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TOWN OF LUNENBURG
Board of Selectmen
Policies and Procedures

I Article 1. Procedural Policies Purpose
Section 1.01 Purpose

These policies and procedures shall address those topics that cannot be dealt with elsewhere. Its content
should be considered supplemental and subordinate to language embodied in state statute, Town Charter
and Town By-law.

Subjects which are more appropriately addressed in statute, by-law or regulation shall not be included in
this format, except in reference. The individual policies and procedures embodied herein are severable. If
any of them are held to be unconstitutional or invalid, the remaining policies and procedures shall not be
affected thereby.

Section 1.02 Establishment of Policies and Procedures

Draft policies and procedures will be placed on the agenda for any regularly scheduled meeting of the
Board. Drafts will be in writing, and may be introduced only by a member of the Board or the Town
Manager. Upon receipt of a draft, the Board may choose to discuss the policy immediately or schedule
the discussion for a future meeting. The Board may schedule any hearings or meetings it deems
necessary for discussion. The Board may distribute a draft the comment to appropriate officials as it
deems necessary.

The Board will not vote on a policy at the same meeting that that it is first introduced. This rule may be
waived if the majority of the Board votes that prompt action is necessary. A unanimous vote of a three
member board or four votes of a five member board is necessary for adoption. Policies and Procedures
will be distributed to all new board members.

The Town Manager shall be responsible for the maintenance of all policies and procedures, for updating
the Policy Manual with new and amended policies, and for ensuring that copies of the Board’s policies
and procedures are distributed to newly elected Board members. Copies of the Policy Manual shall be
made available to the public at the Selectmen’s Office and at the Office of the Town Clerk.

Section 1.03  Authority

The Board of Selectmen is an elected board and derives its authority and responsibilities from the
statutes of the Commonwealth of Massachusetts, and from the Charter and by-laws of the Town of
Lunenburg.

Section 1.04  Authority of the Town Manager

According to the Charter, the Board is responsible for appointing a Town Manager, who functions as the
Town’s Chief Administrative Officer. The primary responsibilities of the Town Manager are defined in the
Charter Article 4 Section 4-2, & Section 4-3.

The Town Manager must maintain a close working relationship with all members of the Board. He/she
shall brief the Board of all important issues.
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Section 1.05 Duties & Responsibilities - Standards of
Conduct

A member of the Board, in relation to his/her responsibility to the community, shall: recognize that his/her
primary role is to set policy, with responsibility for administration delegated to the Town Manager;

e recognize that he/she is a member of a team, and shall abide by all Board decisions once they
are made;

e be well informed concerning the duties of a Board member on both state and local levels;

¢ remember that he/she represents the entire community at all times;

e accept the Office of the Selectmen as a means of unselfish public service, not to benefit
personally or professionally from his/her Board activities;

e in all appointments, avoid political patronage by judging all candidates on merit, experience and
qualifications only; and

e abide by the provisions established by the Commonwealth in M.G.L. Ch 28A as they apply to
municipal officials.

As a member of the Board, a Selectmen shall:

e endeavor to establish sound, clearly defined policies which will direct and support the
administration for the benefit of the people of the Town;

e recognize and support the administrative chain of command and refuse to act on complaints as
an individual outside the administrations;

e give the Town Manager full responsibility for discharging his/her decisions and solutions;

e not make statements or promises of how he/she will vote on matters that will come before the
Board until he/she has had an opportunity to hear the pros and cons of the issue at a Board
meeting;

¢ make decisions only after all facts on a question have been presented or discussed;

e uphold the intent of executive session and respect the privileged communication that exists
therein and;

® treat with respect the rights of all members of the Board despite differences of opinion.

Section 1.06  Organization

The Chairman shall be elected annually at the first regular meeting following the Annual Town Election.
The Board may remove the Chairman at any time. A majority vote shall constitute an election. The
immediate past Chairman shall preside as Chairman pro tem until the Chairman is elected. If there is no
immediate past chairman, the senior member in terms of current service shall serve as Chairman pro tem.
In the case of members with the same amount of seniority, the member receiving more votes in the most
recent election shall serve. If a vacancy occurs in the office of Chairman, the board shall elect a
successor. The Board shall further appoint a Vice-Chairman and Clerk under the same provisions for the
Chairman.

Section 1.07  Responsibilities of Officers

The Chairman shall:

e preside at all meetings of the Board at which he/she is present. In doing so, he/she shall maintain
order in the meeting room, recognize speakers, call for votes, and preside over the discussion of
agenda items;

¢ sign official documents that require the signature of the Chairman, following a vote of the Board;
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e call special meetings of the Board in accordance with the Open Meeting Law;

e prepare meetings agendas with the Town Manager;

e represent the Board at meetings, conferences, and other gatherings unless otherwise determined
by the Board or delegated by the Chairman;

e serve as spokesman of the Board at Town Meetings and present the Board’s position unless
otherwise determined by the Board or delegated by the Chairman;

e make liaison assignments, as appropriate, and assign overview responsibilities for projects and
tasks to Board members unless otherwise determined by the Board, and;

e arrange for the orientation of new members, unless otherwise noted

e ensure that the Board maintains a legal and open level of communication.

The Chairman shall have the same rights as other members to offer and second motions and resolutions,
to discuss questions, and to vote thereon.

The Vice Chairman shall act in the place of the Chairman during his/her absence at Board meetings.
Should the Chairman leave office, the Vice Chairman shall assume the duties of the Chairman until the
Board elects a new Chairman.

The Clerk shall sign all official documents requiring the signature of the Clerk, with the authorization of the
Board, and shall be responsible for recording minutes of any portion of meetings held in executive
session for which the Town Manager is not present.

Section 1.08  Meeting Procedures

The Board of Selectmen functions only when acting as a Board in a legally constituted session. The
Board functions as a body in all policy decisions and all other matters as required by law or determined by
a vote of the Board in formal session. Selectmen are elected officials with responsibility to represent all
segments of the community and there should be no restraint in the proper and reasonable exercise of this
responsibility. The individual members of the Board shall respect their responsibility to other members of
the Board so that the discharge of these duties may be accomplished in an expeditious and productive
manner. Extended orations or arbitrary declarations are not conducive to intelligent and factual solutions
to problems before the Board.

