














We are replacing one patrol sergeant who retired last spring, and creating another 
sergeant position so that every shift will have a patrol sergeant assigned to 
it.  Currently the Lieutenant is assigned several shifts as a patrol supervisor, and this 
prevents him from having the time to complete all of the administrative tasks that he is 
assigned. The staffing model of 5 Sergeants is similar to what many area departments 
our size currently have. 
 
Additionally the 5th Sergeant position will allow more officers to obtain and develop 
experience in a supervisory and leadership role, as there will be several senior 
promotions coming up in the next couple of years. The department is transitioning from 
a senior, very experienced leadership group to a lesser experienced group that does not 
have the same level of institutional knowledge about the town and the department. It is 
our position that more officers need to spend time in the Sergeants role while the 
remaining senior management team is in place so that they may gain experience prior 
to the Chief and Deputy retiring in less than two years.  
 
The upcoming retirements will create movement towards the management positions 
that will open up and as a result of these projected retirements, the longer these 
officers are in these roles the more beneficial it will be for them to evolve as leaders 
and enhance the department with that experience.  
 
The two officers being promoted, Jimmy Meneses and Michelle Palladini, scored the 
highest in the Sergeant's Promotional Process that was recently conducted. All Senior 
Patrol Officers, i.e. those by contract being defined as having at least 3 years full time 
experience as a patrol officer with the Norfolk Police Department, were eligible to take 
the exam. A total of 4 officers applied, including Officers Jim Lorusso and Jim Vinson. 
Initially, each candidate took a written exam which included questions based on legal 
decisions, recent law updates, policy and procedures, as well as a variety of incident 
scenarios. This exam was composed and compiled with input from all members of the 
current Command Staff. All 4 candidates not only passed, but did exceptionally well on 
the written exam. 
 
The second portion of the process was an Oral Interview Panel, comprised of the 
Command Staff as well as the Town's Human Resource Director, Scott 
Bragdon.  Candidates were peppered with questions about leadership style, 
philosophies, and numerous scenario-based questions. Again, all 4 candidates did 
exceedingly well, and any of them would (and will) make an excellent supervisor. The 
final decision was difficult, but in the end the two candidates who consistently scored 
the highest were, not surprisingly, the officers with the most police experience and 
most seniority with the NPD. 
 
Jimmy Meneses has 19 years of Law Enforcement experience, having worked as a 
Sergeant and Lieutenant with the Dean College Police Department starting in 2001. He 
became a Reserve Officer in Norfolk in 2011 and was hired as a full time officer in 



2012.  He has been serving in the role of acting Sergeant since the retirement of 
Sergeant Roake this past spring, and he has also served several years in the Detective 
Division as well. He is a State-certified Department Firearms Instructor, as well as our 
Department Armorer.  Jimmy also speaks and understands several languages (Brazilian, 
Portuguese, and Spanish) and has been instrumental to our department, as well as 
assisting surrounding departments and the DOC as an interpreter. 
 
Michelle Palladini has 16 years of police experience. She has worked for the Stonehill 
College and Franklin Police Departments before coming to work here in Norfolk, first as 
a Reserve Officer in 2012, then appointed full time in January of 2014. Michelle has 
experience in several areas, having served as a Shift Commander for several months 
during the initial onset of the Covid crisis; she is also currently our detective and School 
Resource Officer. Michelle is a certified sexual assault investigator, and has taught RAD 
(Rape Aggression Defense Tactics) and many related courses for our younger children 
that have helped them become successful young adults.  She has won numerous 
awards for the many innovative programs she has developed and implemented 
throughout the schools and the community. 
 
The Norfolk Police Department and the Town of Norfolk are both incredibly fortunate to 
have so many officers of such high caliber. These two officers will no doubt make 
outstanding Sergeants, and the other officers coming up behind them will also be in a 
position to do great things as well when the next openings occur.  
 
We are very proud to introduce these officers to you, and we wish them well on this 
next step in their careers.  
 
-- 
Jonathan M. Carroll 
Deputy Chief 
Norfolk Police Department 
14 Sharon Ave. 
Norfolk, MA 02056 
Business 508-528-3206 Ext 4502 
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Dollar 
Article # Topic Proponent Amount Other Sources

1 Budget Transfers SB
2 Pay unpaid bills from prior year SB
3 Norfolk Schools Additional Appropriation SB
4 Capital Expenditures from Borrowing SB -                        
5 Capital Expenditures other than from borrowing SB
6 Hear reports from Town Committees
7 CPC - Acquisition of Open Space - Pond Street CPC
8 Street Acceptance Silver Fox Road BOS/PB
9  Citizen Petition - Amend General Bylaw Article 13, Sec. 2 Petition

Draft Special Town Meeting Article List - November 17, 2020



Transfers

Item Amount  Source Reasoning

Stormwater MS4 50,000.00$            UGGA/MECC Funds Required to comply with Federal MS4 Permit
Town Counsel Expense 30,000.00              UGGA/MECC Funds Litigation, dog hearing
OPEB Funding 50,000.00              UGGA/MECC Funds Increase from FY20
IT Salaries 25,000.00              UGGA/MECC Funds Shared 15 h/w position with Millis
Bldg Dept Doc. Scanning 10,000.00              UGGA/MECC Funds Placeholder if CARES funding is denied

TOTAL 165,000.00$         

Article 3 - Schools 84,871.00              Ch. 70 & UGGA Funds Restore NPS share of $175K from state grants

Total 249,871.00$         

Funding Sources: 51,024.00$            Chapter 70
128,509.00            UGGA Funds

95,000.00              MECC budget

Total 274,533.00$         



Cash & Debt Funded Capital

 
Item Amount  Free Cash Borrowing CIP Page #

Police Two Cruisers 122,000.00$         122,000.00$         112
Police Radios 22,750.00              22,750.00              113
Fire Radios 30,000.00              30,000.00              78
Fire Car #1 Replcmnt 68,000.00              68,000.00              76
Fire Jaws of Life 65,000.00              -                          79
DPW 33,000 dump truck 210,000.00             210,000.00            52
DPW F-250 Replcmnt 49,000.00               49,000.00              54
DPW Roadwork 100,000.00             100,000.00            51
School HOD Circ. Pumps 28,000.00              28,000.00              90
School HOD Ejector Pump 20,000.00              20,000.00              91
Library Painting 90,000.00              90,000.00              103/4
Town Clerk Voting Equip. 20,480.00              20,480.00              124
IT Phone System 25,000.00              -                          102

TOTAL 850,230.00$         401,230.00$         359,000.00$         
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NOVEMBER 17, 2020 SPECIAL TOWN MEETING WARRANT 

 

 

NORFOLK, ss. 

To either Constable in the Town of Norfolk, in said County: 

 

GREETINGS: 

You are required in the name of the Commonwealth of Massachusetts to notify and warn 

the inhabitants of Norfolk, qualified to vote in Town affairs residing in Precincts 1, 2, and 

3, to meet on Tuesday, November 17, 2020 at 7:00 p.m. at the at the King Philip Regional 

High School, 201 Franklin Street, Wrentham, Massachusetts 02093, for a Special Town 

Meeting, then and there to act on the following articles, as set forth below.  The Select 

Board has selected this location based upon its determination that it is not possible to 

adequately conduct this Special Town Meeting in a location within the geographic limits 

of the town in a manner that ensures health and safety: 

 

 

ARTICLE 1                              Submitted by the Select Board 

To see if the Town will vote to raise and appropriate or transfer from any available source 

of funds, a sum of money to be added to departmental budgets and appropriations for the 

fiscal year ending on June 30, 2021; or take any other action relative thereto.  

 

Town Administrator’s Comments 

Article 1 is the Transfer article and asks for authorization to adjust budgets for the current 

fiscal year.   

 

The Advisory Committee recommends_______________. 

 

 

ARTICLE 2                                                                     Submitted by the Select Board  
To see if the Town will vote to raise and appropriate or transfer from any available source 

of funds, a sum of money to pay unpaid bills of a prior year pursuant to Massachusetts 

General Laws Chapter 44, Section 64; or take any other action relative thereto. 

 

Town Administrator’s Comments 

Article 2 is the request to authorize paying bills from a prior fiscal year.  At the time the 

warrant was executed, none are anticipated.   

 
There are no unpaid bills at this time. 

 

The Advisory Committee recommends _______________. 

 

 

ARTICLE 3                     Submitted by the Select Board 

To see if the Town will vote to raise and appropriate, including appropriations from any 

available source of funds, or borrow a sum of money to supplement the budget for the 

Norfolk School Department, or, take any other action relative thereto. 

 

 



2 

 

Town Administrator’s Comments 

Article 3 would provide additional funding for the Norfolk School budget beyond what 

was approved at the spring town meeting.  State aid for FY21 is higher than budgeted, 

enabling the Town to restore budget reductions made before this information was known.   

 

 

ARTICLE 4                     Submitted by the Select Board 

To see if the Town will vote to raise and appropriate, transfer from available funds, or 

borrow a sum of money for purchase of a highway plow truck; a grounds utility truck, and  

roadway and pavement management plan projects, including all expenses incidental and 

related, and further, to authorize the Treasurer, with the approval of the  Select Board, to 

borrow such sum pursuant to M.G.L. Chapter 44, §7 or 8 or any other enabling authority 

and issue bonds or notes therefor; and that any premium received by the Town upon the 

sale of any bonds or notes approved by this vote, less any such premium applied to the 

payment of the costs of issuance of such bonds or notes, may be applied to the payment of 

costs approved by this vote in accordance with M.G.L. Chapter 44, §20, thereby reducing 

the amount authorized to be borrowed to pay such costs by a like amount; or, to take any 

other action relative thereto. 

