
 

 

 
 
 

The Norwood Personnel Board and the Director of Human 
Resources are pleased to submit their annual report for 
calendar year 2016.  
 
The Personnel Board (Board) is a five-member board appointed 
jointly by the Town Moderator, and the Chairs of the Board of 
Selectmen and Finance Commission.  It was established in 
accordance with Article XXXIX of the Town of Norwood By-laws 
approved at the 2003 Town Meeting. The Board generally 
meets monthly and meetings are posted and open to the 
public. Article XXXIX also established a Department of Human 
Resources (HR) and the position of Human Resources Director. 
 
In calendar year 2016, the Board and the HR Department 
celebrated their thirteenth-year anniversary by continuing in 
the development of policies and procedures that would be in 
the best interest of the Town, all employees and applicants.  
 
In February 2016, the Board published a list of 17 objectives to 
both the Board of Selectmen and Finance Commission.  This is 
meant to indicate the Board’s priorities for the year and to take 
input from these key elected officials. In addition, most 
issues/tasks get added during the year. In support of the tasks 
and/or objectives, the Board tracks all activities and publishes a 
monthly report that indicates the status of all activities.  For 
2016 there were 40 tasks and/or objectives, 23 were added 
during the course of the year. Thirty-one tasks were completed 
(78%), 7 are still being worked on and 2 have yet to be started.  
All open 2016 activities will be carried into 2017. 
 
Classifications:  The Board completed 3 new Classifications, 2 
for the Board of Health and 1 for the Police Department. 
 
BOH - these Classifications are for a Drug Free Communities 
Grant from the US Department of Health and Human 
Resources: 
 

 Program Director – Grade M11 40 hours/week 

 Program Coordinator – Grade N6 PTn 15 hours/week 

The grant would be for 10 years and during this time the Town 
would be expected to roll the headcount and cost of these 
positions into the Town’s overall budget. 
 
The one for the Police Department was for the creation of the 
Deputy Police Chief.  This involved the Board working with Chief 
Brooks on a new position description and rating it using the 
Boards structured Point-Factor System.  
 
Reclassifications: The Board completed four (4) Reclassification 
Requests. These requests included: 
 

 Town Clerk & Accountant – Census & Elections 
Administrator from C5 to C7 

 

 Town Clerk & Accountant – Senior Office Assistant (2) from 
grade C3 to Principle Office Assistant grade C5, which is 
down from the requested grade C6 

 DPW – MEO I grade PW3 to MEO III grade PW5.  The Board 
has an understanding with the DPW Director that as the 
grandfathered PW2 and PW3 positions become vacant, 
they would be upgraded to either a PW4 or PW5 position. 

 
A submitted Reclassification for the Assessor’ Department 
Administrative Assistant was withdrawn w/o prejudice and may 
be submitted again at the direction of the Appointing Authority. 
 
There are two (2) on-going submitted Reclassifications that 
carried over into 2017: 
 

 Light Department - Head Clerk S7B to Sr. Head Clerk (new) 

 General Manager’s Office – EA to the Asst. TM N7 (new) 
 
However, since both of these potentially new positions, as the 
requested new position and position descriptions do not exist, 
they may become new Classifications. 
 
In addition there were four (4) position descriptions that were 
requested to be updated: 
 

 Engineering Office – Civil Engineer 

 Light Department – Technical Operations Supervisor to 
Technical Operations manager 

 Light Department – Telephone Network Engineer to Head 
End Engineer 

 Light Department Network Operations Supervisor 

All four were voted to remain at their current grade – no 
changes.   
 
The Board uses a structured Point-Factor System, which was 
implemented by HRS Services, Inc. in 2002 / 2003, to rate 
positions. This structured point-factor system ensures equity 
among classification ratings.  It can take up to several months to 
complete a reclassification request.  Depending on the 
proposed depth of change, an outside salary survey with our 
comparable communities is often sought. 
 
Policies and Procedures: Much of the work of the Board is in 
the continuation of developing and updating personnel policies 
for the Town and support procedures for the HR Department.  
The Board utilizes a standardized format and numbering system 
for all personnel policies, which groups them by category.  All 
adopted Town personnel policies are public documents and are 
available on the Town website www.norwoodma.gov. 
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The Board adopted three (3) new policies in 2016: 

(1) Social Media Policy [#P-410] – this policy was adopted on 
10/19/16 and indicates acceptable employee use of social 
media, which should be broadly understood for purposes of this 
policy to include blogs, wikis, microblogs, message boards, chat 
rooms, electronic newsletters, online forums, social networking 
sites, and other sites and services that permit users to share 
information with others in a contemporaneous manner when 
conducting business with other employees, customers, vendors, 
and visitors, who interact with the Town on a daily basis. 