Meetings are to be conducted in accordance with generally accepted rules of parliamentary procedure
and the Open Meeting Law.

A quorum shall consist of three members of the Board. As a practical courtesy, action on critical or
controversial matters, the adoption of policy, or appointments shall be taken, whenever practicable, with
the full Board in attendance. Actions and decisions shall be by motion, second, and vote.

Split votes will be identified by name in meeting minutes. The Chair will announce the outcome of each
vote taken.

Regular meetings of the Board shall be held in the Joseph F. Bilotta Meeting Room as scheduled by the
Board. Meetings shall be televised on the local cable access channel. Meetings falling on a legal holiday
are usually canceled or rescheduled at the discretion of the Board.

In addition to regular meetings the Chair may call from time to time, as needed, working sessions.
Working sessions shall be duly posted and recorded as are all other meetings, but the Board will take no
action or votes during such sessions. The sessions will allow the Board to meet informally to discuss and
work on current issues. All meetings of the Board shall be held in places accessible to the handicapped.

Meeting of the Board may be convened at the direction of the Chair whenever circumstances require.
These will normally be convened to address unfinished business, respond to emergency situations, or to
conduct informal working sessions. The Board will notice and record minutes of all meetings are required
by MGL c.39.
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Section 1.09  Agenda

The Town Manager bears primary responsibility for coordinating and planning the agenda for regular
meetings of the Board. The Town Manager, in consultation with the Chair, shall prepare the agenda, and
schedule a realistic time period for each appointment, interview, conference, or other scheduled item of
business. All items to be considered must be submitted to the Selectmen’s office by the close of business
the Tuesday prior to the scheduled meeting date. ltems of an emergency nature that develop after the
close of the agenda may be added to the agenda by the Chair. The agenda for a regularly scheduled
Board meeting shall be prepared by the end of the work day on Thursday the week prior.

Members of the Board, Staff, Town Manager or others who prepare background materials for a meeting
should have such materials available by the close of business the week prior to the scheduled meeting
date. If background information is insufficient or complex, any member should feel free to ask for
additional time for careful study of an issue or a motion.

The Tuesday agenda shall be available to the public and the press at the Selectmen’s Office and shall be
posted on the bulletin board in accordance with Massachusetts General Law and posted on the Town’s
website.

Copies of the minutes of previous meetings and all important correspondence, reports and other pertinent
background materials shall be held in the Selectmen’s Office for inspection by interested parties and the
press. In addition, a reasonable number of copies should be made available to the public for their
inspection on the night of the Selectmen’s Meeting.

**Public participation shall be limited to fifteen minutes with no more than three minutes allowed per
speaker except at the discretion of the Chair.

Section 1.10 Executive Session

Where practical, executive session shall be scheduled at the end of the open meeting of the Board. Only
items clearly allowed under the Open Meeting Law shall be included in executive session. Prior to calling
for a motion to adjourn into executive session, the Chairman shall state the reasons for which an
executive session is sought. The Chairman shall also state whether or not the Board will reconvene in
open session. A majority of the members present and voting must vote to enter executive session by roll
call vote.

Section 1.11 Public Comment

In recognizing that it both represents and is accountable to the residents of the Town, it is the policy of the
Board to make every effort to strengthen communications with citizens. The Board will act to increase
citizen participation, encourage citizen input into government decision, and to keep residents informed of
all actions contemplated or taken by the Board which will affect them. To this end, the Board will take the
following steps:

e public comment limited to three (3) minutes per citizen/group unless extended by the Chair;

® in addition to public comment, a resident or group of residents may request a meeting with the
Board by contacting the Selectmen’s Office, stating precisely the reason for the appearance and
the Board action desired and by naming a spokesman for the group. As circumstances permit,
such a meeting will be incorporated into the agenda of the next regularly scheduled Board
meeting. Participants shall be allowed to make a reasonable presentation through the spokesman
and to express opinions, and to ask for pertinent information. Residents making such
presentations are encouraged to prepare written materials for the Board’s review;

e The Town Manager will ensure that persons who will be directly affected by proposed Board
discussion or action will be notified by the date and time of the meeting at which the matter will be
discussed or acted upon by the Board;
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e |f the Board is considering matters of citizens concern at a regular meeting, the public will be
allowed to ask questions or make statements relative to the matter under consideration at the
discretion of the Chairman;

® The Town Manager and Board will ensure that all citizen questions and complaints are answered
promptly by the appropriate body. Matters requiring the attention of the full Board shall be
included in the agenda of the next regular Board meeting.

Section 1.12  Town Meeting

The Annual Town Meeting is held the second Saturday in May (per Town ByLaw). The deadline for filing
articles is 42 days before the date of the meeting. Town Meeting shall be convened and conducted in
accordance with Article | of the General Bylaws and Section 2.4-2.9 of the Charter.

I Article 1. Operational Policies
Section 2.01 Access to Town Counsel

All requests for the use of Town Counsel must be submitted in writing or verbally to the Town Manager.
The Town Manager will henceforth act as the contact point between Town Counsel and the governmental
body of the Town unless an alternate contact person is designated by the Town Manager.

The information furnished to the Town Manager must include:

The request or the question.

What date a response is needed by.

What type of response (written/verbal) is needed.
Any additional information you may feel is necessary.

The Town Manager will log in this request for Town Counsel’s services and will respond as necessary
for each request for services.

Emergency situations, should they arise, will be handled by contacting Town Counsel directly. Then,
immediately notifying the Town Manager as to the subject matter of the request as well as an explanation
as to why it was determined to be an emergency situation.

When a governmental body becomes aware that litigation is probable or imminent the Town Manager and
the Board of Selectmen shall be notified immediately. A meeting shall then be scheduled by the Town
Manager with all pertinent parties in attendance, including but not limited to; the governmental body
involved, the Board of Selectmen, Town Manager and Town Counsel, to review strategy, risk assessment
and cost limitations.

Section 2.02  Remote Participation

Adopted by: Board of Selectmen May 22,2013

Purpose Statement

The Office of the Attorney General amended the Open Meeting Law regulations at 940 CMR 29.00 to
allow members of public bodies, in limited circumstances, to participate remotely in meetings. While
members of Town Boards should make every effort to attend meetings in person, the new regulations
seek to promote greater participation in government meetings by allowing members to participate
remotely when certain specific circumstances prevent them from being physically present.
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The intent of this policy is to establish clear guidelines on the practice of remote participation by Town
Boards under the Open Meeting Law, M.G.L. c.30A, §§18 — 25.

