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SRPEDD PERSONNEL POLICIES AND CODE OF CONDUCT 
 
This statement has been prepared by SRPEDD as a summary of pertinent policies and procedures 
applicable to employees, for their use and information.  This statement is not intended to be a 
contractual agreement of any kind.  All policies, procedures, terms, and conditions of 
employment are subject to revision by the SRPEDD Commission at any time, and this statement 
will be updated from time to time to reflect such changes.  If at any time these policies are 
determined to conflict with any applicable law or regulation, the law or regulation will govern, 
and SRPEDD will revise its policies accordingly. 
 

PERSONNEL POLICIES 

 

 EMPLOYMENT INFORMATION 
 

 EMPLOYEE CATEGORIES 
 

1. Full-Time Employee 
A full-time employee is one whose regular schedule requires working 38 hours per 
week on the average.  A permanent employee is one who does not have a fixed end 
date on his/her employment.  Permanent, full-time employees will accrue all benefits. 

 
2. Part-Time Employee 

A part-time employee is one whose regular schedule requires working less than 38 
hours per week on the average.  Permanent, part-time employees may accrue holiday, 
paid time off, and long-term illness benefits on a pro-rated basis in relation to the 
average weekly hours worked.  Part-time employees may be eligible for health, 
dental, and any other benefits on a pro-rata basis where applicable.  See Section III 
Employee Benefits for additional information. 

 
3. Temporary Employee 

A temporary employee (whether part-time or full-time) is one normally retained for 
six months or less duration. 
 

 A temporary, full-time employee works 38 hours per week on the average and will 
receive paid holidays, but will not be eligible for paid time off and long-term illness 
or other benefits. 

 A temporary, part-time employee works less than 38 hours per week on the 
average, is paid only for actual hours worked, and will not be eligible for holiday, 
paid time off and long-term illness or other benefits. 
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4. On-Call Employee 
An on-call employee is one who has special skills needed by the agency, but not on a 
regular basis.  Such employee may be retained under the following conditions, agreed 
to in writing: 
 

 Such employee is paid for work only as requested by the Executive Director and 
actually performed. 

 Such employee will not be eligible for holidays, paid time off and long-term illness, 
or other benefits. 

 Such employment is limited to an average of forty (40) hours per month over a 6-
month period. 

 Such employee will be compensated based on an hourly rate which may be 
negotiated by the Executive Director outside of the adopted salary schedule. 

 
5. Contract Consultant 

A contract consultant is hired to work solely on a specific contract and is assigned to 
spend a considerable amount of his or her time at a work site other than the SRPEDD 
office.   

 
 The contract consultant will not be eligible for SRPEDD financial participation in 

any fringe benefits. 
 Contracts between such consultant and SRPEDD will spell out terms and 

conditions of employment. 
 

 HOURS OF WORK AND OVERTIME  
 

1. Office Hours 
 

 The office will officially be open for business from 8:00 A.M. to 6:00 P.M. Monday 
through Thursday and from 9:00 A.M. to 4:00 P.M. on Friday.  The employees are 
on flex-time, and the way the office will be staffed is at the discretion of the 
Executive Director. 

 The regular work week for full-time employees is 38 hours, exclusive of time taken 
daily for lunch. 

 Punctuality in reporting to work and regular, steady attendance are required of all 
employees. 

 The office may be closed by the Executive Director in the event of inclement 
weather or other emergency.  State police travel advisories will be considered in 
deciding whether to close the office. 

 Notification of office closing or modification of work hours will be communicated 
to employees via text or email by the Executive Director. 

 
 
 



 
 

SRPEDD Agency Policies FINAL, Commission 
09/26/18  

 

10 

 

2. Weekend and Evening Meetings or Work 
 

 Employees may be required by their supervisor to attend meetings or perform 
work on weekends, if the job so requires.   

 Employees may be required to attend meetings or perform work in the evening 
after normal office hours at the discretion of their immediate supervisor. 

 Attendance at designated evening meetings by supervisory personnel will be 
expected as part of the normal job requirements. 

 
 OVERTIME  

 
1. Exempt  

An "exempt" employee is customarily "salaried," works a flexible schedule, and 
his/her work is generally of a professional nature.    

 
2. Non-Exempt 

A "non-exempt" employee is customarily hourly paid and works a specific schedule. 
 

3. Payment may be made to an employee for additional time worked above required 
working hours under following conditions: 

 
 A non-exempt employee, only if authorized in advance by the supervisor to work 

additional time above the 38 hours per week, will be paid at the regular rate up 
through 40 hours and at the rate of 1½ times the regular rate for the additional 
time over 40 hours. 

 A part-time exempt employee, only if authorized in advance by the supervisor to 
work additional time above his/her scheduled hours, will be paid at the regular 
rate up through 40 hours and at the rate of 1½ times the regular rate for the 
additional time over 40 hours. 

 
 MEAL & BREAK PERIODS 

 
All full-time employees will be granted regular meal periods, which will be scheduled at the 
middle of the normal workday whenever possible.  Time allowed for meal periods will not 
constitute a part of the paid workday.  

 
 EMERGENCY CLOSING POLICY 

 
1. The Executive Director may, at his discretion, close SRPEDD offices as a result of 

inclement and/or severe weather or other emergent issues.  This may include closing 
early, opening late, or not opening at all.   
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2. If an employee has reported to work and is sent home, he/she will be paid his/her 
regular pay for the day.  Likewise, if delayed opening is approved the employee will 
be paid for his/her scheduled hours. 

 
3. A non-exempt employee, who does not report to work when there is no approved 

closing or delayed opening, will not be compensated for hours not worked.  However, 
employees may use paid time off with the approval of the Executive Director. 

 
4. Any employee who would not have reported to work due to illness, vacation, any 

other leave or schedule, will be charged such leave as if the offices were not closed. 
 

 HOLIDAYS 
 
1. SRPEDD observes the following as paid holidays: 
 

New Year’s Day Martin Luther King Day Presidents Day 
Patriots Day Memorial Day Independence Day 
Labor Day Columbus Day Veterans Day 
Thanksgiving Day Christmas Day  

 
2. Holidays are taken on the day designated.  However, if a holiday falls on a Friday, 

Saturday or Sunday, the preceding Thursday or following Monday will be considered 
as a paid holiday at the discretion of the Executive Director. 

 
3. An employee required by the supervisor to work a paid holiday will be given time off 

within the same pay period at a time approved by the supervisor. 
 

 JURY DUTY 
 

1. A permanent, full-time employee who is subpoenaed as a witness in a court of law, or 
is called to serve on a jury in a court of law, may be granted paid leave for that period 
which he/she is required to be away from his work (permanent, part-time will be pro-
rated). 

 
2. If the employee takes time off from work to perform jury duty and is paid by SRPEDD 

for that time, the employee will turn over any payment received from the court to 
SRPEDD. 
 

3. An affidavit by the employee stating the number of days served and the gross pay 
received, along with a copy of the jury summons or witness subpoena, will be required 
for the employee's personnel file. 

 
4. This time will be reported on the time sheet under Jury Service. 
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 TELECOMMUTING 
 

SRPEDD recognizes that there may be instances where it is necessary for employees to work 
at home or outside the office for limited and/or pre-defined periods of time.  For the purpose 
of this policy, work at home or outside the office is defined as telecommuting.  Under any 
arrangement for telecommuting, the employee is responsible for maintaining personal 
availability and appropriate levels of production and quality of work. Telecommuting is 
considered a privilege of employment and the employee agrees to abide by all rules and 
conditions established herein and may be relied upon only on a strictly as needed (not 
recurring) basis.  The following conditions apply to any employee needing to telecommute:  

 
1. The employee will secure advance permission from their department manager or 

Executive Director. 
 

2. An employee is precluded from telecommuting if they are also providing childcare.   
 

3. Short-term telecommuting, such as a single day, will require a verbal plan of work to 
be completed.  
 

4. Longer-term telecommuting, such as three days or more, will require advanced 
approval of a written plan of work, including: 

 

 a schedule of the employee’s time on the job; 
 access to a computer (personal or SRPEDD laptop, if issued); 
 a high-speed internet with access to SRPEDD email and cloud service; and 
 availability by telephone. 

 
5. Any SRPEDD equipment used in telecommuting is for use by the employee only. 

 

6. The employee is required to report to his/her supervisor on work completed while 
telecommuting. 

 

7. If required, the burden of proof is on the employee to justify his or her use of 
time/work completed while out of the office. 

 

8. The arrangement for telecommuting may be revoked by the supervisor, department 
manager, or Executive Director at any time.    
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 RECRUITMENT AND SELECTION  
 

 EQUAL EMPLOYMENT OPPORTUNITY/AFFIRMATIVE ACTION 
 

SRPEDD is committed to a policy of equal opportunity for all employees and actively seeks 
and employs qualified people and administers all personnel actions affecting employees 
without discrimination based on their race, color, religion, national origin, ancestry, sex, 
gender identity, age, handicap (disability), participation in discrimination complaint-related 
activities, sexual orientation, genetics, active military or veteran status, or any other basis 
prohibited under applicable law. 
 

 HIRING 
 
1. All employees are recruited, screened, and interviewed in compliance with SRPEDD’s 

Equal Opportunity and Affirmative Action policies. 
 

2. All employees, except for the Executive Director, are hired by the Executive Director 
on behalf of the Commission in compliance with the Equal Opportunity and 
Affirmative Action policies.  The Executive Director will inform the Commission of all 
such actions. 
 

3. In the case of the Executive Director, the Personnel Committee will establish an 
Executive Search Committee, per the SRPEDD Administrative Policies, to recruit, 
screen, interview, and recommend the hiring for approval by the Commission. 
 

4. Temporary and on-call employees may be hired by the Executive Director, subject to 
availability of budgeted funds and approval by the Commission. 
 

5. Permanent employees are hired by the Executive Director, upon consultation with the 
Personnel Committee, and approval of the position and salary by the Commission. 
 

6. To avoid the appearance of a possible conflict of interest, no Commissioner may be 
considered for employment unless he/she has officially ceased to be a member of the 
Commission for at least one year immediately preceding such consideration.  
Additionally, provisions of the Mass. General Laws, Chapter 268A, will be considered. 
 

7. Each permanent employee will receive written notice of his employment.  Such notice 
will include position, the salary to be received, starting date, period of retention if 
applicable, job description, and any other specific conditions relating to the 
employment of the individual.  The employee will sign the agreement as acceptance 
of the terms. 
 

8. All newly hired employees will be informed that their continued employment is 
conditional upon the continued availability of funds and upon Commission approval. 
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9. All newly hired employees will be on probation for the first six months and may be 

terminated by the Executive Director at any time during this period. 
 

 VACANCY 
 

Upon becoming vacant, positions subject to this plan will be reviewed by the Executive 
Director. If the knowledge, skills and abilities of the position have changed, appropriate 
changes will be made to the position description. 

 
 RECRUITMENT 

 
Recruitment of a position will not begin until the job vacancy notice is approved by the 
Executive Director.  The Executive Director will determine if the position will be filled 
internally by promotion or by recruitment.  If recruitment is used, the following process will 
be followed. 

 
1. Notice of Vacancies.   

The job vacancy notice will include: the job title, summary of duties, qualifications, 
salary level and range, a closing date for applications and application instructions.   
 

2. Posting and Advertisements of Job Vacancies.   
Notice of vacancies will be concurrently posted in a conspicuous public place and 
advertised locally or on-line.  Advertising should be adequate to ensure that a 
sufficient number of qualified applicants apply for available vacancies.  
 

3. Applications.   
All candidates applying for employment with SRPEDD will complete an official 
Employment Application Form (Attachment I).  Each applicant will sign the form, and 
the truth of all statements will be certified by the applicant's signature.   
 

4. Interviews.   
Standardized interviews of selected candidates will be conducted by the department 
manager, Executive Director or an appropriate designee.  Questions will be 
standardized and asked of each candidate.   
 

5. Examinations.   
The Executive Director or appointing authority may require an examination as one 
part of the selection process.  Examinations may be written, oral, practical, or any 
combination thereof, and will be relevant to the requirements of the position. 
 

6. References.   
A candidate's references from current and former employers, supervisors, and others 
are considered an important part of the selection process.  Refusal to provide consent 
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to contact references may result in the application being denied further 
consideration.  References and other background investigations, such as credit checks 
when applicable, will be documented and made part of the applicant's file.  All 
reference checks and investigations will be completed prior to the offer of 
employment. 
 

7. Employment Eligibility.   
All persons selected for employment with SRPEDD must meet employment eligibility 
requirements in accordance with applicable Federal and State laws and regulations.  
New employees must provide proof of authorization to work in the United States prior 
to beginning employment with SRPEDD as mandated by Federal law.  After making an 
offer of employment, SRPEDD will verify the candidate’s eligibility to work in the 
United States, using the “Employment Eligibility Form” (I-9 Form). 
 

8. Prospective employees must sign the I-9 Form and provide the appropriate 
documentation no later than the first day, prior to beginning work.  All offers of 
employment are contingent on the candidate’s providing SRPEDD with the 
appropriate documentation prior to being placed on the payroll and beginning work. 
 

9. Application Records.   
The application, reference checks, and related documents submitted will be 
maintained by the Executive Director for the period required by law.  SRPEDD will 
make a reasonable effort to maintain the confidentiality of the application records.  

 
 OFFER OF EMPLOYMENT 

 
All offers of employment will be made in writing by the Executive Director.  The written offer 
of employment will include the salary, the starting date and any conditions of employment 
not covered in these personnel policies and procedures.  All offers are conditional, subject to 
the satisfactory completion of pre-employment requirements set out in the offer letter.  Such 
requirements may include a drug screen and CORI check. 

 
 SALARY INCREMENTS/BENEFIT LEVELS  

 
1. The Commission will determine and establish the compensation and other terms, 

conditions, and benefits of employment for all employees of SRPEDD.   
 

2. Job positions and a salary schedule setting the levels and ranges for all positions will 
be approved by the Commission upon initiation by the Executive Director and review 
and comment by the Personnel Committee, who may make recommendations to the 
Commission on the proposed action.  See Appendix II for an organization chart and 
Appendix III for the SRPEDD salary schedule. 
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3. Salaries in the schedule will be established that: 

 
 bear a reasonable relationship to the job requirements in the region and the state; 
 are competitive to attract and retain qualified employees;  
 are acceptable to federal and state; and  
 are reflective of the changes in the cost-of-living. 

 
4. Salary adjustments may be made as a part of an overall change in the salary schedule, 

or by way of annual team/individual merit increases.  In all cases, there will be a joint 
meeting of the Finance Committee and the Personnel Committee, during which the 
Finance Committee will certify the availability of funds and that such increases have 
been provided for in the budget previously approved by the Commission. 

 
5. Individual merit increases may be granted by the Personnel Committee, based upon 

recommendations brought forth by the Executive Director using the following criteria:   
 

 time in grade, if performing meritoriously; 
 performance evaluation; and 
 market conditions. 

 
Consideration will include due weight given to the Executive Director’s 
recommendations, the increase being within the range for that employee's position 
level and otherwise within the terms and conditions of SRPEDD employment 
established by the Commission for all employees.  Personnel Committee concurrence 
will be required for any increase in excess of 5% (exclusive of an across-the-board 
increase awarded by the Commission). 

 
6. Salary adjustments for the Executive Director will be recommended by the Personnel 

Committee, funds certified available by the Finance Committee, and acted upon by 
the Commission. 

 
 PROBATIONARY PERIOD 

 
The first six months of employment is a probationary period.  During the probationary period, 
the employee may be terminated for any reason or no reason, so long as it is not unlawful.   

 
 EVALUATIONS 

 
1. Performance evaluations of all employees will be conducted at least annually for 

evaluating and improving performance, eliminating obstacles to better performance, 
and as a basis for the Executive Director's determination for personnel actions. 
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2. Quarterly, but in no case less frequently than semi-annually, the Executive Director 
will meet with the Personnel Committee to brief them on any performance, problems, 
and prospects of the staff under his direction. 
 

3. Evaluations and the employee's comments will be made a part of each employee's 
personnel file. 
 

4. Performance evaluations of the Executive Director will be conducted by the Personnel 
Committee in accordance with procedures and criteria adopted by them. 
 

 JOB DESCRIPTION 
 

1. A job description outlining the essential functions of the job will be maintained for 
each position.  Should significant additional or different duties be assigned on a 
permanent long-term (over three months) basis, a revised job description should 
reflect this change.  These descriptions are intended to cover the essential functions, 
but assignments need not be limited to the areas described therein. 

 
2. A job description will be given to each employee upon hiring. 

 
 PERSONNEL RECORDS 

 
The finance director will maintain the official personnel files.  Department heads may 
maintain files supporting departmental personnel actions.  Employees will be notified when 
items outside ordinary paperwork are placed in the personnel file.  Upon reasonable notice, 
employees may review their personnel files; may, on request, receive a copy of the records; 
and may request, in writing, that material be removed from the file and, if denied, a written 
rebuttal from the employee may be included in the permanent files.  It is the responsibility 
of employees to inform their departments of changes in their name, address, telephone 
number, marital status, and person(s) to be notified in an emergency and to notify SRPEDD 
and the Retirement Board of changes in their personal status to insure proper coverage in 
the health benefit, life insurance, and retirement plans. 

 
 POLITICAL ACTIVITY 

 
The Federal Hatch Act, as well as the Massachusetts Office of Campaign and Political Finance 
(OCPF), restricts political activities of public employees.  During work hours, employees may 
not work, or be assigned to work for, or on behalf of, a political candidate or activity, or 
participate in other political activity such as lobbying, collecting funds, making speeches, 
assisting at meetings or distributing political pamphlets.  Under no circumstances may an 
employee participate in any form of fund raising for a political candidate or activity.  All 
employees will comply with the Hatch Act and OCPF requirements.  Furthermore, no 
employee will use SRPEDD property or equipment for political activities at any time. 
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 REFERENCE POLICY 
 

Employees, supervisors, and department managers are prohibited from providing references 
for current or former employees.  All reference inquiries are to be forwarded to the Executive 
Director. 
 

 RETIREMENT 
 

Employees who are hired by SRPEDD will be required to join the Massachusetts Retirement 
System.  Contribution rates and eligibility is further defined within M.G.L. c.32.   

 
Employees who are not required or eligible to contribute to the Massachusetts Retirement 
System will be required to contribute to an Omnibus Budget Reconciliation Act (OBRA) 
account. 

 
 

 EMPLOYEE BENEFITS 
 
Depending upon employment status, employees may be eligible for a variety of benefits.  Benefit 
information may be obtained from the finance director.  

 
 HEALTH INSURANCE PORTABILITY & ACCOUNTABILITY ACT 

 
1. SRPEDD will comply with the Privacy Regulations of the federal Health Insurance 

Portability and Accountability Act (HIPAA) of 1996.  SRPEDD will limit the use of and 
access to Protected Health Information, which is held by the SRPEDD or its lawful 
agents.  Protected Health Information is any written, oral, or electronic form of 
information relating to a person's past, present, or future health condition, delivery 
or payment of health services that identifies an individual or where there is a 
reasonable basis to believe the information could be used to identify an individual.  
Administrative, technical, and physical safeguards established to limit use, and access 
protected health information are stated as an integral part of this policy, established 
as part of daily operating procedures and will be maintained by all responsible staff 
and representatives of lawful agents and business associates of SRPEDD. 

 
2. To assure this commitment to compliance, the Executive Director designates the 

finance director as the Privacy Contact who will have the responsibility: 
 

 to ensure that the Executive Director is kept informed of all changes, updates, 
requirements, responsibilities, claims, etc. concerning the HIPAA privacy 
regulations; 

 to ensure that documentation of SRPEDD’s efforts to comply with HIPAA privacy 
regulations is maintained; 
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 to ensure that SRPEDD’s group health plan subscribers are sent privacy notices 
and new enrollees receive said notices; 

 to ensure that any protected health information disclosures are tracked; 
 to ensure that authorizations for disclosure and use of protected health 

information are properly processed; 
 to resolve complaints from participants about possible privacy violations; 
 to ensure that appropriate SRPEDD liaisons are maintained with the group health 

insurance program third party administrator, relevant business associates, and 
health insurance carriers, communicating SRPEDD’s commitment and securing the 
commitment of these entities to the privacy and security of protected health 
information; 

 to ensure that all required authorizations, agreements, etc. relative to the 
protected health information of group health insurance program participants are 
maintained; and 

 to monitor SRPEDD’s compliance with HIPAA privacy regulations on a regular 
basis. 

 
3. Only those SRPEDD officials and staff with a legitimate business purpose and bona 

fide need to know to legally perform the position duties and administer the program 
may be given access to protected health information. 
 

4. As an employer, SRPEDD may use protected health information in its possession 
without specific authorization from the employee for treatment, payment, quality 
assessment, medical review and auditing, studies to improve the group's health care 
quality or reduce health care costs, compiling civil/criminal proceedings, and any 
other use required by law for public health, communicable disease, abuse or neglect, 
or food and drug administration purposes.  
 

5. Information normally maintained in the employment record that is not classified as 
protected health information includes all forms, responses, inquiries and data relative 
to the Family Medical Leave Act, drug screenings, fitness for duty, workers’ 
compensation, disability, life insurance, the Occupational Safety and Health Act and 
sick leave. 
 

6. Protected employee health information may be released for other purposes only by 
the employee’s authorization.  The use and/or disclosure of protected health 
information is limited to the specific information for the specific purpose, to and from 
the specific individual and/or entity for a specific time as delineated by the employee’s 
authorization.  Group health insurance program participants can review their 
protected health information that is held by SRPEDD and correct errors.  
 

7. SRPEDD separates protected health information from the employment record and 
retains such information in a locked file accessible only to authorized personnel.  All 
entities which could receive protected health information (third party administrator, 
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ambulance billing company, fully insured plan providers, legal counsel, actuaries and 
consultants) must enter into a business associate agreement with SRPEDD committing 
to compliance with the HIPAA Privacy Regulations and providing satisfactory 
assurances that the business associate will appropriately safeguard the protected 
health information. 
 

8. Participants that believe they have been aggrieved by the use or disclosure of 
protected health information may file a written grievance with the Privacy Contact 
within sixty (60) calendar days of the use or disclosure of the protected health 
information or within fifteen (15) calendar days of their knowledge of said use or 
disclosure.  The grievance must delineate the specifics of the complaint, including but 
not limited to: 
 

 what unauthorized protected health information was released; 
 who received the protected health information and/or is knowledgeable of the 

protected health information; 
 when the protected health information was released and/or when the 

complainant became aware of the unauthorized knowledge of the protected 
health information; and 

 the result of the release of the unauthorized protected health information. 
 

9. The Privacy Contact will meet with the complainant as soon as possible after the 
receipt of the grievance.  During this meeting, the Privacy Contact will discuss the issue 
brought forward with the complainant.  The Privacy Contact will investigate the 
allegations of the complaint with the full support and assistance of SRPEDD 
management and, if necessary, legal counsel.  The Privacy Contact will provide a 
written report of his/her findings and recommended action, if warranted, to the 
Executive Director and the complainant within thirty (30) calendar days from the date 
of the meeting with the complainant.  If for some reason the Privacy Contact is unable 
to conduct this meeting and/or investigation, the Executive Director will appoint an 
alternate senior manager to perform these duties. 
 

10. Complainants may also contact the Federal Department of Health and Human 
Services for assistance. 
 

11. SRPEDD will comply with the privacy regulations established by the Federal 
Government and requires its employees to observe and comply with this policy and 
the use of the proper procedures and policy documents.  Employees found to have 
breached protected health information security will be subject to disciplinary action, 
up to and including termination. 
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 HEALTH INSURANCE, DENTAL INSURANCE, FLEX SPENDING  
 

All eligible employees are entitled to participate in the health insurance programs, which may 
also include items such as, but not limited to, dental insurance and flexible spending, offered 
by SRPEDD.  Eligibility is in accordance with these policies, M.G.L. c.32b, and various federal 
laws.  Employees must comply with notice requirements regarding dependents and selection 
of benefits.   

 
 EDUCATIONAL/PROFESSIONAL BENEFIT 

 
SRPEDD has an educational/professional benefit program for employees.  Each eligible 
employee may apply for partial reimbursement of tuition fees, registration, laboratory fees, 
and required textbooks up to 50% of costs with a maximum of $1000 per employee per year.  
This benefit is subject to availability of budgeted funds. 
 
SRPEDD employees who take courses or attend trainings at the request of SRPEDD for service 
to the agency, will have expenses, such as tuition fees, registration fees, and travel paid by 
SRPEDD.   

 
1. Eligibility 

 
 A prerequisite of six months' employment with SRPEDD will be required as a 

condition of the application for the benefit. 
 Educational/professional benefits may include formal undergraduate and 

graduate courses, which in the opinion of the Executive Director and the 
employee’s supervisor, are of relevance to SRPEDD and to the employee's 
professional development. 

 The benefits of the course must be sufficient to justify complete personal 
commitment, financial or otherwise, on the part of the employee.   

