Town of Norwood
Personnel Board and Human Resources Department

Documents/Forms Index

The following list of current Documents/Forms utilized are utilized as part of an approved policy adopted by the Personnel Board and
implemented by the Human Resources Department or are part of an administrative procedure/process followed by the Personnel Board while
completing their normal duties and responsibilities.

Doc # H.MMM Name of Document Ecwﬂwﬁmﬁ Wwﬂﬁﬂ”m Document/Policy Name

D-100 10 | Personnel Definitions 09/17/2014 ALL All Policies

D-101 4 | Request to Hire Above Step 3 10/16/2008 #P-101 Hiring Policy

D-102 2 | Appendix D - Classification Request Form 10/28/2008 4A-101 Administrative Procedures - PB Operating

D-103 2 | Appendix E - Reclassification Appeal Form 10/28/2008 Policies and Procedures

D-104 3 | Acting Assignment Pay Appeal Form 10/16/2013 #P-403 Acting Assignment Policy

D-105 2 | Vacation Carry-over Request 10/17/2012 #P-302 Vacation Policy

D-106 1 | Vacation/Sick/Floating Holiday Pay-out Request | 03/16/2016 #P-302 Vacation Leave/Sick Leave/Holiday

D-107 1 Classification / Reclassification Request Decision 08/17/2016 4A_101 >mﬁ.amﬁma<@ Procedures - PB Operating
Appeal Policies and Procedures

D-108 2 | CORI Consent Form 10/17/2014 #P-102 CORI Employment Policy

D-109 1 | VUP Exemption 04/15/2009 #P-405 Vehicle Use Policy

D-111 4 | Performance Award Nomination Form 09/15/2010 #P-501 Employee Performance Award Policy

D-112 1 | Performance Awards Tracking Form 09/15/2010 #P-501 Employee Performance Award Policy

D-114 2 | Accelerated Step Increase Request Form 03/02/2016 #P-411 Accelerated Step Increase Policy

D-115 2 | Performance Agreement Template 11/16/2016 #P-411 Accelerated Step Increase Policy

D-116 1 | Non-award Thank You Letter 09/15/2010 #P-501 Performance Recognition Policy

D-117 1 | Performance Award Letter 09/15/2010 #P-501 Performance Recognition Policy
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# of

Document

Associated

Doc # Name of Document ’ Document/Policy Name
Page: Date w/ Policy #
D-121 2 | Recognition Award Recommendation Form 02/20/2013 #P-502 Employee Recognition Award Policy
D-122 1 | Employee Recognition Tracking Form 02/20/2013 #P-502 Employee Recognition Award Policy
D-123 2 | Personnel Records Removal / Correction Request | 05/18/2011 #P-402 Personnel Records Policy
D-124 2 | Personnel Records Review / Copy Request 05/18/2011 #P-402 Personnel Records Policy
D-126 2 | Policy Acknowledgement — Non-Bargained-for 11/16/2016 ALL All Policies
D-127 2 | Policy Acknowledgement — Bargained-for 11/16/2016 ALL All Policies
. Administrative Procedures - FLSA
D-128 3 | Appendix A — FLSA Exempt Test Process 01/08/2013 #A-103 Exemigt Test/Datermination
D-129 1 | 2™ Employment Position Request 02/20/2013 #P-104 FLSA Policy
D-139-1 2 | Unpaid Leave Request 08/06/2014 #P-311 Unpaid Leave Policy
D-139-2 | 2 | Unpaid Leave Extension Request 08/06/2014 #P-311 Unpaid Leave Policy
D-140 1 | Unpaid Leave Policy Clarification Request 10/19/2016 #P-311 Unpaid Leave Policy
Appendix A - Employee vs Independent. Administrative Procedures — Employee or
Belie 2 Contractor Determination e e Independent Contractor
D-145 1 | Notice for Leave Request 09/17/2014 #P-312 Domestic Violence Leave Policy
D-146
Schedule A - Seasonal / Temporary .
D-147 3 Compensation Kchedile 02/17/2016 #P-103 Seasonal/Temporary Employment Policy
D-148
D-149
D-150 1 | Civil Fingerprinting Consent Form 02/10/2015 BOS-1 Town CORI and Fingerprint Policy
Individuals should always check with the Human Resources Department prior to the use of any document to ensure you have the most
current dated version.
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TOWN OF NORWOOD
PERSONNEL BOARD

566 WASHINGTON STREET
NORWOOD MASSACHUSETTS 02062

Process for Requesting to Hire a Candidate Above Step 3

AA refers to Appointing Authority
DH refers to Department Head

The request is reviewed by
HR refers to Human Resources : the HR Director with input
. Aa H..Em out W@@ﬁ@mﬁuﬂ & > from the AA and PB to <
I ~ -y UoMMNMMwU%M omHﬁmWan i meet the requested date by
After going through the AA wants to hire a . . the AA.
mnammambm W& wzﬂmmaamé candidate to fill a vacant |||_|v available from the HR
process, the Appointing position above Step 3. Department.
Authority (AA) should S
attempt to hire a candidate

at the minimum step.

LY i

HR Director renders and
documents his/her decision on
Document #D-101,

The HR Director may approve the @w
The HR Director or AA shall @I Step request or approve a lower
notify the selected candidate Step or deny the request.
thru a final job offer/award "
letter.

Please note, the decision of the
Huimnan Resources Director is not a
budgetary approval. If the approved

Grade and Step equates to a dollar
value that exceeds the FY budget
amount for this position, then the

Appointing Authority is required to
obtain approval from the Finance
Commission and/or Town Meeting.

AA requests
reconsideration
(only once)

11/19/2008
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TOWN OF NORWOOD
HUMAN RESOURCES DEPARTMENT

#D-112 - PERFORMANCE AWARDS TRACKING REPORT

FY ENDING JUNE 30, 20

Award ** If Yes - what 1
Date Received .H.En_mbm # Nominator(s) Nominatees Department | Date Reviewed | Yes | Type] No $ Value ! Comp Time
/R0 {20 - /120 :
/20 {20 - /120 m
/20 |20 - /120 m
/120 20 - /120
[ 120 20 - [ 120
/120 20 - [ 120
[ 120 20 - /120
/ /20 20 - ! /20
/120 20 - /120
/120 20 - /[ /20
/120 20 - /120
/20 20 - /120
/20 20 - /120
/20 20 - /120
/120 20 - [ /20
[ 120 20 - /120
/20 20 - [ 120
/20 20 - /120
/120 20 - /120
/120 20 - /120
/120 20 - /[ 120
[ 20 20 - /20
AT 3 [ TOTALS 1 0.00
"~ **4ward Types o -
A - Short-term Financial Savings B - Long-term Financial Savings C - Permanent Process Improvement
09/15/2010 #D-112 Performance Awards_Tracking_Report
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