EnablingAuthority-940 CMR29.10(8)

A municipality may adopt a policy that prohibits or further restricts the use of remote
participation by public bodies within its jurisdiction.

Applicability

The Board of Selectmen, on May 22, 2012 voted to authorize the adoption of 940 CMR 29.10 so that
remote participation is permitted in the Town. The Board of Selectmen may revoke its adoption of
940 CMR 29.10 by simple majority vote at any time.

This policy and 940 CMR 29.10 shall apply to all Town boards, committees, commissions, sub-
committees, task forces and working groups (“Town Boards”) regardless of whether such Town Boards
are appointed or elected. Where the Remote Participation Policy is more stringent than

940 CMR 29.10, the Policy shall control.

Minimum Requirements for Remote Participation

No member of a Town Board shall participate in a meeting remotely unless the following
requirements are met:

a. Members of the Town Board who participate remotely and all persons present at the meeting
locations shall be clearly audible to each other and, if the meeting is televised, the member
participating remotely shall be audible to the television viewing audience;

b. A quorum of the Town Board, including the chair or the person authorized to chair the
meeting, shall be physically present at the meeting location;

c. Tothe greatest extent practical, and to ensure informed discussion and decision- making,
members of the Town Board who participate remotely should have access to the materials being
used at the meeting location.

Permissible Reasons for Remote Participation

It is the expressed intent of the Board of Selectmen that remote patrticipation in meetings be an
infrequent event, for both individual board members and Town Boards as a whole. Chairs of Town
Boards are encouraged to interpret these rules in a strict fashion and encourage all members to
attend meetings in person as a general rule, due to the inherent benefits of

physical presence in a meeting.

A member of a Town Board may be permitted to participate remotely in a meeting if the member
determines that one or more of the following factors makes the member’s physical attendance
unreasonably difficult yet still leaves that member able to actively participate in the meeting:

Personal lliness;

Personal disability;

Emergency;

Military Service; or

Significant geographic distance.

®PoooTw

Technology

The following media are acceptable methods for remote participation. Accommodations shall be
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made for any Town Board member who requires TTY service, video relay service, or other form of
adaptive telecommunications.

a. Telephone, internet, or satellite-enabled audio or video conferencing;
b. Any other technology that enables the remote participant and all persons present at the meeting
location to be clearly audible to one another.

When video technology is in use, the remote participant shall be clearly visible to all persons present
in the meeting location.

The focus of the chair should always be on maintaining the flow of the meeting. If the chair
determines that technical difficulties are inhibiting the progress of the meeting, the chair may elect to
terminate the participation of the remote member. If technical difficulties arise resulting in the loss of
connection with the remote participant, that participant’'s attendance shall be terminated. Either
such event shall be noted in the meeting minutes.

Each individual Town Board that anticipates using remote participation shall determine which of the
acceptable methods may be used by its members.

Procedures for Remote Participation

1. Any member of a Town Board who wishes to participate remotely shall, as soon as reasonably
possible prior to a meeting, notify the person chairing the meeting of his or her desire to do so
and the reason for and facts supporting his or her request.

2. The meeting chair shall make any necessary arrangements with appropriate Town personnel to
ensure that the required equipment is available and, to the greatest extent practical, provide
access to all meeting materials.

3. At the start of the meeting, the chair shall announce the name of any member who will be
participating remotely and the reason for his or her remote participation. This information
shall be recorded into the minutes.

4. Members participating remotely may vote and shall be counted as present for the

meeting.

5. Allvotes taken during any meeting in which a member participates remotely shall be by roll call
vote.

6. Remote participation shall not be allowed when the Town Board is participating in an Executive
Session.

7. The Town shall not be responsible for the reimbursement of any out-of-pocket costs
associated with the remote participation of Board Members.

8. Members participating remotely are cautioned that the same obligations of consideration
apply as in any physical meeting. Remote patrticipants should direct all their attention to the
meeting, and should make their decisions based upon the same information as is available to
all the other participants in the meeting. The remote participant shall also state at the
beginning of any meeting that no other person is in proximity who could exert undue influence
on the participant and shall inform the chair if that situation changes.

9. The chair of any committee for which a request is received to participate remotely shall
provide to the Board of Selectmen, no later than December 31 of each year, a report that
indicates the date(s) of any meetings for which remote participation was requested, the
name(s) of the individuals making the request, and a summary of any logistical, technical and
compliance issues related to remote participation.

10. Under no circumstances may a member of a Town Board participate remotely in more than
10% of the Board’s meetings on an annual basis.

11. Remote participation may not always be available in all meeting locations at all times.
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Section 2.03  Computer Use — Under Review

1. Introduction

1.1 The Town of Lunenburg provides staff with computer equipment and the ability to communicate and
receive information using electronic mail and the Internet. The Town utilizes this technology to improve
staff efficiency and communication, and to serve the public more effectively. These computer resources
are the property of the Town of Lunenburg and should be used for appropriate business purposes only.
Town employees are expected to use their access to electronic mail and the Internet in a responsible and
informed way.

Questions regarding acceptable use can be referred to the Technology Director or the Town Manager’s
Office.

2. Prohibited Activities
The following activities are strictly prohibited:

a. Any illegal activity, including, but not limited to, the transmission of copyrighted or trade secret
materials, obscene or threatening materials, or the participation in any type of criminal activity.

b. Transmission of materials used for commercial promotion, product endorsement or political
lobbying.

c. Attempts to violate the Town of Lunenburg computer system or the computer system of any other
municipality, institution, organization, company or individual.

d. Software piracy, or the downloading and transferring of software for which the user does not have
proper licensing.

3. Use of Computers

3.1 Authorized Use. Computers are provided for specific employees who utilize them to perform their job
functions. Department Heads are responsible for determining which personnel are authorized to use
each computer under the Department Head’s purview. Any unauthorized use of computer equipment is
prohibited.

3.2 Software. The copying or installing of software programs without prior approval of the Technology
Director or the Town Manager is prohibited.

