Salary Administration Plan
Town of Maynard

This plan shall become effective on July 1, 2025.

Section 1: Titles of Positions

The existing job titles, which are articulated in this plan or the annual budget, will not be added to
without the recommendation of the Town Administrator and approval by the Select Board. Any
such position(s) which are to be added during the fiscal year, must have sufficient funding sources.
Any said position must be within the compensation ranges stated in Appendix A of this plan.

Section 2: Job Descriptions

The Town Administrator shall review job descriptions and recommend additions, changes or edits
to the Select Board. Adjustments to the job descriptions shall not affect the power of any
administrative authority to reasonably appoint, assign duties to, or to direct and control the work of
any employee under the jurisdiction of such authority.

Section 3: Work Schedule

Work schedules may vary among positions. Some schedules are seasonal, part-time, full-time,
require work to be performed evening or weekend hours, as appropriate to the position. Actual
schedules will be determined by the employees’ supervisors, in consultation with the Town
Administrator. There shall be no reduction of service to the public under this clause.

Section 4: Salary Schedule

The Salary Schedule of the Salary Administration Plan, set forth in Appendix A of the Personnel
Bylaw shall consist of the minimum and maximum houtly rates and annual salaries, as applicable.
The minimum and maximum rate ranges and annual salaries will be set annually. Any change must
be submitted as part of the budget process for the subsequent fiscal year by the Department Head to
the Town Administrator. There will be no retroactive pay under this plan.

Section 5: New Personnel

The hiring rate shall be no greater than allowed by Appendix A. All offers of employment must be
reviewed for funding by the Town Accountant and approved by the Town Administrator. All new
hires are subjected to a ninety (90) day probationary period which may be extended for up to an
additional ninety (90) days if directed by the Town Administrator. During probation, an employee is
entitled to pay for holidays and other benefits provided to eligible employees. During the
probationary period, vacation time may be accrued but is not earned until the completion of the
probationary period, thus vacation time may not be used until ninety (90) days of continuous service
has been completed. Any employee who is not retained after said probationary period will not be
entitled to any additional benefits other than those required by law.

Section 6: Departmental Budgets

If a Department Head, in consultation with and with the approval of the Town Administrator,
determines that a pay adjustment is recommended, said adjustment shall be included in the annual
budget. No adjustment shall be effective or paid unless sufficient funds are made available. No salary
or wage adjustments will be made during the fiscal year except under extenuating circumstances. In



such cases, and with the approval of the Town Administrator and the Select Board, an exception
may be made to the previous provision.

Section 7: Benefits
A. Definitions

1. Full-time- employees will work 40 hours per week as defined by their job work
schedule and are benefits eligible.

2. Permanent, part-time employees must work 20 or more hours per week as an annual
average to be eligible for benefits.

3. Part-time, employees work less than twenty (20) hours per week as an annual average
and are not benefits eligible.

4. Positions paid by annual stipend work a schedule as prescribed by their job
description and are paid on an annual basis. Monthly payments may be made
depending on the position. These employees are not entitled to any benefits.

5. Temporary Employees work occasionally, on call or as needed on a non-continuing
basis. Temporary employees do not work more than twelve (12) weeks consecutively
or more than 1000 hours annually. These employees are considered as seasonal and /
or occasional employees and are not entitled to any benefits or, upon separation of
service, completion of the project for which they were hired or the completion of the
term, entitled to other compensation, including unemployment benefits, to the
extent allowable by law..

B. Holidays with Pay

All Full-Time employees shall receive credit for scheduled hours at straight time pay for the
holidays listed in this section. Permanent, part-time employees receive credit for the value of
hours on a prorated basis (based on a 40 hour work week). For example, a 20 hour per week
employee will receive forty-six (46) hours of total time off compensation for Town recognized
holidays (20 hours per week is half of 40 hours and 46 is half of the 92 hours of annual time
scheduled for Town recognized holidays); provided, however, that said time shall not be
considered actual time worked for the purpose of overtime calculation. Holidays occurring on
Saturday are observed on the previous Friday and Sunday holidays are observed on the
following Monday. The holidays recognized by the Town of Maynard for the purposes of this
agreement are: New Year’s Day, Martin Luther King Jr. Day, President’s Day, Patriot’s Day,
Juneteenth, Memorial Day, Independence Day, Labor Day, Indigenous Peoples Day, Veteran’s
Day, Thanksgiving Day, the Friday after Thanksgiving, Christmas Day, and a half day on
Christmas Eve.

Salary Administration Plan employees will be paid if Town Hall is closed, due to weather or
other emergencies, if they were scheduled to work on the day and time period of the closing.
However, if an employee is out on a vacation or sick day, corresponding paid time off will be
charged.