 
2. Application Procedure 

 
 Any employee who wishes to apply for educational/professional benefits must 

submit his/her request in writing to their supervisor for approval prior to 
registering for the course (Attachment II).  The employee must justify the request 
by demonstrating that the educational / professional benefits will be applicable to 
their current work tasks and their department.  

 The supervisor will evaluate and, with the Executive Director, strategically assess 
the request with respect to both the employee’s contributing potential to the 
agency, and the department’s and agency’s short- and long-term skill needs.  They 
will decide how best to proceed and, if it is deemed that the requested course will 
benefit the work program of the employee and the agency, the Executive Director 
will forward a recommendation for authorization by the Finance and Personnel 
Committees.  
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 The request will include a brief course description indicating dates of attendance 
and a detailed justification of the course’s relevancy to applicant's professional 
development and to the benefit of SRPEDD.  A signed standard agreement form, 
stating the applicant's commitment to remain in the employ of SRPEDD for the 
duration of the course and for a period of one year after completion of the course, 
must be a part of the application.  

 If the employee resigns, retires from, or is terminated for cause by SRPEDD within 
one year of receiving a reimbursement, he/she must repay the amount granted.  

 Upon approval of the application and certification of the availability of funds by 
the Finance Committee, the required funding will be put into an educational 
benefit fund. 

 
3. Other Provisions 

 
 Provisions for work time waivers and/or time lost while attending a course may 

be arranged by the employee with the approval of the Executive Director. 
 Upon the successful completion of the course, the employee will apply to the 

Finance Committee for reimbursement.  Successful completion will be defined as 
a grade of "B" or better, or its equivalent.  Upon certification by the Finance 
Committee that the employee has completed the course successfully and that 
funds are available, the Finance Committee will certify payment.  If the employee 
is laid off for lack of funds prior to fulfilling his employment commitment, it will 
be deemed that such commitment has been met. 

 
 MEETINGS, CONFERENCES, SEMINARS, AND WORKSHOPS 

 
1. An employee may attend a conference, seminar or workshop at the expense of the 

SRPEDD if, in the opinion of the supervisor and the Executive Director, it is directly 
related to immediate need in the current or imminent work program for that 
employee. 

 
2. If initiated by the employee, a request must be submitted to the supervisor and 

Executive Director following the Application Procedure outlined above in C.2.  The 
Executive Director or a supervisor may also initiate the process.  However, in either 
case, the request must be in writing and must state the time, cost, and work program 
benefit (Attachment II). 
 

3. Decision by the Executive Director will be based on the following criteria: 
 

 value to SRPEDD of the knowledge or skills to be learned; 
 cost, including all expenses; 
 workload of SRPEDD and the employee for the time involved; 
 availability of funds; and 
 length of service of the employee. 
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4. Travel to work-related meetings and conferences may be eligible for reimbursement 

in accordance with SRPEDD Travel Policy. 
 

 

 EMPLOYEE LEAVE 
 

 PAID TIME OFF  
 

Paid Time Off is a combination of all types of leave from work.  Permanent, full-time and part-
time benefit eligible employees are entitled to paid time off.   
 

1. Permanent, Full-Time Employees 
 
Paid Time Off will be accumulated by permanent, full-time employees at the following 
rate: 
 

 Starting at the beginning of each fiscal year, all current employees will be credited 
with a total of 133 hours of paid time off (equivalent to 14 days at 9.5 hrs./day).   

 For each year of continuous employment, employees will be credited with an 
additional 9.5 hours of paid time off per year, up to a total of 76 additional hours 
per year (equivalent to 8 days).  Therefore, after nine or more years of continuous 
employment, an employee will earn a total of 209 hours of paid time off 
(equivalent to 22 days at 9.5 hrs./day). 

 Employees with twenty or more years of continuous service at SRPEDD will be 
credited with one additional week (38 hours) of paid time off per year.  Employees 
with thirty or more years of continuous service at SRPEDD will be credited with a 
second additional week of paid time off per year.  

 New employees will be credited with Paid Time Off in their first year after the first 
day of the month following sixty (60) days or two (2) full calendar months of 
employment, whichever comes first.  Thereafter, new employees will be credited 
with Paid Time Off equivalent to the percentage of the fiscal year remaining. 

 Employees can carry over the equivalent of two (2) weeks of unused Paid Time Off 
into the next fiscal year, which must be used by December 31. 

 An employee, under extra-ordinary and exceptional circumstances, may submit a 
request for a longer carry-over period to the Executive Director.  The Executive 
Director will then bring the request before the Personnel Committee for review.  
Such a request may be allowed by the Personnel Committee. 
 

2. Permanent, Part-time Employees 
Paid Time Off is prorated to benefited permanent, part-time employees.  
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3. Termination  
If an employee leaves during the fiscal year and has taken a higher percentage of their 
Paid Time Off entitlement than the percentage of the fiscal year that has elapsed, the 
value of the excess Paid Time Off taken will be deducted from their final paycheck.  

 
4. Revised PTO Policy 
The revised PTO policy, adopted June 27, 2018, will go into effect July 1, 2018, enabling 
employees to move toward compliance with new two-week PTO carryover limit over a 
period of three years, per phased implementation schedule as approved by the Personnel 
Committee in consultation with staff, and adopted by members of the SRPEDD 
Commission (Attachment III).     

 
 LONG-TERM ILLNESS BENEFIT (Formerly the Sick Leave Bank) 

 
1. Purpose 
The purpose of the long-term illness benefit is to provide a benefit for employees who 
may need leave under the Family and Medical Leave Act. 

 
2. Eligibility  
All permanent, full- and part-time employees are eligible for Family Medical Leave Act 
leave for the long-term illness benefit. 

 
3. Accrual 
Employees will accrue long-term illness benefit at the rate of 3 hours per pay period for 
full-time, prorated for part-time.  For example, an employee regularly scheduled to work 
38 hours per week would accrue 3 hours of benefit per pay period and an employee 
regularly scheduled to work 22 hours per week would accrue 1.75 hours of benefit per 
pay period. 

 
4. Maximum Benefit 
The maximum benefit accrual is 18 weeks of the employees’ regularly scheduled hours. 
For example, an employee regularly scheduled for 38 hours would have a maximum 
accrual of 684 hours and an employee regularly scheduled for 22 hours would have a 
maximum accrual of 396 hours. 

 
5. Accessing Benefit 
To access the long-term illness benefit, the employee must submit a Family Medical Leave 
Act request and the first 28.5 hours of leave will be charged to Paid Time Off time.   

 
6. Designation of Family Medical Leave Act  
If the Executive Director deems leave taken by the employee as FMLA, the long-term 
illness benefit may be used. 
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7. Termination 
Accumulated benefit is not a benefit paid upon termination. 

 
 FAMILY AND MEDICAL LEAVE ACT (FMLA) 

 
1. Introduction 
The Federal Family and Medical Leave Act of 1993 (“FMLA” or “the Act”) was enacted on 
February 5, 1993.  The new law was effective on August 5, 1993, however, where a 
collective bargaining agreement (“CBA”) was in place on that date, the Act became 
effective on February 5, 1994. 

 
The FMLA entitles eligible employees to take up to twelve weeks of unpaid, job-protected 
leave each year for specified family and medical reasons, although an employer may 
require an employee to use accrued leave during some or all of the FMLA leave.  An 
eligible employee’s right to FMLA leave began on August 5, 1993 or February 5, 1994 as 
applicable.  See Appendix IV for the Employee Rights Under the Family and Medical Leave 
Act.   

 
2. Employee Eligibility 
To be eligible for FMLA benefits with SRPEDD, an employee must: 
 

 work for SRPEDD; 
 have worked for SRPEDD for a total of at least twelve months; and 
 have worked at least 1,250 hours over the previous twelve months. 

 
3. Leave Entitlement 
SRPEDD will grant an eligible employee up to a total of twelve (12) work weeks of unpaid 
leave during a twelve (12) month period for one or more of the following reasons: 

 
 for the birth or placement of a child for adoption or foster care, with leave for 

birth or placement for adoption or foster care concluding within twelve months of 
the birth or placement; 

 to care for an immediate family member (spouse, child, or parent) with a serious 
health condition;  

 to take medical leave when the employee is unable to work because of a serious 
health condition; or 

 for any qualifying exigency arising out of the fact that the employee’s spouse, son, 
daughter, or parent is a covered military member on “covered active duty;” and  

 up to twenty-six (26) work weeks of leave during a single twelve (12) month period 
to care for a covered service member with a serious injury or illness who is the 
spouse, son, daughter, parent, or next of kin to the employee (military caregiver 
leave). 
 

4. Under some circumstances, employees may take FMLA leave intermittently. 
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5. SRPEDD chooses to require the use of accrued leave during some or all of the FMLA 
leave.  In no case, however, can use of paid leave be credited as FMLA leave after the 
leave has ended. 
 

6. Maintenance of Health Benefits 
SRPEDD will maintain group health insurance coverage for an employee on FMLA 
leave whenever such insurance was provided before the leave was taken and on the 
same terms as if the employee had continued to work.  The employee may make 
arrangements with the finance director to pay his or her share of health insurance 
premiums while on leave.  SRPEDD may recover premiums it paid to maintain health 
coverage for an employee who fails to return to work from FMLA leave. 
 

7. Job Restoration 
Upon return from FMLA leave, an employee will be restored to his or her original job 
or to an equivalent job with equivalent pay, benefits, and other employment terms 
and conditions. 
 
In addition, an employee’s use of FMLA leave will not result in the loss of an 
employment benefit that the employee earned or was entitled to before using FMLA 
leave. 
 

8. Notice and Certification 
Employees seeking to use FMLA leave are required to provide to their department 
manager, with a copy to the Executive Director, thirty (30) days advanced notice of 
the need to take FMLA leave when the need is foreseeable, otherwise as soon as is 
practicable: 

 
 medical certification supporting the need for leave due to a serious health 

condition affecting the employee or an immediate family member in accordance 
with the FMLA form; 

 second or third medical opinions and periodic recertification (at SRPEDD’s 
expense) if requested by SRPEDD;  

 periodic reports during FMLA leave regarding the employee’s status and intent to 
return to work as requested by the employee’s department manager; and 

 when leave is needed under the category of care for an immediate family member 
or the employee’s own illness, and is for planned medical treatment, the 
employee must try to schedule treatment so as not to unduly disrupt SRPEDD’s 
operation. 

 
9. Other Provisions 

The FMLA does not affect any other federal or state law which prohibits 
discrimination, nor supersede any state or local law which provides greater family or 
medical leave protection, nor does it affect SRPEDD’s obligation to provide greater 
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leave rights under a collective bargaining agreement or employment benefit plan, 
where applicable. 

 
 MATERNITY & PATERNITY LEAVE (PARENTAL LEAVE) 

 
An employee, upon request, will be granted up to eight (8) work weeks of unpaid parental 
leave in accordance with Massachusetts General Law Chapter 149 Section 105.  Such leave 
will run concurrent with the Family Medical Leave Act entitlement, if any. 

 
 SMALL NECESSITIES LEAVE ACT (SNLA) POLICY   

 
1. SRPEDD will comply with the provisions of the Small Necessities Leave Act, which is in 

addition to FMLA, in accordance with Massachusetts General Law Chapter 149, 
section 52D, which mandates that employers permit eligible employees to take up to 
a total of 24 hours of unpaid leave within a twelve (12) month period.  

 
2. The SNLA permits an employee leave for the following purposes: 

 
 to participate in school activities directly related to the educational advancement 

of a son or daughter of the employee, such as a parent-teacher conference or 
interviewing for a new school; 

 to accompany a son or daughter of the employee to routine medical or dental 
appointments, such as check-ups or vaccinations; and 

 to accompany an elderly relative of the employee to routine medical or dental 
appointments or appointments for other professional services relating to the 
elder’s care, such as interviewing at nursing or group homes.  

 
3. The 24 hours may be taken within the twelve (12) month fiscal year period (July 1 to 

June 30) and the time may be taken on an intermittent (i.e. 2 hours to attend a parent-
teacher conference) or reduced-time schedule. 
 

4. An employee is required to provide his/her supervisor with seven (7) days’ notice of 
the need for the leave if the leave is foreseeable.  If the necessity for the leave is not 
foreseeable, the employee is required to provide notice of the leave as soon as 
practicable. 
 

5. The law provides for an unpaid leave, although an employer may require the 
employee to substitute any of the employee's paid time off for the leave provided for 
by the SNLA, which SRPEDD does require.  A supervisor may require that written 
certification or documentation support a request for leave under this act. 
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 MILITARY LEAVE 
 

Federal and state laws require that reservists be granted certain employment rights.  SRPEDD 
will comply with all applicable laws and regulations governing initial active duty for training, 
inactive duty training (such as weekend drills), and temporary and long-term active duty. 

 
1. An employee who is a member of the U.S. Military Reserves or National Guard and is 

required to serve on active military duty or attend summer camp, will be allowed 
military leave.  The employee will be reimbursed the difference between the 
employee's military pay and normal salary for a period of not more than two (2) weeks 
per year. 

 
2. Reimbursement will not be made to a member of the U.S. Military Reserves or 

National Guard mobilized by the President or Governor. 
 

3. This time will be reported on the time sheet under Personal Leave and noted 
(Military). 

 
4. The Executive Director must be notified as soon as possible before leave is taken.  A 

memo stating the time served and the pay received, along with the letter from the 
commanding officer, will be required for the employee's personnel file. 

 
5. During the absence of an employee for Military Leave, his/her position will not be 

filled by a permanent replacement employee. 
 

 LEAVE WITHOUT PAY (LEAVE OF ABSENCE) 
 

1. The Executive Director may grant to any employee a leave of absence without pay 
for a reasonable cause provided that not more than one (1) work week is so granted 
in any fiscal year. 

 
2. For periods longer than one (1) work week, requests for leave of absence without pay 

may be granted by the Personnel Committee, upon written request by the employee, 
and as recommended by the Executive Director. 

 

3. During periods of unpaid leave of absence exceeding one (1) month, an employee will 
not be eligible to earn paid time off and will not be eligible to receive other benefits.  
The employee may continue to receive health insurance coverage by paying the full 
cost.  

 

 
  



 
 

SRPEDD Agency Policies FINAL, Commission 
09/26/18  

 

29 

 

CODE OF CONDUCT 

 
 ACCESS & USE OF TELECOMMUNICATIONS SYSTEMS 

 
 PURPOSE 

 
The purpose of this policy is to set in place the standards for the proper and allowed uses of 
SRPEDD’s telecommunications systems including telephones, electronic mail (email), 
facsimile machines (faxes), and the Internet. 

 
 POLICY 

 
1. SRPEDD provides staff with the ability to send messages and information through fax, 

electronic mail (e-mail), and the Internet.  The latter two (2) forms of communication 
have become increasingly popular due to their ability to instantaneously reach a wide 
number of people and are provided by SRPEDD as tools to improve the efficiency and 
effectiveness of operations. 
 

2. The use of these capabilities and equipment is subject to the same management 
oversight as any other employee activity.  The telecommunications systems are the 
property of SRPEDD and should be used for appropriate business purposes. 

 
 APPLICABILITY 

 
All SRPEDD employees are subject to the provisions of this policy.  Members of the SRPEDD 
Commission and committees are strongly advised to comply with Public Records Law and the 
guidelines established by the District Attorney's Office with respect to the Open Meeting Law 
as highlighted below in section II. 

 
 PRIVACY: PUBLIC ACCESS 

 
1. Massachusetts statute broadly defines the term "public record" to include all 

documentary materials or data, regardless of its physical form or characteristics, 
created or received by any official or employee of any governmental unit, unless 
falling within a strictly defined set of exemptions (M.G.L. c. 4 section 7(26)).  Electronic 
mail (E-mail) is therefore considered a public record and as such is subject to the 
requirements of the Public Records Law (M.G.L. c. 66).  Additionally, Federal courts 
have also held that e-mail is considered a record for purposes of the Federal Freedom 
of Information Act. 
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2. All e-mail sent and received as principal addressee at a SRPEDD-issued address, or any 
address when in an official capacity, as well as faxes and Internet postings, should be 
considered a public record subject to legal discovery and record retention policies. 
 

3. Employees, committee and commission members acting in their official capacity 
should have no expectation of privacy in their own use of these telecommunications 
systems.  The Executive Director, or the designee of the Executive Director, reserves 
the right to monitor e-mail messages, Internet postings, faxes, and to access all such 
messages residing on SRPEDD equipment or property.  All messages sent or received 
by e-mail or the Internet are stored automatically on SRPEDD’s computer system and 
deleting such messages does not guarantee that they cannot be retrieved. 
 

4. Notwithstanding SRPEDD’s right to retrieve and read any e-mail messages, faxes, or 
Internet postings generated from or sent to a SRPEDD-issued address, employees will 
not retrieve or read any messages that are not sent to them unless express permission 
is given by the intended recipient. 
 

5. No employee will send e-mail under another employee's name nor will any employee 
change any portion of a previously sent e-mail message without prior authorization. 

 
 APPROPRIATE USE 

 
1. E-mail and related on-line services, are the property of SRPEDD and are to be used for 

business matters directly related to the operational activities of SRPEDD and as a 
means to further SRPEDD’s objective to provide efficient, complete, accurate, and 
timely services. 
 

2. Users will act in a professional manner, properly identifying themselves, and will 
ensure that they do not misrepresent themselves or SRPEDD. 
 

3. The telecommunications systems will not be used for personal gain or to conduct 
personal business, political activity, fundraising activity, or charitable activity.  The 
transmission of materials used for commercial promotion, product endorsement, or 
political lobbying is strictly prohibited. 
 

4. The telecommunications systems will not be used to promote discrimination based 
on race, color, national origin, age, marital status, sex, political affiliation, religion, 
disability, or sexual preference; to promote, result in, or contribute to sexual 
harassment; or to promote personal, political, or religious business or beliefs. 
 

5. The telecommunications systems will not 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. 
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6. No user will violate the computer security systems implemented by SRPEDD or other 

institutions, organizations, companies, or individuals. 
 

7. No user will pirate software or download and transfer software for which the use does 
not have the proper licensing. 
 

8. All users are expected to undertake precautions to prevent infection of SRPEDD 
computers by computer viruses.  Executable programs imported from other sites to 
SRPEDD computers may not be used unless they have been authorized by the 
Executive Director, or the designee of the Executive Director, and have been subjected 
to the virus detection procedures approved by the Executive Director, or the designee 
of the Executive Director.  Additional restrictions or regulations on the importing of 
remote files may, from time to time, be imposed and such restrictions or regulations 
will be considered to be a part of this policy. 
 

9. For security purposes, employees should either log off or revert to a password screen 
saver when leaving their computer for an extended period.  When leaving for the day, 
employees should log off.  All electronic media should be kept away from magnets, 
including those found in telephone receivers and paper clip holders. 

 

 
 OPEN MEETING LAW COMPLIANCE 

 
The Attorney General's Office has established guidelines for the use of e-mail by members of 
governmental bodies.  SRPEDD makes every effort to comply with the Open Meeting Law 
(M.G.L. c. 39, sections 23A-23B, and as amended).  These guidelines emphasize compliance 
by reaffirming that no substantive discussion by a quorum of members of a governmental 
body about public business within the jurisdiction of the governmental body is permissible 
except at a meeting held in compliance with the provisions of the Open Meeting Law.  Despite 
the convenience and speed of communication by e-mail, its use by members of a 
governmental body carries a high risk of violating the Open Meeting Law.  As with private 
conversations held in person or over the telephone, e-mail conversations among a quorum 
of members of a governmental body that relate to public business violate the Open Meeting 
Law, as the public is deprived of the opportunity to attend and monitor the e-mail "meeting."  
Because the very nature of e-mail makes it possible for private, serial conversations to reach 
a quorum of members without the knowledge of all participants, members of governmental 
bodies should exercise caution when communicating via e-mail on an individual basis. 
 
Matters of a purely housekeeping or administrative nature, such as scheduling or canceling 
meetings, announcements, requests to place items on the agenda, or communications by 
members of a governmental body to department managers or staff may be communicated 
outside of a meeting, but care should be taken not to use e-mail for the purposes of 
deliberations. 
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 FILING AND RETENTION 

 
1. As public records, the retention and disposition of e-mail communications are 

stipulated retention schedules issued by the Secretary of the Commonwealth.  In 
addition to retaining the actual text of a message and any attachments, transmission 
data contained in an e-mail communication (full header information including the 
sender, addressee, date and time of transmission and receipt, routing instruction) will 
also be retained as part of the record, whether the record is printed out or stored 
electronically. 
 

2. E-mail may be retained in hard copy, electronically, or by a combination of these two 
means.  When appropriate, e-mail messages may be filed with program records and 
will assume the same retention as the records with which they are filed.  Attached or 
enclosed records must be filed according to their function and content and will 
assume the retention schedule of the records with which they are filed.  When e-mail 
records do not relate obviously or directly to a program, they may be filed as 
correspondence.  If a record is not described on an existing records retention 
schedule, the appropriate department manager, through the Executive Director, will 
apply to the Supervisor of Public records for authority to dispose of that record and 
to add records to existing schedules.  Only when e-mail messages are clearly 
conversational and do not add in any way to the operational records of the 
department," may they be discarded without adhering to retention schedules.” 

 
 AGREEMENT 

 
All employees will agree to abide by the Policy on Access and Use of Telecommunications 
Systems and will sign a statement so stating prior to the granting of access (Attachment IV).  
Any employee who violates this policy or uses SRPEDD’s telecommunications for improper 
purposes will be subject to discipline, up to and including discharge. 

 
 

 ANTI-FRAUD POLICY 
 
SRPEDD recognizes the importance of protecting the agency, its operations, its citizens, its 
taxpayers, its employees, and its assets against financial risks and unethical activities.  It is the 
policy of SRPEDD to institute and clearly communicate a fraud prevention policy to prevent and 
deter all forms of fraud that could threaten the security of the agency’s assets and reputation. 
 
SRPEDD has a Zero Tolerance policy regarding fraud and is committed to undertake the following 
steps as part of its anti-fraud policy: 
 
 
 



 
 

SRPEDD Agency Policies FINAL, Commission 
09/26/18  

 

33 

 

 EDUCATION 
 

The most effective way to reach most employees is through education.  Actively fighting fraud 
means implementing policies and procedures that prevent and detect fraud.  SRPEDD’s goal 
is to establish and maintain an environment of fairness, ethics, and honesty.  To maintain 
such an environment requires the active assistance of every employee, every day. 

 
 DEFINITION OF FRAUD 

 
Fraud is defined as a deception deliberately practiced to secure unfair or unlawful gain.  The 
term includes such acts as: bribery, deception, embezzlement, extortion, false 
representation, forgery, the concealment of material facts, the misappropriation of money 
or assets, and collusion or conspiracy to commit any or all the above acts.  Acts of fraud may 
include: 
 

1. breach of fiduciary duty;  
2. bribery;  
3. concealment of material facts;  
4. theft of money or physical property;  
5. theft of secrets or intellectual property; and  
6. other statutory offenses. 

 
 FRAUD 

 

Fraud, as defined by this policy, includes any misuse or attempt to misuse a SRPEDD asset for 
personal gain or purposes unrelated to agency business.  It may include, but is not limited to: 

 
1. Misappropriation of Assets, including: 

 
 forgery, alteration or misappropriation of cash, checks, bank drafts, promissory 

notes, securities or any other financial document; 
 unauthorized use or disposition of funds or property;  
 falsifying timesheets or payroll records;  
 falsifying travel expenses and /or utilizing SRPEDD funds to pay for personal 

expenses or for personal benefit; 
 theft; 
 embezzlement;  
 fictitious reporting of receipt of funds; and  
 falsification of expenses and invoices. 

 
2. Profiteering 

 
Offering, giving, soliciting and/or accepting an inducement or reward that may 
improperly influence the action of an employee of SRPEDD. 
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 RELATED POLICIES 

 

This policy is designed to augment Chapter 268A - “The Conflict of Interest Law.”  It is not 
intended to replace or preclude it in any way (see Section V. Conflict of Interest and Financial 
Disclosure).   

 
 INTERNAL CONTROLS/INVESTIGATIONS 

 
1. The Executive Director and Auditor or designee will be responsible for developing 

internal controls to aid in preventing and detecting fraud or financial impropriety or 
irregularity.  Reports of suspected fraudulent activities will be investigated in a 
manner that protects the confidentiality of the parties and avoids unfounded 
accusations.  Employees involved in the investigation will be advised to keep 
information about the investigation confidential. 

 
2. If a preliminary investigation substantiates occurrence of a fraudulent activity, the 

department   or designee will issue a report to the Executive Director.  Final disposition 
of the matter and any decision to file a criminal complaint or refer the matter to the 
appropriate law enforcement and/or regulatory agency for independent investigation 
will be made in consultation with legal counsel. Results of the investigation will not be 
disclosed to or discussed with anyone other than those individuals with a legitimate 
need to know, or in accordance with a requirement to disclose under the provisions 
of the Public Records Law. 