 

 
 

The Advisory Committee recommends _______________. 

 

 

ARTICLE 5                     Submitted by the Select Board 

To see if the Town will vote to raise and appropriate or transfer from any available source 

of funds a sum of money to fund capital and other expense items; or take any other action 

relative thereto. 

 

 
 

The Advisory Committee recommends _______________. 

 

 

ARTICLE 6                             Submitted by the Select Board 

To see if the Town will vote to appoint any committee, or hear or act on the report of any 

committee or town officer, or instruct any committee or town officer; or take any other 

action relative thereto. 

 

Town Administrator’s Comments 

Article 6 provides the opportunity for Town Officials to provide status updates and for 

residents to ask questions. 

 Town Administrator's Comments 

Article 4 is intended to request authorization to purchase capital items through debt 

funding.  The Town is seeking authorization purchase a replacement large truck used for 

snow plowing, a utility truck used by the DPW Grounds division, and funds for other 

roadway repairs as identified by the Town’s pavement management plan.    

Town Administrator's Comments 

Article 5 is intended to request authorization to purchase capital items through cash 

funding.   



3 

 

 

This Article does not require a recommendation from the Advisory Committee. 

 

 

ARTICLE 7                   Submitted by Community Preservation Committee 

To see if the Town will vote (a) authorize the Select Board to acquire, by gift, purchase, or 

otherwise, a parcel of land containing approximately 43 acres, identified as Assessors Map 

19, Block 72, parcel 3, for active and passive recreation, open space, as such terms are 

defined in G.L. c. 44B, Section 1, forest and water supply protection, management and 

conservation, environmental education and research and public access purposes, and to 

enter into such agreements with the Commonwealth by and through the Division of Capital 

Asset Management and/or other appropriate agency of the Commonwealth in accordance 

with the provisions of Chapter 148 of the Acts of 2020 as are necessary for such acquisition, 

to convey said land to the Town, and if so required to approve such disposition under 

Article 97 of the Amendments of the Massachusetts Constitution; to be within the custody 

of the Recreation Commission for active recreation purposes, and of the Conservation 

Commission for open space and passive recreation purposes. These lands of the 

Commonwealth are described within the “Proposed Use Boundary Line” Blocks I, II, III, 

and IV, shown on a plan entitled “Land Use Plan of Land in Norfolk, MA & Walpole, MA” 

prepared for the Commonwealth of Massachusetts Department of Corrections and the 

Executive Office of Energy and Environmental Affairs, prepared by Northeast Survey 

Consultants, and dated February 24, 2012. The exact boundaries of the parcel, containing 

approximately 43 acres, shall be determined by the Commissioner of Capital Asset 

Management and Maintenance in consultation with the Commissioner of Corrections by a 

survey which shall be reviewed and approved by the Secretary of Energy and 

Environmental Affairs and the Town of Norfolk; and 

(b) vote to appropriate and transfer a total of $100,000 from the Community Preservation 

Fund, Open Space Reserves for said purchase at $17,200 and any costs and fees incidental 

thereto, to be offset by the allocation of $4,000 in funds previously allocated for 5 acres at 

the fall 2018 special town meeting, as the 43 acres is inclusive of the previously approved 

5 acres; and 

(c) authorize the Select Board and/or such other boards as may be appropriate to file on 

behalf of the Town any and all applications for funds in any way connected with the scope 

of this acquisition, and  

(d) further authorize the Select Board, Recreation Commission, and/or Conservation 

Commission to convey restrictions in the portions of the parcels to be acquired by the Town 

for open space, and passive and active recreational purposes; or take any other action 

relative thereto.  
 

Community Preservation Committee’s Comments 

Article 7 is intended to provide funds to acquire 43 acres of land that abuts the Pond Street 

Recreation Complex from the State Department of Corrections for various purposes 

including open space and future recreational facilities.  State legislation to enable the land 

to be transferred to the Town was approved earlier this year.       

 

The Advisory Committee recommends _______________. 
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ARTICLE 8                               Submitted by the Select Board 

To see if the Town will vote to accept Silver Fox Road as a public way as laid out by the 

Select Board, and further, to authorize the Select Board to accept any fee interest, easement 

or appurtenances in or upon such way, and execute any documents in connection therewith; 

or take any other action relative thereto. 

 

Town Administrator’s Comments 

Article 8 would accept this street as a public way, which transfers ownership and 

responsibility for maintenance to the Town of Norfolk.  This was approved at the fall 2019 

special town meeting but the acceptance was not completed within the required 120 days 

following that vote, which is why it is on this warrant for consideration again. 

 

The Advisory Committee recommends ___________________. 

 

 

ARTICLE 9                Submitted by Citizen Petition 

To see if the Town will vote to amend the General Bylaws, Article XIII, Section 2 – 

Disturbing Noises From Animals, by adding the following language or take any action 

relative thereto: 

 

No person shall keep any bird, fowl, or other animal which by barks, howls or other noises, 

disturbs the peace and quietness between the hours of 7pm – 7am of any resident who lives 

or works within 750 feet of the animal. Such noise must be deemed excessive and 

continuous for at least 15 minutes. 
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Hereof, fail not, but make due return of this warrant, with your doings thereon to the Town 

Clerk, on or before the hour of said meeting.   Given under our hands and seal of the Town 

of Norfolk on the twentieth day of October, 2020 A.D. 

 

 

NORFOLK SELECT BOARD 

 

 

 

________________________ 

Kevin Kalkut, Chair 

 

 

 

________________________ 

Carolyn Van Tine, Vice Chair 

 

 

      

________________________ 

Anita Mecklenburg, Clerk 
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A true copy, attest: 

Town of Norfolk 

Norfolk, ss 

 

By virtue of this Warrant, I have notified and warned the legal voters of the Town of 

Norfolk aforesaid to meet at the time and place and for the purposes specified in said 

Warrant, by posting true and attested copies thereof in the Town Hall, and in at least one 

public place in each of the three (3) precincts, not less than fourteen (14) days at least 

before the date of said meeting. 

 

 

    

     _______________________________________ 

                                                                      Constable 

 

 

                                                           _______________________________________ 

                                                                                   Date   
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Massachusetts Emergency Management Agency (MEMA) 

 

 Notice of Funding Opportunity (NOFO) 

FY 2020 Building Resilient Infrastructure and Communities (BRIC) 

  

COMMBUYS Bid #: BD-21-1013-RMS00-MITAG-54482 

Posted: September 1, 2020 

  

 State Application Deadline: December 11, 2020 

At 5pm via FEMA GO 

  

1. Program Overview: The Building Resilient Infrastructure and Communities (BRIC) program 

makes federal funds available for pre-disaster mitigation activities to reduce, minimize, or 

eliminate potential damages to property and infrastructure from natural hazard events.  This 

nationally-competitive annual grant for hazard mitigation plans and projects can reduce overall 

risks to the population, structures and infrastructure, while also reducing the reliance on 

taxpayer-funded federal disaster assistance for disaster recovery. 

 

2. Funding Availability: Through this Notice of Funding Opportunity (NOFO), the Massachusetts 

Emergency Management Agency (MEMA) (Applicant Agency) will be accepting applications 

for the following federal grant: 

Fiscal Year 2020 Building Resilient Infrastructure and Communities (Federal Award ID# 

DHS-20-MT-047-000-99); Assistance Listings Title (formally Catalogue of Federal Domestic 

Assistance Number): 97.047; Amount of funding: $500,000,000 available nationwide.  

 

3. Authorities and References: Section 203 of the Robert T. Stafford Disaster Relief and 

Emergency Assistance Act (Stafford Act), as amended (Pub. L. No. 93-288) (42 U.S.C. 5133) as 

implemented by Hazard Mitigation Assistance: Building Resilient Infrastructure and 

Communities (FP:104-008-05); Hazard Mitigation Assistance Guidance and Addendum (2015); 

Uniform Administrative Requirements, Cost Principles, and Audit Requirements for Federal 

Awards, 2 CFR part 200. 
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4. Eligible Applicants: Local governments (including cities, towns, and special district 

governments), and State Agencies apply to MEMA.  For projects that benefit private 

organizations, individual homes or businesses, the local government must be the applicant on 

behalf of the individuals and businesses.  To be eligible for project grants, applicants (except 

State Agencies which are covered under the Standard State Plan) must have a locally adopted 

and FEMA-approved Local Hazard Mitigation Plan (in accordance with 44 Code of Federal 

Regulations, Part 201) by the application deadline. 

 

5. Grant Deadline: Statements of Interest submitted on MEMA’s website are due October 16, 

2020.  Full applications will be due in the FEMA GO system on December 11, 2020.  

Applications submitted after this date will not be submitted in the FY20 BRIC national 

competition, but are not excluded from future grant opportunities. 

 

6. FEMA GO: (https://go.fema.gov) is the application portal for this grant.  In order to register for 

FEMA GO, applicants must first be registered in www.sam.gov.  The registration process in 

www.sam.gov and FEMA GO can take up to sixteen business days.  Please be sure to register by 

November 2, 2020 to avoid any delays.  Once registered in FEMA GO, MEMA will be 

responsible for authorizing access to your organization in order to complete the BRIC 

application in the system. 

