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SECTION 1. AUTHORIZATION.

Pursuant to the authority contained in Sections 108A and 108C of Chapter 41 of the General Laws,
this By-Law:

a. Includes the Classification and Salary Plan for the payment of salaries and wages to the
employees of the Town of Hingham covered by the Plan

b. Specifies certain working conditions such as hours of employment and certain fringe
benefits applicable to employees who occupy positions subject to the Classification and
Salary Plan and who are not covered by a collective bargaining agreement with the Town
in accordance with Chapter 150E of the General Laws or who have individual employment
contracts that do not address matters covered in this By-Law. This By-Law shall apply to
employees with individual employment contracts only with respect to provisions hereof
which are not covered in such employment contracts, and

c. Provides for the administration of this Personnel By-Law, including the Classification and
Salary Plan.

SECTION 2. APPLICATION.

The Classification and Salary Plan (herein referred to as the Plan) shall apply to all positions
designated in the appended Schedules. The Plan shall not apply (a) to positions filled by popular
election or (b) to positions in the School Department or the Municipal Light Department. Nothing
herein, however, shall bar reference to the Plan for assistance in determining the compensation of
employees occupying positions not covered by the Plan

SECTION 3. TITLES OF POSITIONS.

No person shall be employed or paid as an employee in any position subject to the provisions of the
Plan under any title other than those in the appended Schedules or under any title other than that of
the job, the duties of which are actually performed. The job title in the Plan shall be the official title of
the position and shall be used in all administrative and employment records.

SECTION 4. PERSONNEL BOARD.

The Plan shall be administered by a Personnel Board consisting of five citizens of the Town who
shall not be employees or elected officials of the Town. The members of the Personnel Board shall be
appointed by the Moderator and shall serve for terms of three years. At each Annual Town Meeting,
the Moderator shall appoint a member or members of the Board to succeed the member or members
whose term or terms are then expiring. The term of office of each member of the Board shall expire at
the close or dissolution of the Annual Town Meeting at which his/her successor is appointed. Any
vacancy in the Board shall be filled by the Moderator, and any person appointed to fill a vacancy shall
hold office for the unexpired term of the person whom he/she succeeds. The Board shall choose its
own officers and shall serve without compensation.
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SECTION 5. DUTIES OF THE PERSONNEL BOARD.

a.

The Personnel Board shall administer the Plan and establish such policies,

procedures and regulations consistent with the Plan, as it deems necessary.

b.

The Board shall maintain written descriptions of the jobs or positions in the Plan

describing the essential characteristics, requirements and general duties. The descriptions
shall not be interpreted as complete or limiting definitions and employees shall continue to
perform any duties assigned by their superiors.

C.

Personnel records of all Town employees, including such information as may be
deemed desirable, shall be maintained by the Human Resource’s Office for the use of
the Personnel Board.

The Personnel Board from time to time shall review the work of all positions covered
by the Plan. Such reviews shall be made at such intervals, as the Board deems
necessary and, to the extent that the Board considers practicable, shall include all
occupational groups.

The Personnel Board shall from time to time review the Salary Schedules. It shall
keep informed as to pay rates and policies outside the service of the Town and shall
recommend to the Town any action deemed desirable to maintain a fair and equitable
pay level.

The Personnel Board may add positions to the Plan or reclassify existing positions no
more than two higher pay scale groups, effective for the period from the date of such
action to the next Annual Town Meeting or earlier Town Meeting at which a proposal
thus to amend the Schedules is presented to the voters.

SECTION 6. EFFECTIVE DATE.

The Plan became effective on October 31, 1960 and has been amended at subsequent Town

Meetings.

SECTION 7. AMENDMENT.

a.

The Plan and/or other provisions of this By-Law may be amended by vote of the Town
at an Annual or Special Town Meeting.

The recommendation of the Personnel Board as to a proposed amendment shall be
made to a Town Meeting before a vote is taken thereon.

Similarly, the Advisory Committee shall report to the Town Meeting the fiscal impact of
a proposed amendment together with its own recommendation or recommendations.



d. The Personnel Board, of its own motion, may propose an amendment to the Plan or to
other provisions of this By-Law based on its findings following its review or reviews as
provided in Sections 5 (d) and (e).

SECTION 8. TYPES OF EMPLOYEES.

a. Full-Time Employee - An employee who is employed by the Town on a regular basis in
a permanent position to work the applicable workweek for full-time employment shown in
Section 9.

b. Part-Time Employee - An employee who is employed by the Town on a regular basis
in a permanent position to work less than the applicable workweek for full-time employment
shown in Section 9 of this Personnel By- Law. Part-time employees shall not be entitled to any
fringe benefits unless otherwise provided for in this By-Law.

C. Temporary and Seasonal Employee - An employee who is employed by the Town on
other than a regular basis in a position, whether such employment is full-time or part-time. A
temporary or seasonal employee’s employment with the Town will terminate upon the first to
occur of: (i) his/her last day of service, (ii) his/her employment as a permanent full-time or part
time employee as defined above, or (iii) in the case of a temporary employee only, at the end
of eighteen (18) months from the original date of his/her temporary employment. Temporary
and seasonal employees shall not be entitled to any fringe benefits.

d. Individual Employment Agreements - Notwithstanding what is contained in this ByLaw
and the Classification and Salary Plan, subject to the approval of the Personnel Board, the
Board of Selectman is hereby authorized to promulgate a policy that sets forth specific criteria
pursuant to which the Board of Selectman may enter into individual employment agreements
with Town employees. The policy shall provide that the Personnel Board shall review the
decision to enter into in any individual employment agreement to ensure that the criteria set
forth in said policy have been satisfied. Once the Personnel Board has determined that the
criteria set forth in said policy have been satisfied, the Board of Selectman/Town may enter
into the proposed individual employment agreement on such terms and conditions as it
determines are in the best interests of the Town. Upon execution of said employment
agreement by the parties, the position involved shall be deemed exempt for the Classification
and Salary Plan and any other provisions of this By-Law which are addressed in the
employment agreement.

