the Town Manager,

(b) The mileage rate is intended to include the costs of gasoline, repairs, insurance
and general wear and tear on the automobile.

(c) In addition to the mileage rate, the Town will reimburse employees authorized to
travel outside of North Andover, driving personal or municipal vehicles, for tolls and
reasonable parking expenses, when receipts are provided. Employees will not be
reimbursed for tolls, which would normally be paid by the employee during his/her
normal commute to work.
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(d) The Town retains the right to require employees who are reimbursed for work-
related travel, to show proof of the following minimum levels of insurance coverage
on their personal vehicle:

+ Bodily Injury: $100,000/$300.000
¢ Property Damage: $25,000

(e) An employee who uses his/her personal automobile to travel from home to a
temporary assignment, rather than his/her regularly-assigned work location, shall be
allowed personal automobile expenses between home and the temporary assignment
or the regular work location, whichever is less.

(f) Employees will not be reimbursed for commuting between their homes and offices
or other regular work locations.

(g) In order to be reimbursed for personal automobile use, employees must complete
the Personal Automobile Travel Expense Form and attach all relevant receipts. This
form should be submitted to the Town Accountant for payment.

(h) In the event that an employee’s personal vehicle is damaged during an approved,
work-related trip, and the damages are not due to the 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.

(9) Special Circumstances — This policy is intended to provide a basic framework
governing the use of personal and municipal vehicles in the Town of North Andover, and, as
such, cannot contain procedures governing every situation that might arise. Employees seeking
clarification of or exemption from the provisions of this policy should contact the Town Manager
who will provide such clarification and may authorize exceptions to the policy under mitigating
circumstances.

(10) Sanctions — Failure to comply with any and all provisions of this policy may result in
disciplinary action up to and including removal of Town vehicle privileges, suspension, and/or
termination from Town service.

M. Benefits Continuation

The Consolidated Omnibus Budget Reconciliation Act (COBRA) statute provides
eligible employees and their qualified beneficiaries the opportunity to continue health insurance
coverage under the Town's health plan when a "qualifying event" would normally result in the
loss of eligibility. Some common qualifying events include but are not necessarily limited to
termination of employment, death of an employee, a reduction in an employee's hours, an
employee's divorce or legal separation, and a dependent child no longer meeting eligibility
requirements. Under this law, the employee or beneficiary pays the full cost of coverage at the
employer group rates plus an administration fee.
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Eligible employees are provided with written notice describing rights granted COBRA
when they may become eligible for coverage. The notice contains important information about
the employee's rights and obligations.

N. Cafeteria 125¢ Plan

The Town offers a Cafeteria 125¢ Plan that allows employees to pay for certain benefits
with pre-tax dollars, resulting in a savings for employees off the cost of benefits. For more
information about utilizing the Plan, contact the Payroll Office.

O. Stevens Estate Director — Incentive Plan

(1) Purpose — The purpose of the Incentive Plan (as referred to in this Section O, the “Plan™)
is to aid the Stevens Estate in retaining and motivating the Director and to secure for the Estate
the benefits arising from the alignment of the Director’s compensation with the Estate’s business
objectives. The Plan shall be administered by the Town Manager’s Office with the assistance of
the Stevens Estate Board of Trustees. The Town Manager’s construction and interpretation of
the terms and provisions of the Plan shall be final and conclusive.

(2) Eligibility — Beginning July 1. 2011, the individual holding the position of “Estate
Director™ shall be eligible to receive a bonus under this Incentive Plan each fiscal year. The
Director must be employed for at least six continuous months during the fiscal year and remain
employed by the Estate on the applicable Payment Date to be eligible for and to receive a bonus
payment. All bonus payments shall be made in accordance with the Town’s payroll procedures
including proper withholding of all applicable U.S. federal, state and local taxes.

(3) Payment Date — Each of the dates on which an identified bonus under this Incentive Plan
is payable shall be referred to as a “Payment Date™ (as defined in Paragraph 3). The Revenue
Bonus shall be payable as earned, in up to three installments, beginning with the second payroll
occurring after the financial statements for the Stevens Estate for the first two quarters of the
fiscal year are deemed final by the Town. The second and third installments shall be payable, if
earned, with the second payroll occurring after the financial statements for the Estate are deemed
final by the Town for the quarters ending March 31 and June 30, respectively. The Revenue
Bonus payable at each installment shall equal the total Revenue Bonus earned for the fiscal year
based on the Estate’s financial performance to-date as reported in the financial statements for the
immediately preceding month, minus the prior Revenue Bonus payments made under the Plan
for the fiscal year, if any,

To the extent a Performance Bonus (as defined in Paragraph 4) becomes payable under the Plan,
it shall be made in a single installment with the second payroll occurring after the financial
statements for the Estate for the respective fiscal year are deemed final by the Town.