3.3 Virus Checking. Data files such as word processing documents, spreadsheets and database files
which originate from computers other than those located in a Town office must be checked for viruses
before use. Users needing procedures for checking viruses should contact the Technology Director. The
Technology Director may impose additional restrictions or regulations on the importing of files from
computers outside the Town’s network.

3.4 Storage. Documents and data files stored on the town’s computers are the property of the Town and
may be accessed by authorized personnel for the purposes of, but not limited to, system maintenance,
back-up recovery, virus checking and adherence to this policy.

4. Use of Passwords

4.1 Confidentiality. Passwords should be kept confidential at all times. Employees should endeavor to
create passwords that are unique and not easily discoverable.

4.2 Changing Passwords. Users should periodically change their passwords. Users needed instructions
for changing their password should contact the Technology Director.

5. Use of Electronic Mail/ Email and Website
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5.1 Town Business. Email and the Website are effective ways to communicate with town employees and
other job related contacts. Email and the Website are to be used for town business only. Email and any
related online services, are the property of the Town of Lunenburg. Abuse of this privilege could result in
the loss of Email and the Internet for the individual.

5.2 Content. Email and the Website should never be used for any illegal activity, including but not limited
to, the transmission of copyrighted or trade secret material, the transmission of obscene, defamatory, or
threatening material, or the propagation of any type of criminal activity. Email and the Website should
also never be used to create offensive or disruptive messages or images. Among those things which are
considered offensive are any messages or images which contain sexual implications, racial slurs, gender-
specific comments, or any other comment that offensively addresses someone’s age, sexual orientation,
religious or political beliefs, national origin or disability.

5.3 Public Record. Users are considered the custodians of their messages and should maintain
messages according to relevant public records law.

5.4 Reserved Space

5.5 Unsolicited Email. Unsolicited email received from the Internet should not be opened. The user
should delete the message immediately. Never open an attachment, especially if you do not know the
source. Opening unknown attachments could initiate a virus.

6. Use of Internet Browsing Software

6.1 Privileges. Internet browsing capabilities are extended to those personnel requiring access to
information on the World Wide Web.

6.2 Job Functions. Browsing should be limited to Internet sites directly related to the user’s job function.

6.3 Downloading. Under no circumstances should software programs be downloaded from the Internet
and/ or installed without the prior permission of the Technology Director of the Town Manager. See
section 3.2.

6.4 Downloading Documents. Careful consideration should be made before downloading data files
(word processing and spreadsheet filesO from an Internet site. The reliability of the source of the
document should be considered. Since harmful programs can be transmitted via documents, alll
documents must be checked for viruses prior to use. See Section 3.3.

7. Referral to the Technology Director
7.1 Unusual Occurrences. All matters relating to unusual occurrences must be reported immediately to
the Technology Director. When something unusual occurs, record information such as steps taken and

warnings from the computer to aid the Technology Director in diagnosing the situation.

8. Sanctions. Any employee who violates this policy or uses the Town’s computer system for
inappropriate purposes shall be subject to disciplinary action, up to and including discharge.

Section 2.04  Email Policy

All Governmental Bodies within the Town of Lunenburg should not exchange emails between a quorum of
the Board, Committee or Commission, either on a collective basis or on a serial basis on substantive
matters.
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Section 2.05  Smoking

Smoking is prohibited in public buildings and outside areas in accordance with Massachusetts General
Laws Chapter 270 Section 22.

Section 2.06 Vehicle Use Policy

I Purpose
The purpose of this policy is to establish guidelines and standards for:

Vehicle Uses — Municipal, Personal, and Stipends
Personal Vehicle Use for Work Related Travel
Municipal Vehicle Assignments

Commuting and Imputed Tax

Vehicle Accident Reporting

Responsibilities When Driving a Municipal

Policy Exemptions

Il Applicability

The entire policy applies to all Lunenburg employees. Employee’s whose employment is regulated by
individual agreement or collective bargaining agreements are subject only to those portions of this policy
that are not specifically regulated by law or agreement.

Il. Definitions

Vehicle Stipend — the amount approved by the governing Board to compensate an employee for regular
and routine use of a Personal Vehicle for work related travel. Vehicle Stipends are considered a salary
item and as such, are subject to taxation.

Expense Reimbursement — payment for approved expenses relating to Personal Vehicle use upon
receipt of written documentation. Expense reimbursement is not considered to be a salary item.

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

Personal Vehicle — that vehicle owned or available for private use by the employee.

Commuting — the use of Municipal Vehicle for travel between the employee’s residence and his or her
principal work location. Under Internal Revenue Service (IRS) regulations, the benefit of using a Municipal
Vehicle for commuting is considered taxable income to an employee and the value of the personal use of
the Municipal Vehicle will be included in his or her compensation.

IV. Vehicle Uses

Municipal Vehicles

It is the policy of the Town that certain positions require employee access to Municipal Vehicles, either
during their work shift or on a 24-hour on-call basis. Municipal Vehicles are not Personal Vehicles and are
not for personal use. Municipal Vehicles should be viewed as belonging to the citizens and are assigned
solely for purposes consistent with providing services to those citizens.
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Personal Vehicles

It is the policy of the Town to reimburse employees for reasonable expenses which they incur as a result
of Personal Vehicle use on behalf of the Town. Receipts and expense reports must be submitted in a
timely manner in order for employee to be reimbursed for such expenses.

Vehicle Stipend

It is the policy of the Town that in the event an employee is required to use his or her Personal Vehicle on
a year round basis, and that employee has not been assigned a Municipal Vehicle, the governing Board
may authorize the payment of a Vehicle Stipend. Such stipend may be rescinded with 90-day written
notice and will not be paid in combination with personal automobile expense reimbursement.

Registering and Insuring a Vehicle
Whenever a new vehicle is purchased and registered, the Selectmen’s office must be notified and
appropriate paperwork completed immediately to add the vehicle to the Town’s insurance policy.

V. Administrative Requirements

Reimbursement of Work-Related Travel Expenses

When an employee is authorized to use a Personal Vehicle for work-related travel, he or she shall be
reimbursed for mileage at the IRS standard mileage rate, unless covered by contract or stipend,
According to the IRS, the standard mileage rate for business purposes is based on an annual study of the
fixed and variable costs of operating a vehicle. Employees will be notified by the Accounting Department
of any changes to the IRS rate.