(2) Accelerated Step Increase Policy [#P-411] – this policy was 
adopted on 03/16/16 and provides a standard by which all 
General Government Appointing Authorities shall follow, if they 
determine a non-bargained-for employee is deserving of a 2-
step increase.  This policy requires the filling out of a 
performance agreement template (#D-115) between the 
Appointing Authority and the employee.  This template was 
approved on 11/16/16. 

(3) Paid Sick Leave Policy [#P-304] – this policy was adopted 
on 11/16/16 and outlines the Town’s paid sick leave policy with 
respect to eligibility, benefits, use and accrual, and to ensure 
that sick leave benefits are implemented equitably and 
consistently to all non-bargained-for employees. 
 
There were several existing personnel policies that were 
reviewed and updated due to changes in law, the amount of 
time from the last update, and/or necessary format/standard 
language changes.  Four (4) existing policies were updated: 

(1) Alcohol and Drug Policy  [#P-404] – 02/17/2016 
(2) Seasonal/Temporary Employment Policy [#P-103] – 

02/17/16  
(3) Unpaid Leave Policy [#P-319] – 10/19/16 
(4) FLSA Policy [#P-104] – 12/14/16 
 
The PB continues work on or has scheduled to work on several 
other new policies and updates to existing policies for 2017: 

(1) Parental Leave [#P-313] (new) 
(2) Travel Reimbursement [#P-504] (new) 
(3) FMLA [#P-301] (existing) 
(4) Personnel Records [#P-402] (existing) 
(5) Alcohol and Drug Policy [#P-404] (existing) – Town Counsel 

has advised the Board to again review tis policy due to the 
passage of the Recreational Marijuana ballot question 

In May of 2013, Town Meeting approved a By-law that 
expanded CORI to include the use of fingerprinting as part of a 
background check for certain Town License applicants.  In May 
of 2014, the Board of Selectmen requested the Personnel Board 
to draft a town-wide CORI and Fingerprint policy.  This policy 
requires all non-employees that may be in contact with the 
vulnerable population (elderly, children and disabled) to be 
CORI’d and certain specific license applicants to be 
fingerprinted. 
 

The Board completed its efforts with Chief Brooks and Town 
Counsel, and presented its draft policy to the BOS in December 
of 2015, who approved this policy in February 2016, pending a 
review by the MA Attorney General’s Office and State Police. 
 
The Board worked with Town Counsel’s office in obtaining all 
the necessary approvals so that by June of 2016, the Town had 
and could implement a Town-wide CORI Check and Fingerprint 
Policy [#B)S-1]. 
 
The Board also continued its’ work on documents related to 
Administrative Procedures to ensure specific issues were 
codified in a complete document: 
 

 PB OP&P is the Personnel Board’s Operating Policy and 
Procedures document.  Based on discussions with other 
Town personnel, the Board updated the document to 
provide: 
i. The Board with flexibility in setting an employee’s step 

date if the Reclassification should result in lost wages; 
ii. An appeals process for Appointing Authorities to utilize if 

they disagree with the Board’s decision on a 
Classification or Reclassification. 

 Administrative Procedure A-101 is the Personnel Board 
Policy and Procedures Document, which was originally 
adopted and published in October 2008.  There were several 
updates made during 2016 to clarify procedures, as well as 
to include an appeal process of decisions made regarding 
Classification /Reclassification requests. 

 Administrative Procedure A-103 is the Board’s process and 
procedure in determining if a position is Exempt of non-
Exempt from certain overtime laws/regulations and/or 
minimum wage laws/regulations, as defined by the federal 
Department of labor and/or Massachusetts labor laws.  Each 
position description contains a footer that indicates whether 
it is Exempt or Non-exempt from FLSA requirements. 

 
All documents related to any Administrative Procedure of the 
Board is available on the Town’s website www.norwoodma.gov. 
 
The Board is also creating several Guideline documents related 
to personnel issues.  Guidelines are documents that seek to 
simplify a set of processes with regards to an established 
practice.  Guidelines are not compulsory or mandated, but are 
still an important part of the entire process.  They are a course 
of action that helps people not to get lost in doing tasks or 
activities deemed necessary by an Appointing Authority: 

 Guideline G-101 is a document under development to assist 
Appointing Authorities with Business Continuity Planning.  
This will be a tool for the Town to ensure key departments 
have a plan in place to operate if a key employee suddenly 
departs.  The Town Treasurer & Collector and the Town 
Clerk & Accountant have provided their plans, which will be 
used as the template for all key employee positions.  As this 



 

 

is a business operational matter, we have referred this to 
the Board of Selectmen. 

 Guideline G-102 is a document under development to assist 
Appointing Authorities and Department Heads in identifying 
potential annual or biennial goals and objectives for 
employees.  This is meant as a tool to potentially document 
what the different work groups should stay focused on. 