 
 GENERAL POLICY AND RESPONSIBILITIES 

 
1. The Executive Director or his/her designee is responsible to investigate any suspected 

acts of fraud or misappropriation of property. An objective investigation will be 
conducted of any person, group, or organization reasonably believed to have 
committed fraud, regardless of: position, job title, and length of service or relationship 
with the agency.  Department managers are responsible for instituting and 
maintaining programs and controls to prevent deter and detect fraud. 
 

2. All SRPEDD employees, upon discovery of any violation of this policy, must notify 
his/her supervisor of the violation through the normal chain of command.   
 

3. The Executive Director or his/her designee has the primary responsibility for 
overseeing the investigation of all suspected fraudulent acts as defined in this policy. 
 

4. Upon conclusion of the investigation, the results will be reported to the Executive 
Director or his/her designee.  If there are reasonable grounds to believe that a fraud 
may have occurred, the Executive Director may report the incident(s) to the 
appropriate authorities.  Whatever action is taken by such appropriate authorities will 
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not preclude SRPEDD from taking disciplinary action where it believes discipline is 
warranted.  Every reasonable effort will be pursued to recover SRPEDD assets. 

 
 SECURITY OF EVIDENCE 

 
Once a suspected fraud is reported, immediate action to prevent the theft, alteration, or 
destruction of relevant records will be initiated.  The records will be adequately secured until 
the investigation is complete. 

 
 CONFIDENTIALITY 

 
All participants and all persons questioned in a fraud investigation will keep the details and 
results of the investigation confidential so as not to violate an individual’s expectation of 
privacy. 

 
 PERSONNEL ACTIONS 

 
1. If a suspicion of fraud is substantiated by the investigation, the Executive Director will 

take disciplinary action, up to and including dismissal and appropriate legal action.  
Such disciplinary action may be taken independent of any findings and conclusions 
reached by any appropriate authority to which the fraud allegations are reported. 

 
2. If an allegation is made in good faith, but it is not confirmed by the investigation, no 

action will be taken against the originator.  If, however, the allegation was made in 
bad faith or without a justifiable basis, appropriate disciplinary action may be taken 
against the individual making the erroneous allegation, up to and including 
termination. 

 
 

 ATTENDANCE POLICY STATEMENT 
 
Good attendance is an essential function of every SRPEDD employee’s job and excessive 
absenteeism will not be tolerated.  Since good attendance is required of every employee, 
patterns of attendance abuse, such as frequent absences on Thursdays/Fridays and/or Mondays, 
will be scrutinized closely and if improper use is found, employees will be subject to progressive 
discipline up to and including termination.  Further, if an employee exhausts all his/her accrued 
leave and has not been granted additional leave for an essential and lawful purpose, as 
determined by SRPEDD, he or she will be on unauthorized leave and will be subject to discipline 
up to and including termination.   
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 CONFLICT OF INTEREST AND FINANCIAL DISCLOSURE 
 
The purpose of this policy is to ensure that SRPEDD employees comply with the requirements of 
M.G.L. Ch. 268A, which governs conduct as a public official or public employee.  It is the policy of 
SRPEDD to require compliance with the provisions of this law, as outlined below.  SRPEDD 
employees and officials may not: 
 

A. Ask for or accept anything (regardless of its value) if it is offered in exchange for agreeing 
to perform or not perform an official act; 

 
B.  Ask for or accept anything worth $50 or more from anyone with whom there is official 

dealings.  Examples of regulated gifts include: sports tickets, costs of drinks and meals, 
travel expenses, conference fees, gifts of appreciation, entertainment expenses, free use 
of vacation homes, and complimentary tickets to charitable events.  If a prohibited gift is 
offered: the employee may refuse or return it; may donate it to a non-profit organization 
provided the employee does not take the tax write-off; may pay the giver the full value 
of the gift; or, in the case of certain types of gifts, it may be considered “a gift to a public 
employer,” provided it remains in the office and does not ever go home with a specific 
staff person.  An employee may not accept honoraria for a speech that is in any way 
related to official duties, unless as a state legislator. 

 
C.  Hire, promote, supervise or otherwise participate in the employment of an immediate 

family or a spouse’s immediate family. 
 

D.  Take any type of official action, which will affect the financial interests of an immediate 
family or a spouse’s immediate family.  For instance, an employee may not participate in 
licensing or inspection processes involving a family member’s business. 

 
E.  Take any official action affecting an employee’s own financial interest, or the financial 

interest of a business partner, private employer, or any organization for which one serves 
as an officer, director, or trustee.  For instance: an employee may not take any official 
action regarding an “after hours” employer, or its geographic competitors; an employee 
may not participate in licensing, inspection, zoning, or other issues that affect a company 
an employee owns, or its competitors; if an employee serves on the Board of a non-profit 
organization, they may not take any official action which would impact that organization 
or its competitors. 

 
F.  Have more than one job with the same municipality or county or more than one job with 

the state unless one qualifies for an exemption. 
 

G. Have a financial interest in a contract with an employee’s public employer except under 
special circumstances.  For instance: as a SRPEDD employee, a company one owns may 
not be a vendor to SRPEDD unless you meet specific criteria, the contract is awarded by a 
bid process, and one publicly discloses a financial interest. 
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H.  Represent anyone but SRPEDD in any matter in which SRPEDD has an interest.  For 

instance, an employee may not contact other government agencies on behalf of a 
company, an association, a friend, or even a charitable organization. 

 
I.  Ever disclose confidential information, data, or material which the employee gained or 

learned as a public employee. 
 

J.  Take any action that could create an appearance of impropriety or could cause an 
impartial observer to believe an employee’s official actions are tainted with bias or 
favoritism, unless a proper, public disclosure is made.  

 
K.  Use one’s official position to obtain unwarranted privileges, or any type of special 

treatment, for one’s self or anyone else.  For instance, an employee may not approach 
subordinates, vendors whose contracts you oversee, or people who are subject to the 
employee officially to propose private business dealings. 

 
L.  Use public resources for political or private purposes.  Examples of “public resources” 

include: computers, phones, fax machines, postage machines, copiers, cars, staff time, 
sick time, uniforms, and official seals.  

 
M.  After leaving public service, take a job involving public contractors or any other matter in 

which one participated as a public employee. 
 

N. All employees and officials will participate in and comply with the related, required 
training under M.G.L. Ch. 268A.  See Appendix IV.  SRPEDD Compliance with Conflict of 
Interest Law Training for the process by which SRPEDD completes this training 
requirement. 

 
 

 CONSOLIDATED OMNIBUS BUDGET RECONCILIATION ACT (COBRA) 
 
SRPEDD will comply with the Consolidated Omnibus Budget Reconciliation Act (COBRA) which 
requires employer-sponsored group medical plans to allow covered employees and their 
dependents to elect to have their current medical coverage continued at the employee and 
dependents' expense, at group rates, following a qualifying loss of coverage. 
 
 

 CRIMINAL & SEXUAL OFFENDER RECORDS INFORMATION 
 
SRPEDD will adhere to laws regarding Criminal and Sexual Offender Record Information checks.    
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A. CORI.  The Criminal Offender Record Information (CORI) system is administered by the 
Massachusetts Criminal History Systems Board (Board).  The Board adopts general grants 
for organizations when a number of applicants fit squarely into specific categories that 
are appropriate to receive CORI.  General grants include, but are not limited to, those 
applicants for positions that have unmonitored access to children, the disabled, or the 
elderly.  In addition, SRPEDD can apply to the Board for CORI authorization for any 
position it deems appropriate.  SRPEDD will only request CORI information after a 
conditional offer is made to a candidate. 

 
B. SORI.  The Sexual Offender Registry Board administers the Massachusetts Sexual 

Offender Registry.  The Board keeps a database of convicted sex offenders and classifies 
each offender so that the public may receive information about dangerous sex offenders 
who live or work in each community.  SRPEDD will only request SORI information after a 
conditional offer is made to a candidate. 

 
 

 DISCIPLINE 
 

 PURPOSE 
 

The purpose of this policy is to ensure that:  
 

1. Employees meet SRPEDD’s legitimate expectations in the areas of performance, 
behavior, and adherence to all SRPEDD policies.  

 

2. Employees whose performance or behavior is deficient are provided with the 
necessary assistance and motivation to meet SRPEDD’s expectations.  

 

3. Disciplinary action initiated against an employee is fair and appropriate. 
 

 GENERAL DISCIPLINE POLICY 
 

SRPEDD’s disciplinary policy is one of progressive discipline.  Nothing herein will be construed 
to limit SRPEDD’s right to impose discipline of any degree, up to and including termination, in 
a case without regard to the existence, or non-existence, of prior disciplinary action.   

 
 DISCIPLINE POLICY PROVISIONS 

 
While performing their duties, all SRPEDD employees are prohibited from engaging in any 
conduct that could reflect unfavorably upon the agency.  SRPEDD employees will avoid any 
action that might result in, or create, the impression of using their positions for private gain, 
giving preferential treatment to any person or losing complete impartiality in conducting 
SRPEDD business.  Employees are expected to keep in mind that they are public employees 
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and are to conduct themselves accordingly in a manner which in no way discredits the agency, 
public officials, or other employees. 

 
SRPEDD expects its employees to perform their jobs and conduct themselves in a manner 
consistent with agency standards and policies.  However, when violations or problems occur, 
disciplinary action will result.  Commission of any of the following acts by an employee while 
performing SRPEDD duties may result in disciplinary action up to and including termination: 

 
1. violation of any SRPEDD policy; 
2. misrepresentation, falsification or omission on the employment application or resume 

or other information on which hiring decisions was based; 
3. falsification of records, including signing in or out for another employee or allowing 

another employee to sign in or out for you; 
4. engaging in fraud; 
5. failure to perform job assignments satisfactorily and efficiently; 
6. engaging in unprofessional conduct, including comments; 
7. failure to follow safety rules or to report unsafe actions or conditions; 
8. unexcused absences; 
9. excessive or patterned absenteeism or lateness; 
10. revealing or making available any information of a confidential nature to any person 

not authorized or entitled to receive it; 
11. stealing, theft, or misappropriation of citizen, employee, or SRPEDD property; 

unauthorized removal of any of the above; 
12. misuse, destruction, or damage of the property of the agency, any employee, or 

citizen; 
13. malingering, loitering, or sleeping on the job; 
14. reporting for duty impaired by alcohol or drugs, including prescription or otherwise 

legal drugs, that may result in an employee being impaired; 
15. engaging in behavior that could violate the Sexual Harassment policy; 
16. gambling while on duty or on SRPEDD premises; 
17. possession of weapon not required by duties; 
18. provoking or instigation of a fight with another employee or any other person during 

working hours or on SRPEDD property; 
19. insubordination; and 
20. conduct contrary to the best interest of the District, its residents or employees while 

on or off duty. 
 
 

 EMPLOYEE GRIEVANCE PROCEDURE 
 
SRPEDD’s grievance procedure is available to an employee who believes that his or her superior 
or other supervisory employee has violated an established policy or procedure of the agency.  
The grievance procedure does not apply to employee evaluations or disciplinary actions. 
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Should any employee feel aggrieved by an action or inaction of his or her superior(s) that is 
subject to the grievance procedure, and should the employee desire to complain regarding this 
grievance, the following procedures will be followed: 
 

 The employee will attempt to solve the matter with his immediate supervisor who 
may bring the matter to a higher authority or directly to the Executive Director.  This 
is intended as an informal, personal process, and no records will be kept in the 
employee's personnel file. 

 
 Should the personal approach prove unsatisfactory to the employee, a letter stating 

the complaint and justifying it will be submitted to the immediate supervisor who will 
comment upon it in writing and forward it to the Executive Director (with copies to 
the Personnel Committee) for resolution, which will include a personal conference. 
 

 If the complaint is not resolved after following Sections IX.A. and IX.B. above (or if the 
grievance is against the Executive Director), the Executive Director (or employee with 
the complaint) will promptly forward all correspondence on the matter, along with 
his/her own written comments, to the Personnel Committee for resolution in an 
expeditious manner.  The employee may at this time request a formal hearing before 
the Personnel Committee through the Executive Director (or Committee Chair). 
 

 The decision of the Personnel Committee will be final.  The Personnel Committee 
may, in its discretion, seek guidance from the Commission on matters of policy before 
finally acting on a grievance. 
 

 Reasonable variations in this procedure may be made depending upon the urgency 
of the situation, but in no case will any employee, other than the Executive Director, 
have any direct or indirect recourse to any member of the Commission or its 
committees without prior written request to the Executive Director. 
 

 All correspondence, official minutes, and reports on final disposition of the matter 
will be made available to the employee, and it may be made a part of the employee's 
personnel file, if so decided by the Personnel Committee or requested by the 
employee. 
 

 

 DISCRIMINATION PREVENTION POLICY  
 
SRPEDD recognizes the right of individuals to work and advance based on merit, ability, and 
potential without regard to their race, color, religion, national origin, ancestry, sex, gender 
identity, age, handicap (disability), participation in discrimination complaint-related activities, 
sexual orientation, genetics, or active military or veteran status, or any other basis prohibited 
under applicable law.  Non-discrimination and equal opportunity will be the policy of SRPEDD in 
all of its employment programs and activities. 
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SRPEDD’s policy is to: 
 

 Recruit, hire, and promote in all job classifications without regard to race, color, 
religion, national origin, ancestry, sex, gender identity, age, handicap (disability), 
participation in discrimination complaint-related activities, sexual orientation, 
genetics, or active military or veteran status or any other basis prohibited under 
applicable law. 
 

 Make decisions about employment to encourage the development of a diverse 
workforce. 
 

 Ensure that employment and promotion decisions are made in accordance with the 
principles of equal employment opportunity, by imposing only valid, job-related 
requirements for employment and promotional opportunities. 
 

 Ensure that all other personnel actions such as compensation, benefits, transfers, 
layoff, recall, training, tuition assistance, and social and recreational programs will be 
administered without regard of race, color, religion, national origin, ancestry, sex, 
gender identity, age, handicap (disability), participation in discrimination complaint-
related activities, sexual orientation, genetics, active military or veteran status, or any 
other basis prohibited under applicable law. 
 

 Prohibit any kind of harassment based on race, color, religion, national origin, 
ancestry, sex, gender identity, age, handicap (disability), participation in 
discrimination complaint-related activities, sexual orientation, genetics, active 
military or veteran status or any other basis prohibited under applicable law. 

 
 

 DISABILITY DISCRIMINATION PREVENTION POLICY 
 
SRPEDD will not discriminate against people with disabilities in any employment practices or in 
terms, conditions, or privileges of employment, including, but not limited to: application, 
testing, hiring, assignment, evaluation, disciplinary action, training, promotion, medical 
examination, layoff/recall, termination, compensation, leaves, or benefits. 
 
SRPEDD will make reasonable accommodation to the known physical or mental limitations of a 
qualified applicant or employee with a disability unless such action would cause an undue 
hardship to the operations of SRPEDD. 
 

 PROCEDURES FOR ESTABLISHING STANDARDS 
 

SRPEDD has and will continue to establish bona fide occupational qualifications for each 
position, including the education, skills, and work experience required, and the physical, 
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mental, and environmental standards necessary for job performance, health, and safety.  
Such standards are job-related and consistent with business necessity. 

 
 REASONABLE ACCOMMODATION PROCEDURES 

 
1. SRPEDD will provide reasonable accommodation to the known physical or mental 

limitations of a qualified applicant or employee unless such accommodation will 
impose undue hardship on SRPEDD.  
 

2. SRPEDD will provide reasonable accommodation to ensure equal employment 
opportunity in the application process; to enable a qualified individual with a disability 
to perform the essential functions of the job; and to enable an employee with a 
disability to enjoy equal benefits and privileges of employment. 
 

3. SRPEDD need not provide reasonable accommodation for an individual who is 
otherwise not qualified for a position. 
 

4. The duty to provide reasonable accommodation is ongoing and may arise any time 
that an employee’s job changes. 
 

5. It is the obligation of the individual with the disability to request the accommodation. 
 

 NON- DISCRIMINATION IN THE HIRING PROCESS 
 

1. Job Advertisements and Notices.  Recruitment information should highlight the 
essential functions of the job. 

 
2. Accessibility of Job Information.  Information about job openings should be accessible 

to people with different types of disabilities.  SRPEDD is not obligated to provide 
written information in alternative formats in advance, but will make such available 
upon request. 
 

3. Recruitment.  Consistent with the purpose of the ADA, SRPEDD will continue to extend 
its outreach to include candidates with disabilities. 

 
 PRE-EMPLOYMENT INQUIRIES 

 
1. The ADA prohibits any pre-employment inquiries about an applicant’s disability.  This 

prohibition does not prevent an employer from obtaining necessary information 
regarding an applicant’s qualifications, including medical information necessary to 
assess such qualifications and to ensure health and safety on the job. 
 

2. Before making a job offer, SRPEDD may ask questions about an applicant’s ability to 
perform specific job functions and may make a job offer that is conditioned on 
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satisfactory results of a post-offer medical examination or inquiry.  SRPEDD may not 
make inquiries about specific disabilities. 

 
 HEALTH AND SAFETY CONSIDERATIONS 

 
Even if the applicant is qualified to perform the job, SRPEDD may deny employment if such 
employment would pose a direct threat to the health and safety of the individual or others, 
if such threat cannot be eliminated through reasonable accommodation.  Such 
determination must be made by the Executive Director or his/her designee after careful 
review of the circumstances. 

 
 NON-DISCRIMINATION IN OTHER EMPLOYMENT PRACTICES 

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

aspects of employment, including opportunities for advancement.  As a result, current 
employees applying for promotions may not be discriminated against based upon 
disability. 
 

2. Employees with disabilities will be provided equal opportunity to participate in 
training to improve job performance and will be provided opportunities for 
advancement.  Training opportunities will not be denied because of the need to make 
a reasonable accommodation unless the accommodation would create an undue 
hardship for SRPEDD. 
 

3. SRPEDD will hold employees with disabilities to the same standards of performance 
as other similarly situated employees. 
 

4. SRPEDD will not reduce the pay of an employee with a disability because of the 
elimination of a marginal job function, or because it has provided a reasonable 
accommodation at its expense.  However, an employee who is reassigned to a lower 
paying job may be paid the corresponding lower salary. 
 

5. SRPEDD will provide the same coverage to its employees regardless of disability. 
 

6. SRPEDD will not refuse to grant a leave to an employee with a disability if other 
employees are granted comparable types of leave. 
 

7. SRPEDD may not do anything through a contractual relationship that it cannot do 
directly. 

 
 DRUG AND ALCOHOL ABUSE 

 
1. SRPEDD will discharge or deny employment to current illegal users of drugs, in 

accordance with existing policy. 
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2. An employee who is an alcoholic is considered to be a person with a disability under 

the terms of the ADA.  However, SRPEDD may discipline, discharge or deny 
employment to an alcoholic whose use of alcohol adversely affects job performance 
or conduct to the extent that he or she is “not qualified” for the position. 
 

3. Persons addicted to drugs, but who are no longer using drugs illegally and who are 
receiving treatment for drug addiction, or who have been rehabilitated successfully, 
are protected from discrimination by the ADA. 
 

4. SRPEDD may ask questions regarding the use of alcohol or illegal use of drugs.  
However, the employer may not ask whether the applicant is a drug addict or alcoholic 
or whether he/she has ever been in a drug or alcohol rehabilitation program. 

 

 

 PREGNANT WORKERS FAIRNESS ACT POLICY 

In accordance with the Pregnant Workers Fairness Act (“the Act”) G.L. c. 151B, §4, SRPEDD will 
not discriminate on the basis of pregnancy and pregnancy-related conditions, such as lactation 
or the need to express breast milk for a nursing child.  SRPEDD will provide reasonable 
accommodations in accordance with the Act.  

 

 DISCRIMINATION GRIEVANCE PROCEDURE 
 
The purpose of this procedure is to encourage local resolution of grievances concerning 
employment.  It is important to note that a grievant is not required to exhaust SRPEDD’s 
procedures prior to filing a state or federal complaint or taking court action. 
 
Anyone who feels that he or she has been discriminated against by SRPEDD on the basis of their 
race, color, religion, national origin, ancestry, sex, gender identity, age, handicap (disability), 
participation in discrimination complaint-related activities, sexual orientation, genetics, active 
military, or veteran status or any other basis prohibited under applicable law in employment 
practices, may file a grievance. 
 
The grievance should be in writing and should contain information about the alleged 
discrimination such as the name, address, phone number of grievant and location, date, and 
description of the problem.  Reasonable accommodation, such as personal interviews or a tape 
recording of the complaint, will be made available for persons with disabilities who are unable to 
submit a written complaint. 
 
The grievant should first attempt to resolve the grievance at the level of the department 
manager.  The department manager will notify the Executive Director if such a grievance is 
submitted. 
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If the grievance is not resolved to the satisfaction of the grievant, if the department manager 
lacks authority or jurisdiction to correct the problem, or if the grievance is against the Executive 
Director, the grievance should be submitted by the grievant or his/her designee as soon as 
possible to the Executive Director (or the Equal Opportunity Officer). 
 
 

 DRESS CODE 
 
SRPEDD employees are required to dress in an appropriate manner that is consistent with their 
work environment and not distracting to other employees or the public.  Employees should take 
pride in their appearance by looking neat and clean at all times, keeping in mind that their role 
with SRPEDD requires an acceptable appearance. 
 
“Business casual” attire is appropriate for SRPEDD’s work environment.  Employees will endeavor 
to refrain from wearing items that fall into the following categories: 
 

 tee shirts, tank tops, or halter tops; 
 clothing with pictures or logos that violate the Discrimination or Sexual Harassment 

policy; 
 micro or mini-skirts; 
 hats, visors, or related head gear; 
 clothing made from sheer material or which reveal undergarments; 
 jeans, shorts, sweatpants, sweat shirts (hooded and non-hooded), track pants, cargo 

pants; and 
 flip flops, or sneakers. 

 
The above list includes items that should not be worn to work.  However, it is not all-inclusive.  
Complaints that arise regarding employee attire will be reviewed on a case-by-case basis. 
 
Clothing that is ripped, tattered, torn, or stained should not be worn.   
 
It is understood that there are employees who work in the field or other places where more 
casual clothing is required.  These employees should use discretion when varying from the above 
listed standards, but are allowed to wear clothing conducive to their specific work environment 
and responsibilities. 
 
Field work that involves employees working near or within a road or traveled way are required 
to wear jeans, work boots, a yellow tee shirt (provided by SRPEDD) and yellow/orange safety 
vest. Hats are permitted as long as they do not contain pictures or logos that violate the 
Discrimination or Sexual Harassment policy.  
 
The employee’s supervisor, department manager, or Executive Director may ask an employee to 
leave the workplace when violations occur.  The employee will not be paid for the time not 
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worked and may be subject to appropriate disciplinary action.  Any questions regarding this policy 
will be directed to the department manager or Executive Director. 
 
 

 DRUG-FREE WORKPLACE 
 

A. It is SRPEDD’s policy to provide a drug-free workplace for all of its employees in 
accordance with the provisions of the United States Drug-Free Workplace Act of 1988 (PL 
100-690 or 41 U.S.C.S. 701-707).   
 

B. Accordingly, SRPEDD hereby notifies every employee that the manufacture, distribution, 
dispensation, possession, or use of a controlled substance is prohibited when employed 
by SRPEDD, including recreational marijuana, which is legal in Massachusetts, but not 
under federal law.  

 
C. Violation of this policy will result in a disciplinary action, including, but not limited to, 

suspension and/or termination. 
 
D. The purpose of establishing a drug-free workplace is to inform SRPEDD employees about: 

 
1. the danger of drug and alcohol abuse in the workplace; 
2. SRPEDD’s policy of maintaining a drug-free workplace; 
3. the availability of drug counseling, rehabilitation, and employee assistance programs; 

and 
4. the consequences of employee drug and alcohol use in the workplace. 

 
E. SRPEDD establishes, as a condition of employment, that each employee must abide by 

the drug-free workplace policy and that each employee must notify the Executive Director 
within five (5) days of any conviction for violation of any federal or state criminal drug 
law.   
 

F. Upon notification by an employee of such a violation, SRPEDD will notify the federal 
funding agency within ten (10) days of receiving notice of the violation and will have up 
to thirty (30) days, from the time of notification by the employee of a conviction, to take 
appropriate personnel action, up to and including discharge. 

 
G. Employees who are taking prescription narcotic medications authorized by a physician 

are required to inform their supervisor if the medication instructions restrict activity that 
may impact the employee’s ability to perform his/her duties.  If an employee is taking a 
prescription narcotic medication authorized by a physician and is able to work and 
perform essential functions, the employee will submit a physician’s note authorizing the 
employee to work and perform essential functions, such as driving and operating 
equipment. 
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H. SRPEDD may require an employee found to be in violation of this policy to participate in 
an approved drug or alcohol abuse assistance rehabilitation program.  

 
I. SRPEDD will make a good faith effort to maintain a drug-free workplace through 

implementation of this policy. 
 
J. Employees having any questions about this policy are invited to discuss their concerns 

with their supervisor.   
 
 

 SMOKE-FREE ENVIRONMENT  
 
Smoking of cigarettes (including e-cigarettes), pipes, cigars, and of any other material that may 
be smoked is prohibited in the offices and common areas of the SRPEDD office, in SRPEDD 
vehicles, and at any work location.  
 