In accordance with IRS regulations/rulings, the mileage rate is intended to cover, but is not limited to, the
cost of fuel, repairs, insurance, all operating costs, and general wear and tear on the Personal Vehicle.

In addition to the mileage rate, the Town will reimburse employees authorized to travel outside of the
Town, driving a Personal or Municipal Vehicle, within the scope of employment, for tolls and reasonable
parking expenses, when receipts are provided.

Employees receiving a Vehicle Stipend will not be reimbursed for tolls, but may be reimbursed for
reasonable parking expenses. Employees will not be reimbursed for tolls that are paid by the employee
during his or her normal commute to work.

Insurance

Employees who are authorized to use Personal Vehicles for work related travel are required to show
proof to their Department Head, on an annual basis, of the following minimum levels of insurance
coverage:

Bodily Injury: $100,000/$300,000
Property Damage: $50,000

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

In order to be reimbursed for Personal Vehicle use, employees must complete a Reimbursement
Expense Form and submit with appropriate supporting documentation and/or receipts in a timely manner.

Imputed Income Taxation

Employees authorized to commute in a Municipal 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 Selectmen’s Office shall be
responsible for determining any tax liability and will be provided with the names of all employees
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authorized to use Municipal Vehicles for commuting purposes, and the normal, one-way commuting
distance, each December 1st.

Employees who are assigned marked and unmarked police vehicles, and/or Municipal Vehicles that meet
eligibility criteria as defined under 26 CFR 1.274-5T will not be subject to imputed income taxation as a
result of the vehicle assignment. This includes Police and Fire Chiefs, Police Deputy Chief, Lieutenants
and Detectives.

VI. Employee Driving Records

Employees utilizing Town vehicles in the course of their employment shall be subject to driving record
check annually through the Registry of Motor Vehicles. This is necessary for the Town to appropriately
identify potential risk of liability.

A copy of the operators Massachusetts driving record shall be obtained by the Town Manager and/or the
Department Head to verify the historical driving record of the operator.

If the operator has an out of state license, then the operator must provide, upon request, a copy of their
existing state driving record to the HR Department. Any out of pocket expense in obtaining a copy of the
driving record will be reimbursed by the Town upon submission of a receipt, in a timely fashion.

Driving records shall be reviewed by the Town Manager and/or Department Head.

Driving records determined to be a safety concern by the Town Manager , may result in the disapproval of
an employee’s vehicle use in the course of employment, after consultation with the appropriate
Department Head.

VIl. Assignment of Municipal Vehicles

Employees are required to have a valid motor vehicle license for the class of vehicle to be operated
issued by the Commonwealth of Massachusetts or their state of current residence and must show proof
of such valid license to his/her Supervisor or Department Head prior to being assigned a Municipal
Vehicle. Prior to the assignment of a municipal vehicle, a copy of the operators Massachusetts driving
record will be reviewed as described in this policy.

The assignment of Municipal Vehicles for 24-hour use will be made by the Town Manager and will only be
considered for employees who require a vehicle for the ordinary and necessary discharge of their job
functions, as identified in an approved position description provided by the Department Head. The
following criteria will be used in the determination of eligibility for 24-hour vehicle use:

Bona-fide non-compensatory reason that requires commuting in the municipal vehicle.
Officially designated 24 hour on-call status;

Requirement for frequent emergency availability during non-working hours;

Issuance of a pager or other communication device; and/or,

Emergency or other equipment contained in the vehicle.

The vehicles classified as 24 hour emergency use for the Town of Lunenburg are:

e Police and Fire Chiefs

e Police Deputy Chief

¢ Police Lieutenants and Detectives (unmarked)
e DPW Director
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All other vehicles should be secured on Town premises at the close of business:

e All other Police and Fire Vehicles
e Park and Recreation Vehicles

e Cemetery Vehicles

e Driver’s Ed Vehicles

School Department Vehicles Municipal Vehicle assignments may be rescinded in writing for good reason
or cause by the Town Administrator.

Employees assigned a Municipal Vehicle for 24-hour use shall reimburse the Town for the additional fuel
cost for commuting as determined by the Town Treasurer.

VIIl. Rules and Responsibilities

Employees who drive a Municipal or Personal Vehicle are responsible for, but not limited to, the
following:

Municipal Vehicles may only be used for legitimate municipal business.

Individuals assigned a Municipal Vehicle with commuting privileges may take “incidental personal
uses” such as stopping at a grocery store or going to the bank, on his/her way home, but only if
the stop does not add mileage to the trip.

Operators should exercise sound judgment at all times when using assigned Municipal Vehicles
and should avoid the appearance of misuse.

The Massachusetts Ethics Code discusses unwarranted privileges. Using public equipment or
resources for personal use constitutes use of an official position to obtain an unwarranted
privilege not similarly available to others. Misuse of an assigned Municipal Vehicle is an ethics
violation.

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.). Police Officers transporting individuals in the performance of their normal job
duties are exempt from this provision.

The Town shall not be liable for the loss or damage of any personal property transported in the
Municipal Vehicle or for any personal property while using their Personal Vehicle for work related
travel.

Employees are expected to keep Municipal Vehicles clean, and to report any malfunction,
damage, needed repairs or other vehicle problems to their supervisors immediately.
Employees assigned Municipal Vehicles for commuting purposes are expected to park such
vehicles in safe locations and to lock the car when not in use. Operators should never leave
vehicles unattended with the ignition keys in the lock or anywhere in the vehicle.

Unless expressly exempted by law, employees are to ensure that they and all passenger(s) in a
Municipal Vehicle wear seat belts at all times, if the Municipal Vehicles is so equipped.

All operators of vehicles that require a CDL must be tested for drugs and alcohol as provided by
US DOT regulations and the Town’s drug/alcohol policy.

Employees may not operate Municipal Vehicles or Personal Vehicles being used for work related
travel, under the influence of alcohol, illegal drugs, or any controlled substances.

Employees are prohibited from possessing open alcoholic containers, illegal drugs, or controlled
substances in a Municipal Vehicle or in a Personal Vehicle being used for work related travel.
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e The transporting of unopened alcoholic containers is limited to “incidental personal use” as
described in this policy.