 
Other Major PB Activities: 
 

 ORG Charts - The Board updated and published the General 
Government organization charts in December 2016 for each 
department, in our continuing effort to keep the Board of 
Selectmen and the Finance Commission abreast of all Town 
positions. Department organization charts identify each 
position by name and title to ensure there is a match with 
the department budget/pink sheets. This document also 
helps the Board with classification and position description 
issues, as well as the Board of Selectmen and Finance 
Commission with the backfilling of vacant positions.  This 
document is also available on the Town’s website and 
reflects the approved FY17 budget.  The Board’s review of 
information provided to us from the Town Accountant 
enables us to be in alignment regarding headcount figures.  
We are one if not only Town with published org charts in the 
state. 

 

 FLSA Exempt Test – Based on updated US Department of 
labor regulations, all 49 Exempt positions in general 
government had to be reviewed to ensure they still were 
Exempt.  This whole process was confusing, as a federal 
judge issued a nation-wide injunction to the issued 
regulations, which were to take effect December 1, 2016.  
However, Town Counsel advised the Personnel Board to 
complete the task anyway, because if the injunction was 
listed, the effect could be retroactive.  In addition, the 
incoming federal administration had indicated a roll-back of 
these same regulations, which would mean a whole or 
partial retreat of the decisions made.  In any case, to ensure 
the Town is in compliance with the Federal Department of 
Labor regarding the Federal Labor Standards Act, the Board 
indicates on every position description whether they are 
Exempt or Non-exempt from certain wage and overtime 
provisions. 

 

 Town Benefits Value Chart - To assist the Board of 
Selectmen and the Finance Commission, the Board is 
updating a previously developed Town Benefits Value Chart.  
The Board reviews the current level of benefits and 
determines each benefit value/obligation, as contributed by 
the Town.  This is not an exercise in determining the 
appropriate level of benefits, only the range value of the 
total benefits provided by the Town for each position. This 
exercise includes the provided benefits of Sick Time, 
Vacation Time, Retirement, Medical, Dental, Longevity, 

Holidays, Funeral, Stipends and Clothing.  A finalization of 
this effort has been delayed until 2017. 

 
The Board also spent considerable time standardizing some 
forms utilized by HR in its day-to-day function with employees: 
 

 #D-106 – Vacation Leave/Sick Leave/Floating Holiday 
Pay-out Request Form, which was coordinated through 
the Human Resources Director and the Town 
Accountant. 

 #D-115 – Performance Agreement Template for use 
with the Accelerated Step Increase Policy [#P-411] that 
requires Appointing Authorities to work with HR in the 
development of goals and objectives in order to be 
considered for an advanced step increase. 

 #D-147 – Schedule A of the Seasonal/Temporary 
Employment Policy [#P-103], which indicates the pay 
ranges for Seasonal and Temporary employees. 

 #D-126/#D-127 – a 1-page policy acknowledgement 
form signed by employees upon receipt and review of 
employees when hired or newly updated. 

 
The Board is also working with several work groups in General 
Government in analyzing if the current comparable Towns is 
still accurate.  The Board utilizes comparable towns when 
reviewing Classifications, Reclassifications, position 
descriptions, pay ranges, and more.  The Board is reviewing 
whether there should be separate comparable Town lists for: 
 

 Library 

 Light Department 

 General Government 
 
The Board spent 9 months on an effort with the Board of Health 
(BOH) and St Catherine’s of Siena (SCS) School to align the 
school nurse position under the responsibility of SCS.  This 
involved Town Counsel, the budget change approved by Annual 
Town Meeting, and the signing of a Memorandum of 
Understanding between the BOH and SCS. 
 
And finally, a last shout out to Anne Haley, who served on the 
Personnel Board for over 10 years, many of them as vice-chair.  
Anne was a dedicated Board member who worked tirelessly for 
the Town.  While we hated to see her leave us, we are happy 
for her election to the Finance Commission during April of 2016.  
The Board was fortunate to have the vacancy quickly filled 
when Mr. Gregg Giambanco submitted interest in serving the 
community as a member of the Personnel Board.  Mr. 
Giambanco brings with him over 20 years of Human Resource 
industry experience, the last four as the Director of Talent 
Acquisition at Cumberland Farms.  As a Norwood resident for 
the past 18 years, Gregg is the current President of the 
Norwood Basketball Association and was also a previous 
President of the Norwood Youth Softball League.  We welcome 
Gregg to the Personnel Board. 