SECTION 9. WORKWEEK.

The workweek for full-time employment by occupational groups shall be as follows:

GROUP WORKWEEK
Administrative and Clerical Employees 35 hours
Building Maintenance Workers 40 hours




Inspectors As required
Professional Employees As required
Department Heads, Deputy Chiefs in the Police and Fire

Departments, and the Assistant Superintendent of the Public

Works Department As required.

SECTION 10. STEP INCREASES.

An employee in continuous service in a position who has a satisfactory performance record shall
progress one step rate per year until the maximum salary is reached unless there is cause in the
judgment of the Department Head or the Town Administrator for not providing such increase. No step
increase shall be processed unless the Department Head has completed an annual performance
evaluation for the employee on a form approved by the Board of Selectmen.

SECTION 11. TRANSFERS AND PROMOTIONS.

If an employee is to be promoted to a higher-rated position, the proposed promotion shall be
presented to the Personnel Board by the Department Head for review to insure that the employee will
be properly classified. When an employee is promoted to a higher-rated position, he/she shall enter it
at the first step of the pay grade for the higher rated position that will yield an increase over his/her
then current salary, unless otherwise authorized by the Personnel Board. If such authorization is given,
it shall be upon the recommendation of the appropriate Department Head and supported by a written
statement of the Personnel Board. If an employee should be transferred to a lower-rated position,
he/she shall enter it at the step rate based on the length of service on the previous position. Upon the
recommendation of the Department Head or, in the case of an elected board by the affirmative vote of
a majority of the board members, and with the approval of the Personnel Board for good cause shown,
the employee’s compensation may be maintained at its then current level (the “Employee’s Pay”) until
the compensation rate for the step and salary grade for his/her new position equals or exceeds the
Employee’s Pay; provided, however, that the authority of the Personnel Board in such instance shall
be limited to one grade. The date on which an employee is promoted or permanently transferred to
another position shall be his/her anniversary date for a subsequent step increase in such position in
accordance with Section 10 above.

SECTION 12. NEW PERSONNEL.

The hiring rate shall be the minimum of the rate range for the job unless otherwise authorized by the
Personnel Board. If such authorization is given, it shall be supported by written statement of the
reasons. A newly hired employee, whether or not he/she is covered by a collective bargaining
agreement, who performs physical labor (e.g. Building Maintenance and Public Works Department), or
work in the field performing inspections or other related physical tasks (e.g. building inspectors and
health inspectors), as well as public safety personnel (e.g. police officers, fire fighters and dispatchers)
will be examined by a physician selected and approved by the Town prior to the commencement of
employment. The report of the examining physician will be kept in a confidential file in the Human
Resources Office.



SECTION 13. OVERTIME.
a. Exclusions. No overtime shall be paid to the following:

Department Heads

Professional Employees
Inspectors

Others by agreement when hired

b. Administrative and Clerical Employees

(1) An administrative or clerical employee is an employee occupying an administrative or
clerical position, a position the duties of which consist primarily of office work.

(2) Overtime at regular straight time hourly rates shall be paid to administrative or clerical
employees for all hours worked in excess of thirty-five hours but not in excess of forty hours in
any one workweek. An administrative or clerical employee shall be paid at time and one-half
the employee's straight time hourly rate for all hours worked in excess of forty hours in any one
workweek.

c. Building Maintenance Employees

A Building Maintenance Employee shall be paid at time and one-half the employee's straight
time hourly rate for all hours over 40 in a workweek. The employee's straight time hourly rate
shall be determined by dividing his/her weekly rate by 40.

d. There shall be no pyramiding of overtime.
SECTION 14. VACATION.

a. Annual vacations with pay will be granted in each calendar year after the periods of
continuous full-time employment set forth below, provided that an employee shall not
become eligible for increased vacation after July | of any calendar year:

Continuous Full-Time Employment Length of Vacation
Up to 6 months 1 day for each month prior to July 15t
6 months to 5 years 2 weeks
5 years to 10 years 3 weeks
10 years to 20 years 4 weeks
20 years and over 5 weeks
b. Part-time employees who regularly work at least fifteen (15) hours per week in a

permanent position shall be entitled to an amount of vacation with pay in the ratio that
their part-time employment bears to full-time employment.
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C. At the discretion of the Personnel Board, vacations may be carried over from one year
to another where circumstances beyond the control of any single employee preclude the
enjoyment of the usual annual vacation period. The employee must submit a Vacation
Carryover Request to his/her Department Head/Chief with an explanation of why the vacation
could not be taken throughout the year due to a work-related reason. The Department
Head/Chief will then submit a letter of justification to the Personnel Board and attend the
Personnel Board meeting to respond to any questions the Personnel Board may have
concerning the carry-over request. All carried over vacation time not used by July 1 of the
following year will automatically lapse and no longer be available to the employee.

d. If a designated holiday occurs while an employee is on vacation, he/she shall be
granted, in the discretion of the Department Head, either an additional day of vacation
or an additional day's pay.

e. The Personnel Board is authorized to approve vacation days in excess of those
specified, not to exceed 20 in total, to facilitate the employment negotiations.

f. Vacation time may be taken at any time during the year, however it must be scheduled
in advance to avoid conflicts with other employee’s vacation time and is subject to
workload demands. The employee must submit a vacation request for approval by the
Department Head at least two weeks prior to the anticipated vacation. The Department
Head may waive the two-week notice if in his/her sole discretion he/she determines
extraordinary circumstances apply.