(4) Description - The Plan has two components, first, a cash bonus with respect to

achievement of certain revenue goals (the “Revenue Bonus™) and second. a cash bonus with
respect to the achievement of certain income objectives (the “Performance Bonus™).
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(a) Revenue Bonus: The Estate must achieve at least 80% of its Revenue Budget (as
defined below) for the respective fiscal year in order for the Director to receive a
Revenue Bonus (the “Threshold™). Once the Threshold is achieved, the amount of
the Revenue Bonus earned shall be calculated using the following tiered method:

o If the Estate recognizes Net Revenue for the fiscal year in an amount that is equal
to or greater than the Threshold but less than the Revenue Budget, then the
Revenue Bonus shall equal 1% of aggregate Net Revenue for the fiscal year.

o If the Estate recognizes Net Revenue for fiscal year in an amount that is equal to
or greater than the Revenue Budget but less than 120% of the Revenue Budget,
then the Revenue Bonus shall equal 2% of aggregate Net Revenue for the fiscal
year.

o If the Estate recognizes Net Revenue for the fiscal year in an amount that is equal
to or greater than 120% of the Revenue Budget, then the Revenue Bonus shall
equal 2.5% of aggregate Net Revenue for the fiscal year.

In no event shall the Revenue Bonus exceed $10.000 in a fiscal year.

As used in this Plan, for FY 12 the “Revenue Budget” equals $306,575. The “Revenue Budger”
will be adjusted and set for each fiscal year by mutual agreement of the Town Manager and the
Board of Trustees. As used in this Plan, “Ner Revenue”™ means cash received during the fiscal
year that can be appropriately booked as revenue on the Estate’s financial statements for
activities related to the Estate’s hospitality business, in all cases net of refunds, returns, taxes and
gratuity. For the avoidance of doubt, deposits for events to be completed in subsequent fiscal
year(s) must be accompanied by a signed contract in order to be recognized as revenue in the
relevant fiscal year.

(b) Performance Bonus: The Stevens Estate must achieve Break Even (as defined
herein) for the fiscal year in order for the Director to receive a Performance Bonus.
The Performance Bonus shall be binary. No bonus will be awarded if Break Even is
not achieved. The Performance Bonus shall be $5,000. As used in this Plan, “Break
Even™ means that Net Revenue exceeds the Estate’s recorded expenses by a minimum
of $5,000 for the fiscal year, such results being prepared by the Town in accordance
with the Town’s accounting policies, applied on a consistent basis.

IX. AMENDMENT OF THE PLANS

The Town Manager shall, from time to time, propose and the Board of Selectmen may
adopt Amendments to this Personnel Policy in accordance with the provisions of Article 11 of
the Town of North Andover Special Town Meeting of December 12, 2002.
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EMPLOYEE ACKNOWLEDGMENT FORM

The Personnel Policy describes important information about the Town of North Andover
and employees should consult with Town management regarding any questions not answered in
the Policy.

¢ The Personnel Policy does not and is not intended to create a contract of employment
between the Town and any of its employees, nor is it to be construed to constitute
contractual obligations of any kind. Rather, the Personnel Policy is provided for
employee guidance only. The provisions of the Policy have been developed at the
discretion of Town management and, except for its policy of employment-at-will, may be
amended, modified, revoked. rescinded or added to at any time, in the Town's sole
discretion. This Policy does not and is not intended to create any enforceable rights or
promises of any kind with respect to the terms and conditions of employment,

¢ This Policy supersedes all prior agreements, understandings, representations, handbooks,
and policies concerning my employment with the Town of North Andover. 1
acknowledge that the Town of North Andover may make revisions to the information,
policies, and benefits described in this Policy from time to time. All such changes will be
communicated through official notices, and I understand that revised information may
supersede, modify, or eliminate existing policies.

¢ [ understand that I have entered into my employment relationship with the Town of North
Andover voluntarily and acknowledge that there is no specified length of employment.
Accordingly, either the Town or 1 can terminate the relationship at will, with or without
reason, at any time, as long as there is no violation of applicable federal or state law. |
acknowledge that no oral or written statements or representations regarding my
employment can alter the foregoing.

¢ | acknowledge that this Policy is neither a contract of employment nor a legal document.

¢ I specifically acknowledge that | have reviewed the Anti-Harassment policy in the
Town’s Personnel Policy. I understand that. in the event that I believe I have been
subjected to discrimination or harassment, including sexual harassment, that I am
expected to immediately notify my supervisor, the Assistant Town Manager/Human
Resources Director or the Town Manager.

¢ | specifically acknowledge that | have reviewed the provisions relating to Workplace
Monitoring and Inspections and understand that any property, personal or Town-owned,
such as toolboxes or desks. may be subject to inspection at any time.

¢ 1 also am aware that the Town may monitor my use of the electronic computer systems,
including e-mail and voicemail, and that I may not use a password or pass code for my
computer, e-mail or voicemail that is unknown to the Town. I also understand that
monitoring may include printing or reading e-mail messages sent, received, or stored in
these systems, as well as listening to voicemail messages.
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¢ [ understand that my signature below indicates that I have received a copy of the Town of
North Andover Personnel Policy, and | understand that it is my responsibility to read and
comply with its provisions and any revisions made to it. | have read and understand the

above statements.

Employee Name (printed)

Employee Signature Date
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