¢ Police Officers who are required to carry prohibited items in performing their normal job duties are
exempt from applicable provisions.

e Employees operating a Municipal Vehicle or a Personal Vehicle while on work related travel, must
maintain a valid motor vehicle license issued by the Commonwealth of Massachusetts or the
state of their current residence, which must be provided upon request by a Supervisor during a
specific or periodic license check.

e Employees operating a Municipal Vehicle or a Personal Vehicle while on work related travel, shall
drive defensively and obey all applicable traffic and parking regulations, ordinances, and laws.

e Employees who incur parking or other fines/citations while operating or using an assigned
Municipal Vehicle or using a Personal Vehicle on work related travel, will be personally
responsible for payment of such fines/citations, unless payment of such fine/citation is approved
by the Town Administrator.

e Employees who are issued citations for any offense while operating or using a Municipal Vehicle
must notify their Supervisor immediately when practicable, but in no case later than 24 hours after
the issuance of an issued citation.

e An employee who is assigned a Municipal Vehicle and who is arrested for or charged with a
motor vehicle offense for which punishment includes suspension or revocation of the motor
vehicle license, whether in his or 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 after such arrest
or charge has occurred. License suspension or conviction of an offense may be grounds for loss
of Municipal Vehicle privileges.

¢ No employee may use a Municipal Vehicle for out of state use without advance approval of the
Town Administrator.

e When utilizing a Municipal Vehicle, employees are required to obtain fuel from designated
Municipal fueling facilities, unless fueling is required in the course of out of town travel.

e Smoking is not permitted in a Municipal Vehicle in accordance with M.G.L. c270 s22. Those
utilizing a Personal Vehicle for work related travel should be considerate of others in the vehicle
that do not smoke.

IX. Cellular Phones and Handheld Electronic Devices

The use of hand held cellular phone and handheld electronic devices is prohibited with the exception of
placing and receiving calls hands free. In the event of exigent circumstances, employees are expected to
keep the call short, use hands-free options if available, refrain from discussion of complicated or
emotional matters, and remain focused on the road and driving conditions.

X. Vehicle Accidents

In the event that an employee’s Personal Vehicle is damaged during an approved, work-related trip, and
the damage is not due to negligence of the employee, the Town will reimburse the employee to cover the
part of the cost of repair, up to a maximum of $500 or the amount of the deductible, whichever is less, per
occurrence. A copy of a police report and evidence of the employee’s vehicle insurance deductible
(comprehensive or collision) payment shall accompany any request for reimbursement.

When an employee using a Municipal Vehicle or Personal Vehicle on work related travel is involved in a
motor vehicle accident, the operator must:

e Stop the vehicle

e Obtain the following information:
o Name(s) and address(es) of the other driver(s);
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Drivers license number(s) of the other driver(s);

Name(s) and address(es) of the owner(s);

Registration number(s) of the other vehicle(s) involved;

Name(s) and address(es) of other driver(s) insurance company(ies); and,
Name(s) and address(es) of any witness(es) to the accident.

o O O O O

e Do not admit liability for the accident, even if the employee believes it was their fault.
¢ Immediately report details to the employee’s immediate supervisor.

e When any person has been injured and/or when vehicles have suffered significant damage, the
local or state police must be called to the scene.

e Do not move the vehicle in these circumstances until authorized by the Police.

e Unless an injury prevents the operator from doing so, he/she must fill out a Vehicle Accident
Report within 48 hours of the accident. A blank copy of the form may be obtained from the
Accounting office. The completed VAR shall be filed with their direct Supervisor.

e The Supervisor shall ensure all information is in the report and file a copy with the Town
Manager’s office.

e The Supervisor shall also file a copy with the appropriate department for placement in the
employee’s personnel file.

Xl. Special Circumstances

This policy is intended to provide a basic framework governing the use of Personal and Municipal
Vehicles in the Town and such cannot contain procedures governing every situation that might arise.
Employees seeking clarification of this policy should contact their supervisor or the Town Manager.
Exemptions from certain provisions of this policy may be authorized by the Town Manager, under
mitigating circumstances, after review by the Department Head. Such exemptions must be documented
and signed off by the employee (see Attachment A), approved by the Town Manager so as to be placed
in the employee’s personnel file.

XIl. Exemptions

Exemptions to the Vehicle Use Policy are strictly limited. Exemptions that will increase the liability to the
Town are not allowed. Issues related to insurance coverage, transportation of individuals unrelated to
Municipal business, operating a vehicle without a valid motor vehicle license, are examples of what may
not be exempted.

XIll. Discipline

Failure to comply with any and all applicable provisions of this policy may result in disciplinary action up to
and including suspension or removal of Town vehicle privileges, suspension and/or termination of
employment.
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Town of Lunenburg
Vehicle Use Policy Attachment A — Exemption Form

Employees seeking an exemption from provisions of the Town’s Vehicle Use Policy must submit this
form to their Department Head for review, and then to the Town Manager who may authorize
limited exemptions to this policy under documented mitigating circumstances and in accordance
with allowed policy exemptions (see Attachment C). This form is also placed in the employee’s
personnel file.

Employee Name:

FIRST LAST M.L.

Department: Title:

List specific policy sections for exemption consideration and indicate why needed (attach additional
paper if required):

Employee Signature: Date: / /

Reviewed: Date: / /
Department Head Signature Print Name

Department Head Approved YES NO INITIALS

Town Manager Approved YES NO INITIALS
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Town of Lunenburg Vehicle Use Policy
Attachment B — Acknowledgement

l, (print name), as an employee of the Town of Lunenburg,
hereby acknowledge that | have received, read, understand, and agree to abide by the Town’s
Vehicle Use Policy.

If assigned a Municipal Vehicle and/or receive a Vehicle Stipend and/or use a Personal Vehicle for
work related travel, | shall comply with the respective provisions of the policy or those portions of
the policy not specifically regulated by law or collective bargaining agreement or individual
agreement/contract.

In addition, | authorize the Town of Lunenburg to obtain on an annual basis for Municipal Vehicle
usage or on a case by case basis for Personal Vehicle usage, and at no cost to me, a copy of my
driving record, which shall only be used in determining my safety record, enabling me to be
assigned and/or operate a Municipal Vehicle or to use my Personal Vehicle for work related travel,
should the need be required. In consultation with the appropriate Department Head, the Town
Manager shall make such a determination.

Once signed, this form will be placed in the employee’s personnel file for records purposes.