SECTION 15. LEAVES OF ABSENCE.

a. Mandatory Leaves. Subject to the conditions hereinafter specified, full-time employees and
part-time employees regularly scheduled to work twenty (20) or more hours per week shall be
entitled to the following leaves of absence without pay:

(1) Personal lliness verified by a physician - up to either one hundred and eighty (180)
calendar days or the length of the employee's continuous employment with the Town,
whichever is less. The leave will begin when the employee has exhausted all paid sick
leave.

(2) Injury or iliness subject to Worker's Compensation - until approved by an attending
physician for return to work.

(3) Maternity Leave - from a time beginning with a date established by the employee's
attending physician and ending no more than sixty (60) days following termination of
pregnancy.

(4) Critical lliness or Death in the Immediate Family - up to thirty (30) days.



(5) Part-time employees regularly scheduled to work less than twenty (20) hours per week will
be entitled to the leaves of absence described above after they have completed at least
one (1) year of continuous employment with the Town.

(6) Family and Medical Leave Act of 1993. The Family and Medical Leave Act of 1993 (FMLA)
may provide benefits in addition to the provisions of this By-Law. Subject to certain
restrictions and limitations, the FMLA generally provides that eligible employees may take
up to a total of twelve (12) weeks of unpaid, job protected leave during any twelve (12)
month period to care for the employee’s child after birth, or placement for adoption or foster
care, to care for the employee’s spouse, son or daughter, or parent who has a serious
health condition; or for a serious health condition that makes an employee unable to
perform the employee’s job. For purposes of this subsection the Town will treat parttime
employees regularly scheduled to work twenty (20) or more hours per week and who have
been employed by the Town for at least twelve (12) months, and who would otherwise be
eligible, as eligible for FMLA benefits under this section to the same extent as other benefit
eligible employees. An eligible employee may take up to a total of 12 weeks of FMLA
within a single 12 month period which begins on the first date FMLA leave is taken. The
Town requires that employees use their unused sick leave and personal days during an
FMLA leave. The Town does not require that employees use their unused vacation days,
but they may be used at the discretion of the employee. Employees should contact their
Department Head or the Benefits Coordinator at Town Hall for an explanation of benefits
under the FMLA and any limitations or restrictions on benefits under the FMLA.

(7) Small Necessities Leave Act of 1998. Under the provisions of the Small Necessities Leave
Act of 1998, an eligible employee shall be entitled to a total of 24 hours of leave during any
12 month period, in addition to leave available under the FMLA to: (1) participate in school
activities directly related to the educational advancement of a son or daughter of the
employee, such as parent teacher conferences or interviewing for a new school; (2)
accompany the son or daughter of the employee to routine medical or dental

appointments, such as check-ups or vaccinations; and (3) accompany an elderly relative of
the employee to routine medical or dental appointments or for other professional services
related to the elder’s care, such as interviewing at nursing or group homes. Leave under
this subsection may be taken in no less than two hours at a time. An employee may elect to
substitute their accrued vacation and personal days prior to the use of leave under this
subsection.

(8) An application for leave based on the serious health condition of the employee or a family
member may be required to be accompanied by Medical Certification from the
applicant’s/family member’s physician.

(9) Domestic Violence Leave. In accordance with the Massachusetts Domestic Violence Leave
Law, Section 52E of Chapter 149, the Town of Hingham (“the Town”) has promulgated this
Policy to notify employees of their rights and to publish a written policy addressing leave for

10



employees who are, or whose family members are, victims of domestic violence. Leave
under this Policy applies to all employees, who will be permitted to take a total of fifteen
(15) days of leave in any twelve (12) month period. In order to qualify for leave under this
Policy, the employee or the employee’s close family member must be a victim of abusive
behavior and the leave must be taken to address issues directly related to the abusive
behavior, such as seeking medical or counseling services, securing housing, meeting with
law enforcement, or attending court proceedings. Covered family members include an
employee’s spouse, a domestic partner with whom the employee resides, an individual with
whom the employee has a child in common, a parent, a step-parent, a child, a step-child, a
sibling, a grandparent, a grandchild, or an individual with whom the employee shares a
guardian relationship. Abusive behavior includes domestic violence, sexual assault,
stalking, and kidnapping. Domestic violence is defined as any abuse perpetrated against
the employee or the employee’s family member by (i) a current or former spouse of the
employee or the employee’s family member, (ii) a person with whom the employee or the
employee’s family member shares a child in common, (iii) a person who is cohabitating with
or has cohabitated with the employee or the employee’s family member, (iv) a person who
is related by blood or marriage to the employee, or (v) a person with whom the employee or
employee’s family member has or had a dating or engagement relationship. No employee
who is a perpetrator of the abusive behavior will be entitled to leave under this Policy.
Requests for leave under this Policy must be made in advance, unless there is a threat of
imminent danger to the victim —i.e., the employee or family member. In the case of
unscheduled leave, an employee or an employee’s family member or a professional
working with the employee to address the abusive behavior

must notify the employer within three (3) work days that the leave was taken or is being
taken to address issues directly related to abusive behavior. An employee seeking
Domestic Violence Leave is responsible for submitting a completed Domestic Violence
Leave Request to Human Resources. The Town will require that the employee provide
documentation of the abusive behavior. This may be in the form of the following
documentation: (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 agency which the employee attended for the purposes 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
section; (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,
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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. The required documentation must be
provided within a reasonable period of time — e.g., within seven (7) to ten (10) days of the
leave request — and where the leave was unscheduled, within thirty days of the last day of
the unscheduled leave taken. The Town will keep confidential all information related to the
employee’s leave under the Law. The information shall not be disclosed by the Town,
except to the extent that disclosure is:

* Requested or consented to, in writing, by the employee;
+ Ordered to be released by a court;
+ Otherwise required by applicable federal or state law;

«  Required in the course of an investigation authorized by law enforcement; or U
Necessary to protect the safety of anyone employed at the workplace.