 

 SEXUAL HARASSMENT PREVENTION POLICY  
 

 INTRODUCTION 
 

It is SRPEDD’s goal to promote a workplace that is free of sexual harassment.  Sexual 
harassment of employees occurring in the workplace or in other settings in which employees 
may find themselves in connection with their employment is unlawful and will not be 
tolerated by this organization.  Further, any retaliation against an individual who has 
complained about sexual harassment or retaliation against individuals for cooperating with 
an investigation of a sexual harassment complaint is similarly unlawful and will not be 
tolerated.  To achieve the goal of providing a workplace free from sexual harassment, the 
conduct that is described in this policy will not be tolerated and SRPEDD provides a procedure 
by which inappropriate conduct will be dealt with, if encountered by employees. 
 
Because SRPEDD takes allegations of sexual harassment seriously, any complaints of sexual 
harassment will be responded to promptly and, where it is determined that such 
inappropriate conduct has occurred, SRPEDD management will act promptly to eliminate the 
conduct and impose such corrective action as is necessary, including disciplinary action where 
appropriate. 

 
Please note that while this policy sets forth SRPEDD’s goals of promoting a workplace that is 
free of sexual harassment, the policy is not designed or intended to limit management’s 
authority to discipline or take remedial action for workplace conduct which is deemed 
unacceptable, regardless of whether that conduct satisfies the definition of sexual 
harassment. 

 



 
 

SRPEDD Agency Policies FINAL, Commission 
09/26/18  

 

48 

 

 DEFINITION OF SEXUAL HARASSMENT 
 

In Massachusetts, the legal definition for sexual harassment is sexual advances, requests for 
sexual favors, and verbal or physical conduct of a sexual nature when: 

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

explicitly or implicitly a term or condition of employment or as a basis for employment 
decisions; or 

 

2. such advances, requests, or conduct have the purpose or effect of unreasonably 
interfering with an individual's work performance by creating an intimidating, hostile, 
humiliating, or sexually offensive work environment. 

 
Under these definitions, direct or implied requests by a supervisor for sexual favors in 
exchange for actual or promised job benefits such as favorable reviews, salary increases, 
promotions, increased benefits, or continued employment constitutes sexual harassment. 
 
The legal definition of sexual harassment is broad and, in addition to the above examples, 
other sexually oriented conduct, whether it is intended or not, that is unwelcome and has the 
effect of creating a work place environment that is hostile, offensive, intimidating, or 
humiliating to male or female workers may also constitute sexual harassment. 
 
While it is not possible to list all those additional circumstances that may constitute sexual 
harassment, the following are some examples of conduct, which if unwelcome, may 
constitute sexual harassment depending upon the totality of the circumstances, including the 
severity of the conduct and its pervasiveness: 
 

1. unwelcome sexual advances -- whether they involve physical touching or not;  
 

2. sexual epithets, jokes, written or oral references to sexual conduct, gossip regarding 
one's sex life, comment on an individual's body, comment about an individual's sexual 
activity, deficiencies, or prowess; 

 

3. displaying sexually suggestive objects, pictures, cartoons; 
 

4. unwelcome leering, whistling, brushing against the body, sexual gestures, suggestive 
or insulting comments; 

 

5. inquiries into one's sexual experiences; and 
 

6. discussion of one's sexual activities. 
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 RETALIATION 
 

All employees should take special note that, as stated above, retaliation against an individual 
who has complained about sexual harassment, and retaliation against individuals for 
cooperating with an investigation of a sexual harassment complaint is unlawful and will not 
be tolerated by this organization. 

 
 COMPLAINTS OF SEXUAL HARASSMENT 

 
If any employee believes that he or she has been subjected to sexual harassment, the 
employee has the right to file a complaint, which may be done in writing or orally. 
 
If an employee would like to file a complaint, he or she may do so by contacting the Executive 
Director.  The Executive Director will be able to provide information to the employee about 
our policy on sexual harassment and the complaint process. 

 
 SEXUAL HARASSMENT INVESTIGATION 

 

When a complaint is received, management will promptly investigate the allegation in a fair 
and expeditious manner.  The investigation will be conducted in such a way as to maintain 
confidentiality to the extent practicable under the circumstances.  The investigation will 
include a private interview with the person filing the complaint and with witnesses.  The 
person alleged to have committed the sexual harassment will also be interviewed.  When the 
investigation is completed, management will, to the extent appropriate, inform the person 
filing the complaint and the person alleged to have committed the conduct, of the results of 
that investigation. 
 
If it is determined that inappropriate conduct has occurred, prompt action will be taken to 
eliminate the offending conduct, and where it is appropriate, disciplinary action will also be 
imposed. 

 
 DISCIPLINARY ACTION 

 
If it is determined that inappropriate conduct has been committed by an employee, 
appropriate action under the circumstances will be taken.  Such action may range from 
counseling to termination from employment and may include such other forms of disciplinary 
action as is deemed to be appropriate under the circumstances. 

 
 STATE AND FEDERAL REMEDIES 

 
In addition to the above, if an employee believes he or she has been subjected to sexual 
harassment, he or she may file a formal complaint with either or both of the government 
agencies set forth below.  Using the SRPEDD complaint process does not prohibit an 
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employee from filing a complaint with these agencies.  Each of the agencies has a short time 
period for filing a claim (EEOC - 300 days; MCAD - 300 days). 
 

 

MCAD Boston Office EEOC Boston Office 
 

One Ashburton Place 
Sixth Floor, Room 601 Boston, MA 02108  
Phone: 617-994-6000  
TTY: 617-994-6196 

John F. Kennedy Federal Building  

475 Government Center Boston, MA 

02203  
Phone: 1-800-669-4000  
Fax: 617-565-3196  
TTY: 1-800-669-6820 

 
 

 SOCIAL NETWORKING POLICY 
 

A. INTRODUCTION 
 

This Policy is intended to provide guidance about the personal use of social networking sites 
during non-work hours and on equipment not belonging to SRPEDD.  Use of such social 
networking sites during work hours or on equipment owned and/or maintained by SRPEDD 
is strictly prohibited, unless being used for work purposes as assigned by an employee’s 
supervisor.   

 
B. PURPOSE 

 
Because of SRPEDD’s substantial interest in maintaining a professional, collegial, confidential, 
and impartial workplace, it is imperative that all SRPEDD employees who engage in use of 
social networking sites, accept the terms of this policy and any such additional related policies 
that may be issued by SRPEDD.  Employees are expected to act in a positive manner and 
contribute to a productive work environment that is free from harassing or disruptive activity.  
Employees are encouraged to remember that information posted on the internet can be 
easily traced back to its author and should think before posting information to any online 
source.  Statements made by employees pursuant to their official duties are not insulated 
from discipline because they occurred on social networking sites.  The list of social networking 
sites will be deemed to include any social networking sites in existence at the time this policy 
is reviewed by the employee or created thereafter.   

 
C. GUIDELINES FOR USAGE 

 
1. Professional Judgment.  Employees are encouraged to use professional judgment at 

all times regarding personal use of social networking sites.  In using social networking 
sites, employees should always be respectful to co-workers, residents, or persons 
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seeking assistance from SRPEDD.  Employees should not disclose confidential 
information, engage in any unlawful activity, or convey information that is disparaging 
or defamatory while using social networking sites, and should refrain from making 
comments or statements based upon race, color, gender, national origin, religion, 
ancestry, age, sexual orientation, disability, maternity leave, genetics, active military 
status, or another basis prohibited under state or federal anti-discrimination statutes.  
Such statements or comments occurring online and/or through use of social 
networking sites will not be tolerated. 

 
2. Improper Practices.  It is not possible to list all the circumstances that may constitute 

violations of this policy.  Activities and/or actions which are considered offensive are 
messages or material which contain nudity, sexual references or implications, sharing 
demeaning pictures, cartoons or jokes; racial or ethnic slurs or other comments that 
inappropriately address someone’s race, color, gender, national origin, religion, 
ancestry, age, sexual orientation, disability, maternity leave, genetics, active military 
status, or another basis prohibited under state or federal anti-discrimination statutes. 

 
3. Disciplinary Action.  The department manager will evaluate any suspected violations 

of this policy on a case-by-case basis.  A violation of this policy or any attempt to 
bypass or to circumvent this policy may result in disciplinary action ranging from a 
verbal warning up to discharge from employment.  Violations of this policy may also 
result in referral of a case to the appropriate authorities for civil or criminal 
prosecution. 

 
D. VIOLATIONS OF POLICY 

 
Violation(s) of this policy may result in disciplinary action being taken against the employee, 
up to and including termination from employment.  Employees will report violations of this 
Policy to their supervisor, or in the case of department managers, directly to the Executive 
Director.  Retaliation against another user for reporting a violation or violations of this Policy 
is strictly prohibited by SRPEDD. 

 
 

 TRAVEL EXPENSE REIMBURSEMENT POLICY  
 

 PURPOSE AND SCOPE 
 

The purpose of this policy is to set forth the guidelines for reimbursement or compensation 
for employee use of personal vehicles; the guidelines under which SRPEDD vehicles will be 
authorized to SRPEDD personnel; and the guidelines under which SRPEDD vehicles may be 
used. 
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 APPLICABILITY 
 

The provisions of this policy, which relate to expense reimbursement, apply to all employees 
in SRPEDD service.   

 
 DEFINITIONS 

 
1. Expense Reimbursement – that payment for approved expenses relating to personal 

travel in service of the SRPEDD upon receipt of written documentation.  Expense 
reimbursement is not considered to be a salary item. 

 
2. SRPEDD Vehicle – those automobiles, trucks, vans, or other self-propelled equipment 

owned, rented, or leased by SRPEDD and licensed for travel on the public way. 
 

3. Personal Automobile – that automobile owned or available for private use by the 
employees. 

 
4. Other travel expenses - those additional expenses incurred by an employee in service 

of SRPEDD that are eligible for reimbursement subject to the conditions in this policy, 
include meal expenses, tolls, parking, fees for travel by air, train, bus, vehicle-sharing 
service (including taxis), and hotel costs.   

 
5. Mileage Rate – the rate of reimbursement per mile driven allowed by the Internal 

Revenue Service. 
 

 GENERAL 
 

1. All travel must be approved by the appropriate supervisor or Executive Director. 
 

2. All out-of-state overnight travel requires prior approval by the Executive Director.  
When grant conditions require, employees will also obtain prior approval from the 
funding agency.   

 
3. Approved employee travel expenses must be submitted to their supervisor and 

forwarded to the designated financial staff within the first week of the month 
following the month in which the expense is incurred.  Approved employee travel 
expenses and mileage allowances must be itemized on an employee Expense Report 
showing the “lesser of the two” travel distances per contract and IRS requirements 
for trips that originate or end at a non-work-related location.  These expense reports 
are then submitted to their supervisor for approval.  Receipts are to be included with 
monthly Expense Reports for all expenses, mileage allowance excluded (see section 
D.2.b.).  The employee’s supervisor may waive the requirement for a receipt if 
circumstances prevent getting a receipt.   
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4. To the extent possible, all travel and travel-related expenses identifiable with specific 
contracts or grants will be charged directly to the appropriate contract. 

 

5. Transportation 
 

 The actual cost of fares is allowed for all reasonable necessary public 
transportation; however, alternative methods of travel should be investigated for 
cost and convenience. 

 The allowance for the use of privately-owned vehicles on authorized travel will be 
the same as allowed by the Internal Revenue Service.  The same rate will apply 
when travel is for field activities and installing, maintaining, or collecting traffic 
counters.  Documentation should include number of miles, destination, and 
purpose of trip.  Odometer readings or on-line mapping programs may be used to 
determine mileage.  Any major deviation from on-line mapping programs will be 
disallowed unless satisfactory explanation of the charge is made to the employee’s 
supervisor or designated financial staff.  Supervisors will insure that all reasonable 
care is taken to combine trips to minimize travel time and mileage.   

 When travel exceeds 200 miles for one trip, the reimbursement to employees will 
be made at the equivalent lowest cost of reasonable transportation.  This should 
be cleared in advance with the Executive Director.   

 Payments of one-half the travel costs are authorized for applicants who are 
interviewed for employment with SRPEDD provided that the travel is more than 
200 miles round-trip, that the payment is authorized in advance by the Executive 
Director, and that the applicant accepts the employment if offered.  If the 
applicant does not accept the position he/she will receive no reimbursement.  If 
the applicant is not offered the position, he/she will receive reimbursement. 

 There will be no payment of expenses to staff for moving into the District. 
 The Finance Committee may waive restrictions to travel expense reimbursement 

as deemed appropriate in the search for an Executive Director. 
 

6. Travel-Related Expenses 
 

 If an employee does not go home for dinner, he or she may charge up to $20.00 
for the evening meal subject to the conditions below.  Mileage may be charged 
provided the “lesser of the two” mileage calculation (section D.2.b.) is so noted on 
the Expense Report.   

 Meal charges may be paid when the employee is required to be away from the 
office by the nature of the employee’s work assignment.  Meal charges will be 
allowed as follows: 
 
i. Breakfast and lunch are reimbursable expenses only if an employee is on 

travel greater than or equal to twenty-four (24) hours. 
 

ii. Dinner will be a reimbursable expense only if an employee is away from the 
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office for a duration ending two (2) or more hours after normal scheduled 
work hours and the maximum dinner allowance is $20.00.   

iii. Alcoholic beverages are not allowable for inclusion with meal charges. 
iv. Any other meal charges not specifically stipulated herein will be allowed only 

with approval of the Executive Director. 
v. For travel that requires an overnight stay, maximum meal allowances for 

travel are as follows or as complies with existing contract allowances: 
breakfast $5.00; lunch $10.00; dinner $20.00. 

vi. If travel is out-of-state, the maximum total per diem costs, is $60.00 and may 
include meal expenses that exceed the above stated maximums.  

 

 Other 
 

i. Other expenses not previously mentioned may be charged only with the 
specific approval of the supervisor or Executive Director and receipts must 
be obtained.  The employee’s supervisor or Executive Director may waive 
the requirement for a receipt if circumstances prevent getting a receipt.  

ii. Receipts must be obtained for the following: air fares, lodging, meeting 
registrations, and other expenses that pertain to the employee’s attendance 
at a conference or training.   

 
 

 SRPEDD VEHICLE POLICY 
   

 SRPEDD VEHICLE   
 
SRPEDD owns a vehicle for staff use in the service of SRPEDD and is to be used for legitimate 
SRPEDD business only.   

 
1. In order to be eligible to use the SRPEDD vehicle, a staff member must first be included 

on the agency’s insurance policy.  Eligibility will be determined solely by, and at the 
discretion of, the Executive Director and the Transportation Planning Manager.  

 

2. Traffic counting use will take precedence over all other uses. 
 

3. All drivers will need to go through a brief orientation before use.    
 

 GENERAL RULES GOVERNING SRPEDD VEHICLE USE 
 

1. All SRPEDD office policies are to remain in effect while in or using the vehicle.  This 
includes no impaired driving and no smoking. 
 

2. A vehicle log will be kept in the vehicle and must be completed and signed for every 
trip made in the vehicle.   
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3. The SRPEDD vehicle will not be used to transport any individual who is not directly or 
indirectly related to agency business.  Passengers will be limited to SRPEDD employees 
and individuals who are directly associated with agency work activity (committee 
members, consultants, contractors).  Family members will not be transported in the 
SRPEDD vehicle. 
 

4. The SRPEDD vehicle should contain only those items for which the vehicle is designed.  
SRPEDD will not be liable for the loss or damage of any personal property transported 
in the vehicle. 
 

5. Employees are expected to keep the SRPEDD vehicle clean and to report any 
malfunction or damage to the vehicle manager immediately. 
 

6. Drivers are requested to make every effort to conserve gasoline when using the 
vehicle (i.e. no excessive idling, acceleration, etc.) 
 

7. Employees must wear seatbelts during operation of the vehicle. 
 

8. Employees may not operate SRPEDD vehicles under the influence of alcohol, illegal 
drugs, legal drugs, recreational marijuana, or prescription drugs or medications that 
may interfere with effective and safe operation. 
 

9. Employees who operate SRPEDD vehicles must have a valid motor vehicle license and 
may be required to provide proof of valid motor vehicle license annually.  
 

10. Employees driving SRPEDD vehicles will obey all applicable traffic and parking 
regulations, ordinances, and laws. 

 
11. Employees who incur parking or other fines in SRPEDD vehicles will generally be 

personally responsible for payment of such fines, unless the Executive Director 
approves the payment of such fines by SRPEDD. 

 

12. Employees who are issued citations for any offense while using a SRPEDD vehicle must 
notify her/his supervisor immediately when practicable, but in no case later than 24 
hours.  Failure to provide such notice will be grounds for disciplinary action. 

 

13. An employee who is required to drive in the performance of his/her duties must 
immediately inform the Executive Director if his/her license to operate a motor 
vehicle has been suspended or revoked, but in no case later than 24 hours.  Loss of 
license may result in discipline, up to and including termination.  
 

14. In some instances, it may be appropriate for the user of the vehicle to keep the vehicle 
overnight at their home or another location (e.g. conference hotel).  In such instances, 
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the vehicle manager will be required to give advance permission, consistent with 
SRPEDD’s insurance requirements.   
 

 VEHICLE MANAGER 
 

The Executive Director or Transportation Planning Manager will appoint a staff member 
as vehicle manager to be responsible for the SRPEDD vehicle’s use and maintenance.   

 
1. The vehicle manager will have custody of the vehicle keys at all times when it is not in 

use.  A second set of keys will be kept in the petty cash box in the finance director’s 
office.  
 

2. The vehicle manager will oversee all gasoline purchases.  Staff will use the SRPEDD 
credit card assigned to the transportation section for gasoline and other vehicle-
related purchases. A receipt is necessary and must be submitted to the vehicle 
manager for all gasoline purchases and maintenance costs incurred for SRPEDD 
vehicle.  

 
 SANCTIONS 

 
Failure to comply with all provisions of this policy may result in disciplinary action up to and 
including removal of SRPEDD vehicle privileges, suspension, and/or termination. 
 
 

 WHISTLEBLOWER PROTECTION  
 

 This policy is adopted pursuant to, and in accordance with the Massachusetts 
Whistleblower Protection Act, 1992, Massachusetts General Laws, Chapter 149, 
section 185 (the “Act”) and is designed specifically to protect such conduct and 
provide such remedies as are set forth in the Act. It is the policy of SRPEDD: 

 
1. To encourage the reporting by its employees of improper governmental action taken 

by SRPEDD officers or employees; and 
 

2. To protect SRPEDD employees who have reported improper government actions in 
accordance with this policy. 

 
 SRPEDD encourages the reporting of improper governmental action taken by any 

SRPEDD officers or employees and the reporting of retaliatory actions for such 
reporting. SRPEDD encourages initial reporting to allow for expeditious resolution of 
all such matters and to minimize any adverse impacts of the improper action.  This 
policy states SRPEDD’s procedures for reporting improper governmental action and 
for protecting employees against retaliatory actions. 
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 SRPEDD employees who obtain knowledge of facts demonstrating improper 
governmental actions will raise the issue first with their department manager, the 
Executive Director, or the appropriate governmental agency responsible for 
investigating such improper action.  If requested by the department manager or the 
Executive Director, the employee will submit a written report to SRPEDD stating, in 
detail, the basis for the employee’s belief that an improper governmental action has 
occurred. 

 
 In the case of an emergency, the employee may report the improper governmental 

action directly to a person or entity that is not the person’s department manager, the 
Executive Director, or other governmental agency.  In all other cases, the employee 
must first follow the reporting procedure outlined above. 

 
 An employee is not required to comply with the above procedure if he/she: 

 
1. Is reasonably certain that the activity, policy, or practice is known to one or more 

SRPEDD supervisors and the situation is emergency in nature;  
 

2. Reasonably fears physical harm because of the disclosure provided; or 
 

3. Makes the disclosure to a public body for the purpose of providing evidence of what 
the employee reasonably believes to be a crime. 

 
 SRPEDD employees who fail to make a good-faith attempt to follow this policy in 

reporting improper governmental action will not receive the protections provided 
under this policy or the Act.  Employees who make false reports may be subject to 
the disciplinary action, up to and including termination. 

 
 The department manager or the Executive Director will take prompt action to assist 

SRPEDD in properly investigating the report of improper governmental action.  
SRPEDD officers, managers, and employees involved in the investigation will keep the 
identity of reporting employee confidential to the extent possible under the law, 
unless the employee authorizes the disclosure of his or her identity in writing.  After 
an investigation has been completed, the employee reporting the improper 
governmental action will be advised of the summary of the results of the 
investigation.  Personnel actions taken as a result of the investigation may be kept 
confidential. 

 
 SRPEDD officers, managers, and employees are prohibited from taking retaliatory 

action against the SRPEDD employee because he or she has in good faith reported an 
improper governmental action in accordance with this policy. 

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

improper governmental action should advise their department manager or the 
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Executive Director.  SRPEDD officers and managers will take appropriate action to 
investigate and address complaints of retaliation.  If the department manager or the 
Executive Director does not satisfactorily resolve an employee’s complaint that he or 
she has been retaliated against in violation of this policy, the employee, in accordance 
with the Act, may, within two (2) years, institute a civil action in the Superior Court.  
Any party to said action will be entitled to claim a jury trial.  All remedies available in 
common law tort actions will be made available to prevailing plaintiffs.  These 
remedies are in addition to any legal or equitable relief provided herein. 

 
 The Executive Director is responsible for implementing SRPEDD’s policies and 

procedures: (1) for reporting improper governmental actions, and (2) for protecting 
employees against retaliatory actions.  SRPEDD officers and managers are responsible 
for insuring that this policy is fully implemented within their areas of responsibility.  
Violations of this policy may result in appropriate disciplinary action, up to and 
including termination. 

 
 

 WORKPLACE SAFETY 
 

 GENERAL POLICY 
 

SRPEDD will endeavor to provide and maintain safe working conditions.  As appropriate, 
employees will be provided with necessary safety equipment, including vehicle seat belts.  
Employees will be required to wear and use safety equipment at all times while undertaking 
the work for which the equipment is furnished.  There will be no exceptions. 

 
 SAFETY BELTS 

 
All SRPEDD employees are required to wear safety belts when operating or riding in SRPEDD 
owned or leased vehicles or in other vehicles, including personal vehicles, while engaged in 
agency-related business.  

 
 SMOKING PROHIBITION 

 
Smoking is not allowed in any publicly owned or leased building or vehicle. 

 
 CELL PHONE USE & TEXTING 

 
Employees will comply with all federal and state laws regarding the usage of cell phones, 
texting, and other electronic and/or telecommunicating equipment while operating a vehicle.  
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 RESPONSIBILITIES OF DEPARTMENT HEADS AND EMPLOYEES 
 

1. Department managers and supervisors will be responsible for safe working areas; 
recommend correction of deficiencies noted in work procedures, facilities, safety 
clothing or equipment, or conduct; ensure the availability and utilization of 
appropriate protective clothing and equipment; observe working conditions and field 
procedures to prevent possible safety hazards; and investigate and report all 
accidents promptly. 
 

2. Each employee will observe all safety rules, operating procedures, and safety 
practices; use personal protective equipment; report unsafe areas, conditions, or 
other safety problems; and report all accidents promptly to the appropriate 
supervisor. 

 
 DISCIPLINARY ACTION  

 
Employees violating safety rules, practices, and policies may be subject to disciplinary action, 
up to and including termination. 

 
 

 WORKPLACE VIOLENCE PREVENTION 
 

 The purpose of this policy is to establish a SRPEDD standard that will encourage and 
foster a work environment that is characterized by respect and healthy conflict 
resolution; to reduce the potential for violence in and around the workplace; to 
mitigate the negative consequences for employees who experience or encounter 
violence in their work lives; and to ensure that appropriate resources are available to 
employees who may be victims of workplace violence or who may be perpetrators of 
workplace violence. 

 
 It is the SRPEDD policy to promote a safe environment for its employees.  SRPEDD is 

committed to working with its employees to maintain a work environment free from 
violence, threats of violence, harassment, intimidation, and other disruptive 
behavior. 

 
 Violence, threats, harassment, intimidation, and other disruptive behavior in the 

workplace will not be tolerated.  All reported incidents will be taken seriously and will 
be dealt with appropriately.  Such behavior can include not only acts of physical 
violence, but also oral or written statements, gestures, or expressions that 
communicate a direct or indirect threat of physical harm. 

 
 Individuals who commit such acts may be removed from the premises and may be 

subject to criminal prosecution.  Employees may also be subject to disciplinary action, 
up to and including termination.  
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 SRPEDD needs the cooperation of all employees to implement this policy effectively 

and to maintain a safe working environment.  Employees should not ignore violent, 
threatening, harassing, intimidating, or other disruptive behavior.  Employees who 
observe or experience such behavior by anyone on SRPEDD property should report 
the incident immediately to a supervisor or department head, whether or not the 
alleged offender is a SRPEDD employee.  Supervisors and department managers who 
receive such reports should contact the Executive Director immediately for response. 
Threats or assaults that are of an emergency nature and require immediate attention 
should first be reported to the Police Department via 911. 