Employee Signature: Date: / /
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Town of Lunenburg Vehicle Use Policy
Attachment C — Exemption Limitations

The following is a guide for the Town Manager in determining what sections of the Town’s Vehicle
Use Policy may be exempted.

Keep in mind that Attachment A of the Vehicle Use Policy must be filled out and appropriately
signed, approved, and placed in the employee’s personnel file for an exemption to be fully
authorized.

Only the following sections of the Vehicle Use Policy may be exempted, if the employee provides an
adequate mitigating circumstance(s) that is/are approved by the Town Manager.

e |f the Town Administrator believes that there are extenuating circumstances that require an
individual to be assigned a Municipal Vehicle for 24-hour usage, but does not meet the
eligibility requirements in this section.

®  Municipal Vehicles shall only contain items for which the vehicle is assigned. If this section is
exempted, companion section 5.C.4.b shall not be exempted. The Town shall not be liable
for the loss or damage of allowable transported non-work related items.

e Deals with obtaining fuel from designated Municipal fueling facilities.

Only the above 3 sections of the Vehicle Use Policy may be exempted. All other sections of the
policy may not be exempted, whether agreed upon by the Town Manager. Exemptions for
individuals with contract agreements with the Town are subject to contract amendments initiated
by the Town Administrator to ensure consistency with application and intent, and subsequently
approved by the appropriate appointing authority.

By allowing exemptions from the Vehicle Use Policy , the Town Manager has determined that any of
the above exemptions listed on approved Attachment A are needed for the employee to perform
his/her job responsibilities more effectively or that the indicated exemptions will not inhibit the
employee from further meeting his/her job responsibilities.
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Section 2.07  Appointments

Subject to applicable State Law and the Town Charter, the Board shall make its annual appointments at
the first regular meeting in June. Appointments made at that meeting shall have terms beginning on July
1 and expiring on June 30. In addition, as the need arises, the Board may make appointments throughout
the year for terms to take immediate effect, with expiration dates of June 30. Terms shall not exceed
three years, unless specifically allowed by MGLA.

Appointments shall be based on merit and qualifications that relate to the duties of the subject board,
committee or position. Where possible, the Board will seek variety in backgrounds, interest, ages,
genders and geographic areas of residents, so that town boards and committees will reflect a true cross-
section of the community. In order to attract qualified and interested persons, vacancies and
reappointments will be made public as far in advance of the appointment as practicable. The Town
Manager will ensure the availability of up-to-date talent bank forms in Town Hall, other town buildings and
on the town’s website. She/he will also ensure that completed talent bank forms are maintained in an
organized and easily retrievable manner, that receipt of the completed form is acknowledged, and that the
resident be given a sense of the appointment process.

Reappointment shall not be considered automatic, but shall be based on an evaluation of the appointee’s
past contribution to the board, committee or position. As part of the annual appointment process, the
Town Manager will ask incumbents whose terms will expire on June 30 to fill out a modified talent bank
regarding their desire for reappointment and description of their past contributions. The Town Manager
will ensure that the Selectmen receive by May 1st™ a list of appointments and reappointments to be filled
by the Board.

As Board-appointed vacancies occur, the Town Manager will ensure that local newspapers are advised of
the vacancies, and that vacancy notices are posted on Town bulletin boards and advertised on the town’s
website and local cable access television channel. Vacancies shall be so advertised for no less than
fifteen (15) days. The chairman of the board on which a vacancy occurs will seek talent bank forms, and
nomination recommendations from a majority of the relevant committee.

The Board shall meet with applicants to fill any given Board-appointed vacancy or reappointment. This
requirement may be waived at the Board’s discretion. Appointments shall require a nomination and a
second, and shall be made by a majority vote of the Board. Appointees must contact the Town Clerk to
be sworn in and be provided with information on the Open Meeting and Conflict of Interest laws.

The Board may from time to time appoint standing or advisory committees to aid on matter under the
Board’s jurisdiction. The use of such committees provides greater expertise and more widespread citizen
participation in the operation of government. The Board will give each advisory committee a written
charge, which shall include the work to be undertaken, the time in which it is to be accomplished, and the
procedures for reporting to the Selectmen. The Board will discharge committees upon completion of their
work. The charges and membership of advisory committees shall be reviewed at least annually to assess
the necessity and desirability of continuing the committee.

All committees appointed by the Board shall assure that all committee agendas and minutes are posted
on the town’s website, in addition to the open meeting posting requirements. Each committee must report
in writing at least annually to the Selectmen, and meet with the Board at least once a year. Each
committee shall be provided with information on parliamentary procedures

A decision to terminate an appointment may be made by a majority of the Board subject to notice and a
right to be heard.
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.Article lll. Financial — Under Review
Section 3.01 Borrowing

Borrowing should only be used for major capital projects. Routine capital projects should be funded on a
pay-as-you go basis.

Section 3.02  Capital Budget

Operating budgets should be set at sustainable levels. The capital budget can vary around a long-term
target level. The long-term target level for the capital program is 5% of total expenditures.

Section 3.03 Free Cash

Unusually large amounts of free cash should be used to build reserves and/ or supplement to the capital
program.

Section 3.04 Stabilization

A reserve fund used to support borrowing and credit rating. Used as a means to mitigate spikes in the tax
levy. Not to be used for operating expenses. Target of 5% of total expenditures adjusted for the total
debt level. Is a good place to deposit non-recurring revenues.

Section 3.05 Warrants

All warrants must be available for review and signature by 5:30 p.m. on the meeting date.

B Article IV. Regulatory

Section 4.01 Liquor License

In issuing the regulations, the License Commission is setting forth the expectations of the citizens of
Lunenburg as to the conduct of the Town’s liquor license holders. A significant objective of the regulations
is the prevention of violations. In familiarizing themselves with these regulations, license holders will
realize that much is expected of them. The License Commission believes that violations will be prevented
because these regulations will at last require license holders to operate in accordance with a clearly
defined, higher standard.

1. Identification of the Town of Lunenburg Licensing Authority
a. The Licensing Authority for the Town of Lunenburg shall consist of the License Commission.

2. Scope of and Statutory Basis for Promulgation of Rules
a. The statutory basis for the promulgation of these rules is set forth within the applicable sections of
G.L. c. 138. Each reference to a statute shall include any amendment thereto.
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b.

w

a.

