PROCEDURE FOR FILLING POSITIONS OF TOWN EMPLOYMENT (Cont’d)
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Town of Wareham

Board of Selectmen

54 Marion Road

Wareham, MA  02571

PROCEDURE FOR FILLING POSITIONS OF TOWN EMPLOYMENT - POLICY 08-01

In accordance with the Wareham Home Rule Charter (7-8, 4-2, 6-5) and with general hiring principles, the following will be the established procedure for filling positions that become available within Wareham’s Town Government.

1.) Whenever a vacancy occurs, or is about to occur in any town office…or town employment, except for positions covered under the state civil service law or otherwise provided for under a collective bargaining agreement, the appointing authority shall, forthwith, cause public notice of such vacancy, or impending vacancy, to be posted on the town bulleting board….[7-8]

2.) The appointing authority shall also cause the vacancy, or impending vacancy, to be advertised in a local newspaper of general circulation within the town.  It is the responsibility of the appointing authority to receive quotes to determine where the advertisement is to be placed.  The advertisement need not appear in more than one edition.

3.) If the position is a department head or other salaried position, the appointing authority shall also cause the vacancy (or impending vacancy) to be advertised in a trade magazine and or trade website (such as the MMA.org).  The vacancy shall be advertised for at least ten days.

4.) Any person who desires to be considered for appointment to the said office or employment may, within ten days following the date notice was posted, file with the appointing authority, a statement setting forth in clear and specific terms his qualifications for the office or employment. [7-8] If there is a discrepancy between the posting date and advertising date, the latter date shall be used in order to give the applicants the greater opportunity to apply.

5.) No permanent appointment to fill a vacancy in a town office or town employment shall be effective until at least fourteen (14) days have elapsed following such posting or advertising (the latter of the two) and until all persons who have filed statements shall have been considered. [7-8] 

6.) Appointments made by the town administrator shall become effective on the fifteenth day following the day on which notice of the appointment is filed with the board of selectmen, unless the board shall within said period, by a majority of the full board, vote to reject any such appointment, or sooner to affirm it.[4-2(b)]  Notice is considered given to the board of selectmen when a written statement is delivered to and stamped in as received by the selectmen’s office for each selectman.      

7.) The notice shall include the name of the person to which the offer of employment was made and accepted by, the proposed contract specifics such as the title of the position, the wages, hours and other terms and conditions of employment.  All such contracts proposed by the town administrator shall be subject to final approval and execution by the board of selectmen [4-2(n)].  

8.) All appointments and promotions in the town service shall be solely made on the basis of merit and fitness demonstrated by examination or other evidence of competence and suitability to perform the duties of the office or the employment. [6-5]  No town employee shall receive additional consideration for a position by virtue of their employment with the town.  
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