 

 

 
Recruitment and Staffing:  
The HR Department had an extremely busy year of recruitment 
and staffing.  With the retirement of many long time 
employees, the HR Department coordinated the advertising, 
recruiting, interviewing and background checks of non-union 
and union vacancies in over 12 departments, marking this one 
of the busiest recruitment years since the development of the 
Department.  Some of those departments included: 

 

 Morrill Memorial Library 

 Recreation Department 

 Light and Broadband Department 

 Department of Public Works 

 Police Department 

 Fire Department 

 Human Resources Department 

 Office of the Town Clerk & Accountant  

 Treasurer/Collectors Office 
 

Some notable retirements and recruitment efforts included the 
following positions: 
 
Recreation Program Director: 
Linda Berger was hired as our Program Director for the 
Norwood Recreation Department in 2010.  After serving and 
significantly contributing to the Department, Ms. Berger was 
recruited by the Town of Sharon and was selected to be their 
Recreation Director.  As a result, we began the recruitment 
process to fill her vacancy in March of 2016.  The Town was 
very fortunate to recruit Travis Farley as our new Program 
Director.  Mr. Farley brings over 16 years of related experience 
in various roles including the Assistant Superintendent of 
Recreation and Parks for the Town of Marblehead, the Assistant 
Athletic Business Manager for the Boston University 
Department of Athletics and the Athletics and Recreation 
Operations Manager for the Fitchburg State University Athletics 
Department. Mr. Farley also holds a Bachelor’s degree from 
Plymouth State University in Interdisciplinary Studies and a 
Master’s of Science Degree in Sports Management from 
Springfield College. Mr. Farley began serving in his new role 
with the Town in June of 2016.  
 
Assistant Accountant: 
After 26 years of service to the Town and a notable member of 
the Norwood team of managers and public servants, Margaret 
(Peggy) Flaherty notified us of her intent to retire.  We knew 
that filling her shoes would not be easy but we were fortunate 
that Ms. Flaherty and the Town Accountant had invested in 
training her direct report and as a result we internally promoted 
Linda Laridis to the position.  Ms. Laridas was able to slide right 
into her role and hit the ground running.  Ms. Laridas began 
serving in her new role as Assistant Town Accountant in June of 
2016.  
 
 

 
DPW Highway Parks General Foreman: 
Thomas McCarthy served the Norwood DPW for a combined 
total of over 8 years as our Highway & Parks General Foreman.  
After battling snow storms and keeping the Town’s parks a 
shining green, among many other notable accomplishments, 
Mr. McCarthy was recruited by the Milton Department of Public 
Works to take on the role of Assistant DPW Director.  In another 
successful training and promotional process, the Town 
promoted Michael Driscoll, formerly the DPW Highway & Parks 
Working Foreman to succeed Mr. McCarthy. Mr. Driscoll had 
served previously in various positions with the Norwood DPW 
since 1989 and brought with him over 35 years of related 
experience.  Mr. Driscoll began his service in his new 
management role in June of 2016.  
 
Deputy Police Chief: 
In early 2016 the HR Department, Personnel Board, General 
Manager’s Office and Norwood Police Chief began the process 
to develop and create a position description for the position of 
Deputy Police Chief.  The position as rated and adopted by the 
Personnel Board and funding for the position was approved at 
the May 2016 Annual Town Meeting.  After an interview 
process which included the HR Director, Police Chief and 
General Manager, long time officer and Lieutenant, Peter Kelly 
was promoted and officially appointed was the Town’s first 
Deputy Chief of Police.  It was clear to the recruitment team 
that Deputy Kelly was the person for the job.  Deputy Kelly 
began serving the Town of Norwood Police Department as a 
patrolman in 1987 and brings over 29 years in the police service 
to the position.  Additionally he holds two bachelors’ degrees 
from Stonehill College, one in Criminal Justine and the other in 
Business Administration.  He also holds a Masters in Criminal 
Justice Administration from Western New England College and 
is also a graduate of the FBI National Academy and the Senior 
Management Police Institute.  Deputy Kelly is affiliated with the 
Metropolitan Law Enforcement Council, the Massachusetts 
Digital Evidence Consortium and holds memberships in the FBI 
LEEDA, IACP, NORPAC, MMPA and PERF.  Deputy Kelly’s 
credentials are too many to list but surely would impress the 
citizens of Norwood. Deputy Kelly began in his new 
management role in July of 2016. 
 
The HR Department also continued its effort in maintaining and 
improving upon the Town’s background check program and 
new employee orientation and onboarding efforts, and the 
employee training program.  
 