These rules are supplementary to any statutory requirements and to the rules of the Alcoholic
Beverages Control Commission.

. Definitions
Whenever the word “Licensee” is used herein it shall mean an individual licensee and each
member of a partnership licensee and each officer, director, manager and stockholder of a corporate
licensee and any agent of a licensee including those employees who work in the public areas of the
premises.
Whenever the word “License” is used herein it shall mean a revocable privilege granted by the
licensing authority.
Whenever the word “Licensing Authority” or “Authority” are used herein it shall mean those
groups having legal authority to grant licenses and/or regulate the operation of the licensed
premises. The specific licensing authority for the Town of Lunenburg shall be the Board of
Selectmen..
Whenever the word “Patron” is used herein it shall mean a customer who is legally on the licensed
premises.
Whenever the word “Premises” is used herein it shall mean all land and buildings associated with

the operation of the license.

Whenever the phrase “Rules and Regulations” is used herein it shall mean a compilation of
regulations, ordinances and laws set up by a licensing authority to regulate the manner in which
businesses under its authority shall operate.

SECTION ONE: GENERAL LICENSING RULES FOR LICENSEES

1.0 Applicability of Rules and Regulations
a. This section shall apply to all Town licensees, unless specifically provided otherwise.

1.01 Availability of Rules and Regulations

a.

All licensees of the Licensing Authority for the Town shall ensure that a copy of the Rules and
Regulations of the Authority is kept on the premises at all times and is available for inspection upon
request by a member of the public or an agent of the Authority.

The licensee is responsible for ensuring that all employees who work in the public areas of the
premises read the Rules and Regulations of the Licensing Authority and comply with all rules and
laws.

1.02 Posting and Signs

a.

Licenses issued by the Authority shall be posted in a conspicuous place easily seen by the public
where they can be read without difficulty and without the assistance of employees at the premises.

All other licenses, permits and certificates affecting the licensed premises shall be posted
conspicuously; provided, however, that no such document shall be posted in such a way as to cover
over any part of the license issued by the Authority.

No dress code or preferred customer program or cover charge or other admissions policy shall be
put into effect at the premises except upon proper posting pursuant to section 1.03 (“Admissions”)
below.

1.03 Admissions to the Premises
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b.

C.

No licensee shall permit any rule, policy or action, express or implied, which makes any distinction,
discrimination, or restriction on account of race, color, religious creed, national origin, sexual
orientation, or ancestry, physical or mental disability, relative to the admission or treatment of
persons from the general public or employees at the licensed premises; provided however, that
premises licensed. pursuant to section 12 of the General Laws, Chapter 138, may make rules
regulating the admission of minors to the premises when such rules are not inconsistent with other
rules and regulations stated herein; provided further that private club licensees shall not discriminate,
as aforesaid, with regard to guests at the licensed premises or with regard to who may be invited to
the premises as guests.

No licensee shall institute dress requirements of any kind except according to the following rules:

1. A sign shall be posted at the entrance stating dress requirements or dress restrictions with
specificity that may also include restrictions to footwear. (Examples: “Jackets required”, “Ties and
jackets required”, “Shirts with collars required, no sneakers”).

2. No signs shall be posted which state that, “Proper dress required” or which otherwise announce a
dress policy without stating specifically, item by item, what dress is required or what dress is
prohibited.

No licensee shall institute privileged entrance requirements of any kind except according to the
following rules.

1. A licensee may issue special passes.
2. The special passes shall state the calendar year on the face of the pass.
3. The special pass shall not entitle the pass holder to free drinks or to a discount on drinks.

4. The licensee shall keep a list of the names and addresses of all pass holders and must have such a
list available if requested by the Authority.

5. The licensee is responsible for ensuring that persons are picked to be pass holders on a rational
basis and not on any basis that is discriminatory in violation of law or these regulations.

No licensee shall require any person to pay a minimum charge or cover charge unless a sign is
conspicuously posted at every entrance to any dining room or rooms where such charge is required,
in letters no less than one inch in height, stating that a minimum charge or cover charge shall be
charged and also stating the amount of the charge; provided however, that no such licensee shall
require a person under thirteen years of age to pay a minimum charge or cover charge. Such cover
charge shall not be collected in advance of gaining entrance to the licensed premises and can only
be charged upon written or printed receipt, permanently recorded and numbered seriatim, presented
to each individual customer or group of customers. Records of such receipts shall be kept by the
licensee for a period of not less than two years. Cover charge shall mean all admission fees or
admission charges. Such charges must also be posted on the outside of the licensed premises.
Nothing in this regulation shall be construed to prohibit advance ticket sales.

No minimum charge for the purpose of alcoholic beverages or minimum alcoholic beverage drinking
requirements shall be imposed upon any customer of a G.L. c. 138 § 12 licensee.

A licensee who charges a minimum charge for the purchase of food and/or nonalcoholic beverages
shall include a specific statement in a posting stating that there is no minimum charge for alcoholic
beverages. Such minimum charge, for food and/or non-alcoholic beverages shall not be collected in
advance of gaining entrance to the premises. No licensee shall impose a minimum charge for food
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and/or non-alcoholic beverages upon any customer who incurs charges for alcoholic beverages
equal to, or greater than, the posted minimum charge for food and/or non-alcoholic beverages.

Licensees shall refuse entrance to the premises to a person who appears to be intoxicated or unruly;
and shall evict such a patron, except that in such a case the licensee should call the police and
should offer assistance to an intoxicated person when possible.

Licensees shall not permit entrance to the premises by more persons than the maximum occupancy
limit established by the Building Department and stated on their Certificate of Occupancy

Licensees who permit persons to wait in line for a table or a seat or for entrance to the premises
shall obey the following rules:

1. Persons who wait inside the premises shall be kept in an orderly line and must not be permitted
to block fire aisles or exits. The number of such persons waiting inside the premises shall not
exceed the number of persons allowed as standees.

2. Persons who are permitted to wait in line outside the premises shall be supervised by an
employee of the licensed premises. Such employees shall stand outside with the line during all
times when the line exceeds ten persons and shall announce no further admissions to the
premises if persons in the line are being loud and disorderly or if the line is blocking the sidewalk
or is of a size that could reasona