 

7. Cost Share: Cost share is 75% Federal / 25% non-Federal.  Non-Federal share may include: 

Cash, including local, state, and/or private cash payments (e.g. general funds, State funded grants 

(e.g. MassWorks, MVP grants, etc.), force account labor (e.g. DPW staff salary and fringe), 

equipment, materials, volunteer or donated labor (or any combination thereof). In general, the 

non-Federal cost-share requirement may not be met with funds from other Federal agencies or 

Federal Grant programs. 

 

8. Important BRIC dates for Applicants: 

Statement of Interest (SOI) Deadline: 10/16/2020 - Statements of interest are submitted via the 

MEMA website to determine basic eligibility, and to initiate access to FEMA GO’s Application 

Portal. No registration is required for the SOI; simply fill out the information in the online form.  

Invitations for Full Applications in FEMA GO: 10/26/2020 - SOI’s will be screened for basic 

eligibility. SOI’s which pass this screening will be invited to submit for this year’s BRIC 

Program. These invitations will be sent to the SOI point of contact via email. 

In order to register for FEMA GO, applicants must first be registered in www.sam.gov.  The 

registration process in www.sam.gov and FEMA GO can take up to sixteen business days.  

Please be sure to register by November 2, 2020 to avoid any delays.    

https://go.fema.gov/
http://www.sam.gov/
http://www.sam.gov/
http://www.sam.gov/
http://www.sam.gov/
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Benefit-Cost Analysis (BCA)  due to MEMA (Projects Only): 11/24/2020 - Applicants are 

required to submit a FEMA Benefit Cost Analysis in v6.0 (available for download) to MEMA by 

this date.  MEMA will review and provide feedback on BCA’s on a first come-first served basis. 

If BCA assistance will be requested, please submit the BCA as early as possible. BCA’s should 

be submitted to your Grant Coordinator via email. 

Full FEMA GO Application Submission Deadline: 12/11/2020 - Full applications must be 

submitted through the FEMA GO system no later than December 11, 2020.  All applications will 

be reviewed and ranked by the State Interagency Review Panel.  All complete and eligible 

applications for projects will be submitted to FEMA in ranked order.  This is a final deadline 

and there is no opportunity to make changes or additions to your application after this date.  

Applications are strongly encouraged to be submitted EARLY. 

Complete BRIC Timeline 

• State grant availability announcement date: 9/1/2020 

• State NOFO Overview Briefings:  9/10/2020 at 1:00PM; 9/11/2020 at 10:00AM 

• Statement of Interest deadline: 10/16/2020 - REQUIRED 

• Application STATE deadline for BCA: 11/24/2020 - REQUIRED 

• Application development assistance: Ongoing until deadline, first come-first served basis 

• Full FEMA GO application STATE deadline: 12/11/2020 at 5:00PM 

• State ranking and application submission to FEMA: 12/14/2020-1/28/2021 

 

9. Technical Assistance and Briefings: MEMA will offer BRIC informational grant briefings, 

training on Benefit-Cost Analysis software, and instructions for the FEMA GO portal.  The 

MEMA website will be updated regularly with dates and registration information.  Recordings 

and slides for trainings will be made available on the MEMA website.  Please note that 

additional training sessions may become available during the grant application period and will be 

posted on the website: https://www.mass.gov/hazard-mitigation-assistance-hma-grant-programs  

FEMA Grant Fridays – Technical assistance open office hours are available to all Statement of 

Interest (SOI) submitters to ask questions about the FEMA GO system, Benefit Cost Analysis 

(BCA), or application components.  These virtual sessions are staffed by MEMA and run every 

Friday 12:00PM-1:00PM from September 18, 2020 to December 11, 2020. To register for 

FEMA Grant Friday, please email mitigation@mass.gov.  Virtual session links will be sent to 

registered attendees.  

 

10. Eligible Project Types: 

Mitigation Projects are cost-effective projects designed to increase resilience and public safety; 

reduce injuries and loss of life; and reduce damage and destruction to property, critical services, 

facilities, and infrastructure. 

• Activities can include but are not limited to: stormwater drainage and culvert improvements; 

floodplain and stream restoration; flood control, diversion, and storage; property acquisition; 

https://www.fema.gov/grants/guidance-tools/benefit-cost-analysis
https://www.mass.gov/hazard-mitigation-assistance-hma-grant-programs
mailto:mitigation@mass.gov
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slope stabilization; infrastructure protection; aquifer storage; seismic and wind retrofits; 

structure elevations; resilient infrastructure projects; and emergency generators for critical 

facilities. A complete list and details on eligible projects can be found in the 2015 FEMA 

Hazard Mitigation Assistance Guidance. 

• All mitigation project applications must include a FEMA Benefit-Cost Analysis (BCA), 

using FEMA BCA v6.0 software to document the project’s cost-effectiveness. BCA’s must 

include the appropriate acceptable back-up documentation, including damage history (or 

professional expected damage analyses), rainfall calculations, detour routes, etc. Applicants 

are required to submit a FEMA Benefit Cost Analysis in v6.0 to MEMA by November 24, 

2020 to ensure the project meets this fundamental eligibility requirement. MEMA will 

review and provide feedback on BCA’s on a first come-first served basis. If BCA assistance 

will be requested, please submit the BCA as early as possible. 

• Management costs can be included in your project application. This is financial assistance to 

reimburse the recipient for eligible and reasonable indirect costs, direct administrative costs, 

and other administrative expenses associated with a specific mitigation measure or project up 

to 5 percent of the total amount of the grant award. 

• Pre-award costs directly related to developing the application that are incurred before the 

application period has opened but prior to the date of the grant award are allowed subject to 

FEMA’s written approval. Pre-award costs, if included, must be included in the budget as a 

clearly defined line item and in the BCA.  Applicants who are not awarded grants will not 

receive reimbursement for the corresponding pre-award costs. 

• Projects which reduce or eliminate the risk of repetitive flood damage to buildings and 

structures insured under the National Flood Insurance Program (NFIP) may be asked to 

submit an application under the 2020 Flood Mitigation Assistance Program. 

Capability and Capacity-Building (C&CB) are activities which enhance the knowledge, skills, 

and expertise of the current workforce to expand or improve the administration of mitigation 

assistance. This includes activities in the following sub-categories: building code activities; 

partnerships; project scoping; mitigation planning and planning-related activities; and other 

activities.  

• C&CB activities will be reviewed and ranked based on separate criteria listed later in this 

NOFO. Through this NOFO the State will make up to $600,000 Federal share available for 

applications for the C&CB category, of which up to $300,000 Federal share can be for 

hazard mitigation plans.  

• C&CB activities must result in a plan, resource, strategy, or tangible mitigation product. 

• A detailed Statement of Interest for C&CB activities is required to be filled out by October 

16, 2020.   

• Project scoping activities which reduce or eliminate the risk of repetitive flood damage to 

buildings and structures insured under the National Flood Insurance Program (NFIP) will be 

asked to submit an application under the 2020 Flood Mitigation Assistance Program. 
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11. Application Elements:  All applications for BRIC must be filed in the FEMA GO system.  

Application elements include the following components: 

• Applicant information  

• Hazard Mitigation Plan information 

• Scope of Work 

• Project Schedule including Go/No-Go Milestones – Project must identify a series of 

milestones throughout the work schedule that FEMA will review and approve. Maximum of 

48 months is allowed. 

• Detailed Budget 

• Source of local cost share 

• FEMA Benefit-Cost Analysis (BCA), using FEMA BCA v6.0 software 

• Environmental Considerations – Detailed information must be provided describing the 

potential impacts to environmental resources or historic properties and any consultations or 

permitting that has already occurred. 

• FEMA Assurances 

• Additional documentation may be required depending on the specific project type.  Please 

refer to the FEMA NOFO for more information. 

  

12. Review & Ranking: A state interagency review panel will evaluate all eligible and complete 

proposals on a competitive basis. The review panel reserves the right to request additional, 

clarifying information from the applicant during the evaluation period, and to reject any or all 

proposals that do not meet the goals and terms of this NOFO.  The proposals will be evaluated 

and prioritized within their respective category, Mitigation Project Review Criteria, or Capability 

and Capacity-Building (C&CB), by the following criteria: 

  

Mitigation Project Review Criteria Max 

points 

 

Project Scope, Budget and Timeline. The project adequately mitigates current 

hazards by providing a well-defined scope of work and level of protection above 

what currently exists. The project budget/cost estimate is detailed. The 

application demonstrates through a clear and realistic work schedule the 

capability of the applicant to implement and complete the project in a timely 

manner. 

(0-20 

points) 

Environmental Permitting Ability. The project application includes a detailed 

plan for obtaining all required state and local environmental permits. 

(0-10 

point) 

Benefit Cost Analysis. A well-defined ‘Benefit-Cost Analysis’ (BCA) using 

FEMA BCA v6.0 software and provided with relevant supporting 

documentation.  

(0-10 

points) 

Commitment. The application demonstrates commitment to complete the project 

and is substantiated by providing documentation of the non-federal cost share, 

(0-10 

points) 
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signed support by the chief administrative official, and a description of the 

decision-making process. 

Consistency with Planning. The application provides reference to the FEMA-

approved hazard mitigation plan (HMP) where this activity is listed or 

referenced.  