 
 SRPEDD is committed to providing a safe environment for working and conducting 

business, in so far as is reasonably possible given available resources.  SRPEDD will 
not tolerate acts of violence committed by or against SRPEDD employees or members 
of the public on SRPEDD property, or during the performance of agency business, 
regardless of location. 

 
 For the purposes of this policy, the word violence will mean an act or behavior that: 

 
1. is physically injurious or abusive; 

 

2. a reasonable person would perceive as obsessively directed (e.g. an intensely focused 
grudge, grievance, or romantic interest in another person) and reasonably likely to 
result in harm or threats of harm to persons or property;  

 

3. consists of a communicated or reasonably perceived threat to harm another 
individual or in any other way endanger the safety of the individual; 
 

4. is a behavior or action that a reasonable person would perceive as menacing;  
 

5. involves carrying or displaying weapons, destroying property, or throwing objects in a 
manner reasonably perceived to be threatening; or  
 

6. consists of a communicated or reasonably perceived threat to destroy property. 
 

 Possession or use by employees of firearms or other items, which may be considered 
dangerous and/or are designed to cause death or serious bodily injury, are prohibited 
on SRPEDD property, in the SRPEDD vehicle, or in any personal vehicle that is used 
for SRPEDD business, or during business hours, except for those employees who are 
engaged in official military or law enforcement activities.  Possession or use of a 
firearm in such circumstances is prohibited, whether or not the employee is licensed 
to carry a firearm or has a Firearm Identification Card (FID). Use of other objects by 
employees, such as, but not limited to, pocketknives, razors, hammers, etc., in a 
dangerous or potentially dangerous manner is also prohibited. 
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 Violent actions on SRPEDD property or facilities, or while on SRPEDD business, will 

not be tolerated or ignored.  Any unlawful violent or non-violent actions committed 
by employees or members of the public on SRPEDD property, or while using SRPEDD 
facilities, will be subject to prosecution, as appropriate.  SRPEDD intends to use all 
reasonable legal, managerial, administrative, and disciplinary procedures to secure 
the workplace from violence and to reasonably protect employees and members of 
the public. 

 
 Department managers and supervisors are responsible for receiving reports of 

incidents of workplace violence, assessing situations, making judgments as to 
appropriate responses, responding to reports of workplace violence, and initiating 
the investigation process.  Department managers will submit all reports to the 
Executive Director. 
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ACKNOWLEDGEMENT OF RECEIPT AND UNDERSTANDING 
 

I am in receipt of the SRPEDD’s Personnel Policies and Code of Conduct.  I received the binder on 
__________________________. (date).  The enclosed policies were explained to me and I had 
an opportunity to review and read the policies. 
 

I understand it is my responsibility to be familiar with and adhere to the provisions of these 
policies. 
 

The policies I reviewed included the following: 
 

PERSONNEL POLICIES 

 EMPLOYMENT INFORMATION ................................................................................................... 8 

 EMPLOYEE CATEGORIES .................................................................................................... 8 

 HOURS OF WORK AND OVERTIME ...................................................................................... 9 

 OVERTIME ...................................................................................................................... 10 

 MEAL & BREAK PERIODS .................................................................................................. 10 

 EMERGENCY CLOSING POLICY .......................................................................................... 10 

 HOLIDAYS ....................................................................................................................... 11 

 JURY DUTY ...................................................................................................................... 11 

 TELECOMMUTING ........................................................................................................... 12 

 RECRUITMENT AND SELECTION ............................................................................................... 13 

 EQUAL EMPLOYMENT OPPORTUNITY/AFFIRMATIVE ACTION ............................................. 13 

 HIRING ........................................................................................................................... 13 

 VACANCY ........................................................................................................................ 14 

 RECRUITMENT ................................................................................................................ 14 

 OFFER OF EMPLOYMENT ................................................................................................. 15 

 SALARY INCREMENTS/BENEFIT LEVELS ............................................................................. 15 

 PROBATIONARY PERIOD .................................................................................................. 16 

 EVALUATIONS ................................................................................................................. 16 

 JOB DESCRIPTION ............................................................................................................ 17 

 PERSONNEL RECORDS ..................................................................................................... 17 

 POLITICAL ACTIVITY ......................................................................................................... 17 

 REFERENCE POLICY ......................................................................................................... 18 

 RETIREMENT ................................................................................................................... 18 

 EMPLOYEE BENEFITS............................................................................................................... 18 

 HEALTH INSURANCE PORTABILITY & ACCOUNTABILITY ACT ............................................... 18 

 HEALTH INSURANCE, DENTAL INSURANCE, FLEX SPENDING ............................................... 21 

 EDUCATIONAL/PROFESSIONAL BENEFIT ........................................................................... 21 

 MEETINGS, CONFERENCES, SEMINARS, AND WORKSHOPS ................................................ 22 

 EMPLOYEE LEAVE ................................................................................................................... 23 

 PAID TIME OFF ................................................................................................................ 23 

 LONG-TERM ILLNESS BENEFIT (Formerly the Sick Leave Bank)............................................ 24 
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 FAMILY AND MEDICAL LEAVE ACT (FMLA) ........................................................................ 25 

 MATERNITY & PATERNITY LEAVE (PARENTAL LEAVE) ......................................................... 27 

 SMALL NECESSITIES LEAVE ACT (SNLA) POLICY .................................................................. 27 

 MILITARY LEAVE .............................................................................................................. 28 

 LEAVE WITHOUT PAY (LEAVE OF ABSENCE)....................................................................... 28 
 

CODE OF CONDUCT 

 ACCESS & USE OF TELECOMMUNICATIONS SYSTEMS ................................................................ 29 

 ANTI-FRAUD POLICY ............................................................................................................... 32 

 ATTENDANCE POLICY STATEMENT ........................................................................................... 35 

I  CONFLICT OF INTEREST AND FINANCIAL DISCLOSURE ............................................................... 36 

 CONSOLIDATED OMNIBUS BUDGET RECONCILIATION ACT (COBRA) .......................................... 37 

 CRIMINAL & SEXUAL OFFENDER RECORDS INFORMATION ........................................................ 37 

 DISCIPLINE ………………………………………………………………………………………………………………………38 

 EMPLOYEE GRIEVANCE PROCEDURE ........................................................................................ 39 

I  DISCRIMINATION PREVENTION POLICY .................................................................................... 40 

 DISABILITY DISCRIMINATION PREVENTION POLICY ................................................................... 41 

 PREGNANT WORKERS FAIRNESS ACT POLICY ............................................................................ 44 

 DISCRIMINATION GRIEVANCE PROCEDURE .............................................................................. 44 

 DRESS CODE ........................................................................................................................... 45 

 DRUG-FREE WORKPLACE ........................................................................................................ 46 

 SMOKE-FREE ENVIRONMENT .................................................................................................. 47 

 SEXUAL HARASSMENT PREVENTION POLICY ............................................................................. 47 

 SOCIAL NETWORKING POLICY ................................................................................................. 50 

 TRAVEL EXPENSE REIMBURSEMENT POLICY ............................................................................. 51 

 SRPEDD VEHICLE POLICY ......................................................................................................... 54 

 WHISTLEBLOWER PROTECTION ............................................................................................... 56 

 WORKPLACE SAFETY ............................................................................................................... 58 

 WORKPLACE VIOLENCE PREVENTION ....................................................................................... 59 

 

 

                     

EMPLOYEE PRINTED NAME                                        EXECUTIVE DIRECTOR PRINTED NAME 
 
                     
EMPLOYEE SIGNATURE            EXECUTIVE DIRECTOR SIGNATURE 
 
                     
DATE               DATE 
 
Note:  A copy of this acknowledgement form will be placed in the employee’s personnel file. 
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SRPEDD ENABLING LEGISLATION, BYLAWS, AND ADMINISTRATIVE POLICIES. 

BRIEF HISTORY OF SRPEDD 

 PRE-SRPEDD   
 

Early in 1954, an informal meeting was held between representatives of several communities 
in southeastern Massachusetts who were concerned about the future of the area and how 
the region might best utilize its existing resources.  At that time, there were relatively few 
metropolitan or regional planning commissions in the nation. However, the number of these 
groups was increasing in response to the need for analyzing problems and planning for 
development on an area wide scale. After several meetings it was agreed that the most 
effective and logical approach would be to establish a regional planning organization, duly 
constituted under Massachusetts law, which would have the task of preparing and adopting a 
Regional Plan and of advising and assisting each constituent community in the application of 
this plan within each city and town.  Also, because there was no group organized on a 
continuing basis to study the wide variety of problems that confront the larger regional area, 
a planning commission charged with this objective was created. 
 
Mr. Alfred Edwards, Fall River City Planner, assisted by Philip Nichols, former Chairman of the 
Massachusetts Federation of Planning Boards' Legislative Committee, drafted the necessary 
legislation which was enacted as Chapter 374, as amended by Chapter 565, Acts of 1955.  This 
has subsequently become Chapter 40B of the Massachusetts General Laws. 
 
Because willing cooperation and mutual effort in the planning process was sought, 
membership in the district body under this law was voluntary; and, of course, all plans, 
proposals, and recommendations of the Commission were advisory only, similar in this 
respect to the general or master plan studies undertaken in individual cities and towns. 
 
On June 8, 1956, the communities of Dartmouth, Dighton, Fall River, Mansfield, Norton, 
Seekonk, Somerset, and Swansea were declared by the Massachusetts Department of 
Commerce as a group of communities "effective for planning purposes" and Southeastern 
Massachusetts Regional Planning District was thus created.  During the next decade Berkley, 
Freetown, Lakeville, Marion, Mattapoisett, New Bedford, and Westport joined the District, so 
that by 1966 membership totaled fifteen. 
 
For a number of years through 1966 membership was static at fifteen, even though the 
Commission's plans and programs included the full jurisdiction of first 23, then 25 local 
government units.  The most significant regional planning trend of 1967 was the decision of 
nine non-member communities to join the District. As of January 1, 1968, Commission 
membership totaled 24. 
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 SRPEDD   
 
Legislation to create a regional planning and economic development district in Southeastern 
Massachusetts was filed in 1968, passed by both Houses in July, and signed into law by 
Governor Volpe on July 18, 1968.  Briefly, this act, Chapter 663, dissolved the old District and 
established its successor District, expanded the jurisdiction to twenty-nine cities and towns or 
whom membership in the district body was made mandatory, placed a ceiling on assessments, 
enlarged the commission to include a chief elected local official or his designee as well as a 
planning board member from each city and town, provided for a twenty-one member citizens 
advisory committee, and expanded the duties and responsibilities of the new body to include 
the undertaking and promotion of economic development.  (Plainville joined the District in 
1970, bringing total municipal involvement in SRPEDD to number thirty.) 
 
Since 1968, one additional substantive legislative amendment was introduced by the SRPEDD 
Commission and advisory committee to provide for up to six additional commission delegates 
to be representative of low-income and minority group interests.  The enactment of Chapter 
755 of the Massachusetts General laws of 1972 and the subsequent implementation by the 
District through an area wide selection caucus was hailed by federal agencies as an innovative 
and successful effort in providing direct citizen participation in the affairs of the Commission 
by representatives of low- income and minority groups. 
 
The Towns of Plymouth (1975), Kingston (1976) and Plympton (1990) withdrew from SRPEDD 
membership joining adjacent Old Colony Planning Council because they felt they were more 
closely associated with the "south shore" communities. This action brought the total 
municipal involvement in SRPEDD to twenty-seven. 
 
In 1982, SRPEDD created the South Eastern Economic Development (SEED) Corporation, a 
non- profit corporation organized for the purpose of making loans to small businesses.  In 
1993, SEED Corporation became financially independent from SRPEDD. 
 
In conjunction with SEED Corporation, SRPEDD purchased the property at 88 Broadway in 
1985 in Taunton, moving from a school on Barnum Street in the city.  The two agencies shared 
the space and expanded it in 1995.  SRPEDD assumed full occupancy and ownership of the 
building in 2000. 
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SRPEDD ENABLING LEGISLATION: M.G.L. c. 40B, as amended 
https://malegislature.gov/Laws/GeneralLaws/PartI/TitleVII/Chapter40B 

 

 M.G.L. C. 40B, S. 1-8 THE REGIONAL PLANNING LAW. 
 
SECTION 1. TITLE OF CHAPTER 

 
This chapter will be designated and may be known as ''The regional planning law''. 

 

SECTION 2. PURPOSE. 
 
The purpose of this chapter is to permit a city or town to plan jointly with cities or towns to 
promote with the greatest efficiency and economy the coordinated and orderly development 
of the areas within their jurisdiction and the general welfare and prosperity of their citizens. 
 

SECTION 2A. REGIONAL OR DISTRICT GROUPINGS; CONSENT TO PLACEMENT 
 
No state agency shall place a city or town individually or severally, within a regional or district 
grouping without the consent of the governing body of such city or town.  The governing body 
in a town shall be the town meeting and in a city, the city council. 
 

SECTION 3: PLANNING DISTRICTS; ESTABLISHMENT; NEW MEMBERS; 
JURISDICTION AREA; RIGHTS AND LIABILITIES 
 
Any group of cities, towns, or cities and towns may, by vote of their respective city councils 
or town meetings, vote to become members of and thus establish a planning district, which 
shall constitute a public body corporate.  After a planning district has been thus established, 
any other city or town within the district area as hereinafter defined may by vote of its city 
council or town meeting apply for admission.  Upon the affirmative vote of two thirds of the 
representatives of the cities and towns comprising the district, said city or town shall become 
a member thereof.  The area of jurisdiction of said district shall be an area defined or 
redefined as an effective regional planning region by the Massachusetts office of business 
development.  All rights, privileges and obligations applicable to the original members of the 
district shall be applicable to the new members. 
 
 
 

https://malegislature.gov/Laws/GeneralLaws/PartI/TitleVII/Chapter40B


 
 

SRPEDD Agency Policies FINAL, Commission 
09/26/18  

 

67 

 

SECTION 4: DISTRICT PLANNING COMMISSIONS; MEMBERSHIP; EMPLOYEES; 
MEETINGS 
 
In each planning district so established there shall be a district planning commission 
consisting of one member of the planning board of each city and town voting to join such 
district, elected annually by said planning board and certified in writing to the district planning 
commission.  Said member may be replaced by a two thirds vote of his planning board before 
the termination of his annual appointment.  In the case of the planning board's failure to elect 
a delegate in any year the previously named delegate shall continue to serve until his 
successor is qualified, as long as he shall remain a member of his local planning board.  There 
may be an alternate designee, who may or may not be a planning board member, who shall 
be a resident of the city or town he represents, appointed annually and certified in writing to 
the district planning commission by the mayor in a city, confirmed by the council, or in the 
case of a city with a plan E form of government, appointed annually by the city manager, or 
in a town by the selectmen or in towns with a manager form of government, by the town 
manager, who may attend meetings of the district planning commission and who shall 
assume the rights and duties of the planning board member in his absence.  The alternate 
designee shall be named in writing to the district planning commission annually in order that 
he may perform the duties and exercise the powers authorized in this section.  In a member 
town which has not established a planning board, the selectmen shall annually appoint a 
member of the district planning commission.  Such district planning commission shall 
annually elect a chairman, a vice chairman, a treasurer, and a clerk from among its members 
and alternate designees, and may elect an assistant clerk, from among such members and 
alternate designees.  The treasurer and assistant treasurer shall give the commission a bond, 
with a surety company authorized to transact business in the commonwealth as surety, for 
the faithful performance of their duties in such sums and upon such conditions as the 
commission may require.  The said commission may employ experts and clerical and other 
assistants.  All meetings of the commission shall be held at the call of the chairman and at 
such other times as the commission may determine.  A quorum of the commission shall 
consist of at least one fourth of the duly named members or alternate designees.  Lack of a 
quorum shall not prevent the members at an officially called meeting from coming to order, 
making motions, discussing or passing a motion to continue said meeting to a later time.  The 
commission shall establish rules of procedure for its activities and shall keep a record of its 
meetings, transactions, resolutions, findings and determinations, all of which shall be public 
records. 
 

SECTION 4A: EXECUTIVE COMMITTEES; ESTABLISHMENT; MEMBERSHIP; 
POWERS AND DUTIES; REPORTS 
 
Upon a two-thirds vote of all of the members of the district planning commission there may 
be established an executive committee, elected annually from the membership of the 
commission, and consisting of the chairman, vice chairman, if one is elected annually by the 
commission, the clerk, the assistant clerk, if one is elected annually, the treasurer and at least 
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one but no more than seven members elected at large from the commission membership 
annually, so that there shall be an uneven number of members of said committee.  Actions 
taken by said executive committee shall be in the name of and on behalf of the commission.  
Such actions may include one or more of the following listed functions, but only if authorized 
by a two-thirds vote of the commission's total membership: employment of technical staff 
members, and other professional and clerical assistants; retention of consultants; the 
disbursement of commission funds based upon a warrant approved by a majority of the 
executive committee; the borrowing of funds in anticipation of receipt of revenue; 
applications for federal, state and local aid; the preparation of reviews and comments on 
proposals of a regional or intercommunity nature, including those referred to the district 
planning commission under the provisions of Section 204 of the Demonstration Cities and 
Metropolitan Development Act of 1966, Title IV of the Inter-Governmental Cooperation Act 
of 1968, and Section 102 of the National Environmental Policy Act of 1969; proposed zoning 
changes near municipal boundaries of member cities and towns; requests for planning 
related advice; and the establishment of various technical advisory committees.  Said 
executive committee shall report its actions to the full commission at least quarterly, and its 
authority to exercise such functions heretofore authorized shall be reconfirmed by a two-
thirds vote of all of the members annually.  Additional functions may be authorized for the 
executive committee from time to time.  Such additions shall also be by a two-thirds vote of 
the district planning commission membership.  The authority given to the executive 
committee to act on behalf of the commission may be terminated for any function by a 
majority vote of the commission members and thirty days' notice to said executive 
committee. 
 

SECTION 4B: SEALS AUTHORIZED 
 
Each planning district may have a seal consisting of a circular die bearing the words, 
''Commonwealth of Massachusetts ____________ Regional Planning District, (insert year)'', 
which seal may be used whenever deemed advisable by the district planning commission on 
papers and documents issued or executed by the commission or by any officer or employee 
designated by the commission. 
 

SECTION 4C: FEDERAL MILITARY INSTALLATIONS WITHIN DISTRICTS; 
COMMANDING OFFICER AS EX OFFICIO MEMBER OF COMMISSION 
 
Whenever there is located, wholly or partially, within a planning district established 
hereunder, a federal military installation having a resident population of at least five hundred 
persons according to the most recent available federal decennial census, the district planning 
commission may vote to offer to the commanding officer of said federal military installation 
the privilege of membership for himself or his designee. Upon acceptance by the 
commanding officer of this offer, he shall be deemed a member ex officio of the district 
planning commission, and shall assume the same rights and duties as other commission 
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members, except that this ex officio membership shall not continue except by an annual 
affirmative vote of the majority of the commission. 
 

SECTION 5: POWERS AND DUTIES; REPORTS 
 
A planning commission established hereunder shall make careful studies of the resources, 
problems, possibilities and needs of its district and, on the basis of such studies, shall prepare 
a comprehensive plan of development or a schematic study plan of such district or of such 
part or parts thereof as the commission may deem necessary and in such plans shall make 
such recommendations for the physical, social, governmental or economic improvement of 
the district as in their opinion will be in the best interest of the inhabitants of the district.  
Such plans and recommendations shall concern, among other things, the general use of the 
district, including land use, principal highways and expressways, bridges, airports, public 
utilities, public facilities, parks, recreational areas, public institutions and such other matters 
as in the opinion of said commission will be beneficial to the district and will promote with 
the greatest efficiency and economy the coordinated development of the district and the 
general welfare and prosperity of its people.  Before the adoption of any such regional plan 
or a portion thereof, the district planning commission shall hold at least one public hearing 
thereon, notice of the time, place and subject of which shall be given.  Written notice of such 
hearing shall be given to each planning board, board of selectmen, and city council.  Notice 
of the time, place and subject of the hearing shall be published at least once in a newspaper 
having substantial circulation in the region at least ten days before such hearing.  Adoption 
of such plan or portion thereof shall be by a majority vote of the representatives of the district 
planning commission.  Such plan may be amended from time to time in the same manner as 
hereinbefore provided.  A copy of the plan adopted by the commission or any amendments 
thereto signed by the chairman shall be filed with the town clerk of each member municipality 
not more than thirty days after commission action.  Such plan or portion of a plan shall be a 
public record.  Such district planning commission shall also assist the planning boards of the 
several cities and towns within the area of its jurisdiction in applying any district plans and 
recommendations so adopted to the local board's area of jurisdiction. 
 
Such planning commission shall report annually to the city councils and town meetings of the 
cities and towns within its district, showing the status of its plans and recommendations.  
Such plans and recommendations shall be advisory only. 
 

SECTION 5A: AGREEMENT FOR WATER FAVORABILITY STUDIES 
 
Such commission may enter into an agreement with the water resources commission for the 
purpose of conducting water favorability studies under the direction of the water resources 
commission, as authorized by section nine of chapter twenty-one.  The district's share of the 
cost of such studies shall be assessed against the constituent cities and towns in accordance 
with the provisions of section seven of this chapter. 
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SECTION 5B: ECONOMIC DEVELOPMENT REGIONAL COMMISSIONS; 
AUTHORIZATION TO ACT 
 
A district planning commission may, by an affirmative vote of two thirds of the 
representatives of the cities and towns comprising the district, agree to act as, and to assume 
the duties, obligations, and responsibilities of, an economic development regional 
commission for as many of the cities and towns within its area of jurisdiction as it may deem 
proper and logical, subject to the availability of funds for such purpose; provided, however, 
that said cities and towns shall be eligible for designation as an economic development 
region, hereinafter called the region, in accordance with the provisions of the Public Works 
and Economic Development Act of 1965.  Additional eligible cities and towns may be added 
to or deleted from the region by an affirmative vote of two thirds of the representatives of 
the cities and towns comprising the district. 
 
The district planning commission members and alternate designees of the cities and towns 
comprising the region shall constitute the economic development regional commission.  In 
addition, such technical and advisory committees as are necessary and required by the Public 
Works and Economic Development Act of 1965 may be appointed in accordance with the 
provisions of said Act for the purpose of providing advice and guidance to the region. 
 
The economic development regional commission may prepare economic development 
programs which shall be public records and may be changed or supplemented from time to 
time by a majority vote of the representatives of the cities and towns comprising the region.  
Said regional commission may conduct feasibility and implementation studies for public 
facilities and programs and develop public and private development projects which are 
consistent with and which aid in implementing the objectives of said commission.  Said 
regional commission may advertise and otherwise promote the implementation of its plans 
and recommendations for the economic and industrial development of the region and may 
sponsor conferences, institutes, seminars and training programs on behalf of the region. 
 

SECTION 6: COOPERATION OF STATE AGENCIES WITH PLANNING 
COMMISSIONS 
 
The several officers, boards, commissions, departments and divisions of the commonwealth 
and city and town officials may consult with any such district planning commission and shall 
furnish or make available to it on request all data and information within their knowledge 
and control pertaining to the area of jurisdiction of such commission. 
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SECTION 7: PREPARATION OF BUDGET; APPORTIONMENT OF COSTS; 
DISBURSEMENT OF FUNDS; RECEIPT OF GIFTS; CONTRACTS FOR PLANNING 
STUDIES AND SERVICES 
 
Said commission shall, annually in the month of February, estimate the amount of money 
required to pay the costs and expenses of the district for the following fiscal year, shall fix 
and determine the proportion of such costs and expenses to be paid by the constituent cities 
and towns thereof during such fiscal year which, however, shall not exceed any per capita 
limit established by the vote of two-thirds of the city councils and town meetings of member 
cities and towns, and shall certify the amount so determined for each city and town to the 
assessors thereof who shall include the sum in the tax levy of such fiscal year, provided that 
the per capita limit of any new member municipality shall not be less than the per capita cost 
to the member municipalities in the district at the time the new member joined the district.  
Such apportioned cost shall be on a per capita basis in direct proportion to the population of 
the city or town and the planning district as they appear in the most recent national census, 
exclusive of the inmates of county, state or federal institutions, and exclusive of the resident 
population of federal military installations to which the privilege of ex officio membership has 
been extended as provided in section four C; provided, however, that the national census or 
the annual national census estimate, whichever is the most recent, shall be used in any 
planning district in which the governing body of each city and town comprising such planning 
district accepts the provisions of this proviso.  Upon order of the commission, the treasurer 
of each constituent municipality thereof shall, from time to time, subject to the provisions of 
section fifty-two and section fifty-six of chapter forty-one, pay to the district treasurer sums 
not exceeding the amount certified by the commission as the city's or town's share of the 
costs and expenses of the district.  The commission is authorized to determine the amount of 
payment to be made to the district during the first year of membership of a new city or town 
in its respective district, but such payment shall not exceed any aforementioned per capita 
limits.  Any such district planning commission established under the authority of this chapter 
is authorized to receive for its own uses and purposes any funds or moneys from any source, 
including grants, bequests, gifts or contributions made by the federal, state or municipal 
governments or by any individual, corporation or association.  Any such district planning 
commission may contract with the federal or state government, or a city or town within such 
district, or with another district planning commission or planning council for the performance 
of planning studies and services within the limits of funds available to the district planning 
commission for such purposes.  The treasurer of the district planning commission or, in his 
absence, the assistant treasurer shall disburse the moneys so received upon an order 
approved by the chairman of the commission when so authorized by a majority vote of said 
commission. 
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SECTION 8: BORROWING IN ANTICIPATION OF REVENUE FROM MEMBER 
MUNICIPALITIES 
 
The district may authorize debt by a majority vote of the commission in anticipation of 
revenue to an amount not in excess of that to be received during the current fiscal year from 
member cities and towns.  Notes issued under authority of this section shall be in the name 
of and upon the full faith and credit of the district, and said notes shall be signed by the 
treasurer of the district, and the chairman of the district planning commission shall 
countersign and approve them in the presence of the clerk of the district who shall certify to 
the fact on the face thereof.  Such notes shall be payable, and shall be paid not later than one 
year from their dates, and shall not be renewed or paid by the issue of new notes, except as 
provided in section seventeen of chapter forty-four. 