Background Checks: 
As it relates to background check investigations, the HR 
Department began working with Creative Services, Inc. out of 
Mansfield (CSI) following the approval of funds for this purpose 
at the 2016 Annual Town Meeting.  With the changes in the 
laws relating to background checks, the HR Department found 
that it was not getting the information needed to fully examine 
candidates in a reasonable period of time. From a risk 
management standpoint, the liability in having the Town 



 

 

conduct these checks on its own has also become significant 
and as a result the HR Department saw that there was a need to 
improve this process. Creative Services, Inc. has been helping 
companies hire with confidence since 1976. They are a global 
full service employment screening and security consulting firm 
serving corporate, nuclear and government sectors.  CSI 
provides screening solutions to the Town that reduces our risk 
at all stages of the employment cycle. CSI provides a quick, 
verified and thorough report, allowing the Town the ability to 
do necessary background checks that result in qualified and 
fully investigated employees. Hiring is one of our most 
important tasks and ensuring that those we select are fully 
vetted before they are sent to work directly with citizens is of 
utmost importance to the HR Department.  Citizens can rest 
assured that we do our due diligence and have very thorough 
and professional hiring practices, including thorough 
background checks.  
 
Employee Relations and Labor Relations:  
The HR Director acts a member of the Town’s negotiating team, 
providing support in terms of research, strategy and labor law 
compliance.  Additionally, the Director provides advice and 
counsel to department heads, supervisors and union officials to 
assist in effective employee relations. The HR Director also 
provides occasional assistance to the School Department in 
areas such as EAP related matters, health insurance, workers’ 
compensation, labor relations and labor law compliance. 
 
As it relates to Labor Relations, 2016 began an important 
process to negotiate eight successor collective bargaining 
agreements for FY18 – FY20.  While the agreements do not 
expire until June 20, 2017, the HR Department begins the 
process of researching cost of living adjustments, changes in 
municipal employee benefits and paid leave time, and other 
labor relations matters in anticipation of beginning the 
bargaining process. The first to begin the bargaining process for 
FY18-FY20 was the Norwood Morrill Memorial Library. The 
Library employees were previously represented by a private 
association but in 2016 they began being represented as the 
fifth Town chapter of Local 1451 of AFSCME (the American 
Federation of School, County and Municipal Employees).  The 
new relationship proved fruitful as the Library was able to 
quickly settle a successor agreement well in advance of the 
expiration of the current agreement. The HR Department 
continued its work to effectively prepare the management 
team for the upcoming negotiations process and began 
coordinating meetings towards the end of 2016.  Meetings will 
continue well into 2017 with the goal of good faith bargaining 
with the Town’s other unions and we are confident that 
settlements will occur at the bargaining table prior to the 
expiration of the current agreements.  
 
Compliance Efforts: 
The HR Department staff also worked on various projects to 
audit the town’s compliance with federal and state labor law 
such as continue to work to update all labor law posting 
requirements and disseminating information regarding the 

changes to the federal Americans with Disabilities Act, 
Personnel Records laws, the Conflict of Interest Law and the 
Open Meeting Law, Fair Labor Standards Act, the Family and 
Medical Leave Act, as well as other mandatory updates. 
 
In 2016, the HR Department began the process to put the entire 
town in compliance with the Massachusetts Conflict of Interest 
Law.  This requires that all employees as they are defined by the 
law (which includes board and commission members and 
employees of the School Department) undergo online training 
and submit a certificated that they have completed the training 
and acknowledgement of the Town’s Summary of the Conflict 
of Interest Law.  It is quite a process to coordinate but an 
important one that the HR Department is committed to.  We 
began the compliance efforts in 2016 with the goal of town 
wide compliance by Spring of 2017. To that end, the HR 
Department coordinated an important town wide training 
which will be referenced in the section relating to training.   
 
In another compliance effort, the HR Coordinator updated all of 
the legal mandated employer postings and notices and made 
them available to all town departments and buildings.  The HR 
Coordinator also worked with the IT Department to coordinate 
the management of employee data for the purpose of 
completing the Town’s Equal Employment Opportunity Council 
(EEOC) report. Lastly, the HR Coordinator conducted a Criminal 
Offender Records Information (CORI) audit to ensure that 
statutory records are kept in order and archived properly as 
well as a review of which positions should undergo a CORI 
check.  
 
Employee Health Insurance Benefits:  
In 2016, the Town started the second year of a successor six 
year agreement with the Public Employee Committee to offer 
health insurance to its employees through the Group Insurance 
Commission (GIC). Cities and Towns are still fairly new entities 
with the GIC as the GIC had only provided health insurance to 
state departments and agencies prior to 2007, under most 
circumstances.  As a result, new procedures and modifications 
to the program management and operations, health insurance 
plans, budget auditing and benefit information tracking, change 
constantly.   
 
The Benefits Administrator continued to work in 2016 on 
streamlining a process to handle the influx of retirees turning 
65 and moving them onto a Medicare plan.  As the “baby 
boomers” begin to reach 65 the increase in Medicare plan 
enrollment has more than tripled the past. This change has 
modified the makeup of the town’s enrollment requiring 
regular review and close monitoring. The Benefit Administrator 
also kept up to date with all of the regulatory and statutory 
changes as a result of Healthcare Reform, ensuring the Town’s 
compliance with any changes.  
  