(0-10 

points) 

Co-Benefits and Partners. The project will improve resilience (or ability of the 

system to withstand current and future hazards and disturbances) at, adjacent to, 

and beyond the project site through key resilience factors. The project has 

established partnerships, collaborations, etc. and offers opportunities for other 

municipalities to learn from the techniques deployed.  

(0-10 

points) 

Nature-Based Approaches. The project promotes utilization of nature-based 

approaches and provides environmental benefits.  

(0-10 

points) 

Focuses on Critical Infrastructure. If the project is not implemented there will 

likely be a detrimental impact, loss of essential services, damage to critical 

facilities, infrastructure, and/or economic hardship. 

(0-10 

points) 

Vulnerable Populations: The application demonstrates positive impacts to 

Environmental Justice (EJ) and/or Climate Vulnerable (CV) populations.    

EJ populations can be identified with the Environmental Justice Viewer: 

https://www.mass.gov/info-details/environmental-justice-populations-in-

massachusetts#interactive-map- 

CV populations are identified as those who have less physical and/or 

socioeconomic resiliency due to factors such as access to transportation, income 

level, disability, race, health status, or age. 

(0-10 

points) 
 

 

The proposals for Capability- and Capacity-Building (C&CB) activities will be reviewed by the 

following criteria: 

 

Capability and Capacity Building (C&CB) Review Criteria Max 

points 

 

Tangible Outcomes. The project has a well-defined and clear scope of work 

which will result in a resource, strategy, or tangible mitigation product that will 

increase resiliency to natural hazards and climate change. 

(0-20 

points) 

Building Institutional Capacity. The application demonstrates a commitment to 

natural hazards and climate change resiliency by work that integrates policies 

and programs for increased effectiveness and/or builds local capacity for 

increased resilience efforts. The application must also detail how 

implementation of this project builds upon existing resiliency policies, projects 

or programs, and expands local capacity or capabilities for risk reduction. 

Examples include funding an activity that is listed in your current approved 

HMP or MVP report. 

(0-20 

points) 
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Risk Reduction & Climate Change: Project promotes future risk reduction 

through analysis of best available data.  Application must outline proposed 

sources of climate and hazard data to be used, potential climate change 

scenarios, storm frequencies, etc. 

(0-10 

points) 

 

Vulnerable Populations: The application demonstrates positive impacts to 

Environmental Justice (EJ) and/or Climate Vulnerable (CV) populations.    

EJ populations can be identified with the Environmental Justice Viewer: 

https://www.mass.gov/info-details/environmental-justice-populations-in-

massachusetts#interactive-map- 

CV populations are identified as those who have less physical and/or 

socioeconomic resiliency due to factors such as access to transportation, income 

level, disability, race, health status, or age. 

(0-10 

points) 

 

Establishes Partners. The project has established partnerships, regional or multi- 

community collaborations etc. These should be substantially detailed in the 

application tasks, budget, and outcomes.  Confirmation by the partner in the 

form of a letter of support is also required.  

(0-10 

points) 

  

Public Engagement. The project includes work that provides a heightened 

awareness of natural hazard risk in and for the community.  These are actions 

that increase education, awareness, and incentives for climate change and 

resiliency measures for community organizations, private industry, non-profits, 

and the general public.   

(0-10 

points) 

 

Focuses on Nature-Based Approaches. The project promotes utilization of 

nature-based approach and environmental benefits. 

(0-10 

points) 

Focuses on Critical Infrastructure. The project promotes or focuses on the 

resilience to essential services, community lifelines/critical facilities, 

infrastructure, and/or economics drivers.  

(0-10 

points) 

 

12. Grant Award: Following the State review, ranking and submission of BRIC applications, 

FEMA Headquarters will review applications submitted by each state to ensure compliance with 

the HMA Guidance, including eligibility of the applicant, eligibility of proposed activities and 

costs, completeness of the application, cost-effectiveness & engineering feasibility of mitigation 

projects, and eligibility and availability of the non-Federal cost share. Projects identified for 

further review transfer to the FEMA Regional offices for conducting EHP compliance and 

additional technical reviews. Upon receipt of an award for a specific grant, MEMA will notify 

the applicant, enter into a state contract, and hold a kick-off meeting.  

 

13. Period of Performance & Reporting: The Period of Performance (POP), is the period of time 

during which costs related to the approved scope of work can be eligible for reimbursement. The 

Period of Performance for the grant award starts with the acceptance of the award and ends no 

later than 36 months. For highly complex projects, the Applicant may submit a request for a 

longer POP in the Application for FEMA to review and approve. The period of performance will 
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be outlined in the Standard Contract Form.  Contracts issued pursuant to this Federal award must 

expend all funds and complete all work on or before the contract end date. Project schedules 

must include a clear breakdown of tasks and deliverables by fiscal year (i.e., specifically what 

tasks will be accomplished by June 30, 2022 [FY22] and then by June 30, 2023 [FY23]). It is 

recommended that Applicants divide project tasks between the fiscal years in distinct phases. All 

changes to the schedule must be approved in advance and in writing. Recipients are required to 

submit quarterly progress reports to MEMA as a condition of their award. Progress towards 

meeting the Go/No-Go milestones must be reported in the quarterly progress reports submitted to 

MEMA. Periodic site visits and meetings will occur. 

 

14. Requirements and Conditions for Federal Award: 

• All FEMA HMA grant project applications require a local FEMA-approved Hazard 

Mitigation Plan at the time of the FEMA application deadline and at the time of obligation.  

• A Statement of Interest (SOI) is required to allow the State to review and prioritize projects 

and provide application development technical assistance. 

• Projects must be able to be permitted under Federal, State and local permit procedures 

including, 44CFR Parts 9 & 10 (Floodplain Management & Wetland Protection). 

• Mitigation projects must, at a minimum, be in conformance with the latest published editions 

(meaning either of the two most recently published editions) of relevant consensus-based 

codes, specifications, and standards that incorporate the latest hazard-resistant designs.   

• Mitigation projects must be technically feasible and effective in increasing the level of 

protection.  

• All spending must comply with the federal procurement standards described in 2 CFR 

200.317 through 2 CFR 200.326. If your project is awarded, funds must be expended (even 

pre-award costs) under documented procurement procedures, and in compliance with 

applicable federal, state, and local laws & regulations. 

• Applicants must demonstrate that mitigation projects are cost effective.  This is demonstrated 

utilizing the FEMA approved BCA software (v6.0). 

• Mitigation projects must solve a problem independently or constitute a functional portion of 

a long-term solution for which there is assurance that the project as a whole will be 

completed, or there is a reasonable plan and available funding for completion. 

• Go/No-Go Milestones - The applicant, must identify a series of Go/No-Go milestones 

throughout the schedule for mitigation activities that FEMA will review and approve. A 

Go/No-Go milestone is a major milestone in the project that, if not completed on time, may 

result in a cancellation of the award. Progress towards meeting the Go/No-Go milestones 

must be reported in the quarterly progress reports submitted to the Recipient and FEMA. At 

these Go/No-Go milestones, FEMA will evaluate project performance, schedule adherence, 

and contribution to FEMA’s program goals and objectives. 

• Special Flood Hazard Area - If the mitigation project is located in a Special Flood Hazard 

Area, it must meet both of the following conditions:   

https://www.ecfr.gov/cgi-bin/text-idx?node=2:1.1.2.2.1.4.31&rgn=div7
https://www.ecfr.gov/cgi-bin/text-idx?node=2:1.1.2.2.1.4.31&rgn=div7
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▪ The project is in a jurisdiction participating in the National Flood Insurance Program that is 

not on probation, suspended, or withdrawn.   
▪ The property owner obtains and maintains flood insurance for the life of the structure, 

regardless of transfer of ownership, in an amount at least equal to the project cost or to the 

maximum limit of coverage made available with respect to the mitigated property, whichever 

is less.  

• Contract Terms & Conditions – The terms and conditions of the State Contract include, but are 

not limited to the following items: 
▪ Grant Modifications - The Scope of Work, Budget and Work Schedule, approved by 

FEMA and included in the application and/or FEMA Award, is the only work that is 

eligible for reimbursement. Scope of work and budget modification requests must be 

submitted and approved in advance of any changes; time extension requests must be 

requested a minimum of 90 days prior to the contract end date. Failure to comply with 

these requirements may result in full forfeiture of the federal funding award. 
▪ Designation of Project Manager - At the time of award, the grant recipient must name a 

Project Manager who will be responsible for the duties of carrying out the federal award.   
▪ Quarterly Reports - All recipients are required to submit a quarterly report on the form 

provided by MEMA, as evidence of project progress and any project issues that 

materialize.  The report is due on October 1st, January 1st, April 1st and July 1st of each 

year.  The information on these reports is expected to be accurate. Quarterly reports do not 

substitute a grant modification request as outlined above. Reports are submitted to FEMA.  

