
Chapter 7 - Insurance 
 

7-1 Health and Medical Insurance 

 
The Town of Wenham currently offers a health plan which includes an HMO, a PPO, and a limited plan. 

primary as well as supplemental plans. The HMO primary and supplemental care requires care by a primary 

care physician (P.C.P.), and, except for the co-payment, most preventive services as well as medical care 

benefits are covered in full if provided by, or referred by the P.C.P. 

 
HMO Blue Seniors and Managed Blue Medex 2 for Seniors are both supplemental care that is offered and 

that covers similar services, plus prescription drugs, co-payments, and deductibles. 

 
Contact the Treasurer/Collector's office for a complete description of the available plans. 

 

 

Summary of changes: 
This corrects the 2001 policy based on the Town’s current and potential future offerings.  

 
 

Chapter 5 - Employee Benefits 
 

5-1 Holidays 

 
The Town Bylaws establish the following paid holidays for all full-time and 

regular part-time employees: 
 

 

  

 

 

 

 

 

 

 

 

 

 

All employees whose duties require working on one of these holidays shall receive another day off with pay. 

If an employee is not scheduled to work on a holiday, the employee will not be eligible for holiday pay.  
 

Summary of changes: 
This adds Juneteenth and clarifies Indigenous People’s/Columbus Day. The Day After Thanksgiving was 
previously approved in the Supplemental Policies and is being added here for clarity. 
 
 
 
 

New Year's Day 

Martin Luther King Day 

Washington's Birthday 

Patriots Day 

Memorial Day 

Juneteenth  
 

Independence Day  

Labor Day  

Indigenous People’s/ Columbus Day 

Veterans' Day  

Thanksgiving Day  

Day After Thanksgiving 

Christmas Day 
 



2-1 Recruitment and Selection 

 
 

1. Purpose 

To define the policy of the Town of Wenham concerning employment 

recruitment. 

 

2. Policy 

The policy of the Town of Wenham is to achieve equal employment opportunity 

in employment and selection, consistent with the equal employment opportunity 

policy detailed in section 2-1 above. This policy applies to all full-time and 

regular part-time  employees 

 

3. Application 

This policy shall apply to all positions covered by the appointing authority of the 

Select Board Board of Selectmen , and to other non-elected positions. 

 

4. Procedure 

A. Boards Chairs or department heads Board, committees, commission, or 

departments having a vacant position to be filled must complete a Personnel 

Requisition Form and forward it to the TA must email the Town Administrator 

(T.A.) with the necessary information including  an updated/current job 

description containing the necessary qualifications and a draft posting. 

Requisition approval must include the signature of the department head or 

chairman of the board, committee, or commission.  

 

B. Upon receipt, the T.A. will prepare a job posting notice when appropriate for 

posting and action, in accordance with applicable collective bargaining 

agreements, or an internal position vacancy notice for non-union positions of 20 

hours or more per week on a permanent or regular basis, for application by 

current permanent employees. The primary posting location will be the Town of 

Wenham website. The primary posting location will be the Town of Wenham 

website. 

 
I. If the appropriate supervisory personnel decide not to select any 

internal applicant, or if the position is not subject to posting, the T.A. will 



recruit candidates by drafting employment ads. Upon application for a 

position, the T.A. will advise applicants of openings and the minimum 

qualifications necessary for consideration. The T.A. will inform the 

applicants of the pay practices, employee benefits, and general working 

conditions in the Town and departments, especially where openings exist. 

 
2. The T.A., or their designee, will receive and screen all applicants and 

designate qualified applicants to the appropriate department head or 

chairperson of the board, committee or commission for interview based on 

the information in the Personnel Requisition Form job posting and 

description, and the updated job description. The department head or 

chairperson will have the option to review all applications and confer with 

the T.A. regarding minimum qualification equivalencies. 

 
3. The T.A. will have the option to monitor and be present at interviews thus 

providing consistency in the selection process on a Town-wide basis. 

 

C. The person having responsibility and authority for hiring shall give the T.A. the 

name of the candidate selected for hire after which the hiring authority, or the T.A., 

at the request of the hiring authority, will check the applicant's references. 

 
D. Candidates whose reference checks prove satisfactory shall be sent an offer or 

confirmation of offer of position in writing by the T.A. upon receipt of a personnel 

Action Form from the hiring authority. The offer will be contingent upon the 

satisfactory completion of a pre-placement physical examination. The written offer 

shall notify the candidate of the starting date and rate of pay. In the event that the 

preferred candidate declines the offer of employment, the department head or 

chairperson of the board, committee or commission shall be advised and the 

appropriate parts of the forgoing procedure be repeated. 

 

E. Upon receipt of favorable reference checks, the hiring authority shall complete a 

Personnel Action Form and forward it to the T.A. with the necessary approvals. Such 

approval must include the signature of the department head or chairperson of the 

board, committee or commission. 

 

F. Upon commencement, Prior to the start of employment, the new employee shall 

report to the T.A. Treasurer/Collector’s Office to complete the required payroll 

enrollment forms, as well as optional benefit enrollment applications. This step must be 

completed within by the end of the first week of employment in order for the new 

employee to be processed for the payroll.  

 
Summary of Changes: 
These changes update the 2001 version to better reflect current best practice and current in 
house practice.  
 



4-1 Classification and Salary 

 
All 18 plus hour positions not within a collective bargaining unit are found in the 

current compensation and classification schedule. Not all positions are classified, 

particularly those positions within a collective bargaining unit. For more 

information see the town administrator to review the schedule most recently adopted 

by the Select Board. and reference the 1996 pay and classification study. 

 

The schedule is updated annually to reflect COLA changes to the hiring ranges. 

 

The schedule is reviewed every 3-5 years through the use of a Compensation and 

Classification study to ensure accuracy and relevancy. Compensation and 

Classification studies should also include reviews of any positions represented by 

collective bargaining agreements to allow for equitable updates. 

 
For non-union personnel, salary increases are normally set, or recommended to the 

Town Meeting by the Select Board Board of Selectmen and Finance and Advisory 

Committee during the budget process.  

 
Summary of changes: 
This reflects best practices and ensures the Town is consistently updated the non-union 
schedule so the Town can accurately budget for staff. Most of the CBAs are on a three year 
contract and are thus reviewed every three years. This codifies updating the non-union 
schedule as well as the positions in the CBAs so that the Town does not fall behind on this 
practice in future. This area has been one of the largest challenges since the inception of the 
current handbook. The goal of the changes is to ensure there is a mechanism to keep this 
data relevant and germane.  
 

4-7 Direct Deposit 

 

Payroll checks can be directly deposited to your bank. Changes to an employee’s 

direct deposit arrangements must be done at the Treasurer/Collector’s Office with at 

least one form of personal identification. Contact the Treasurer/Collector's office to 

sign up for this service. 

 
Summary of changes: 
This change reflects best practice and provides better security for employees and the Town. 
 
 
 
 
 
 



5-6 Travel and Transportation 

 
Authorized travel reimbursed at the current IRS rate based on the start date of travel. 

$.31/mile, effective January!, 1999. 

 

Travel Expense Reimbursement Policy 

 

Mileage reimbursement shall be reimbursed at the current IRS rate based on the start date 

of travel.  which for 2015 is 57.5 per mile driven. 
 

 
Summary of changes: 
This clarifies Chapter 5-6 and a line from the supplemental policy and removes citations of 
specific rates and instead makes a standard for future changes. 
 
 