 

 M.G.L. C. 40B, S. 9-19 ESTABLISHMENT OF SOUTHEASTERN REGIONAL 
PLANNING AND ECONOMIC DEVELOPMENT DISTRICT 

 

SECTION 9 - SOUTHEASTERN REGIONAL PLANNING AND ECONOMIC 
DEVELOPMENT DISTRICT; ESTABLISHMENT 
 
The Executive Director of the Massachusetts Office of Business Development, hereinafter 
in this section and sections ten to nineteen inclusive, called the Executive Director, may 
establish a regional planning and economic development district consisting of all the cities 
and towns in the Southeastern Massachusetts Regional Planning District under this chapter, 
and the Towns of Plymouth, Plympton, Carver, and Kingston, to be known as the 
Southeastern Regional Planning and Economic Development District, provided a 
determination is made by the United States Secretary of Commerce that said area is eligible 
for designation as an economic development district in accordance with the provisions of 
the Public Works and Economic Development Act of 1965. 

 

SECTION 10 – MEMBERSHIP; TERMINATION  
 

Upon the designation of the regional planning and economic development district by the 
Executive Director, all cities and towns within the boundaries of the district shall become 
members of the district.  The Executive Director may from time to time review the 
boundaries of the district so established and, if he deems it in the best interest of the 
district, he may with approval of a majority of the members of the regional development 
commission include additional cities and towns, or he may exclude cities and towns from 
said district; provided, however, that prior to such increase or decrease in the membership 
of the district, the Executive Director shall consult with the mayor of a city, or the city 
manager in a city having a Plan D or Plan E form of government, or the selectmen of a town 
to be included or excluded from such district. 
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The city or town may, after it has been a member of a regional planning and economic 
development district for a period of not less than five consecutive calendar years, terminate 
its membership in the district by a two-thirds vote of the city council or by vote of a town 
meeting or town in favor of terminating such membership.  Said termination will become 
effective at the end of the calendar year within which said termination is voted. 

 

SECTION 11 - DISSOLUTION OF REGIONAL PLANNING DISTRICTS; 
TRANSITIONAL PROVISIONS; PROCEDURE 

 
If the district boundary of the regional planning and economic development district 
established in accordance with Section Nine includes a majority of cities and towns 
organized as a regional planning district pursuant to this chapter, said regional planning 
district shall be dissolved upon the organization of a regional planning and economic 
development district. 

 
When the Southeastern Massachusetts Regional Planning District is dissolved and a 
successor district is established in accordance with the provisions of Section Nine, the 
jurisdiction and responsibility of said Southeastern Massachusetts Regional Planning 
District shall be transferred to the successor district and commission and all records, 
reports, studies, documents, plans and property including all assets and liabilities of said 
district or commission shall be transferred forthwith to the custody, control, and 
responsibility of the regional planning and economic development commission.  Upon the 
effective date of any such dissolution, all of the permanent or temporary employees of such 
district or commission shall be transferred to the regional planning and economic 
development district without impairment of retirement rights and without reduction in 
compensation or salary grade; provided, however, that nothing in this section shall be 
construed to confer upon any employee any tenure of office of employment or any rights 
not held prior to such transfer.  The adopted plans and policies of said district so dissolved 
pertaining to regional planning considerations shall be deemed to be and shall continue to 
have full force and effect until modified by the commission of the successor district.  No 
such dissolution of a previously established district and no establishment of a district in 
accordance with Section Nine shall become effective except in compliance with the 
following procedure; upon receipt of notification from the executive director that he 
intends to establish a district in accordance with Section Nine, the city manager in a city 
having a city manager and the mayor in any other city, the board of selectmen, and the 
planning board of each city and town therein shall not later than twenty days from the date 
of notification appoint or designate the respective commission members to serve in the 
interim period until March thirty-first next, provided, however, that in the case of a planning 
board which had previously appointed a member of a regional planning commission 
established in accordance with this chapter, each such planning board shall appoint the 
same member to the commission established in accordance with Section Nine for said 
interim period if said member is willing to accept said appointment, but otherwise appoint 
in accordance with this section.  The commission members so designated shall not later 
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than thirty-five days from the date of said notification, elect officers in accordance with 
Section Fifteen.  Upon receipt of notification from the commission so established, that there 
has been compliance with the foregoing procedures, the executive director shall forthwith 
notify the state secretary who shall issue a certificate of organization to said district which 
shall be conclusive evidence of the establishment and organization of said district, and, the 
executive director shall forthwith dissolve the previously established regional planning 
district. 

 

SECTION 12 - COMMISSION; MEMBERSHIP; APPOINTMENT; TERM 
 

In the regional planning and economic development district established pursuant to Section 
Nine, there shall be a regional planning and economic development commission which shall 
consist of the mayor of each city, or in a city that has a Plan D or Plan E form of government 
the city manager, or their designee, a member appointed by the board of selectmen of each 
town included within said district who need not be a member of the board of selectmen, a 
member appointed by the planning board of each such city or town who need not be a 
member of the planning board.  Each member shall be appointed for a term of one year 
commencing June first of the year appointed to May thirty-first of the succeeding year, and 
the appointment or reappointment of each member shall be certified annually to the 
commission by the appointing authority in the month of May.  Notwithstanding any of the 
foregoing provisions, the commission may increase its membership by not more than six in 
order to provide representation to low-income and minority groups. 

 

SECTION 13 -   ADVISORY COMMITTEE; MEMBERSHIP; APPOINTMENT; 
TERM; REMOVAL; VACANCIES 

 
Twenty-one persons residing within the district shall be appointed to an advisory committee 
for the purpose of providing advice and guidance to said commission and said persons shall 
be representative of business, labor, professional, and civic organizations and other 
economic interests within the district.  Nine members shall be appointed by the Executive 
Director with approval of the Governor, and twelve members shall be appointed by the 
commission.  Of the initial appointees of the executive director, three shall be appointed 
for a term of one year, three for a term of two years, and three for a term of three years.  
Of the initial appointees of said commission, four shall be appointed for a term of one year, 
four for a term of two years, and four for a term of three years.  Upon the expiration of a 
term of a member of the advisory committee or upon written resignation, his successor 
shall be appointed in like manner for a term of three years, or for the balance of the 
unexpired term.  A member may be removed and a vacancy declared by majority vote of 
the advisory committee at a regular meeting thereof, consequent upon three consecutive 
absences from regular advisory committee meetings, and his successor shall be appointed 
in like manner as the original appointment for the balance of the unexpired term.  The 
commission shall, in its by-laws, provide appropriate procedures for the referral of 
problems, issues, and policies for deliberation by the advisory committee. 
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SECTION 14 - POWERS AND DUTIES  
 

The regional planning and economic development district established under the 
provisions of Section 9 shall have the following powers and duties: 

 
(a) to adopt a corporate seal; 
(b) to sue and be sued, but only to the same extent and upon the same conditions 

that a town may sue or be sued; 
(c) to rent, lease or otherwise to acquire quarters for the housing of the 

commission and the staff thereof; 
(d) to receive and disburse funds from any public or private sources for any district 

purposes. 
 

In addition to the foregoing, the district, acting through the commission or any committees 
thereof, shall have the following additional powers and duties: 

 
(a) to conduct studies of the resources, problems, and needs of the district, and, on 

the basis of such studies, to prepare and, from time to time, revise both 
comprehensive regional plans and comprehensive economic development 
programs for the district and for such part or parts thereof as the commission may 
deem advisable, including recommendations for the physical, social, and 
economic improvement of the district.  Such plans and recommendations shall be 
adopted and may be changed or supplemented from time to time by a majority 
vote of the commission and shall be a public record; and to conduct feasibility and 
implementation studies for public facilities and programs and for public and 
private development projects which are consistent with and which would tend to 
implement the objectives and recommendations of the commission; 
(b) to conduct research, surveys, analyses and compile such data, maps, charts 

and tables and other pertinent or necessary information for the purpose of 
formulating regional and sub-regional goals, objectives, policies, plans, and 
programs and for project proposals related to the comprehensive physical, 
social, and economic development and redevelopment of the resources and 
facilities of the district and its sub districts; 

(c) to cooperate with and to assist each city and town in the district to coordinate 
its planning and economic development activities with the district so as to 
obtain maximum benefits for the district and for each city and town from such 
activities; 

(d) to cooperate with and to assist agencies of the Commonwealth and the United 
States Government in fulfilling the purposes and objectives of the district;  

(e) to recommend appropriate action by public and private organizations and 
agencies to implement the recommendations prepared by the commission;  

(f) to provide technical advice, assistance, and guidance to cities and towns, to 
other public agencies and to development organizations and to private 
businesses in the district in implementing the objectives and 
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recommendations of the commission, in undertaking planning and economic 
development programs, and in making application for federal financial 
assistance; 

(g) to compile and maintain a system for the collection and dissemination of 
information and statistics relevant to the district, and to make such 
information available to public agencies and to private organizations and 
individuals engaged in activities which tend to implement the objectives and 
recommendations of the commission; 

(h) to approve or disapprove by majority vote such plans for the development and 
redevelopment of the district or parts thereof as may be laid before it.  The 
approval or disapproval of any such plans or any such recommendation of the 
commission shall be advisory only; provided, however, that the commission 
shall have the power to exercise such approval or disapproval as a regional or 
metropolitan planning or development agency acting pursuant to the 
requirements of the publicly aided program applicable to the district or to any 
part thereof; 

(i)  to advertise and otherwise to promote the implementation of the plans and  
(j) recommendations of the commission and the economic and industrial 

development of the district; 
(k) to sponsor conferences, institutes, seminars, and training programs on behalf 

of the district and the cities and towns therein for the purpose of developing 
the capabilities of commission members, commission staff, other public 
officials and employees and development organizations, to assist in preparing 
and implementing the plans and recommendations of the commission; 

(l) to undertake comprehensive and special planning and economic development 
programs and projects for any part or parts of the district, and, for such 
purpose to assist inter-municipal cooperation and to delineate, establish, and 
administer sub-regional district organizations as administrative subdivisions of 
the district and commission. 

 
Except as otherwise prohibited by law said district and commission is further authorized to 
act as and to assume the duties, obligations and responsibilities of an economic 
development district designated pursuant to the Public Works and Economic Development 
Act of 1965. 

 
The commission shall report annually on or before Feb. 1 to the city councils and town 
meetings of the cities and towns in the district as to the plans and recommendations of the 
commission and the status thereof.  The commission shall make and publish such reports 
as the commission shall deem appropriate for the purpose of accomplishing, promoting and 
explaining the objectives and recommendations of the district. 

 
Said district may not authorize debt in anticipation of revenue to be received by the district 
unless the regional planning and economic development commission of said district so 
votes in accordance with Section 8. 
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SECTION 15 – EXECUTIVE OFFICERS; COMMITTEES; MEETINGS; RULES AND 
RECORDS; EXPENSES 

 
The Commission shall elect annually at its meeting held in the month of June by and from 
its members a chairman, a vice-chairman, a secretary and a treasurer, each of whom shall 
hold office until his successor is elected and qualified.  The commission shall from time to 
time fill any vacancy in such an office for the unexpired term thereof. 

 
 The immediate past chairman shall be an officer ex-officio. 
 

The commission may also elect an assistant treasurer who may exercise all the powers and 
duties of the treasurer in the absence of the treasurer. 

 
The commission shall meet during the months of February, April, June and October and at 
such other times as the commission shall determine. 

 
The commission shall establish rules of procedure for its activities and the activities of all 
Committees, and shall keep a complete and accurate record of the substance of its 
meetings, transactions, resolutions, findings, and determinations, all of which shall be a 
public record. 

 
The executive director, treasurer, and assistant treasurer shall give the commission a bond, 
with a surety company authorized to transact business in the Commonwealth as surety for 
the faithful performance of their duties in such sum and upon such conditions as the 
commission may require. 

 
There may be an executive committee, elected annually, consisting of (1) the officers of the 
commission, who shall serve as the officers of the executive committee, (2) four members 
of the commission who shall be elected by a majority vote of the commission and who shall 
be selectmen or designees of selectmen, (3) four members of the commission who shall be 
elected by a majority vote of the commission and who shall be representatives of the 
planning boards, and (4) the mayor or city manager or his designee of each city serving as a 
member of the commission; provided, however, that each redevelopment area within the 
district as designated by the Secretary of Commerce of the United States pursuant to the 
Public Works and Economic Development Act of 1965, shall be entitled to have at least one 
member on the executive committee among the members who are either mayors or their 
designees or the selectmen or their appointees. 
 
The commission may appoint from among its members such other special and standing 
committees as it shall deem necessary and all such committees shall exercise such powers, 
discharge such responsibilities, and perform such duties as the commission may delegate 
thereto by vote or by its by-laws.  The commission, at its discretion, may appoint additional 
persons to any such committee from outside the membership of the commission; provided, 
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that in no case shall the number of commission members on such standing and special 
committees, and if the application of the two- thirds percentage results in a fractional 
number, in order to facilitate such appointment, the number of such additional persons on 
said committees may be the next highest digit. 

 
The members of the commission shall serve without compensation but the officers shall 
receive payment for necessary expenses, including travel incurred in the performance of 
their duties. 

 
The commission shall establish such technical advisory committees as may be needed to 
assist the executive director in planning and developing the programs and projects of the 
commission.  The commission, at its discretion, may appoint additional persons to any 
committee from outside the membership of the commission.  The chairman, executive 
director, or head of any state, county or municipal agency, and any public authority 
operating within the district if permitted by its trust indentures to do so, shall delegate one 
or more well-qualified representatives from the agency or authority to serve on any of the 
said technical advisory committees when so requested by the commission. 

 

SECTION 16 - EXECUTIVE DIRECTOR; EMPLOYEES; TENURE; 
COMPENSATION 

 
The commission shall employ, and may remove, an executive director, who shall be 
qualified by education, training, and experience in economic development, regional and 
program planning, and community relations.  The executive director, on behalf of and with 
the approval of the commission, shall employ and appoint all other employees of the 
commission, including temporary or part-time personnel.  The executive director and other 
employees of the commission shall not be subject to Chapter Thirty-One nor to Section Nine 
A of Chapter Thirty.  The commission shall determine and establish the compensation and 
other terms, conditions, and benefits of employment for all employees of the commission. 

 

SECTION 17 - CONTRACTS; EXPENDITURES AND OBLIGATIONS 
 

The commission is authorized to enter into contracts and agreements with any department, 
agency or subdivision of federal or state government and any individual, corporation, 
association or public authority to provide or to receive services, facilities, staff assistance or 
money payments in connection with the work of the commission, and the commission may 
contribute or receive services, facilities, staff assistance or money payments as 
consideration in such contracts or agreements.  The commission shall approve all contracts, 
which shall be signed by the chairman and treasurer. 

 
The commission may make expenditures and incur obligations for services and other 
expenses, subject to the following conditions and limitations:  The commission may expend 
such amounts in addition to its annual assessment upon the cities and towns in the district 
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as the commission may receive under any federal or state law, or by gift, grant, contract or 
agreement from any source, including grants, bequests, gifts or contributions made by any 
individual, corporation, association, public authority, or department, agency or subdivision 
of the federal or state government. 

SECTION 18 - ESTIMATES OF COSTS; FISCAL YEAR; ASSESSMENT; LIMITATION; 
PAYMENT; RESERVE FUNDS; AUDIT  

The commission so established shall not later than fifty days from the issuance of a 
certificate or organization by the state secretary prepare an estimate of the amount of 
money required to pay the costs and expenses of the district for the current fiscal year and, 
in the case of the district being dissolved for the purpose or organizing a district in 
accordance with Section Nine, the costs and expenses of said predecessor district incurred 
during the current fiscal year for which funds are not otherwise available, and, after first 
subtracting from such estimate of costs the amount of unexpended monies in the custody 
of the commission which were previously received by the predecessor district from member 
cities and towns for the expenses of the current fiscal year, the commission shall apportion, 
assess and certify for payment the amount so determined in accordance with this section. 

 
Each city and town treasurer shall not later than thirty days from the receipt of said 
certification pay the amount so apportioned and certified from any monies available in the 
treasury of each such city or town, and the board of assessors of each such city or town 
shall include said amount in the assessment for the annual tax levy if such tax levy has not 
been assessed, but otherwise shall include said amount in the next annual tax levy in 
addition to any amount to be raised for the purposes of the commission for the next fiscal 
year in accordance with this section. 

 
The commission shall operate on a fiscal year beginning with July 1 and ending with the 
following June 30.  The commission shall, annually in the month of October, estimate and 
assess the cities and towns in the district the required amount of money necessary to pay 
the cost and expenses of the district for the following fiscal year.  The amount so 
determined for the district shall not exceed a sum equivalent to thirty cents per capita of 
the population of the district or fifty thousand dollars, whichever is the greatest amount; 
and said amount shall be apportioned and assessed upon each city and town in the district 
in the proportion which the population of each such city or town bears to the total 
population of the district, provided, however, that the population of the district and of each 
city and town shall be the population as determined by the most recent state or national 
decennial census exclusive of the population in any county, state, or federal institutions 
otherwise included in such census.  The amounts so apportioned for each city and town 
shall, prior to December 31 of each year, be certified by the district treasurer to the 
treasurers of each city and town within the district.  Each city and town treasurer shall pay 
the amount so apportioned by the district treasurer not later than July 10 of the fiscal year 
for which the apportionment is made, and shall make such payment from any monies 
available in the treasury of each such city or town.  The district treasurer shall submit a 
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duplicate copy of the aforementioned certificate to the board of assessors of each city and 
town, and each such board of assessors shall include said amounts in the assessment for 
the annual tax levy according to the procedures specified in Section Twenty-One of Chapter 
Fifty-Nine; provided, however, that if the annual tax levy is determined by any such board 
of assessors prior to receiving a copy of said certification, the board of assessors shall 
include as money to be raised in the tax levy an amount equal to twenty cents per capita of 
the population of the city or town as determined aforesaid, and, if said amount is less than 
the amount actually certified by the district treasurer, the difference shall be included as 
money to be raised in the next annual tax levy. 

 
Payments for the expenses of the district shall be made by the treasurer or assistant 
treasurer only upon a warrant for such payment approved by a majority of the commission 
or, if so delegated, by a majority of the executive committee or by a majority of such other 
committee as the commission may delegate by its by-laws to exercise such approval. 

 
Said regional planning and economic development districts may accumulate reserve funds 
for, but not limited to, the purposes of funding the purchase and replacement of capital 
equipment and participating in state and federal programs, provided, that such 
accumulated reserve funds may not exceed the estimated proportion of the district 
commission's costs and expenses to be paid by the member cities and towns during the 
next fiscal year. 

 
The director of accounts in the Department of Corporations and Taxation shall annually 
cause an audit to be made of the accounts of the commission.  A report thereon shall be 
made to the chairman of the commission and a copy thereof shall be sent in a city having a 
city manager to said city manager and in all other cities to the mayor, the board of 
selectmen of each town and to each planning board in the district. 

 

SECTION 19 – DATA EXCHANGE BETWEEN AGENCIES  
 

There shall be a mutual exchange between the commission and all agencies of the 
Commonwealth and of each political subdivision thereof within the district, of data, records, 
and information within their knowledge and control pertaining to the district, or to parts 
thereof which may be required for the preparation of programs designed to achieve the 
purposes of this chapter. 
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SRPEDD BYLAWS  

 PREAMBLE 
 
These by-laws, adopted under the provisions of Massachusetts General Laws, Chapter 40B, 
Sections 9 to 19, define the Rules and Procedures for the activities of the Southeastern 
Regional Planning and Economic Development District Commission as the governing body of 
the Southeastern Regional Planning and Economic Development District.   
 
DEFINITION:  The word “Commission” where appearing in these by-laws shall be construed to 
mean the Southeastern Regional Planning and Economic Development District Commission.  The 
word “District” wherever appearing in these by-laws shall mean a public body politic and 
corporate development known as the Southeastern Regional Planning and Economic 
Development District. 

 

 PURPOSE 

The Southeastern Regional Planning and Economic Development District is a public body politic 
and corporate whose purpose shall be to foster economic growth and alleviate distress within 
the geographic boundaries of the District, and in general to perform and execute the powers 
and duties set forth in General Laws, Chapter 40B, Section 14 [G.L. c. 40B, §14].  The further 
purpose of this District shall be to prepare studies and plans designed to promote, with the 
greatest efficiency and economy, the coordinated and orderly development and economic 
growth of the District and the general welfare and prosperity of its citizens. 

 

 OFFICES, SEAL AND FISCAL YEAR 
 

 The Commission shall establish principal offices within the District boundaries. 
 

 The seal of the District shall consist of a flat-faced die with its name and the year 1968 
engraved on its face. 
 

 The Commission’s fiscal year shall terminate on the 30th day of June each year. 
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 THE COMMISSION, POWERS, MEMBERSHIP, AND MEETINGS 
 

 PURPOSE 
 

The Commission shall manage the business and property of the District and shall have 
and exercise all powers and duties of the District, except such as are reserved to others 
by these by-laws, or by law, and except such as it delegates to others. 

 
The Commission will perform and execute these powers and duties in compliance with 
federal non-discrimination laws including Title VI of the Civil Rights Act of 1964 (Title VI), and 
in compliance with related federal non-discrimination laws administrated by the Federal 
Highway Administration that prohibit discrimination based on race, color, or national origin 
(including limited English proficiency) or on the basis of age, sex, and disability.  The 
Commission will also act while complying with the Massachusetts Public Accommodation 
Law, G.L. c. 272, §§92a, 98, 98a, prohibiting making any distinction, discrimination, or 
restriction in admission to or treatment in a place of public accommodation based on race, 
color, religion, creed, national origin, sex, sexual orientation, disability, or ancestry.  The 
Commission also complies with the Governor’s Executive Order 526, section 4 requiring all 
programs, activities, and services provided, performed, licensed, chartered, funded, 
regulated, or contracted for by the state shall be conducted without unlawful discrimination 
based on race, color, age, gender, ethnicity, sexual orientation, gender identity or expression, 
religion, creed, ancestry, national origin, disability, veteran’s status (including Vietnam-era 
veterans), or background.   

 
 COMMISSION MEMBERSHIP:  

(Members may be added or excluded as provided by law.) 
 
Acushnet  Fall River  New Bedford  Seekonk 
Attleboro  Freetown  No. Attleborough Somerset 
Berkley  Lakeville  Norton   Swansea 
Carver  Mansfield  Plainville  Taunton 
Dartmouth  Marion   Raynham  Wareham 
Dighton  Mattapoisett  Rehoboth  Westport 
Fairhaven  Middleborough Rochester 
 

 AT-LARGE COMMISSIONERS 
 

1. The Commission may be increased by a total of six (6) members who shall be 
representative of low-income and minority groups, and reside within the district area 
from which appointed.  Such Commissioners shall be representatives of qualified 
community groups, shall be selected, if such persons are then available, from persons 
who have been nominated as provided by District policy, and appointed annually by 
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the Chairman with the approval of the Executive Committee.  Such Commissioners 
shall be At-Large Commissioners.   

 

2.  Minorities shall be those defined by EDA Directive 7.06 dated June 1, 1971, entitled 
“Minority Representative and Employment Requirements for Development District 
Organizations, County and Multi-County Planning Organizations, and OEDP 
Committees” and amendments thereto. 

 

3. Nomination Process – Annually prior to the annual meeting, or whenever there is a 
vacancy in the position of At-Large Commissioner in any district area, the Commission 
shall notify qualified community groups of record that the process to nominate a new 
Commissioner may be initiated by any qualified community group within that area, by 
written application to the SRPEDD Commission.  Appointments to fill vacancies will be 
for the balance of the unexpired term.   