Progress towards meeting the Go/No-Go milestones must be reported in the quarterly 

progress reports.  Failure to submit quarterly reports in a timely manner may jeopardize 

federal reimbursement. 
▪ Requests for Funds - Only the costs delineated in the approved budget in your state contract 

and defined as allowable costs in 2 CFR Part 200 are eligible for reimbursement. Only 

those costs incurred during the time periods specified in the State Contract are eligible for 

reimbursement.  Funds shall be released by MEMA to the recipient on a reimbursement 

basis or in special instances, on a short-term advance basis as authorized by Federal law 

and negotiated with the Agency, consistent with Federal and State regulations.  Funds shall 

be requested on the Request for Funds form provided by MEMA.  The grant represents the 

federal share of the project.  The federal share is typically up to 75% of the total eligible 

project costs.  Should project costs increase, the local share must increase as the federal 

share is fixed once it is awarded.  Final requests for funds must be submitted no later than 

30 (thirty) days after the state contract end date.  
▪ Documentation Required for Release of Funds - The Sub-Recipient shall provide the 

following documentation to MEMA concurrent with each Request for Funds form: 
▫ Documentation which demonstrates that the work for which funding is requested is 

completed to all applicable Federal, State, and local codes and standards. This includes 

permits, inspection reports, photos, description of the work performed in sufficient 

detail, etc. 
▫ Documentation which demonstrates that the goods and/or services for which 

reimbursement is requested were procured in a manner consistent with local and state 
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policies and in accordance with Federal procurement regulations in 2 CFR Part 200. 

This includes bids, notifications, contracts, etc. 
▫ Vendor/supplier invoices that provide detail for date(s) of service, tasks completed, and 

detail by line item. For construction projects, Certified Payroll is required. 
▫ Documentation that demonstrates that payment was made by the Sub-Recipient to 

vendors/suppliers (“Proof of Payment”).  This may include, but is not limited to, 

cancelled checks, signed payroll warrants, certified municipal payment records.   
▫ Documentation which demonstrates the expenditure of the required local cost-share. 

Where “in-kind” services are provided by the Sub-Recipient, timecards, payroll reports 

and appropriate reports that show detail of the work completed will be required.  
▫ For elevation and retrofit (i.e. utility) projects, a Homeowner Elevation Summary Sheet 

must be completed for each property. 
▪ Cost Overrun - Sub-Recipients will notify the Agency when/if they anticipate a cost 

overrun. The Sub-Recipient must cover the cost overrun with local funds.  
▪ Permits, Bid Specifications, Design Drawings and Plans - The Sub-Recipient shall provide 

electronic copies of all permits and approvals required in support of the project prior to 

construction. Failure to obtain all appropriate federal, state, and local environmental 

permits may jeopardize federal funding. Please note that any changes made in the review, 

consultation or permitting process must be reviewed by MEMA and may need FEMA 

approval before construction proceeds.  The Sub-Recipient shall provide an electronic set 

of final “as-built” drawings/plans. Final payment will be made after receipt of final 

deliverables. For Acquisition and Structure Elevation projects, refer to the 2015 Hazard 

Mitigation Guidance Addendum Section A and Section E for additional close-out 

documentation requirements such as, but not limited to, recorded deed, statement of 

voluntary participation, FEMA Form AW-501, Certificate of Occupancy, and final 

elevation certificate. 
▪ Record Keeping and Retention, Inspection of Records - The Sub-Recipient shall maintain 

records, books, files and other data as specified in a contract and in such detail as shall 

properly substantiate claims for payment under a contract, for a minimum retention period 

of seven (7) years beginning on the first day after the final payment under a contract, or 

such longer period as is necessary for the resolution of any litigation, claim, negotiation, 

audit, or other inquiry involving a Contract. The Department shall have access, as well as 

any parties identified under Executive Order 195, during the Contractor’s regular business 

hours and upon reasonable prior notice, to such records, including on-site reviews and 

reproduction of such records at a reasonable expense.   
▪ Project Sign - For physical construction projects with total costs over $500,000 and located 

within a contiguous site, the Sub-Recipient shall erect a sign, at a suitable location near the 

project site.  This sign shall be at least eight (8) feet long by four (4) feet high and meet the 

specifications delineated by MEMA.  Please confer with the mitigation staff on this 

requirement.  
▪ Copyright - FEMA and MEMA reserve a royalty free, non-exclusive, and irrevocable right 

to reproduce, publish, or otherwise use, and to authorize others to use the work for 

government purposes. Any publication resulting from work performed under this 
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agreement shall include an acknowledgement of Massachusetts Emergency Management 

Agency.   

 

15. Contact Information: 

Sarah White, State Hazard Mitigation Officer 

Massachusetts Emergency Management Agency 

400 Worcester Road 

Framingham MA 01702 

Sarah.White@mass.gov 

508-820-2053 

  

For general inquiries regarding potential projects please contact your Hazard Mitigation Grants 

Coordinator:  

Shelly O’Toole, MEMA Regions 1&3, 508-820-1443, Michelle.OToole@mass.gov 

Dave Woodbury, MEMA Regions 2&4, 508-820-2034, David.Woodbury@mass.gov  

For more information or to register for webinars and trainings, please email 

mitigation@mass.gov 

MEMA website www.mass.gov/mema.   

 

mailto:Sarah.White@mass.gov
file:///C:/Users/kns41/AppData/Local/Packages/Microsoft.Office.Desktop_8wekyb3d8bbwe/AC/INetCache/Content.Outlook/TWAZWTZ0/Michelle.OToole@mass.gov
file:///C:/Users/kns41/AppData/Local/Packages/Microsoft.Office.Desktop_8wekyb3d8bbwe/AC/INetCache/Content.Outlook/TWAZWTZ0/David.Woodbury@mass.gov
mailto:mitigation@mass.gov
http://www.mass.gov/mema


 Revenue Category  Est. 2020 
 Actual 

9/30/2019 
 Actual 2020  Difference  Est. 2021 

 Actual 
9/30/2020 

Projected 2021 Difference
$ Diff FY20 vs 

FY21
% Diff FY20 
vs FY21

TAX RECEIPTS
Personal Property 707,457.00 207,629.07 695,197.65 (12,259.35) 737,802.00 236,592.88 737,802.00 0.00 $28,963.81 13.9%
Real Estate 30,591,022.00 8,344,820.00 30,406,990.48 (184,031.52) 31,903,204.00 8,739,867.49 31,903,204.00 0.00 $395,047.49 4.7%
Tax Liens 0.00 35,133.49 129,424.94 129,424.94 0.00 7,982.00 0.00 0.00 ‐$27,151.49 ‐77.3%

SUBTOTAL TAX RECEIPTS 31,298,479.00 8,587,582.56 31,231,613.07 (66,865.93) 32,641,006.00 8,984,442.37 32,641,006.00 0.00 $396,859.81 4.6%

LOCAL RECEIPTS
Motor 2,000,000.00 100,343.43 1,973,415.76 (26,584.24) 1,775,000.00 110,695.55 1,775,000.00 0.00 $10,352.12 10.3%
Meals Tax 85,000.00 22,732.18 76,510.14 (8,489.86) 80,000.00 11,236.78 80,000.00 0.00 ‐$11,495.40 ‐50.6%
Penalties and Interest 110,000.00 12,559.12 74,397.74 (35,602.26) 90,000.00 12,219.49 90,000.00 0.00 ‐$339.63 ‐2.7%
PILOT 75,000.00 0.00 80,232.70 5,232.70 75,000.00 0.00 75,000.00 0.00 $0.00 N/A
Charges services‐Water/Sewer 70,000.00 16,709.93 66,839.72 (3,160.28) 70,000.00 16,980.44 70,000.00 0.00 $270.51 1.6%
Fees 20,000.00 5,114.00 20,932.00 932.00 17,500.00 5,939.00 17,500.00 0.00 $825.00 16.1%
Lease ‐ MECC 86,000.00 22,145.01 88,580.04 2,580.04 90,000.00 22,809.36 90,000.00 0.00 $664.35 3.0%
Transfer Station  325,000.00 69,542.66 246,006.33 (78,993.67) 250,000.00 58,675.87 250,000.00 0.00 ‐$10,866.79 ‐15.6%
Other Dept. Revenue 125,000.00 48,684.56 165,165.92 40,165.92 150,000.00 18,885.21 150,000.00 0.00 ‐$29,799.35 ‐61.2%
Licenses and Permits 415,000.00 92,217.35 380,241.02 (34,758.98) 400,000.00 98,255.19 400,000.00 0.00 $6,037.84 6.5%
Fines and Forfeits 20,000.00 3,643.70 14,148.35 (5,851.65) 17,500.00 815.40 17,500.00 0.00 ‐$2,828.30 ‐77.6%
Investment Income 25,000.00 27,681.77 32,261.18 7,261.18 25,000.00 2,767.75 25,000.00 0.00 ‐$24,914.02 ‐90.0%
Ambulance  410,000.00 102,500.00 410,000.00 0.00 470,000.00 117,500.00 470,000.00 0.00 $15,000.00 14.6%
Miscellaneous  275,000.00 20,456.57 312,821.47 37,821.47 25,000.00 16,757.77 25,000.00 0.00 ‐$3,698.80 ‐18.1%

SUBTOTAL LOCAL RECEIPTS 4,041,000.00 544,330.28 3,941,552.37 (99,447.63) 3,535,000.00 493,537.81 3,535,000.00 0.00 ‐$50,792.47 ‐9.3%

STATE AID
Chapter 70 3,452,225.00 864,719.00 3,461,385.00 9,160.00 3,410,361.00 865,344.00 3,461,385.00 51,024.00 $625.00 0.1%
Charter Reimbursement 3,381.00 11,245.00 126,041.00 122,660.00 72,650.00 21,888.00 72,650.00 0.00 $10,643.00 94.6%
Unrestricted Gov't Aid 1,018,329.00 254,580.00 1,018,329.00 0.00 889,820.00 254,580.00 1,018,329.00 128,509.00 $0.00 0.0%
Additional Aid 16,511.00 0.00 0.00 (16,511.00) 15,064.00 0.00 15,064.00 0.00 $0.00 N/A
Exemptions 69,618.00 5,932.00 28,512.00 (41,106.00) 82,403.00 1,128.00 82,403.00 0.00 ‐$4,804.00 ‐81.0%
State Owned Land 217,114.00 56,102.00 227,164.00 10,050.00 192,063.00 56,790.00 192,063.00 0.00 $688.00 1.2%