The Benefits Administrator attends regular GIC training 
sessions, communicates with the GIC on a regular basis and 
provides information on GIC programs and benefits to 



 

 

employees and retirees. The HR Department also continues to 
partner with other GIC communities in an effort to be a voice 
and advocate for all municipal health insurance needs and 
administration. 
 
In 2010, President Obama signed into law the Affordable Care 
Act (ACA).  While it has been an ongoing process since then, 
2016 marked the second big year of the ACA in terms of 
compliance.  The HR Director has worked closely with the 
Assistant Town Manager, Treasurer/Collector, Town 
Clerk/Accountant and IT Director on ensuring not only the 
health insurance compliance portion of the ACA but also the tax 
implications and reporting requirements.  This process is 
ongoing and will continue well into 2017.    
 
Employee Wellness and Training Program: 
The HR Department completed another successful year of the 
Town’s Employee Training and Wellness Program. Since its 
inception it has been a success. Through the efforts of the HR 
Director and HR Coordinator, the HR Department has been able 
to provide this program at a minimal cost to the Town. Training 
sessions as part of this program include topics such as health 
and wellness, policy and labor law training, safety training, EAP 
refreshers, etc. The HR Department hopes to continue this 
program and include additional topics in 2017 that would 
include customer service, anti-harassment, workplace safety, 
middle and executive management training, etc. 
 
General Training: 
Anti-Harassment: In April of 2016 the HR Department 
coordinated town wide employee harassment training thorough 
the Norwood Employee Assistance Program.  This session was 
conducted by our EAP Professional Keith Crochiere.  It took four 
sessions to capture all Town employees.  All who attended were 
asked to review and acknowledge the Town’s Anti-Harassment 
Policy.  
 
DOT Drug Testing Program: In October of 2016, the HR 
Department coordinated training through the Employee 
Assistance Program for all employees who are subject to the 
Department of Transportation (DOT) Drug Testing Program and 
undergo random and reasonable suspicion drug testing.  All 
employees required by contract or those holding a Commercial 
Driving License were required to attend.  The program was 
meant to remind employees of their obligations under the law 
as well as their rights under the law.  Additionally, we offered a 
session targeted specifically for supervisors with a focus on how 
to recognize drug or alcohol use on the job as well as what their 
obligations are as supervisors under the DOT regulations.  It 
took quite a few sessions but was worthwhile and was a helpful 
risk management tool.  
 
Executive Management Training: In November of 2016, the HR 
Department was extremely pleased to provide manager’s with a 
fully comprehensive Executive Management Training Program.  
This turned out to be a wonderful training AND team building 
event.   

This comprehensive management training program was made 
available for all of our department head and executive level 
staff. Assisting the HR Department with the training were two 
incredibly qualified trainers and experts in their fields – 
Attorney Edward Mitnick of Just Training Solutions, LLC and 
Jean Heartl of Safety and Respect at Work, LLC.   
 
Attorney Mitnick is an employment and labor attorney with 
over thirty years of experience specializing in the areas of legal 
training, employment litigation, investigations, labor relations 
and alternative dispute resolutions.  He is also one of the top 
trainer choices of the Massachusetts Municipal Association 
(MMA), the Massachusetts Municipal Personnel Association 
(MMPA), the Massachusetts Interlocal Insurance Agency (MIIA) 
and the Massachusetts Commission Against Discrimination 
(MCAD).   
 
Ms. Heartl is also a highly recognized trainer and professional 
and has conducted many sessions for the MMA, MMPA, and 
MCAD and furthermore is one of the most highly sought after 
trainers by municipalities across the Commonwealth. Ms. Heartl 
is the former Director of Workplace and Domestic Violence 
Prevention for the Commonwealth of Massachusetts.  She is 
also a graduate of Wellesley College and attended Boston 
College’s doctoral program in social psychology.  
 
We are very fortunate to have been able to retain such well 
respected and qualified trainers to come to Norwood and work 
with our executive management team. The goal of the training 
was to bring all of the managers up to speed with employment 
related legal and best practices as they exist in municipal public 
management, and to further develop and encourage 
teambuilding relationships among our top leaders.  
 
The program consisted of two full days and was held at the 
Norwood Police & Fire Community Room.  It was a complete 
success and we hope to have it be the first of a series with the 
goal of making the Town’s highest leaders the best in the state.  
 
Board, Committee and Management Training: The HR 
Department coordinated another very valuable townwide 
training in December of 2016 for all boards, committees, 
managers and any other employee interested in these three 
very important topics: Conflict of Interest Law, Open Meeting 
Law and the Public Records Law.   
 