 

4. The nomination of an At-Large Commissioner shall be in compliance with policy 
guidelines of the Commission.   

 

5. For the purpose of this section, qualified community groups shall be organizations, 
associations, or bodies that are established on or before July 1 of the previous fiscal 
year.  A community group shall be defined as one of the following: 
 

 a legal non-profit corporation or association whose members are minority and/or 
low-income; or 

 the governing body or advisory board of a public agency whose goals are reflective 
of the needs of low-income and minority people and whose participants are 
minority or low-income people.   

 
 MEETINGS OF THE COMMISSION 

 

1. Each Commission member will receive notice of meetings via his/her email address of 
record with the Commission at least seven (7) days in advance of each meeting.  If 
applicable, the member’s Town email address shall be the primary contact.  The notice 
shall state the place, day, hour, and purpose of each meeting.  The agenda and related 
material, when possible, will be sent at least five (5) days prior to the meeting.  Notice 
and agenda of Commission meetings will be also posted on the SRPEDD website 
following the same time requirements.  All meetings will be posted and conducted in 
accordance with the Open Meeting Law, G.L. c. 30A, §§18-25, or as amended. 
   

2. Except as provided otherwise in these by-laws, regular meetings of the Commission 
will be held, at a minimum, in the months of February, April, June, and October at 
times, dates, and locations designated by the Chairman with approval by the officers.  
Additional meetings may be scheduled, as required, to conduct the business of the 
Commission.  
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3. The annual meeting of the Commission will be held prior to the end of the fiscal year. 
 

4. The October meeting will be held for the purpose of determining the assessment upon 
the cities and towns within the district for the following fiscal year. 

 

5. Special meetings of the Commission may be called by the Chairman and will be called 
by him/her upon written application to the Chairman by a member from each of at 
least four (4) member communities. 

 

6. In addition, in any special situation that four (4) of the Officers will certify in writing 
as an emergency, special meetings of the Commission may be called by the Chairman, 
or any other of the Officers, upon forty-eight (48) hours’ notice.  In such special 
emergency situations, said notice may consist of e-mail notice, verbal contact in 
person, or by telephone message accepted at the Commissioner’s address of record.  
At such special or emergency meetings, only the matter directly connected may be 
considered or acted upon.  Written certification of such emergency signed by the 
petitioners or by the Officers will be read as the call of the meeting and will be filed 
with the Secretary as part of the records and minutes of the meeting.  Such meeting 
will be posted in accordance with the Open Meeting Law.  

 

7. Designees: Commissioners may send a designee from the Board that they represent 
to a Commission meeting in their place.  The designee may vote and be counted 
toward the quorum only with a fax, scan, or email stating authorization, from the 
appointed Commission member.   
 

 CONDUCT OF MEETING 
 

1. Meetings of the Commission and committees will be conducted in accordance with 
Robert’s Rules of Order Revised and the Open Meeting Law, except as otherwise 
provided in these by-laws in Sections 6e and 6f.  One-third of the total number of duly 
qualified Commission members of record will constitute a quorum at a meeting of the 
Commission and a majority of a quorum will be competent to act, except where 
otherwise provided by the law or by these by-laws.  The quorum will be determined 
and announced at the start of each Commission Meeting.  A roll call vote may be 
ordered upon the request of six (6) members of the Commission standing.  This does 
not preclude the Chairman from calling for such a vote providing there is no challenge.  

 

2. A majority vote of a quorum of the Commission will be competent to approve, revise, 
or rescind any action of the Executive Committee. 

 

3. A quorum of a committee will be a majority of the qualified membership.   
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 OFFICERS 
 
 The officers of the Commission who will be members thereof will consist of the 

Chairman, Vice-Chairman, Secretary, Treasurer, and Assistant Treasurer.  The 
immediate Past-Chairman will be an Officer ex-officio. 

 
 All Officers, members of the Executive Committee, or of any committee which 

regardless of title performs the function of an Executive Committee, will be elected 
annually at the annual meeting of the Commission, and will hold such office until their 
successors are duly qualified.  In the event a vacancy occurs prior to the annual 
meeting, such vacancy will be filled by an election held for the purpose at the next 
Commission meeting.  The necessity of such election will be included in the notice for 
the meeting.   

 
 Chairman: The Chairman will preside at all meetings of the Commission and the 

Executive Committee.  He/she will have general care and direction of the affairs of 
the Southeastern Regional Planning and Economic Development District.  He/she will 
present to the membership of the Commission at its annual meeting an accurate and 
complete report of the operations of the District for the preceding year.  The 
Chairman, with the approval of the Commission, will execute all official documents 
for, and on, behalf of the Commission.  The Chairman may designate the Vice-
Chairman or the Assistant Treasurer to perform the duties of the Secretary in the 
absence or incapacity of the Secretary, with the title of Acting Secretary. 

 
 The Chairman will be a member of all committees, except the Advisory Committee, 

established under Section 13 of Chapter 40B of the General Laws, and the Nominating 
Committee or such committee which will be charged with the duties of making 
nominations for the election of Officers and members of the Executive Committee. 

 
 Vice-Chairman: The Vice-Chairman will carry out all duties assigned to him/her by the 

Chairman.  The Vice-Chairman will assume the duties and responsibilities of the 
Chairman when the Chairman is absent, incapacitated, or otherwise unable to 
perform the duties of the office.  Under such conditions, the Vice-Chairman may be 
designated by the Chairman to perform the duties of Secretary in the absence or 
incapacity of the Secretary, with the title of Acting Secretary.  

 
 The Chairman may designate the Vice-Chairman to act in his/her behalf as the 

chairman of special committees, and may require the Vice-Chairman to carry out 
necessary duties including the appointment of such committees.  The Vice-Chairman 
will, if requested by the Chairman, work with and advise the Executive Director on 
municipal contracts. 
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 Secretary: The Secretary will see that the seal of the Commission and all books and 
records of the Commission, with the exception of those dealing with the fiscal affairs 
of the Commission, are stored at the District offices.  He/she will be responsible for 
certifying the minutes and votes of the meetings of the Commission and the Executive 
Committee.  The meeting minutes and votes will be maintained in a file specifically 
designated for said purpose.     

 
 Treasurer: The Treasurer will oversee the funds and accounts in such banks or trust 

companies as the Finance Committee may designate.  A record of accurate books of 
account will be kept by a finance director hired by the Commission.  Said books of 
account will always be open to inspection by any member of the Commission at the 
office of the Commission, upon giving reasonable notice.   At the annual meeting, the 
Treasurer will present to the membership of the Commission, a report of the financial 
status of the district and the activities of the preceding year.  The Treasurer, or the 
Assistant Treasurer in his/her absence, will co-sign, along with the Executive Director, 
or the Deputy Director in the absence of the Executive Director, all checks and drafts 
in payment for the expenses of the District, upon warrants for such payment 
approved by a majority vote of the Finance Committee, or in its absence, by majority 
vote of the Executive Committee.  He/she will be given bond for the faithful 
performance of his/her duties, having such surety in such sum and upon such 
conditions as may be determined by the Executive Committee.  Said bond will have 
as surety a surety company authorized to transact business in Massachusetts, and 
any expenses incurred thereby will be borne by the Commission when required by 
law. 
 

 Assistant Treasurer: The Assistant Treasurer will carry out all the duties assigned to 
him/her by the Treasurer.  The Assistant Treasurer will assume duties and 
responsibilities of the Treasurer when the Treasurer is absent, incapacitated, or 
otherwise unable to perform the duties of the office.  The Assistant Treasurer will be 
bonded in the same amount and in the same manner as the Treasurer.  The Assistant 
Treasurer may be designated by the Chairman to perform the duties of Secretary in 
the absence or incapacity of the Secretary, with the title of Acting Secretary. 

 
 

 ADVISORY COMMITTEE  
 

 The Commission will appoint to the Regional Economic Strategy Committee (RESC), 
which has and shall serve as the agency’s Advisory Committee, established under 
Section 13 of Chapter 40B.  In consult with the Executive Director and others, the 
Economic Development/Community Development Director will formulate and refer 
to the RESC problems, issues, and policies relating to economic development for its 
deliberation and advice.   
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 All motions and resolutions of the Regional Economic Strategy Committee (RESC) 
pertaining to either the drafting, update or implementation of the region’s 
Comprehensive Economic Development Strategy (CEDS), and/or related economic 
development initiatives shall be forwarded to the Commission for their approval and 
appropriate action. 

 

 The Economic Development/Community Development Director, through the 
recommendation of members for appointment to the RESC (and the Commission, 
through its approval of said members) shall be responsible for ensuring compliance 
of the Committee with requirements spelled out by the federal Economic 
Development Administration (EDA) under 13 CFR Chapter III Section 303.6, which 
among other provisions, stipulates that the Strategy Committee must represent the 
main economic interests of the Region, which may include Indian tribes, the private 
sector, State and other public officials, community leaders, private individuals, 
representatives of workforce development boards, institutions of higher education, 
minority and labor groups, and others who can contribute to and benefit from 
improved economic development in the relevant Region.   

 

 Membership of the Regional Economic Strategy Committee (RESC) shall consist of 
diverse representatives from the community residing within the district, 
recommended by the Executive Director, and approved by the Commission.  They 
shall be drawn from diverse area entities, organizations and stakeholder groups such 
as: 

 

1. chambers of commerce; 
2. institutions of higher education; 
3. workforce investment boards; 
4. private sector engineers, developers and economic development consultants; 
5. regional employers; 
6. public officials involved with state, regional, or local economic and community 

development;  
7. area non-profits and other organizations with in economic development or 

related expertise; and 
8. citizens and community leaders able to contribute to and benefit from improved 

economic opportunities across the region.   
 

 

 EXECUTIVE COMMITTEE 
 

 For the purpose of providing continuous direction of the affairs of the District, there 
will be constituted an Executive Committee as provided in Section 15 of Chapter 40B 
of the General Laws. 

 

https://www.law.cornell.edu/definitions/index.php?width=840&height=800&iframe=true&def_id=7bb31f4af7a5f7590810d94636ab6be6&term_occur=1&term_src=Title:13:Chapter:III:Part:303:Subpart:B:303.6
https://www.law.cornell.edu/definitions/index.php?width=840&height=800&iframe=true&def_id=e098dd73cc170cb2c9b7b1b653399e32&term_occur=2&term_src=Title:13:Chapter:III:Part:303:Subpart:B:303.6
https://www.law.cornell.edu/definitions/index.php?width=840&height=800&iframe=true&def_id=65776c2ad644619a6fbb665460602137&term_occur=1&term_src=Title:13:Chapter:III:Part:303:Subpart:B:303.6
https://www.law.cornell.edu/definitions/index.php?width=840&height=800&iframe=true&def_id=e098dd73cc170cb2c9b7b1b653399e32&term_occur=1&term_src=Title:13:Chapter:III:Part:303:Subpart:B:303.6
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 The following powers of the Commission are delegated to the Executive Committee 
on a temporary and limited basis only and will not be fully effective until approved by 
separate and specific votes of the Commission: 

 
1. The adoption of, or changes to, comprehensive plans and comprehensive economic 

development programs and recommendations for physical, social, and economic 
improvement of the District. 
  

2. The power to adopt or to change the work program and its implementations. 
 

3. The adoption of temporary committee policies. 
 

4. The following powers of the Commission are retained by the Commission and may not 
be exercised by the Executive Committee: 

 
 the power to appoint members and to consider recommendations of the Advisory 

Committee; 
 the power to adopt or change the annual budget and to determine assessments 

upon cities and towns within the District; 
 the power to hire and to remove the Executive Director; 
 the authorization of debt in anticipation of revenue; 
 approval of changes in District boundaries; 
 the election of Officers and members of the Executive Committee; and 
 the adoption of, and amendments to, the By-laws. 

 
5. The Executive Committee will have the following composition: 

 
 the officers of the Commission, who will serve as the officers of the Executive 

Committee; 
 four (4) members of the Commission who will be elected by a majority vote of the 

Commission and who will be selectmen or designees of selectmen; and 
 four (4) members of the Commission who will be elected by a majority vote of the 

Commission and who will be representatives of the planning boards. 
 

6. By majority vote, the Executive Committee may exercise the general powers of the 
Commission, not specifically reserved by Chapter 40B of the General Laws, in the 
name of, and on behalf of, the Commission.  Such action may include the approval of 
warrants for the payment of expenses of the District by the Treasurer or Assistant 
Treasurer. 

 
7. By majority vote, the Executive Committee may identify approval or disapproval of 

plans for the development of the District as actions of the Executive Committee.  Such 
actions will be consistent with adopted policies of the Commission.  Upon approval by 
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majority vote of the Commission, the report of such actions taken by the Executive 
Committee will have the full effect of a Commission vote.   

 
8. A written report of any, and all, actions taken by the Executive Committee will be 

forwarded to each member of the Commission within thirty (30) days of any action 
using the Commissioner’s email of record.   

 
9. For the purpose of assisting the Executive Committee in the consideration of matters 

brought before the Commission, the Executive Committee may ask the Chairman to 
request the Commission to appoint special advisory committees to review such 
matters and to make recommendations for Commission action.  Such committees will 
include not less than three Commission members. 

 
10. The Executive Committee will meet as necessary as determined by the Chairman.  An 

Executive Committee meeting may be convened to conduct business at any meeting 
called for the Commission at which there is no quorum of the Commission present. 
 
 

 EXECUTIVE DIRECTOR 
 

 The Executive Director, on behalf of and with the approval of the Personnel 
Committee and an affirmative vote of the Commission, will employ and appoint all 
other employees of the District, including temporary or part- time personnel. 

 
 The Executive Director will be bonded in the same manner as the Treasurer, in such 

amount as the Executive Committee will require. 
 
 

 AMENDMENT OF THE BY-LAWS 

These by-laws may be altered or amended by a vote of two-thirds (2/3) of those present and 
voting at a meeting of the Commission duly called for this purpose, the notice of which contains 
this purpose among its agenda. 

 

 FINANCE COMMITTEE 
 

 There will be a Finance Committee, appointed by the Commission chairman, 
consisting of four (4) Commission officers and three (3) additional Commission 
members who will serve until their successors are duly qualified. 

 

 The Finance Committee will be responsible for the implementation of the fiscal 
policies of the District, and will be authorized by vote of the Commission or the 
Executive Committee. 
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 SOUTHEASTERN MASSACHUSETTS METROPOLITAN PLANNING 
ORGANIZATION (SMMPO) 

 
 The Southeastern Massachusetts Metropolitan Planning Organization consists of 

thirteen (13) members representing the following: 
 

1. Secretary and Chief Executive Officer of Massachusetts Department of 
Transportation; 

 

2. Highway Administrator of the MassDOT Highway Division; 
 

3. Chairman of Southeastern Regional Planning and Economic Development District 
Commission;  

 

4. Administrator of the Southeastern Regional Transit Authority (SRTA); 
 

5. Administrator of the Greater Attleboro Taunton Regional Transit Authority (GATRA); 
 

6. Mayors of Attleboro, Fall River, New Bedford, and Taunton; and 
 

7. Members of four (4) Boards of Selectmen in the Southeastern Regional Planning and 
Economic Development District to be elected by the Southeastern Regional Planning 
and Economic Development District Commission with 2 to 3 selectmen representing 
Bristol County and 1 to 2 representing Plymouth County. 

 
 In accordance with the Memorandum of Understanding (MOU) relating to the 

comprehensive, continuing, and cooperative transportation planning process, the 
SRPEDD Commission is authorized to elect the four (4) representatives of Boards of 
Selectmen utilizing the procedure described below: 

 
1. Term of Office:  Two (2) representatives will be elected each year for two-year terms.  

Elections will be held annually in the month of May or June. 
 

2. Solicitation of Nominees: Annually, the SRPEDD Commission will send notices to the 
Board of Selectmen and SRPEDD Commissioners of each of its member towns. The 
purpose and role of the SMMPO and a description of the election process will 
accompany the notice.  Each member of every local Board of Selectmen from member 
communities will be offered an opportunity to nominate themselves as a candidate 
for election to the SMMPO.  Nominations will be returned to SRPEDD offices within 
four (4) weeks of the date they are distributed.  Nomination forms are typically 
distributed by the second (2nd) week of the month of May. 
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3. Election of Selectmen Representatives: Nominations will be referred to the SRPEDD 
Commission for a vote at a regularly scheduled meeting of the Commission in the 
month of June.  All names and towns of the interested selectmen will be printed on a 
paper ballot.  Nominees will be invited to attend and speak at the meeting of the 
SRPEDD Commission when the vote is taken.  
  

4. Designees: Board of Selectmen members elected to the SMMPO may send a designee 
to a meeting in their place.  The designee may vote only with written and signed 
authorization from the elected SMMPO member.   

 

5. Vacancies: Should a selectmen’s position fall vacant between annual elections, the 
represented town for that vacancy may nominate, and the SRPEDD Commission may 
elect, a duly eligible candidate from that town’s Board of Selectmen to temporarily fill 
the vacancy until the following election.  In the event that no member of the 
municipality’s Board of Selectmen is able to fill the vacancy, then any member town 
may nominate, and the SRPEDD Commission may elect, a candidate to fill the vacancy 
for the remainder of the term.  (Amended May 23, 2018) 
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ADMINISTRATIVE POLICIES OF THE COMMISSION 

 COMMITTEES 
 

  COMMITTEE TYPES AND PURPOSES 
 

There are four (4) categories of SRPEDD committees: administrative, functional, 

special/adhoc, and partnerships.  Functional and special/adhoc are considered as technical 

advisory committees, as referenced in the enabling legislation.  Partnership Committees are 

those which SRPEDD may establish as committees/task forces in coordination with other 

organizations.   

 
1. Administrative Committees deal with agency policy. 

 

 Finance Committee membership is identified in the SRPEDD by-laws section X.A. 
and is delegated the responsibility for establishing further fiscal or financial 
policies of SRPEDD consistent with the State enabling legislation, bylaws, and 
other federal or state laws and regulations.  Its function is: 
 

i. to make recommendations to the Commission regarding budget, financial 
policy, educational benefits, fringe benefits, and any other matter 
delegated to it, for study by the Commission as a whole (see also the 
Financial Policies of the Finance Committee); 

ii. to review and approve the monthly warrant and invoices, providing a 
monthly report to the full Commission; 

iii. to give prior approval to all non-recurring or unusual expenses which may 
exceed $5,000 in one (1) fiscal year; 

iv. to certify as to availability of funds for staffing, consultants, and employee 
educational benefits; 

v. to develop a method of keeping financial records of the District; 
vi. to select an auditor for the purpose of auditing the financial records; 

vii. to review and recommend changes in any budget or contract prepared by 
the staff for submittal to the Commission of the District; and  

viii. to manage the Other Post-Employment Benefits (OPEB) fund. 
 

 Legislative and Bylaws Committee (Inactive): Composed of six (6) commission 
members, one of whom will be a past chairman or officer, appointed by the 
chairman.  Its function is: 
 

i. to review and recommend action by the Commission concerning proposed 
changes in SRPEDD enabling legislation; 
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ii. to review and recommend action to the Commission concerning proposed 
changes in the District Bylaws; and  

iii. to monitor, report, and make recommendations for action to the 
Commission on all bills in the Massachusetts General Court that it feels 
may affect SRPEDD, or that are referred to it by the Commission.  
Functional legislation will be reviewed by the appropriate functional 
committee, and all related legislative action will be coordinated through 
the Legislative and Bylaws Committee.   

 

 Personnel Committee: Composed of four (4) Commission officers and three (3) 
additional Commission members, appointed by the Commission chairman.  Its 
function is: 
 

i. to make recommendations to the Commission on the hiring of staff as 
recommended by the Executive Director; 

ii. to review and comment on the Executive Director’s recommendations to 
the Commission regarding job positions, a salary schedule, and across-the-
board salary increases as provided for in section II.F. of the Personnel 
Policies; 

iii. to review the Executive Director’s recommendations for individual 
employee merit increases, promotions or demotions, as provided for in the 
section II.F.5. of the Personnel Policies and forward its recommendation to 
the Commission for action; 

iv. to make recommendations for salary adjustments for the Executive 
Director to the Commission for action as provided for in section II.F.6. of 
the Personnel Policies and in the contract with the Executive Director; 

v. to approve or deny, upon recommendation of the Executive Director, 
course relevancy for employee educational benefit or employee leave of 
absence for a period longer than one (1) week as provided for in sections 
III.C. and IV.H. of the Personnel Policies; 

vi. to be briefed by the Executive Director on employee evaluations as 
provided in section II.H. of the Personnel Policies; 

vii. to conduct the evaluation of the Executive Director as provided in section 
II.H. of the Personnel Policies; 

viii. to serve as the grievance committee for staff grievances that have been 
channeled through the proper grievance procedure as outlined in section 
IX of the Code of Conduct; and 

ix. to make recommendations to the Commission regarding personnel 
policies and other matters delegated to it for study by the Commission as 
a whole. 

 

 Executive Director Search Committee: The Personnel Committee appoints seven 
(7) Commissioners to an Executive Director Search Committee.  Its duties are to: 
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i. develop a schedule and strategy for a national search for candidates; 

ii. screen all resumes to select candidates to bring in for interviews; 
iii. through an interview process, select finalists for interview by the full 

Commission; and 
iv. once the Commission has selected their candidate, enter into negotiations 

and develop a final agreement with the selected candidate, which will be 
ratified by the full Commission. 

 
 Nominating/Awards Committee: The Chairman will appoint five (5) Commission 

members who will be representative of the Commission both geographically and 
by type of Commissioner.  Its duties are to: 
 

i. to make recommendations to the Commission on a slate of Officers (as 
defined in the Bylaws) to be elected by the Commission; 

ii. to make recommendations to the Commission on a slate of members for 
the Executive Committee (as defined in the Bylaws) to be elected by the 
Commission; 

iii. to make recommendations to the Commission on the filling of any 
vacancies in the above positions; and 

iv. to solicit candidates and select finalists of SRPEDD annual awards in three 
categories:  Commissioner of the Year, Distinguished Service, and Special 
Recognition. 

 

2. Functional Committees: Oversee functional elements of the agency’s work program.  
The membership of each committee (except the JTPG) is appointed by the Chairman, 
with the approval of the Commission, from the SRPEDD Commissioners and 
representatives of the private and public sectors.  They are open-ended committees 
unless otherwise limited by federal or state regulations.  The listing of committees is 
subject to change as functional elements of the work program change. 

 

 Regional Economic Strategy Committee (RESC): This committee was formed to 
initiate more input from commissioners and the private sector regarding 
economic development.  Its function is:  
 

i. providing advice and guidance to the SRPEDD Commission with regard to 
economic development in its capacity as Advisory Committee, in 
accordance with enabling legislation and per SRPEDD By-laws, Section VI. 

ii. assisting in defining the policy and role of SRPEDD with respect to 
economic development; 

iii. assisting in the drafting, update and implementation of the region’s 
Comprehensive Economic Development Strategy (CEDS), in compliance 
with EDA requirements (see also SRPEDD By-laws, Section VI.B); 
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iv. cooperating with member cities and towns on the promotion of industrial 
development, tourism, and other types of economic development; 

v. reporting to the Commission on district-wide goals and projects in 
conjunction with economic development;  

vi. reviewing proposed projects, assisting with regional prioritization and 
providing essential feedback and community input into the District 
program; and 

vii. providing assistance to municipal and state officials and other appropriate 
persons and agencies on matters related to economic development. 

 
 Joint Transportation Planning Group (JTPG): To further the objectives of the 3C 

process (cooperative transportation process), the members of the Southeastern 
Massachusetts Metropolitan Planning Organization (SMMPO) established a 
special committee known as the JTPG to serve as the transportation policy 
advisory group for the District in accordance with state and federal agreements.  
This group is also the forum for citizen input to the transportation planning 
process.  Various task forces, created or dissolved as needed by the JTPG, are 
initiated to study specific problems and make recommendations to the JTPG for 
consideration or action. 
 

i. The membership of the JTPG will consist of local chief elected officials or 
their designees, SRPEDD At-Large Commissioners, members of the 
SMMPO, private transportation providers, and interested citizens.  This 
group will also be the forum for citizen input to the transportation planning 
process.  The JTPG will conduct its activities in accordance with the 
guidelines for citizen participation as defined by SRPEDD’s approved Public 
Participation Program, and the requirements of any State and Federal 
citizen participation guidelines. 

ii. It is the objective of the JTPG to be part of a transportation planning 
process that: 

(a) is ultimately responsible to those at the State and local level who have 

authority to implement transportation plans; 

(b) is oriented towards resolving issues and controversies, and provides a 

forum for consensus-building and dispute-airing.  This includes a 

technical arm through the SMMPO transportation planning staff to 

support decision-making, while emphasizing the key role elected 

officials have in decision making; 

(c) integrates all transportation modes for a balanced planning effort; 

(d) recognizes both the short- and long-term impacts of proposals on the 

overall transportation plan for the region; 
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(e) has wide and effective participation at the local level, both public and 

private, both municipal and regional, without diluting the ultimate 

capacity to take decisive action; 

(f) works cooperatively with the Advisory Boards of the regional transit 

authorities and other transportation entities; and 

(g) through the efforts of the SMMPO transportation planning staff, 

provides for the formulation of the Unified Planning Work Program 

(UPWP) for the development of transportation plans, prepares a 

Transportation Improvement Program (TIP) for the distribution of 

transportation funding, prepares a Regional Transportation Plan (RTP) 

to determine transportation needs, and other continuing 

transportation planning activities within the context of comprehensive 

development planning established at the local, regional, and state 

levels of government. (From the JTPG Bylaws, adopted on November 

8, 2014) 

iii. The members or their designees, both voting and non-voting, will be 
appointed, reappointed, or reaffirmed in May of each year, to serve for the 
period June 1st to May 31st, but may be removed or replaced at any time 
by the appropriate appointing authority.  The formal composition of the 
JTPG is as follows: 

(a) Voting Members  

       (Voting to be used only when consensus cannot be reached): 

 

 the chief elected officials (the Mayor or Chairman of the Board of 

Selectmen) in each community in the SRPEDD District, or their 

designee.  Designees are authorized by the chief elected official to 

cast votes on any matter that comes before the JTPG.  The chief 

elected officials may also appoint Alternate designees to represent 

them in the event the appointed designee cannot attend a 

meeting.  If the JTPG representative or alternative designee are not 

available to attend a meeting, a chief elected official may also 

temporarily appoint a voting representative, by providing the 

temporary representative with a letter effective for one meeting; 

and  

 the duly elected SRPEDD At-Large Commissioners that represent 

the low income and minority groups.  The SRPEDD Commission By-

Laws define the At-Large Commissioner and the election process 

for this position on the SRPEDD Commission.  
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(b) Non-Voting Members 

 members of the SMMPO or their designee;  

 representatives of other (non-SMMPO) State, Federal, and County 

agencies as designated by those agencies; and  

 representatives of public and private institutions and associations, 

e.g. consumer groups, private transportation providers, 

environmental groups, historic and preservation groups, etc. as 

appointed or assigned by the Chairman or leader of each of these 

groups.  