The Town will notify the employee if any of the above have requested such information.

Any documentation provided to the Town under the Law may be maintained by the Town in the
employee’s employment record. Leave under this Policy is unpaid. Employees will be required
to exhaust all available sick, vacation, compensatory, and personal time before using unpaid
leave under this Policy. The Town will not discriminate or retaliate against an employee for
exercising their rights under this Policy. In addition, information and documentation related to the
leave will be kept confidential so as to respect the employee’s right to privacy. An employee on
an approved Domestic Violence Leave for fifteen (15) days or less is entitled to return to the
employee’s original job or to an equivalent position without any loss of benefits for which he or
she was eligible on the date that the leave started. An employee who fails to return to work by
the expected return date will be considered to have resigned voluntarily from the Town.

(11) Payment of Health Insurance Premiums during Mandatory Leaves of Absence. During
mandatory leaves under this Section 15, the Town will continue to pay its portion of the
employee’s health insurance premiums, provided the employee pays his/her portion.

b. Optional Leaves. All leaves of absence for employees and/or reasons not covered in
Paragraph (a) of this Section shall be subject to approval of the Personnel Board and
may be denied or granted under such conditions as the Personnel Board may
determine.

c. Re-employment Rights. Any employee granted a leave of absence under the
provisions of Paragraph (a) of this Section shall, upon completion of the leave, be
returned to his/her former position. "Former position" shall mean the same job
classification, same shift or shifts, and the same number of hours of work per week as
last worked prior to beginning the leave.
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d. Continuation of Service and Benefits. Employees granted a leave of absence under
the provision of Paragraph (a) of this Section shall be treated for purposes of length of
service and accrual of vacation benefits only as though they were in active
employment for the period of the leave of absence except that those employees who
are on a maternity leave of more than one hundred and eighty (180) days duration
shall be considered as though they were on a leave of absence for Personal lliness.

e. Application for a Leave. Employees must make written application for a leave of
absence to their Department Head and shall furnish such evidence of the necessity for
the leave as may be required. Employees shall also notify their Department Head at
least two (2) weeks in advance of their desire to return to work following a leave of
absence.

SECTION 16. SICK LEAVE

a. No sick leave with pay shall be granted during the first three months of employment. After
three months' employment and up to one year, an eligible employee absent because of
his/her own sickness shall be entitled to sick leave with pay for time absent not in excess of
eight workdays. After one year of employment, the period in any year for which employees
shall be paid while absent because of personal sickness shall be fifteen (15) workdays, plus
the amount of any accrued and unused sick leave time in previous years. Employees may
use up to five (5) days of sick leave per calendar year to assist or care for a sick or ill child,
spouse, or parent. This five-day limitation shall not apply to leaves covered under the
Family Medical Leave Act.Full-time and part-time employees who regularly work at least
fifteen (15) hours per week shall be entitled to sick leave with pay. For purposes of
computing sick leave for an eligible part-time employee, a workday shall be that
proportional part of the workday of a full-time employee which the hours regularly worked by
the part-time employee per week bear to the applicable workweek for full-time employment.

b. Loss of time directly attributable to injury incurred while performing assigned duties shall not
be charged to sick leave. However, any employee who receives Workers’ Compensation
benefits from the Town and who has accrued and unused sick leave to his/her credit under
this Section shall, if he/she so requests, be paid such of his/her accrued and unused sick
leave allowance as, when added to the amount of such Workers’ Compensation benefits,
will be equal to the amount of his/her full salary or wages. Such make-up payments shall
be charged to his/her sick leave and shall be discontinued when his/her sick leave
allowance has been exhausted.

c. Accumulated unused sick leave.

(1) Accumulated unused sick leave will be paid to all employees at normal retirement only,
according to the following schedule:
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Accumulated Sick Days Payment

1-149 $8.00 per day
150-199 $1,200, plus $9.00 per day for each day over 150
200 & over $1,900 plus 10.00 per day for each day over 200.

(2) Upon the recommendation of the Personnel Board and with the approval of the Board of
Selectmen, accumulated unused sick leave up to a maximum of 120 days at the rate of 2 days
for every 3 days accumulated may be paid by the Town: (a) to the Fire Chief, Deputy Fire
Chief, Police Chief, Deputy Police Chief or Superintendent, Assistant Superintendent,
Supervisors and Foremen of the Department of Public Works if he/she is required to retire from
active service as the result of a job related injury sustained in the course of his/her
employment by the Town ; or (b) to the surviving spouse, if any, of the Fire Chief, Deputy Fire
Chief, Police Chief, Deputy Police Chief, Superintendent, Assistant Superintendent,
Supervisors and Foremen of the Department of Public Works who dies as the result of a job
related injury sustained in the course of his/her employment by the Town; and if no surviving
spouse, to the employee's surviving child, or children, if any. If the employee leaves no
surviving spouse, child or children, no payment shall be made for unused sick leave.

e. The Personnel Board is authorized to approve sick days in excess of those specified, not to
exceed thirty (30) in total, to facilitate the employment negotiations for department head level
candidates.