The Conflict of Interest law seeks to prevent conflicts between 
private interest and public duties, foster integrity in public 
service, and promote the public’s trust and confidence in that 
service.  This portion of the training focused on helping those in 
important public service roles understand the Conflict of 
interest Law, how it applies to the attendees and provided 
guidance in meeting the Town’s mandatory training and 
certification process.   
 
The Open Meeting Law requires that most meetings of public 
bodies be held in public, and it establishes rules that public 



 

 

bodies must follow in the creation and maintenance of records 
relating to those meetings.  The Open Meeting Law can be 
tricky so this portion of the presentation was meant to discuss 
and remind attendees of the basic requirements and allow for a 
Q&A session with legal counsel.   
 
In June of 2016, Governor Charlie Baker signed an overhaul of 
the state’s Public Records Law that imposes strict new riles on 
cities, towns and state agencies governing timelines to respond 
to requests for records, how much can be charged to cover 
costs, and what penalties could be imposed on state and local 
government agencies.  The new rules will take effect on January 
1, 2017 so this session was meant to get everyone up to date on 
the changes and again allow a Q&A with legal counsel.   
 
This training was coordinated by the HR Department and 
presentations were made by Attorney Kier Wachterhauser and 
Attorney Kerry Jenness of Murphy, Hess, Toomey and Lehane, 
LLP.  The session was held in the evening at the Council on 
Aging.  It was a successful training event and we hope to hold 
sessions like this that will help develop not only employees but 
those serving in elected and appointed board and committee 
roles.  
 
Wellness:  
The Wellness portion of our program had great success this 
year.  The HR Department partnered up with the Recreation 
Department to provide a discount for employees to utilize the 
Recreation Department wellness and health programs.  The full 
cost was paid to the Recreation Department but offset by 
wellness funds available through the Human Resources 
Department.  As a result, wellness opportunities are provided to 
Town employees, enhancing their health, well-being and 
productivity, while enrollment in Recreation programs is 
encouraged and funds spent on wellness supports another 
town Department.  It was a wonderful collaborative and the 
Human Resources Department extends a special thank you to 
the Recreation Department for its professionalism and 
continued support of the employee wellness program.   
 
The HR Department also continued its partnership up with the 
Vanderbilt Club in Norwood to provide discounted health club 
memberships to employees.  Participating employees were 
required to meet certain utilization expectations to continue in 
the program.  In 2016, approximately 75 employees took 
advantage of the program tallying up over 2000 days of healthy 
activity through the Vanderbilt Club.  This collaborative was yet 
again another great success.  It provided an incentive to 
employees to stay healthy and active while also supporting a 
Norwood business. A special thank you is extended to the 
Vanderbilt Club and its managers and employees in supporting 
the Town’s wellness initiatives. 
 
The HR Department also continued to work with New Horizon 
Health and Wellness Center. New Horizon is a medically-
supervised Health and Wellness Center that focuses on 
individualized programs for weight loss, fitness, sleep apnea 

and overall wellness. All programs were specifically tailored to 
each employee’s individual needs. We had four employees 
successfully participant in the program, helping them 
understand their health condition and improve on it in a 
positive way.  The feedback from this program has been 
positive and we look forward to working with New Horizon to 
better meet our employee wellness needs in the future.  
 
This year, the HR Department added another wellness partner 
to the lineup.  For the fall of 2016, employees were offered the 
opportunity to take advantage of a discounted membership to 
Universal Power Yoga of Norwood.  It is always our goal to 
support local Norwood business when we partner up for 
wellness programs.  
 
Town of Norwood employees also participated in the Jimmy 
Fund Rally.  On opening day in 2016, employees were 
encouraged to wear their Red Rox gear and were provided with 
a team website where employees could donate on behalf of the 
Norwood Team of employees to the Jimmy Fund.  This team 
building and fundraising event included the School Department 
and resulted in raising $1,430 for the Jimmy Fund.  The Town of 
Norwood Employee Team was recognized as one of the top 20 
fundraising groups in Massachusetts.  The HR Department 
would like to thank all of the employees who participated and 
donated their hard earned money to this important program.   
 
Town of Norwood employees also participated in the Treats-4-
Troops Halloween Candy Buyback program.  This program “buys 
back” children’s Halloween candy by donating it to a local 
participating Dentist, who then shares it with troops looking for 
a much needed treat. The HR Department partnered up with 
Central Dental on Washington Street in Norwood for this 
important event. The goal of the program is to remove excess 
Halloween candy from children (and town offices!) while 
supporting our troops.  It is a great platform to help multiple 
causes while promoting healthy choices. Town employees 
resisted the urge to eat leftover candy by donating over 5 lbs. to 
this fun program.  The HR Department would like to thank all of 
the employees who participated as well as Central Dental who 
helped in this area to coordinate such a healthy and fun 
program.  
 