(c) Additional Participants: other local elected officials or any individual or 

citizen concerned with the transportation planning process who wishes 

to present a point of view on any transportation issue that is before 

the JTPG for discussion.  

3. Special or Ad Hoc Committees: Deal with short-term or unique problems and projects, 
which may be either administrative or functional.  The Commission may create such 
committees directly or as requested by the Executive Director. 

 

4. Partnership Committees: Participate with other agencies/organizations as specially 
created committees dealing with a particular topic or subject area.  The composition 
and operating procedures may vary in Partnership Committees, depending upon the 
topic and needs of the partner organizations.  Membership in Partnership Committees 
may be appointed by the Commission Chairman, with the approval of the 
Commission, as well as by other participating organizations.  Examples of Partnership 
Committees (and other partners) are: 

 

 Taunton River Stewardship Council (National Park Service) 
 Resilient Taunton Watershed Network (EPA) 

 
Partnership Committees are not under the exclusive jurisdiction of the SRPEDD 

Commission, but will report to the Commission on their activities.  Partnership 

Committees will not engage in activities contrary to adopted SRPEDD policies. 

 
 COMMITTEE MEMBERSHIP 

 

1. All appointments to the committees will be made by the Chairman with the approval 
of the Commission, except those otherwise specified.  Recommendations for 
committee appointments may be made by Commission members, SRPEDD staff 
members, and others.   
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 The Chairman, with the approval of the Commission, may appoint additional 
persons to any functional, special, or technical advisory committee from outside 
the membership of the Commission. 

 A member appointed to the Commission committees who fails to attend three (3) 
consecutive meetings may be, upon notice by the Chairman to the Commission 
and by vote of the Commission, considered to have resigned from said committee.  
A waiver may be granted if the member demonstrates good cause for the 
absences, such as illness or temporary conflict with meeting times.  Absences, in 
accordance with the waiver provision, may only be excused by the Chairman of 
the Commission. 

 A new member will be appointed (or said resigned member be reappointed) in the 
same manner as the original member was appointed.      

 

 GENERAL COMMITTEE FUNCTIONS  
 

General committee functions include:  
 

1. identify goals and objectives; 
 

2. outline a strategy for achievement of goals and objectives; 
 

3. initiate work on planning and action proposals through the Executive Director or 
appropriate staff; 

 

4. review staff work on planning and action proposals, as appropriate; 
 

5. gather and analyze data as needed; and 
 

6. hold meetings and public hearings as necessary. 
 

 GENERAL ADMINISTRATION OF COMMITTEES 
 

1. Functional committee membership should be small, generally between five (5) and 
seven (7), except when required by law or formal agreement. 

 

2. Committees should include members who have specialized knowledge in the subject 
covered.   

 

3. When practicable, each committee should include representatives of pertinent 
interest groups. 

 

4. All committee meetings will be open to all Commission members, other committee 
members, and the general public in accordance with the Massachusetts Open 
Meeting Law.  
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5. All notices, agenda, minutes, and other pertinent material for each meeting will be 
posted in accordance with the Open Meeting Law and on the SRPEDD website at least 
48 hours in advance of the meeting start time. 

 

6. Each committee organized on a subject basis should contain representatives from the 
several geographic areas of the District in order to foster inter-community 
cooperation.   

 

7. Each functional committee will determine its own quorum, but in no case will the 
quorum be less than four (4) members.  No committee will meet unless a quorum is 
expected.   

 

 REMOTE PARTICIPATION 
 

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 all members of the SRPEDD Commission and its committees should try to 
attend meetings in person, the 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.   
 
In accordance with 940 CMR 29.10(2)(b), the SRPEDD Commission, on [Insert Date] voted to 
authorize the adoption of 940 CMR 29.10 so that remote participation is permitted for the 
Commission and its committees.  The Commission may revoke its adoption vote at any time.  
Where the Remote Participation Policy is more stringent than 940 CMR 29.10, the Policy shall 
control.   

 

1. Minimum Requirements for Remote Participation 
 

 Those members participating remotely and present at the meeting location will 
be clearly audible to each other. 

 A quorum of the Commission or committee, including the chairman or the person 
authorized to chair the meeting, shall be physically present at the meeting 
location. 

 A quorum, including the Chairman or, in the Chairman’s absence, the person who 
is authorized to chair the meeting, will be physically present at the meeting 
location. 

 Members of the Commission or committee who participate remotely must have 
access to the same materials being used at the meeting location.  When feasible, 
the chairman or, in the chairman’s absence, the person chairing the meeting, will 
distribute to remote participants in advance of the meeting, copies of any 
documents or exhibits that he or she reasonably anticipates will be used during 
the meeting.  If used during the meeting, such documents will be part of the 
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official record of the meeting and will be listed in the meeting minutes and 
retained.      

 Members who participate remotely may vote and will not be considered absent.  
 

2. Permissible Reasons for Remote Participation 
 

It is the express desire of the Commission that remote participation in meetings be an 
infrequent event.  A member of the Commission or committee may be permitted to 
participate remotely in a meeting if the person chairing the meeting determines that 
there are extenuating circumstances with one or more of the following factors making 
the member’s physical attendance unreasonably difficult, yet still leaves that member 
able to actively participate in the meeting: 
 

 personal illness; 
 personal disability; 
 a family or other emergency; 
 military service; or 
 significant geographic distance (due to personal employment).   

 
Any determination by the person chairing the meeting to allow or not to allow remote 
participation shall be final.   
 

3. Procedures for remote participation: 
 A member of the Commission or committee, at least 48 hours, or as soon as 

reasonably possible, prior to the meeting, will notify the chairman, or in the 
chairman’s absence, the person chairing the meeting, of his or her desire to do so 
and the reason for and facts supporting his or her request.  A SRPEDD 
Commissioner Remote Participation Request Form (Attachment V) is available on 
the SRPEDD website for Commissioners’ use.   

 If the person chairing the meeting approves the request for remote participation, 
he or she will make any necessary arrangements with the Executive Director to 
ensure that the required equipment is available.  If the required equipment is not 
available, then the person chairing the meeting will deny the request for remote 
participation.   

 At the start of the meeting, the chairman will announce the name of any member 
who will be participating remotely and the reason under 940 CMR 29.10(5) for his 
or her remote participation.  This will be recorded in the meeting minutes. 

 All votes taken during a meeting at which any member is participating remotely 
will be taken by roll call vote. 

 A member participating remotely may participate in an executive session, but will 
state at the start of any such session that the session is not being remotely 
recorded by any device and that no other person is present and/or able to hear 
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the discussion at the remote location, unless presence of that person is approved 
by a simple majority vote of the Commission or committee. 

 If there are technical difficulties with the method of remote participation, the 
chairman may decide how to address the technical difficulties that arise, but is 
encouraged to suspend discussion while reasonable efforts are being made to 
correct any problems.  If a remote participant is disconnected, the fact and the 
time at which the disconnection occurred will be noted in the meeting minutes. 
 

 

 FINANCIAL POLICIES  
 

 BUDGET POLICY 
 

1. Purpose and Scope: It is the policy of the Commission to adopt annually a budget for 
the operation of the District for the fiscal year from July 1 through June 30.   

 

2. Budget Preparation and Adoption: The first draft of the budget will be prepared by 
the Executive Director and staff and presented to the Finance Committee in time for 
submission to the April meeting of the SRPEDD Commission.  The final budget will be 
presented to and adopted by the Commission, with or without modification, at the 
May, June or July meeting.  The annual budget will consist of a summary, a list of 
anticipated indirect costs by major categories, lists of direct and indirect positions and 
salaries of personnel, together with amounts to be set aside for salary adjustments 
and raises, and a tabulation of expected District income for the coming fiscal year, by 
source and anticipated date of grant or contract and balance as of July 1.  Any of the 
above may also be allocated on a quarterly basis if significant changes in the rate of 
income or expenditures are anticipated during the budget year.   

 
3. Budget Review and Amendment: As soon as practicable upon the conclusion of each 

quarter, actual income and expenditures for the period through the end of that 
quarter will be compared with the budgeted amounts and rates.  The results will be 
presented to the Finance Committee.  If, in the opinion of the designated financial 
staff, Executive Director, or Finance Committee, there are significant variances or 
other findings requiring budget amendment or other measures for the remaining 
quarters, such measures needed for the financial stability of SRPEDD will be 
implemented by the Executive Director, Finance Committee, and, where required 
through budget amendment or other action, by the Executive Committee or the 
Commission.   

 

 GUIDELINES FOR BUDGET PREPARATION 
 

1. In the budget preparation and adoption process, it is an objective of the District to 
maximize productive professional work for member communities and funding 
agencies and to minimize administrative and overhead costs.  To the extent 
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practicable, budgetary resources of SRPEDD will be allocated for optimum support of 
the SRPEDD’s adopted goals and objectives in functional areas that benefit all member 
communities. 
 

2. It will be the policy of SRPEDD to seek grants and contracts from public and private 
sources to support the District’s goals and objectives.  SRPEDD will not give grants, 
but will support the efforts of member communities to apply for grants and contracts.   
 

3. Prior to the submission of the final draft of an annual budget for adoption, the 
Executive Director and the designated financial staff will submit a narrative evaluation 
of the last adopted budget, including any significant variances, and conclusions for the 
future. 

 
 CONFORMANCE TO THE BUDGET 

 

Except as otherwise provided by SRPEDD bylaws and policies, the Executive Director has the 
authority to expend, in the operation of the District, the amounts budgeted for each purpose 
and may exceed such amounts for each quarter, but all expenditures will be subject to review 
and approval by the Finance Committee as part of their monthly approval of the warrant.  The 
Executive Director will exercise fiscal prudence, anticipate future needs, and will consult with 
the designated financial staff, other management employees, and the Finance Committee in 
case of any previously unanticipated needs or costs.  Quarterly, the Finance Committee may 
recommend the transfer of funds among line items in each budget category, and transfers 
between these major categories will require approval of the Executive Committee or the 
Commission.   

 

1. When a necessary expenditure arises that has not been provided for in the budget, 
the Finance Committee will certify that money for such an expenditure is available 
within the budget, from additional sources of income, or by transfer. 
 

2. The Executive Director may delegate the authority to incur costs, within the budget, 
to District employees subject to reasonable conditions and limitations.   
 

3. The designated finance director has no authority to restrict spending within the limits 
of the budget and the funds actually available, except as such authority may be 
delegated by the Executive Director.  The designated finance director will have the 
authority and the duty to maintain financial records and to inform the Finance 
Committee and the Executive Committee of the financial condition of the District and 
of all significant expenses and actions affecting such condition. 
 

4. The Finance Committee, with the approval of the Commission, will have the power to 
limit the authority of the Executive Director to incur costs, even though budgeted, 
when circumstances warrant. 
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 ACCOUNTING PROCEDURES 
 

All warrants will be prepared monthly to include invoices billed.  The invoices will include 
copies of purchase orders and receiving slips as necessary on all non-recurring expenses.  
 

1. The report of the finance director and the warrant, including invoices, will be 
completed on or about the 10th of the month for review by the Finance Committee.  
All bills must be presented to the Finance Committee for approval for payment and 
certified correct by the Executive Director and finance director.  Such approval is to 
be by a majority of the quorum present.  Payments will be by check drawn from the 
regular account.  Checks drawn upon this account will be signed by the Executive 
Director or Deputy Director and the Treasurer or Assistant Treasurer as provided for 
in the District's by-laws.  

 

2. The report of the finance director and a copy of the warrant, including invoices, as 
approved by the Finance Committee are on file in the SRPEDD office.  To conserve on 
paper, handling, and postage, warrants and Treasurer's reports will be distributed to 
the Finance Committee, but not to the Commission at large.  However, copies of the 
summary of the warrant and Treasurer’s report will be included in the Finance 
Committee report to the Commission.   
 

3. Copies of the warrant, cash analysis, treasurer’s report and invoices payable will be 
available for review and comment by any member of the Commission upon request 
through the Treasurer to the finance director.   

 
4. All invoices that are directly charged to a grant or contract must be approved by the 

appropriate manager responsible for that grant. 
 
5. The accounting records of the District will be audited by an independent accounting 

firm annually at the end of the fiscal year.  
 

 PURCHASING PROCEDURES 
 

1. SRPEDD will designate a staff member as a Chief Procurement Officer (CPO) for the 
sole purpose of overseeing the procurement of supplies and services to ensure that 
SRPEDD’s purchasing and contracting practices are carried out in accordance with 
state law.  This responsibility may include overseeing solicitations; evaluating quotes, 
bids, and proposals; and awarding contracts; and ensuring that all activities related to 
buying, leasing, renting, or otherwise acquiring supplies and services are in 
compliance with Massachusetts General Laws, Chapter 30B.   
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2. All purchases must follow the most current version of M.G.L. 30B and the Modern 
Municipal Act.  All purchases over $2,000 should be certified by the CPO indicating the 
proper procurement procedures have been followed.   
 

3. A purchase may be initiated by any staff member.  A purchase order must be prepared 
before any non-recurring item of supplies, equipment, or a service (other than those 
services where a contract serves as detailed documentation or as excluded below) is 
purchased.  A hard copy or electronic Excel purchase order form with assigned 
sequential number can be obtained from the finance director.  The date, name of 
vendor, complete vendor address and contact name with email and telephone 
number, type and quantity of items to be purchased, amount of purchase, if known, 
the SRPEDD contract to be charged.  If the item(s) purchased is from a quote, IFB, RFP 
or State Purchasing Contract, this should be referenced on the Purchase Order, and 
staff member placing order will be listed.  If such detail appears on a requisition 
submitted by a staff member, the requisition may be attached to the purchase order 
and the listing of the items purchased may be omitted and the words "see attached 
requisition" substituted.  The prepared purchase order must first be approved and 
signed by a contract manager if it is to be charged to a contract.  All purchase orders 
must be approved and signed by the Executive Director.  If the purchase triggers 
Chapter 30B procurement requirements, the purchase order must also be signed by 
SRPEDD’s Chief Procurement Officer (CPO).   

 

4. A copy of the purchase order will be presented to the vendor.  A copy will be matched 
with the receiving slip and the invoice and that documentation will be included on the 
warrant for approval of the Finance Committee.  A copy will be kept in sequential file 
in the finance office. 

 

5. Staff members may make direct purchase of items utilizing the office credit card 
provided they obtain prior verbal approval and subsequent written approval of the 
department manager or Executive Director.  Credit card purchases must also be 
approved and signed by a contract manager if the purchase is to be charged to a 
contract.  Signatures or initials and date on receipt or e-mail suffice as written 
approval. 

 

6. Certain small purchases may be made utilizing the petty cash fund.  These purchases 
will usually not exceed $100 at one time and require the prior approval of the 
Executive Director or the finance director by means of a signature on the petty cash 
receipt. 

 

7. Purchase orders will not be required for utility services, rent, maintenance, postage, 
or for rental payments.  Orders for publications and subscriptions do not require 
purchase orders if they are approved by the Executive Director.  However, copies of 
all bills received for these items should be reviewed by the finance director and 
included in monthly warrants.  
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 OTHER FINANCE COMMITTEE POLICIES 
 

1. The Finance Committee may establish a building fund for the purpose of acquiring or 
improving the offices of the District, if it is determined that the reserve account is 
sufficient to cover cash flow and building maintenance needs.   

 

2. A petty cash fund in the amount of $250 is established under the control of the finance 
director.  The Fund is to be replenished as needed. 
 

3. A postage meter fund in the amount of $800 is established under the control of the 
finance director. The fund is to be replenished as needed. 
 

4. A savings account is established to earn interest on the local funds of SRPEDD.  
 

5. Travel policies are established and made a part of these financial policies.  (See section 
XVIII Travel Expense Reimbursement Policy in the Code of Conduct.) 

 

 OPEB FUND  
 

There is hereby established a fund for the purpose of funding the SRPEDD share of Other 
Post-Employment Benefits (OPEB) for future retirees who are current employees.  The fund 
will be known as the SRPEDD OPEB Fund.  The fund will be managed by an independent fund 
manager selected by the Finance Committee. 

 

1. The amount to be contributed will be determined by actuarial calculations.   
The calculations will be updated at least every three (3) years.  
 

2. The SRPEDD overhead rate will be calculated assuming a full contribution the Trust 
Fund based upon the actuarial calculations.   
 

3. The Finance Committee will determine the amount, timing and frequency of the 
contributions to the trust funds.  The Finance Committee may fully or partially waive 
the annual contribution at any time if financial circumstances dictate.  If the 
Committee waives any of the annual contribution, SRPEDD may be required to repay 
grantor agencies that have been billed at an overhead rate that includes the OPEB 
contribution.   
 

4. Withdrawals from the account will be handled as a warrant expense, with a vote of 
the Finance Committee and signatures of the Treasurer and Executive Director 
required.  
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APPENDIX I:  SRPEDD UNIFORM GUIDANCE PROJECT MANAGEMENT POLICY 
AND PROCEDURES 
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APPENDIX II.  SRPEDD ORGANIZATIONAL CHART 
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APPENDIX III.  SRPEDD SALARY SCHEDULE 
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APPENDIX IV. EMPLOYEE RIGHTS UNDER THE FAMILY AND MEDICAL LEAVE ACT 
and SRPEDD IMPLEMENTATION GUIDANCE 
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SRPEDD IMPLEMENTATION GUIDANCE 

 

1. The first 28.5 hours of leave will be charged to Paid Time Off (PTO) in accordance 

with the SRPEDD Personnel Policies.   

2. Additional leave time, beyond the first 28.5 hours, will be charged to Long-term 

Illness Benefit time, not to exceed the employee’s balance of Long-term Illness 

Benefit time or twelve (12) weeks, minus the first 28.5 hours, from the first day of 

FML in accordance with the SRPEDD Personnel Policies. 

3. Staff is entitled to paid leave, not to exceed their balance of Long-term Illness 

Benefit time and Paid Time Off.  The amount of Long-term Illness Benefit and 

Paid Time Off time combined used for purposes of FML shall not exceed twelve 

(12) weeks.  If staff does not have Long-term Illness Benefit and Paid Time Off to 

cover the twelve (12) weeks, unpaid leave may be taken to cover the balance of 

the twelve (12) weeks to which staff is entitled.   

4. Staff is not required to take FML time consecutively and may take this time 

periodically throughout a twelve (12) month period that begins with the first day 

of FML.    

5. Staff will make arrangements for any premium payments for maintenance of 

health benefits that staff must make during leave.  SRPEDD will maintain health 

benefits during the period of FMLA leave as if staff continued to work. 

6. Should staff need to take time consecutively, staff will be reinstated to the same 

job with the same pay, benefits, and terms and conditions of employment on 

their return from FMLA-protected leave.   

7. For a copy of conditions applicable to Paid Time Off usage, please refer to the 

SRPEDD Personnel Policies.  If staff would like a copy of the relevant sections, 

please contact a supervisor, the finance director or the Executive Director.   

8. A copy of the Personnel Policies and the FMLA Poster are available on the 

SRPEDD website and the O Drive of the SRPEDD network. 
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APPENDIX V:  SRPEDD COMPLIANCE WITH CONFLICT OF INTEREST LAW TRAINING 
 
The State Ethics Commission administers and enforces the provisions of the conflict of interest 
and financial disclosure law.  As a governmental agency, SRPEDD employees must complete 
trainings provided by the Commission.   
 
To comply with the State Ethics Commission training requirements, SRPEDD appoints a staff 
Ethics Officer to ensure that staff completes training and receive materials as required.  Staff 
training schedule includes: 
 

 EVEN YEARS: 
 

1. All staff receives a copy of the summary of the Conflict of Interest Law for state 
employees and provides the Ethics Officer with an Acknowledgement of Receipt of 
Summary of the Conflict of Interest Law for State Employees. 

 

2. All staff completes the Conflict of Interest Law online training program and provides 
the Ethics Officer with a Certificate of Completion.   

 
 ODD YEARS:  

 
1. All staff receives a copy of the summary of the Conflict of Interest Law for state 

employees and provides the Ethics Officer with an Acknowledgement of Receipt of 
Summary of the Conflict of Interest Law for State Employees. 

 
 NEW EMPLOYEES, WITHIN 30 DAYS OF THE START OF THEIR EMPLOYMENT MUST:     

 
1. All staff receives a copy of the summary of the Conflict of Interest Law for state 

employees and provides the Ethics Officer with an Acknowledgement of Receipt of 
Summary of the Conflict of Interest Law for State Employees. 

2. All staff completes the Conflict of Interest Law online training program and provides 
the Ethics Officer with a Certificate of Completion.   

 
  THE ETHICS OFFICER MAINTAINS RECORDS OF SRPEDD’S COMPLIANCE AS 

REQUIRED BY THE STATE ETHICS COMMISSION.   
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ATTACHMENTS 
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ATTACHMENT I: EMPLOYMENT APPLICATION FORM
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ATTACHMENT II.  EDUCATIONAL BENEFIT, CONFERENCE ATTENDANCE REQUEST   
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ATTACHMENT III: PHASING FOR PTO CARRY-OVER COMPLIANCE 
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ATTACHMENT IV.  
 

 ACCESS & USE OF TELECOMMUNICATIONS SYSTEMS AGREEMENT 
 

SRPEDD has a policy on the Access & Use of Telecommunications Systems, found in the Agency 

Policies Code of Conduct, Section I.  This policy sets in place the standards for the proper and 

allowed uses of SRPEDD’s telecommunications systems including telephones, electronic mail 

(email), facsimile machines (faxes), and the Internet.  The telecommunication systems are the 

property of SRPEDD and should be used for appropriate business purposes.   

 

All SRPEDD employees are subject to the provisions of this policy and should review this policy 

to understand what will be considered appropriate use.  The use of these capabilities and 

equipment is subject to the same management oversight as any other employee activity.   

 

I, (please print) ______________________________________________, agree to abide by the 

policy on Access and Use of Telecommunications Systems.  I understand that violating this 

policy or using SRPEDD’s telecommunications for improper purposes will be subject to 

discipline, up to and including discharge.   

 

 

Signature: _____________________________________________________ 

 

Date: _________________________________________________________ 
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ATTACHMENT V:  REMOTE PARTICIPATION FORM 

 

SRPEDD COMMISSIONER REMOTE PARTICIPATION REQUEST 
 

I, ______________________________________ (print or type name), hereby request to 

participate remotely at the meeting of the ______________________________ 

(Commission/Committee) to be held on ___________________________(date).  I certify to the 

Chair that my absence is the result of one or more of the following factors which make my 

physical presence unreasonably difficult: 

 
_____ (1) Personal Illness or Disability _____ (2) A Family or Other Emergency 
 
_____ (3) Military Service _____ (4) Geographic Distance (Personal 

employment) 
 
Explanation:  _________________________________________________________________ 
 
____________________________________________________________________________ 
 
 
During the meeting, I will be at the following location: 
 
________________________________________  ____________________________ 
Address   Phone Number 
 
________________________________________  ____________________________ 
Signature of Member   Date 
 

 
PLEASE SIGN AND FORWARD TO THE CHAIRMAN and the EXECUTIVE DIRECTOR 

 
Request received by ___________________________ ___________________________ 
  Signature   Date 
 
Method of Participation_______________________________________ (i.e. speakerphone) 
 
Request Approved______________________ Request Denied____________________ 
 
________________________________________  ___________________________ 
Signature of Chairman   Date 