SECTION 17. PERSONAL DAYS

Personal days will be granted on January 1 of each year according to the schedule that follows.
New employees hired before July 1 will be granted one (1) day of personal leave after they have
completed the probationary period of employment.

35-40 hour workweek 3.0 days
27-34 hour workweek 2.5 days
15-26 hour workweek 2.0 days

Effective July 1, 1998, in addition to the personal days provided above, in the case of a 35-40
hour workweek or a 27-34 hour workweek, one additional personal day for a consecutive four-month
period with no sick leave usage in a calendar year, and in the case of a 15-26 hour workweek, an
additional one-half (.5) personal day for a consecutive four-month period with no sick leave usage in a
calendar year. Each four-month period shall begin on the first of the month following the last sick leave
day used. The maximum total of personal days shall not exceed four personal days per calendar year.
Personal days may not be accumulated after July 1, 2007. Personal days may not be carried over and
accumulated, and must be used within the calendar year in which they were granted or they will be
forfeited. Commencing July 1, 2007, personal days, which have been accumulated as of June 30,
2007, must be used at the rate of four such accumulated days per calendar year. Any of the four
accumulated days, which are not used within the calendar year, will be forfeited and no longer
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available to the employee. This required usage is in addition to required usage of personal days
credited during each calendar year.

SECTION 18. HOLIDAYS.

a. Full-time (including probationary) employees shall be paid for all Massachusetts state holidays.
Each such holiday shall be observed on the day established for its observance by Massachusetts
law.

b. Part-time employees who regularly work at least fifteen (15) hours per week shall be entitled to
prorated holiday pay. Holiday pay for a part-time employee shall be that employee's regular pay
for the day on which the holiday occurs; if the employee is not regularly scheduled to work on the
day on which a holiday occurs, they shall be given equivalent time off.

SECTION 19. LONGEVITY PAY.

a. Full-time employees, other than the Police Chief, Fire Chief and Deputy Chiefs shall be
entitled to longevity pay in accordance with the following schedule:

Continuous Full-time Annual Amount of
Employment Longevity Pay

At least 10 years but
less than 15 years $600.

At least 15 years but
less than 20 years $700.

At least 20 years but

less than 25 years or more $800.

25 years or more $1,000.

An employee who was eligible for Longevity Pay on or after July 1, 1992 and whose hours
are reduced by management decision to less than the applicable workweek for full-time
employment shown in Section 9 (Workweek) shall continue to receive such Longevity Pay until
such time as the number of hours regularly worked falls below twenty (20) hours per week. No
additional years of service will be accrued for the purpose of this benefit during the period of
part-time employment.

b. Part-time employees who are employed as of January 1, 2002 and who work at least 20
hours per week shall be eligible for pro-rated longevity pay. The amount of their longevity
pay shall be determined by dividing the number of hours that equals full-time for that
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position, and multiplying the result by the annual amount of longevity pay to which a fulltime
employee with the same length of continuous employment would be entitled.

c. Longevity pay shall be paid as follows: One-half of the applicable annual amount shall be
payable as of December 31 to each eligible employee and one-half of the applicable annual
amount shall be payable as of June 30. Notwithstanding the foregoing, longevity pay for an
employee who is retiring with a pension from the employ of the Town shall be pro-rated
from the date of the last longevity adjustment to the first day of the month in which the
employee retires.

d. Notwithstanding the foregoing, an employee of the Public Works Department shall be
entitled to longevity pay in the same annual amount as set forth in the Public Works
Department collective bargaining agreement.

SECTION 20. SHIFT DIFFERENTIAL.

Any Building Maintenance Worker who regularly works a shift, which includes at least 5 hours
beyond 5:00 P.M., will receive a shift differential equal to 5% of his/her weekly salary set forth in
Schedule 2 when working such shift. Such shift differential shall be included in the computation of
vacation pay, sick leave pay and holiday pay for those Building Maintenance Workers who are
regularly assigned to a shift for which such shift differential is paid.

SECTION 21. JURY DUTY.

An employee called for jury duty shall be paid by the Town an amount equal to the difference
between the compensation paid for a normal working period and the amount paid by the Court,
excluding allowance for travel.

SECTION 22. MILITARY TRAINING AND MILITARY DUTY

a. Military Training: In accordance with the provisions of MGL Chapter 33. Section 59,
any employee shall be entitled, during the time of his/her service in the armed forces of the
commonwealth, under section thirty-eight, forty, forty-one, forty-two or sixty, or during his/her
annual tour of duty of not exceeding 40 days in any state fiscal year and not exceeding 17
days in any federal fiscal year as a member of a reserve component of the armed forces of the
United States, to receive pay therefore, without loss of his/her ordinary remuneration as an
employee of the Town, and shall also be entitled to the same leaves of absence or vacation
with pay given to other like employees.

b. Military Duty: Any employee who is a member of the air national guard or the army
national guard or a reserve component of the armed forces of the United States and who is
called to active service in the armed forces of the United States on or after July 1, 2001:
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(1) shall be entitled to receive pay at his/her regular base salary as a Town employee,
and shall not lose any seniority or any accrued vacation, sick leave, personal leave,
compensation time or earned overtime. Such employee shall be paid his/her regular
base salary as a Town employee reduced by any amount received from the United
States as pay or allowance for military service performed during the same pay period.
Regular base salary shall exclude overtime pay, shift differential pay, hazardous duty
pay or any other compensation.