SUBTOTAL STATE AID 4,777,178.00 1,192,578.00 4,861,431.00 84,253.00 4,662,361.00 1,199,730.00 4,841,894.00 179,533.00 $7,152.00 0.6%
LESS: ASSESSMENTS (498,098.00) (119,527.00) (619,749.42) (121,651.42) (659,600.00) (136,138.00) (611,873.00) 47,727.00 ‐$16,611.00 13.9%

NET STATE AID 4,279,080.00 1,073,051.00 4,241,681.58 (37,398.42) 4,002,761.00 1,063,592.00 4,230,021.00 227,260.00 ‐$9,459.00 ‐0.9%

Tramsfers from Free Cash 163,197.00 163,197.00 163,197.00 0.00 124,679.00 124,679.00 124,679.00 0.00 ‐$38,518.00 ‐23.6%
Transfers from Special Revenue 70,000.00 70,000.00 70,000.00 0.00 0.00 0.00 0.00 0.00 ‐$70,000.00 ‐100.0%
TOTAL TRANSFERS 233,197.00 233,197.00 233,197.00 0.00 124,679.00 124,679.00 124,679.00 0.00 ‐$108,518.00 ‐46.5%

GRAND TOTAL INCL. ASSESSMENTS 39,851,756.00 10,438,160.84 39,648,044.02 (203,711.98) 40,303,446.00 10,666,251.18 40,530,706.00 227,260.00 $228,090.34 2.2%

GRAND TOTAL EXCL. ASSESSMENTS 40,349,854.00 10,557,687.84 40,267,793.44 (82,060.56) 40,963,046.00 10,802,389.18 41,142,579.00 179,533.00 $244,701.34 2.3%

FY20 Commit 7/1/19
Revenue to 
9/30/19

Balance as of 
9/30/19

Tax Titles 
Committed

FY21 Commit 7/1/20
Revenue to 
9/30/20

Balance as of 
9/30/20

Tax Titles 
Committed

P/P $342,148.36 $207,629.07 $134,519.29 P/P $349,055.92 $236,592.88 $112,463.04
R/E $16,251,069.42 $8,344,820.00 $7,906,249.42 R/E $17,060,515.26 $8,739,867.49 $8,320,647.77
TXT N/A N/A N/A $155,248.02 TXT N/A N/A N/A $93,197.70

TOTAL $16,593,217.78 $8,552,449.07 $8,040,768.71 $155,248.02 TOTAL $17,409,571.18 $8,976,460.37 $8,433,110.81 $93,197.70

Comparative and Projected Revenues FY21



TOWN OF NORFOLK
STATEMENT OF REVENUES AND EXPENDITURES

BUDGET TO ACTUAL ‐ GENERAL FUND
Period Ended 
30‐Sep‐20

Budget Actual  %
Revenues:

Real Estate Taxes FY21 31,903,204 8,747,849 27.42%
     Personal Property and Other RE taxes 737,802 236,593 32.07%
Motor Vehicle and Other Excise 1,775,000 110,696 6.24%
Penalties & Interest on Taxes 90,000 12,219 13.58%
Payments in Lieu of Taxes 75,000 0 0.00%
Charges for Services 320,000 98,466 30.77%
Licenses, Permits & Fees 400,000 98,255 24.56%
Investment Income 25,000 2,768 11.07%
Intergovernmental 4,662,361 1,199,730 25.73%
State and County Assessments (659,600) (136,138) 20.64%
Other Revenue 380,000 53,634 14.11%
Ambulance Receipts 470,000 117,500 25.00%
Debt Exclusion 2,794,152 698,538 25.00%
     Total revenues 42,972,919 11,240,110 26.16%

Expenditures:
Current:

General Government   USE GAAP 3,264,131 654,983 20.07%
Public Safety 5,423,822 1,262,215 23.27%
Education 22,245,810 3,799,705 17.08%
Public Works 2,177,551 307,544 14.12%
Human Services 244,825 53,358 21.79%
Culture and Recreation 782,530 197,629 25.26%
Benefits and Insurance 5,554,117 3,401,747 61.25%
Debt Service ‐ Non‐exempt 610,660 161,201 26.40%
Debt Service ‐ Exempt 2,794,152 911,750 32.63%
     Total Expenditures 43,097,598 10,750,131 24.94%

    Excess (deficiency) of revenues over exp. (124,679) 489,979

Other financing sources (uses):
Bond Proceeds 0 0
Operating transfers in 0 0
Operating transfers(out) 0 0 Stabilization Fund
Other financing sources (uses) 0 0
Total other financing sources (uses), net 0 0

Excess (deficiency) of revenues and other financing 
 sources over expenditures and other financing uses (124,679) 489,979

Other Budget Items:
"Free Cash" Appropriations 124,679
"Overlay Surplus" Appropriations 0
Prior Year Deficits Raised 0
Debt Service Reserve 0

Total Other Budget Items 124,679

NET BUDGET 0



Town of Norfolk, Massachusetts

Presented on October 13, 2020

To: Department Heads and Non-Union Employees

By: Aleksandra (Sandy) Stapczynski, Principal Consultant – HRS

©Human Resources Services, Inc. 



Executive Summary of the Town of Norfolk’s

Non-Union 

Classification and Compensation Plan

◼ This was a professionally performed study of the Town’s pay 

system using data from comparable surrounding communities.  

Some of these communities are conducting similar studies.

◼ Based on this market driven analysis, the study recommends the 

pay band widths be adjusted to be competitive with hiring market, 

assisting the Town to hire and retain talented employees.

◼ The methodology included both an analysis of internal equity and 

external equity.

◼ Provides a pay plan that supports succession planning.

◼ Implementation of recommended changes can be completed 

within estimated budget allocations.



Project Overview:

◼ Review Municipal Market for salaries and wages of 

approximately 39 positions; throughout the Town.

◼ Validate current pay plan/wages to the market.

◼ Final Analysis of Market Data; Average of Market

◼ Job audit of all positions utilizing PAQs and consultant 

interviews; updating of job descriptions as needed.

◼ Development of one consolidated non-union pay and 

classification plan for all positions studied.

◼ Union positions were studied and will be provided in a 

second report.



New Pay Plans Developed
◼ One Non-Union HRS Classification System Incorporates all 

positions studied; including contract positions.

◼ Plan allows flexibility for movement within the ranges.

◼ In total there are 18 Pay Grades; 15 steps.

◼ Plan includes 2.5% between steps.

◼ Range from minimum to maximum is the same for each 

grade.

◼ Higher entries are provided to assist with recruitment.

◼ Wage adjustments and movement through steps.

◼ Implementation: HRS prepared estimated costs; the town 

should make every effort to bring everyone to market.



Regular Updates to Ensure Validation:

✓ Meetings with Town Administrator, HR Director in 
person and online

✓ Review of Survey Instrument and Agreement of 
Organizations to be Surveyed

✓ Salary Surveys Distributed to Organizations

✓ Preliminary Data reviewed with Town officials

✓ Opportunity for Input from Town officials

✓ Follow-up with communities for additional analysis

✓ Preparation of draft and final pay/class documents



The Compensation Analysis

• Salary range for each 
position surveyed. 

• Information on the market 
averages, ranges, medians, 
75th percentile, and 90th

percentile.

• Information on the number 
of work hours per week/per 
year for each position 
surveyed.

• Information on other related 
pay when necessary. 

• Trends in compensation 
programs offered. 



GENERAL CRITERIA - COMPARABLES

▪ LOCATION #1– IMMEDIATE LABOR MARKET

▪ LOCATION  #2– OUTSIDE LABOR MARKET WITH SIMILAR 

SOCIO-ECONOMICS, RESIDENTIAL/BUSINESS MIX, COST-OF-

LIVING, TOWN OPERATIONS

▪ MUNICIPAL POPULATION

▪ INCOME PER CAPITA

▪ FORM OF GOVERNMENT

▪ BUDGET SIZE/FINANCIAL RATING

▪ EQUALIZED VALUATION PER CAPITA (EQV)

▪ OTHER ORGANIZATIONS WITH LIKE POSITIONS IN 

IMMEDIATE LABOR MARKET AREA



Communities Surveyed



Key Recommendations
◼ Bring the current pay plan up to the market for fy-2021

◼ Implement Pay Equity with one non-union plan

◼ Continue Step System for the these positions

◼ Do not reduce the pay level of any current employee when 

placing them within the new pay ranges.

◼ Increase the classification for certain employees based on 

analysis.

◼ MA average COLA adjustment for FY-2021 was about 2%; 

although some towns did not give in FY-21. Norfolk should 

consider COLA to pay plan in the future; based on CPI. 

◼ Continue a competitive pay plan benchmarking against high 

performing communities with similar organizations.