C. Vacations

The vacation year shall be the period from July 1 to June 30 inclusive. Vacation is accrued
monthly; however, each employee shall be credited on July 1* of each year with hours of
vacation with pay as follows:



Newly hired full-time employees shall be granted 80 hours of vacation upon hire,
pro-rated to the nearest half hour from date of hire through June 30th.

120 hours of vacation with pay shall be granted to all full-time employees on July 1*
of the fiscal year in which the employee will reach their first anniversary with the
Town.

160 hours of vacation with pay shall be granted to all full-time employees on July 1*
of the fiscal year in which the employee will reach their fifth anniversary with the
Town.

200 hours of vacation with pay shall be granted to all full-time employees on July 1%
of the fiscal year in which the employee will reach their fifteenth anniversary with the
Town.

Permanent, part-time, employees will receive vacation pay pro-rated to the nearest
half hour based on the number of hours scheduled each work week as an annual
average (see section 7B for more details). Years of service are credited in full,
regardless of number of hours worked.

All vacation under this clause must be approved by the department manager.
Vacations shall be granted by the Department Heads at such time as, in their
opinion, will cause the least interference with the performance of the regular work of
the departments within reason. Vacation time shall be taken within the fiscal year it is
granted, except that up to one week of earned vacation time may be carried forward
to September 30" of the ensuing fiscal yeat, subject to Town Administrator approval.

Upon separation, if an employee has used more vacation time than they have
accrued within the fiscal year, the hours owed will be deducted from their last pay

period.

D. Sick Leave

1.

Sick leave is a privilege, not a right, and shall be payable only in cases of bona-fide
illness or non-work connected accident.

All full-time and permanent, part-time employees shall accumulate sick leave at the
rate of 80 hours per year/6.67 hours per month, pro-rated for part-time schedules.

Employees who are absent because of sickness shall be required to notify a
supervisor immediately during first day of absence. An employee out sick for more
than three working days may be required to bring a letter from a healthcare
professional verifying their condition, which is acceptable to the Town
Administrator and which will be placed in the employee’s personnel file.

An employee out sick for more than three working days may be required to bring a
letter from a healthcare professional verifying that they are able to return to work
without restriction. The Town reserves the right to ask for an examination by a
medically qualified third party to determine suitableness to return to work without
restriction.

Sick time may accumulate from year to year. The buying back or paying out of
accrued sick time at separation is not permitted under the Salary Administration
Plan.



. Leaves of Absence

An unpaid leave of absence may be granted to an employee in accordance with the Town’s
Personnel Policies, and as required by State and Federal law.

. Insurance Benefits

Health and other insurance benefits will be offered to eligible employees in accordance with
the Town’s Personnel Policies and as permitted under Chapter 32B General Laws of the
Commonwealth of Massachusetts.

. Retirement Benefits

Maynard retirement plan participation will be offered to eligible employees as permitted
under the Contributory Retirement Law. For those employees not eligible to participate in
the Town’s retirement plan, participation in the Massachusetts OBRA SMART Plan is
required.

. Unscheduled Additional Time

Payment for overtime shall be in accordance with the terms of the Fair Labor Standards Act
of 1938, as amended. Overtime must have prior approval by the Department Head and the
Town Administrator. Overtime is considered greater than forty hours per week. After forty
hours in a week, non-salaried employees covered by this plan will receive one and one half
times their houtrly rate for each hour worked or part of an hour worked. Any salaried
employee working more than 40 hours in a week may request an adjustment of their
schedule for the subsequent week. This request will be accommodated where possible and
appropriate.

Compensatory time may be taken in lieu of overtime pay, at the rate of time and one-half,
only by mutual agreement of both employee and supervisor prior to overtime hours being
worked. If such an agreement is made, compensatory time may be accumulated to a
maximum of 40 hours for full-time regular employees and a pro-rated equivalent for part-
time employees and compensatory time should be taken within a reasonable time of being
earned. An employee is eligible to be paid for any compensatory time upon termination or
retirement.

Earnings for Overtime and Compensatory Time are to be acknowledged on time sheets
indicating the date earned and the reason for the added time. Comp Time use must also be
acknowledged on time sheets.

Policies and Procedures

Please see the Town’s Personnel Policies and Procedures Manual for additional benefits,
rules and regulations not covered here. The manual can be found on the Town’s Human

Resources web page: https://www.townofmaynard-ma.gov/165/Human-Resources.


https://www.townofmaynard-ma.gov/165/Human-Resources

Appendix A: Salary Table

Minimum Maximum

Full-Time Employees $20.00 $ 50.00
Part-Time Employees

(no less than MA minimum $15.00 $ 40.00
wage)

Part-Time Specialized

(i.e., certified/licensed) $20.00 $ 55.00
Veterans’ Agent Annually $10,914.00
Inspector of Animals Annual Stipend § 105.00
Registrar of Voters Annual Stipend § 105.00
Clerk, Registrar of Voters Annual Stipend § 515.00
Moderator Annual Stipend $ 75.00