(2) shall accumulate creditable service as defined in section 1 of Chapter 32 of the
General Laws for the time spent on active service, to the extent permitted by law; and

(3) shall continue eligibility for hospital, surgical, medical, dental, and other health
insurance benefits which he/she would have received if not called to active service,
with no change in employee contribution.

For the purposes of this subsection, the term “active service” shall not include active duty for training
in the Army National Guard or air national guard or as a reservist in the armed forces of the United
States.

SECTION 23. BEREAVEMENT LEAVE.

Except under unusual circumstances, bereavement leave without loss of pay not to exceed three (3)
days as the Department Head may determine, may be granted by said Department Head to any full-
time or part-time employee who regularly works at least twenty (20) hours per week and who is not
covered by a collective bargaining agreement on account of a death in the immediate family of such
employee. "Immediate family" shall include the employee's spouse, child, mother, father, sister,
brother, mother-in-law, father-in-law, sister-in-law, brother-in-law, grandparent, grandchild, stepchild,
spouse’s sibling, sibling’s spouse, and person living in the same household.

SECTION 24. PROBATIONARY PERIOD.

The probationary period of employment is as the initial ninety (90) days of employment. The
Department Head of a probationary employee must submit a performance evaluation to the Human
Resources Director not less than fifteen (15) days prior to the expiration of the probationary period.

SECTION 25. NON-DISCRIMINATION

The Town of Hingham will not discriminate against any employee or applicant for employment
because of race, color, creed, religion, sex, national origin, age, marital status, veteran status, sexual
preference or disability, in violation of state or federal law.

SECTION 26. GENERAL.

a. If any provision of this By-Law shall conflict with any civil service law or regulation
applicable to any position, or any other law, it shall be deemed modified by the law or
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regulation sufficiently only to end the conflict. The invalidity of any provision hereof
shall not be construed to invalidate any other provision hereof.

b. Bridge Provision: Former employees of the Town who are rehired within two years of
the termination of the previous employment shall receive credit for accrued unused sick leave
accumulated previously and credit for prior service in determining vacation benefits. Upon
recommendation of the Town Administrator, the Personnel Board may authorize in writing
rehiring the individual at a higher step in the grade for a new position, but not to exceed the
additional steps that would have been credited based on the length of the former employment.
This Article shall become effective as of January 1, 1998 and shall apply to all current and
future employees, but as to current employees shall not authorize retroactive payment of
salary or benefits

C. All employees who are separated from service with the Town, whether through
resignation, retirement or termination, shall be offered an exit interview with the
Human Resource Director.

SECTION 27. CLASSIFICATION AND PAY SCHEDULES.

The classification of positions as set forth in Schedule 1 and the pay schedules as set forth in
Schedules 2 - 3, inclusive, shall be as shown in Section 28, as from time to time amended.

SECTION 28. SCHEDULES.

The alphabetical index of position classifications included in the Plan together with the designated
pay ranges or pay rates therefore are set forth in the following Schedules:
Schedule 1 - ALPHABETICAL LIST OF POSITION CLASSES
Schedule 2 - GENERAL WEEKLY SALARY SCHEDULE

Schedule 3 - MISCELLANEOUS COMPENSATION SCHEDULE FOR PART-TIME, TEMPORARY
AND SEASONAL POSITIONS
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SCHEDULE 1
ALPHABETICAL LIST OF POSITION CLASSES

Position or Class Title GovHR Schedule Compensation
Level
Accounts Payable Specialist 2 4
Administrative Assistant - BOS 2 4
Administrative Assistant - Building 2 3
Administrative Assistant - Building 2 3
Administrative Assistant - Comm. Planning 2 3
Administrative Assistant - Conservation 2 3
Administrative Assistant - DPW 2 3
Administrative Assistant - Police 2 3
Administrative Assistant- Recreation 2 3
Animal Control Officer 2 7
Assessing Technician 2 3
Assistant Assessor 2 8
Assistant Conservation Officer 2 6
Assistant Grounds Superintendent 2 6
Assistant Library Director 2 10
Assistant Project Engineer 2 11
Assistant Town Accountant 2 8
Assistant Town Administrator of Finance E;nnzlg\/cinent
Assistant Town Administrator of Operations E;nnzlg\/cinent
Assistant Town Clerk 2 6
Assistant Treasurer/Collector 2 8
Asst. Supt. of Public Works 2 12
Athletic Field Specialist (SSCC) 2 6
Athletic Field Staff* 3 X-28
Beach Supervisor 3 X-7
Benefit Coordinator 2 5
Bldg. Maintenance Supervisor 2 9
BOH Administrative Assistant 2 3
BOS Office Manager 2 6
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BOS-Food Service Technician 2
Bowling Alley Manager 2
Bowling Alley Mechanic 2
Building Commissioner 2 11
Building Maintenance Worker (FT) 2 5
Building Maintenance Worker (PT) 2 1
Business Administrator 2 6
Community Planning Director* 2 12
Conservation Officer 2 10
Country Club Clerical 2 3
Data Quality Inspector 2 3
Deputy Building Inspector 2 6
Deputy Fire Chief - Administration E:nril;yCTent
: : . Employment
Deputy Fire Chief - Operations Conrzcrayct
Deputy Police Chief E:nril;yCTent
Director of Assessing 11
Director of Elder Services 10
Director of Information Technology E;nnzlg\/cinent
Director of Operations/ Golf Course Superintendent Employment
Contract
Director of Recreation 2 12
Director of Veterans Services 2
DPW Administrative Clerk 2
DPW Office Manager 2
DPW Superintendent 2 13
Elder Services Admin. Assistant 2
Elder Svcs. Customer Svc. Clerk 2 2
Executive Health Officer 2 11
Fire Chief Eg‘npt';‘g‘e”t