SAMPLE OF BENEFITS COLLECTED



This Pay Plan is Part of Our Total Job 

Evaluation/Classification System for Norfolk
◼ Physical Environment

◼ Basic Knowledge, Training and 
Education

◼ Problem Solving Skills and Effort

◼ Physical Skills and Effort

◼ Experience

◼ Interactions with Others/Customer 
Service

◼ Confidentiality

◼ Occupational Risks

◼ Complexity

◼ Supervision Received

◼ Supervision Given

◼ Supervision Scope

◼ Judgment and Initiative

◼ Accountability

HRS/MRI PAY AND CLASSIFICATION 

SYSTEM AND MANUAL

Methodology

Guidelines 

Computerized Ratings

Web-based System



End of Project will include:

◼ Final narrative report and updated job descriptions

◼ All project documents provided to Town HR

◼ Update of System/Tools

◼ Secure Web-based Pay & Class System for HR
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TOWN OF NORFOLK, MASSACHUSETTS 
PROPOSED COMPENSATION AND CLASSIFICATION STUDY 

FOR NON-UNION POSITIONS 

I. Introduction 

Human Resources Services, Inc. completed a Classification and Compensation Study 

for the Town of Norfolk, Massachusetts – October 2020. The Study represents a 

comprehensive review of the components that affect the Town’s compensation program – job 

descriptions, current compensation structure, pay philosophy, regional market competitiveness 

of salaries, the internal equity of salaries paid to comparable positions, select benefits and 

ongoing maintenance and administration of the compensation and classification system. While 

the Town has a strong history of a well-managed human resources and compensation 

administration program, in recent years, various aspects of its compensation and classification 

program have become very outdated.  Also, in recent years, the Town has faced situations that 

required conducting and implementing an updated classification and compensation system. 

Difficulty in recruiting and hiring quality new employees in entry ranges and employee turnover 

in a few positions throughout departments are indications that the Town’s compensation 

program is not competitive with the regional market, particularly at the entry levels. Further the 

system had not been updated for nearly 20 years, and the pay scale had too many steps, 

making it difficult and a long period of time for employees to reach maximum levels.  

A classification and compensation system provides the framework for determining how 

employees will be paid. As a general rule, most public entities conduct new classification and 

compensation studies periodically to ensure their ability to hire and retain qualified employees 

and that internal relationships are equitable. The external market focus is important because it 

ensures that the compensation plan is adequate to attract new employees and retain existing 

employees. If compensation levels fall below those in the regional marketplace, the Town may 

experience difficulty hiring qualified people when positions become available and increased 

employee turnover may occur as employees seek jobs with other municipalities or organizations 

that will pay the market rates for their skills and abilities.  

As the Town continues to change, it will also be important to offer competitive salaries to 

attract the best staff possible to serve the citizens of the Town of Norfolk. Competition for a wide 

range of professions in the local government marketplace becomes more intense each year as 

senior employees approach retirement, and other competing municipalities increase their 
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salaries to remain competitive and to meet demands for service in their communities. 

The periodic review which comes with a comprehensive classification and compensation 

update also enables an organization to account for technology changes, changes in work 

processes, tools and equipment, and other factors that can affect job responsibilities. In today’s 

fast paced world of technological change, this is especially important as almost every 

governmental process is affected by advancements in technology and as this occurs 

employee’s skills, knowledge and abilities, as well as their proficiency in use of required tools 

and equipment, changes. Changes in job requirements and the jobs complexity sometimes 

result in a new pay grade assignment. In order to properly maintain a classification and 

compensation system, an ongoing process is needed to review job responsibilities and job class 

assignment to pay grades to ensure jobs are properly classified and compensated.  The Town 

of Norfolk realized that there were some equity concerns that needed to be addressed; for both 

internal and external equity, therefore the Town commissioned this full-scale compensation and 

classification project.   

Human Resources Services, Inc. (HRS) was charged with conducting a thorough job 

analysis and audit of positions and update job descriptions as needed. Also HRS was 

commissioned to conduct a comprehensive Compensation and Classification Plan for this 

non-union group as well. This Compensation and Classification Study is primarily designed 

to focus on internal and external equity of both the structure by which employees are 

compensated as well as the way positions relate and compare to one another across the 

organization.  This report focuses on the analysis and findings related to Norfolk’s general 

compensation for the non-union positions. HRS reviewed approximately thirty-nine (39) 

classified non-union position titles. The scope of this study was shaped by Norfolk’s interest 

in understanding and comparing its non-union pay structure to other similar organizations in 

the industry. As the economy continues to improve and other organizations look to raise 

their salaries and wages, Norfolk found it necessary to review its own compensation 

program to ensure that it is competitive in order to attract and retain the necessary talent 

to provide services. 

Internal equity relates to the fairness of an organization’s compensation practices 

among its current employees. Specifically, by reviewing the skills, capabilities, and duties of 

each position, it can be determined whether similar positions are being compensated in a 

similar manner with the organization. The Classification component of this study is aimed at 
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resolving any inconsistencies related to job requirements and providing some clarity to the 

plan in place.  

External equity deals with the differences between how an organization’s 

classifications are valued and what compensation is available in the market place for the 

same skills, capabilities and duties. 

As part of the study, Human Resources Services, Inc. was tasked with: 

• Analyzing Norfolk’s compensation and classification plans.

• Reviewing current departmental structures.

• Conducting a thorough job analysis/audit; updating of job descriptions utilizing

comprehensive position analysis questionnaires and interviews.

• Conducting  a  market  salary  survey  and  providing  feedback  to  the  Town

regarding current market competitiveness.

• Conducting a classification analysis to assess internal equity and the strength of

the current classification plan; updating the classification plan as needed.

• Developing a compensation structure.

• Developing and submitting, preliminary, draft and final documents summarizing

findings and recommendations.

HRS combined qualitative as well as quantitative data analysis to produce an 

equitable solution in order to maximize the fairness and competitiveness of the Town’s 

compensation and classification structure and practices. Best practices were followed and 

utilized throughout the duration of the project. The following activities took place: 

• Meetings with Human Resources, Town Administration, and key project staff

to discuss study issues and requirements. This was done onsite in Norfolk.

• Onsite orientation sessions with employees; several large orientations were

conducted to include employees, managers, department/division heads, and

supervisors.

• Interviews of employees, through online video-conference, with an HRS

consultant.  Also facilitation of group interviews as were needed.

• Salary/benefits survey, compilation and analyses; statistical comparisons.
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• Update of job descriptions based on employee PAQ feedback and interviews.

• Job rating and ranking of positions utilizing HRS’ rating system.

• Development of recommendations and implementation plan.

• Creating draft and final reports.

The following Position Classification Titles were included in the non-union study: 

1. Affordable Housing Director
2. Assessing Technician
3. Assistant Assessor
4. Assistant Building Inspector
5. Assistant DPW Director
6. Assistant Payroll Administrator
7. Assistant Town Accountant
8. Assistant Town Clerk
9. Assistant Treasurer/Collector
10. Assistant Wiring Inspector
11. Associate Library Director
12. Building Commissioner
13. Chief Assessor
14. Chief of Police
15. Council on Aging Program Coordinator
16. Conservation Agent
17. Custodian
18. Data Collector
19. Deputy Fire Chief
20. Deputy Policy Chief
21. Director of Community Development and Planning
22. Director of Library Services
23. DPW Director
24. Executive Assistant to Town Administrator
25. Executive director of Council on Aging
26. Finance Director
27. Fire Chief
28. Human Resources Director
29. HVAC/Maintenance Technician
30. IT Director
31. Outreach Coordinator
32. Plumbing and Gas Inspector
33. Police Lieutenant
34. Recreation Director
35. Town Administrator
36. Town Clerk
37. Town/School Facilities Director
38. Treasurer/Collector
39. Veteran Services Director
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II. The Salary Survey

To measure the pay rates among the Town’s municipal competitors for these positions,

HRS distributed survey documents to comparable organizations jointly identified by the 

Town and HRS. This survey document was designed to collect information regarding specific 

components of pay rates including, minimum salary/wages, maximum salary/wages, and any 

unique characteristics about the positions which would affect pay. In addition, select benefits 

information was collected related to paid leave, tuition and other reimbursements, longevity, 
comp time, 457 or 401 plan match, life insurance, health insurance, disability income 
protection, dental insurance, and vision insurance. Respondents were asked to provide 

information for those jobs that represent a best match to their Town’s positions. As needed, 

follow-up calls were made to the comparable Towns. Sometimes it is difficult to find exact 

positions from other comparable organizations. However, in general, if 70 percent of the 

duties and responsibilities are the same, then the position is a good match for market analysis 

purposes. HRS also utilized its own databases (such as ERI for state-wide municipal data), 

and other survey data (such as the DOL and MMHR, a local MA municipal industry provider of 

comparable wage data). 

Human Resources Services, Inc. conducted a thorough salary survey and market 

analysis to determine the market competitiveness for positions included in this study. HRS 

included survey responses from the following peer benchmark communities: 

1. Foxborough, MA

2. Holliston, MA

3. Hopkinton, MA

4. Medway, MA

5. Millis, MA

6. Norwood, MA

7. Plainville, MA

8. Upton, MA

9. Walpole, MA

10. Wrentham, MA

Additional communities were surveyed for a very few positions where there was no data 
available from the benchmark communities or through other data sources, and those included: 

11. Barnstable, MA

12. Milford, MA
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13. New Bedford, MA

14. Seekonk, MA

15. Weymouth, MA

16. Whitman, MA

The communities were chosen based on their form of government, location, equalized 

valuation per capita, income per capita, residential/industrial/business mix, operating budget, 

and average tax bill. The Town of Norfolk is located in Norfolk County. It is within the Greater 

Boston area, located on an upper valley of the Charles River. Norfolk is 20 miles southwest of 

Boston; about 21 miles north of Providence, Rhode Island.  Due to the historical nature of the 

Town, its socio-economics including close proximity to Boston, major highways, industry, and 

form of government; it was essential to look at other similar-like communities despite their 

population size.  The consultant team met with Town Administration and Staff to review draft 

reports. An initial analysis of the market data involved reviewing the average, median, range, 

and 75th percentile. A comparison was then made to current Norfolk salaries for the non-union 

positions. 