The HR Department also coordinated a dental hygiene 
awareness event in October of 2016.  October is Dental Hygiene 
Awareness month and we wanted to encourage employees and 
their families to maintain good dental hygiene.  Bags of dental 
hygiene information, a tooth brush donated by Delta Dental of 
Massachusetts and travel size dental care products were 
provided to employees.  
 
The HR Coordinator also attended various trainings this year 
and continues to stay connected to other municipal 
representatives who work to ensure the advancement of 
wellness initiatives and training programs for municipal 
employees.  
 



 

 

The Human Resources Director is on the Board of Directors for 
the Massachusetts Municipal Personnel Association and chairs 
the MMPA Membership Committee. Through this group, the 
Director stays abreast of all areas of municipal human resources 
management, attends and conducts various trainings in the 
area of municipal human resources and employee and labor 
relations, acts as a voice and advocate for the Town’s interest in 
the area of human resources management and works to ensure 
the advancement of best practices in this field throughout the 
commonwealth. The HR Director also holds progressive 
membership roles in the International Public Management 
Association for Human Resources, National Public Employer 
Labor Relations Association, Northeast Human Resources 
Association, and the Society for Human Resources 
Management. 
 
In 2016, the Massachusetts Collectors Treasurers Association 
(MTCA) requested that the Norwood HR Director return to 
present at the association’s annual conference in June.  The HR 
Director presented along with Mary Beth Bernard, the Assistant 
Town Administrator of the Town of Foxborough last year to 
present two opening session trainings which included various 
HR and Payroll Management related topics. The program was a 
wonderful event and a great partnership between two 
important fields of municipal expertise.  MTCA has requested 
that the Norwood HR Director return again in 2017 to do 
another presentation.  
 
Strategic Planning:  
The HR Department continued to work on strategies in 2016 
that include streamlining services, making effective service 
changes with department heads, increasing communication, 
positive labor relations, ethical performance and behavior, 
dealing with workplace conflict, and empowering employees to 
increase productivity levels and positive morale. These efforts 
will continue more aggressively in 2017 and will include various 
manager and supervisor trainings and the implementation of 
effective internal controls, training and policies.  The HR 
Department also did a good amount of research into personnel 
data management and utilizing website mechanisms to better 
manage recruitment and applicant tracking in 2016.  
Additionally, 2016 marked a year in which research into better 
skill check assessments are on the rise and we hope in 2017 to 
have an established, professional, skill assessment system in 
place.  We hope to work with the IT Director, Town Account and 
Town Treasurer in 2016 to further these efforts.   
 
Senior Tax Work Off Program (STWOP):   
This year the HR Department was able to place four seniors in 
various departments. This program was adopted at Special 
Town Meeting in March of 2004.  The program has set income 
limitations and earning caps set by regulation and Town 
Meeting. Over the years, the HR Department has noticed a 
decline in applications from seniors.  Many have noted that the 
income limitations are too low for many to qualify and the 
amount which can be earned towards a reduction in property 
tax is also too low. In 2016, the HR Department began 

researching the use of this program internally and externally in 
other communities. In 2017, we plan to review this further and 
possibly recommend a change to the program so it can be 
better utilized by departments and Norwood senior citizens in 
the years to come.  
 
Lastly, the HR Department is happy to welcome Chelsey 
Jennette as a new member of the team, acting as the HR and 
Wellness Coordinator.  Ms. Jennette has a Bachelor’s Degree 
from Bryant University in Human Resources Management and 
brings HR generalist experience from organizations such as the 
Kraft Group and Mt. Ida College. She joined our team in 
February of 2016 and has contributed tremendously towards 
meeting the Department’s goals and objectives.  Welcome 
Chelsey! 
 
The Personnel Board and Human Resources Department would 
like to thank the General Manager, Assistant General Manager, 
Finance Commission, Board of Selectmen and Town Meeting 
Members who continue their support of a professional 
Department of Human Resources for the Town of Norwood.   
 
The Human Resources Director, HR Coordinator and Benefits 
Administrator thank the employees and public servants of 
Norwood, as well as Norwood citizens, for their continued 
support as we celebrate our thirteenth year anniversary as a 
Town Department in 2016. 
 
Respectfully Submitted,  
 
Michelle Pizzi, Director of Human Resources 
Patricia Pardi, Benefits Administrator 
Chelsey Jennete, HR Coordinator 

Personnel Board 
David E. Hajjar, chairman 
Patterson Riley, vice-chair 
Willard Krasnow, member 
John E. Taylor, member 
Gregg Giambanco, member 

Norwood Personnel Board 
Pictured bottom, from left: Patterson Riley, vice-chair, David Hajjar, Chairman, 

Gregg Giambanco, member. Pictured top, from left: Jack Taylor, member, 
Michelle Pizzi, Director of Human Resources, Willard Krasnow, member. 

 

 