Fire Office Manager

Food Inspector
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GIS Coordinator 2 9
Golf Course Custodian 3 X-22
Golf Course Grounds Keeper 3 X-15
Golf Course Grounds Keeper- Level 2 3 X-21
Golf Course Pro Shop Staff 3 X-16
Golf Course Range Attendant 3 X-18
Golf Course Ranger/Starter 3 X-17
Golf Mechanic 2 5
Grounds Superintendent 2 9
Harbormaster 2 10
Harbormaster Clerk 2 3
Head Assistant Harbormaster 2 8
Head Golf Professional 2 7
Head Lifeguard (Bathing Beach) 3 X-4
Health Agent 2 7
Historic Administrator 2 8
Human Resource Director 2 12
Inspector of Wires 2 6
IT System Analyst 2 9
Land Use and Development Coordinator 2 4
Library Director 2 12
Lifeguard (Bathing Beach) 3 X-3
Medical Dispatcher 2 2
Medical Driver 2 1
Network Technician 2 5
Outreach Coordinator 2 6
Park Ranger | & Il (Bare Cove Park)(P.T.) 3 See Schedule
Payroll Administrator 2 4
Plumbing/Gas Inspector 2 6
Police Chief E:)”npt';ycrt”e”t
Police Records Clerk 2 3
Procurement and Contracts Mgr. 2 9
Program Supervisor 2 8
Program Supervisor(2) 2 7
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Public Nurse 2 7
Public Works Temporary Laborer 3 X-13
Recreation Assistant Pool Manager 3 X-26
Recreation Child Care Staff 3 X-2
Recreation Counselor 3 X-2
Recreation Fitness Room Attendant 3 X-2
Recreation Instructor 3 X-8
Recreation Playground Specialist 3 X-3
Recreation Pool Lifeguard 3 X-24
Recreation Pool Manager 3 X-27
Recreation Pool Swim Instructor/Coach 3 X-25
Recreation Program Assistant Supervisor 3 X-5
Recreation Summer Administrator 3 X-7
Recreation Summer Specialist 3 X-5
Research Clerk 2 2
Revenue Receipts Administrator 2 4
School Traffic Supervisor (P.T.) 3 See Schedule
Senior Clerk (Town Clerk Office) 2 3
Senior Planner/Zoning Admin. 2 10
Sewer Comm. Administrative Assistant 2 2
Shuttle Bus Driver (P.T.) 3 X-14
Social Worker 2 6
Staff Accountant 2 5
Swap Shop Coordinator 3 X-4
Tax Receipt Clerk 2 3

Town Accountant

Employment

Contract

Town Clerk 2 10
Town Engineer E;nnzlg\/cinent
Town Engineer Admin. Assistant 2

Transportation Coordinator 2
Treasurer/Collector 2 11
Veterans' Benefits Administrator 2 5
Water Superintendent 2 13
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Zoning Clerk

* New position subject to final approval by Town Meeting

General Hourly & Annual Salary Schedule

FY2022

Administrative & Managerial

Effective July 1, 2021 through June 30,

2022
Hourly

1 2 3 4 5 6

1 $22.4487 $24.0201 $25.5914 $27.1628 $28.7342 $30.3056
2 $24.1326 $25.8217 $27.5109 $29.2002 $30.8893 $32.5785
3 $25.9425 $27.7584 $29.5744 $31.3903 $33.2062 $35.0222
4 $27.6964 $29.6351 $31.5739 $33.5126 $35.4513 $37.3901
5 $29.0812 $31.1168 $33.1524 $35.1882 $37.2238 $39.2595
6 $30.5354 $32.6728 $34.8103 $36.9478 $39.0852 $41.2227
7 $32.0619 $34.3063 $36.5507 $38.7951 $41.0395 $43.2839
8 $33.6654 $36.0218 $38.3783 $40.7347 $43.0912 $45.4477
9 $38.7749 $41.4891 $44.2034 $46.9177 $49.6319 $52.3461
10 $41.6833 $44.6010 $47.5188 $50.4366 $53.3543 $56.2720
11 $44.8092 $47.9458 $51.0825 $54.2191 $57.3557 $60.4923
12 $48.1701 $51.5419 $54.9137 $58.2857 $61.6575 $65.0293
13 $59.1827 $63.3256 $67.4683 $71.6111 $75.7540 $79.8967

Weekly 35 Hours Per Week

1 2 3 4 5 6

1 $785.70 $840.70 $895.70 $950.70 $1,005.70 $1,060.70
2 $844.64 $903.76 $962.88 $1,022.01 $1,081.12 $1,140.25
3 $907.99 $971.54 $1,035.10 $1,098.66 $1,162.22 $1,225.78
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$969.37 $1,037.23 $1,105.09 $1,172.94 $1,240.80 $1,308.65
$1,017.84 $1,089.09 $1,160.34 $1,231.59 $1,302.83 $1,374.08
$1,068.74 $1,143.55 $1,218.36 $1,293.17 $1,367.98 $1,442.79
$1,122.17 $1,200.72 $1,279.27 $1,357.83 $1,436.38 $1,514.94
$1,178.29 $1,260.76 $1,343.24 $1,425.72 $1,508.19 $1,590.67
$1,357.12 $1,452.12 $1,547.12 $1,642.12 $1,737.12 $1,832.11
$1,458.92 $1,561.04 $1,663.16 $1,765.28 $1,867.40 $1,969.52
$1,568.32 $1,678.10 $1,787.89 $1,897.67 $2,007.45 $2,117.23
$1,685.95 $1,803.97 $1,921.98 $2,040.00 $2,158.01 $2,276.02
$2,071.40 $2,216.40 $2,361.39 $2,506.39 $2,651.39 $2,796.38
Annual @ 52 Weeks
1 2 3 4 5 6
$40,856.58 $43,716.55 $46,576.33 $49,436.30 $52,296.27 $55,156.24
$43,921.31 $46,995.51 $50,069.89 $53,144.28 $56,218.48 $59,292.86
$47,215.31 $50,520.26 $53,825.39 $57,130.34 $60,435.29 $63,740.42
$50,407.39 $53,935.85 $57,464.49 $60,992.95 $64,521.41 $68,050.05
$52,927.82 $56,632.64 $60,337.46 $64,042.46 $67,747.28 $71,452.28
$55,574.49 $59,464.58 $63,354.66 $67,244.93 $71,135.02 $75,025.29
$58,352.59 $62,437.42 $66,522.24 $70,607.06 $74,691.88 $78,776.71
$61,271.04 $65,559.69 $69,848.54 $74,137.19 $78,426.03 $82,714.87
$70,570.30 $75,510.18 $80,450.25 $85,390.13 $90,330.01 $95,269.89
$75,863.64 $81,173.87 $86,484.29 $91,794.52 $97,104.76 | $102,414.99
$81,552.77 $87,261.38 $92,970.18 $98,678.80 $104,387.41 | $110,096.03
$87,669.60 $93,806.31 $99,943.01 $106,079.89 $112,216.60 | $118,353.30
$107,712.60 | $115,252.55 $122,792.32 $130,332.27 $137,872.23 | $145,412.00
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FY2022

TOWN OF HINGHAM

MISCELLANEOUS COMPENSATION SCHEDULE
FOR PART-TIME AND SEASONAL POSITIONS

Effective July 1 2021 through June 30, 2022

Bathing Beach
Beach Supervisor
Head Lifeguard
Lifeguard

Recreation
Summer Administrator
Program Asst. Supervisor
Summer Specialist
Child Care Staff
Fitness Room Staff
Playground Specialist
Counselor

Recreation (Per Session)
Recreation Instructor

Recreation/Pool Personnel
Lifeguard
Swim Instructor

First Second Third
Grade Year Year Year
X-7 $22.7735 | $23.6331 | $24.6731
X-4 $15.7271 | $16.4593 | $17.2234
X-3 $14.6341 | $15.3557 | $16.1410

First Second Third
Grade Year Year Year
X-7 $20.5238 | $21.7654 | $23.0176
X-5 $17.7540 | $18.5287 | $19.3989
X-5 $17.7540 | $18.5287 | $19.3989
X-2 $13.5000 | $13.7700 | $14.0454
X-2 $13.5000 | $13.7700 | $14.0454
X-3 $13.5000 | $13.9860 | $14.7552
X-2 $13.5000 | $13.7700 | $14.0454
X-8 $35.8476
X-8 $47.8074

First Second Third
Grade Year Year Year
X-24 $13.5000 | $14.6340 | $14.8681
X-25 $13.9124 | $14.2431 | $14.6072
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Assistant Pool Manager
Pool Manager

Recreation/Athletics Fields
Athletic Field Staff

Harbor and Shellfish (Hourly)

Head Asst. Harbormaster
Asst. Harbormaster
Asst. Shellfish Constable

Highway Recreation
Temporary Laborers

South Shore Country Club

Grounds Keeper
Grounds Keeper - Level 2
Pro Shop Staff
Ranger/Starter

Custodian
Ranger/Car Attendant

2nd Assist. GC
Superintendent
Golf Teaching Assistant

X-26 $14.3263 | $15.2496 | $15.9500
X-27 $17.3189 | $18.1891 | $19.0911
First Second Third

Grade Year Year Year
| X-28 $18.00 | $19.50| $21.00

First Second | Third
| Grade | Year Year Year
X-23 $20.80 $21.96 $23.11
X-10 $17.0324 $17.95 $19.27
X-9 $15.55 $0.00 $0.00
Grade
X-13 | $14.4537 |

First Second | Third Fourth
\ Grade | Year Year Year Year
X-15 $13.50 $13.77 $14.05 $14.33
X-21 $13.9128 | $14.3024 | $14.6528 | $15.0147
X-16 $13.5000 | $13.7700 | $14.0454 | $14.3263
X-17 $13.5000 | $13.7700 | $14.0454 | $14.3263
| X22 $13.5000 | $13.7700 | $14.0454 | $14.3263
| X-18 | $13.5000
X-20 $17.9261
X-20 $17.5828
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FY2022
TOWN OF HINGHAM

MISCELLANEOUS COMPENSATION SCHEDULE

FOR PART-TIME POSITIONS

Effective July 1, 2021 through June 30, 2022

Council on Aging
(Hourly)
Program Coordinator $21.84
Shuttle Bus Driver X-14 $19.28
Asst. Dog Officer X-12 $17.61
Part Time Position Monthly Annually
Sealer of Weights and $244 17 $12,696.72
Measures
Park Ranger(Bare
Cove)
per
Ranger 1 $16.37 hour
per
Ranger 2 19.71 hour
School Traffic Step 1 Step2 Step3 Step4
$16.29 | $17.05 | $17.36 $17.95
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