There are some positions which have individual contracts, and those are noted on the 

plans.  These are included on the compensation and classification plan for comparison purposes 

and internal equity purposes, however their individual contracts are the determinants of wages 

and benefits for these employees, and other unique offerings.  These are typically very senior 

management and executive level positions. 

All of the comparative data is current salary information and included as attachments to 

this report. HRS collected minimum and maximum salary ranges from the comparable 

organizations. Certain wage data may have been pro-rated for comparison purposes only. In 

each cell, the top number indicates the minimum salary range for each position and the 

bottom number indicates the maximum salary range for each position.  The analysis of the 

market data from multiple sources comprises a range of pay for each position.  Sometimes, the 

pay ranges will be quite broad, especially for highly paid positions, and narrower for lower priced 

jobs.
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HRS worked with the Town of Norfolk to determine the market range the organization 

wished and/or needed for a valid and competitive pay structure, as well as the number of steps 

in each grade.  All of this was part of determining the pay philosophy for the Town. The average 

was also used as a guide to determine the parameters of the plan.  Virtually every organization 

had some type of a pay and classification plan structure.  

For each position analyzed, data points were collected from the labor market. The 

data points indicate the amount of salary information for each position surveyed. In some 

instances: (1) the organization did not have a comparable position; or (2) the consultants 

determined that the position was not comparable to the position in Norfolk. HRS used 

professional discretionary judgment when comparing positions to the comparable data. If 

there was less than two data points of salary information for a position, HRS placed more 

emphasis on the position rating when placing the position on the compensation/classification 

plan. Also, the position was benchmarked against other positions in the same job family 

series. While this market analysis and information provides the Town with benchmark 

salary data to set the parameters for compensation decisions, the client must also consider if 

there is any “uniqueness” of certain positions in the organization as well as the organization’s 

compensation policies.  For most positions, there was sufficient salary/wage information and 

the data was populated.  It is not necessary to find labor market data on every job in the 

organization since a job evaluation process was also used to determine internal relative job 

values.  The resulting internal job ratings/rankings enabled the consultants to slot the unique 

jobs; those for which data was limited or not available. 

HRS also benchmarked the competitiveness of the benefits programs against peers, 

compared the best practices (based on HRS’ survey and municipal market experience with 

non-union positions), and has provided some recommendations to enhance or slightly modify 

the various programs for the Town’s consideration.  

This report explains The Town’s relative position with respect to compensation and 

benefit programs. It also provides better insight into what plans should be considered for 

revisions and the best ways to make those changes. 
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III. Job Descriptions

One major aspect of this study involved the development of updated job descriptions

for all positions. Through the job analysis process which included each employee completing 

a comprehensive HRS Position Analysis Questionnaire (PAQ) as well as employee/supervisor 

interviews, HRS discovered that the job descriptions were in need of updating. Based on 

employee feedback and manager comments on the PAQ tool, job descriptions were updated 

so as to better reflect actual work performed and to streamline and standardize the formats 

as needed.  Overall the job descriptions where updated in requisite requirements, skills, 

essential functions, technology, and other job-related requirements. The language was 

modernized too. HRS’ proposed job descriptions are submitted to the Town as part of this 

final report. They are submitted in electronic format only through a secure Sharefile for HR.  

In addition to assisting with the development of job analysis and classifications, good 

descriptions produce many other important benefits. These job descriptions emphasize the 

purposes of each position and the types of results which each incumbent is expected to 

produce. Representative examples of the work performed and minimum qualification 

requirements are listed. These job descriptions are small but important components of more 

comprehensive personnel, organizational and administrative systems or plans. They can and 

should be used not only for recruitment and promotion, but as tools to assist in the 

administration of the Town. They help define initial expectations, provide fundamental 

building blocks for administering compensation systems, and give additional definition to 

organizational charts. They can and should be used when developing employee objectives, 

performance plans and performance appraisals.  

The job descriptions presented to the Town are up-to-date, clear, and identify the 

duties of each position, as well as the education, experience, training, knowledge, ability, and 

skills, and competency levels required. All employees had an opportunity to review their updated 

job description. 
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IV. The Classification Plan

A classification plan is the foundation upon which a sound personnel management

program is established. The classification plan is the basis for developing and implementing 

other personnel functions such as recruitment and selection, training, performance 

appraisal, succession management, etc. Classification is the process of grouping individual 

positions into broader groupings for personnel, budgeting, and other management purposes. 

Classification sorts the work of individual positions based on type of work and then levels 

of responsibility and difficulty. As such, it is not an exact science but rather a reasonable 

arrangement of work efforts and activities. Beyond legal constraints, what is most reasonable 

is that which works best for a particular organization. 

The Town of Norfolk has done well maintaining the integrity of its non-union 

compensation. There were, however, adjustments required to the actual classification 

structure. Consolidation of contract positions and retitling of certain jobs were required in 

some cases, but overall the titles were sound.  Also, certain positions were regrouped to make 

better internal equity alignments. Many of the department heads, managers, and employees 

provided Human Resources Services consultants with issues specific to individual 

classifications which were analyzed during the job analysis process.  Finally, the 

classification plan was expanded to 18 grades. 

Additionally, the classification plan’s accompanying compensation plans have fallen 

out- of-sync with the market and needed updating to better reflect the market. However, it 

was the entry levels of the salary schedule that were well below market, but the maximums of 

the salary schedule were very competitive to the market. Consideration of the external market 

as well will benefit the organization in a number of ways. A competitive pay structure will 

allow the Town to be an effective recruiter in the market place, contribute to a reduction in 

employee turnover, and set the precedent to offer comparable base salaries for positions, 

particularly at the entry level.   
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V. The Compensation Plan 

In analyzing the competitiveness and usefulness of pay plans, HRS typically reviews 

three components: (1) base pay structure, in terms of number of grades and range from 

minimum to maximum for each grade; (2) employee turnover and ability to retain qualified 

employees; and (3) employee progression through the ranges and placement of employees 

in the ranges. All of the pay ranges, together with the compensation policies, are referred 

to as the compensation plan. An assessment of the Town’s compensation plan  includes 

the  ease  of  administering  the plan,  the  competitiveness of  the  pay  scales,  and  criteria 

for progressing through pay ranges. 

The proposed compensation plans are attached to this report. The consultants utilized 

the market average as a benchmark to develop the new salary schedules.  Our proposed 

plans are for Fiscal Year 2021.  While the writing of this narrative final report is taking place in 

October 2020, HRS provided the Town with the proposed compensation/classification plans 

and estimated cost-outs during August and September for the Town’s inclusion of this Non-

Union Plan in its budget planning.   

The compensation plan provided has 15 steps allowing employees more opportunity to 

mature and penetrate the pay scale at a faster rate.  Many employees do not stay with an 

organization for 20 years, for example.  This will also assist the Town with recruiting employees 

at more competitive entry levels.   

Virtually every entry of the grade range on the new pay plan increased.  This will provide 

for a very competitive pay plan for both Norfolk employee retention and recruitment.  The 

Consultants found that the Town’s entry level for many of the grades on the pay structure 

were low as compared to the market, in its totality. Therefore, it was necessary to increase 

the entry levels for the whole plan. Realistically, employees would not be hired at these 

lower rates, and continuously hiring employees beyond the grade mid-point is not a good 

personnel practice.  At the other end of the pay scale, it was discovered the maximum of the 

ranges were very competitive to the market and in many cases beyond the market averages. 

Therefore, the ranges of the upper end of the scale did not need to change. Comparative 

data was considered to set the grade parameters. A new pay range was developed for each 

grade utilizing the salary market data and targeting approximately the average of the market. 
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The proposed compensation plan is, in general, based on Fiscal Year 2021 

compensation data. This is a base salary plan and does not include compensation for 

longevity, merit, or other compensation. It is the Town’s salary administration program that will 

determine individual pay with regards to implementation of this proposed compensation plan. 

At a minimum, those employees falling below the grade range should be brought into the entry 

level of the grade ranges. It is also up to the Town to consider any additional cost-of-living 

or longevity adjustments to the plans per their town policies.  To get everyone on the plan, 

employees should be placed on the step closest to but just above their current wage in order 

to not cut any employee’s salary. 

VI. Meeting with Town Management Staff

HRS consultant(s) met with the Town’s staff and officials online to review the market

data collected and discuss its meaning and to review draft compensation and classification 

plans. When reviewing or developing pay plans, a variety of policy decisions need to be 

made by the organization. For example, the decisions that need to be made might include: 

How competitive does the Town want to be with regard to compensation?  Where does the 

Town want to position itself with regard to the market? What should the percentage spread be 

from minimum to maximum in the pay scale?  How many steps should there be?  What should 

be the percentage between steps?  What should the percentage spread be between grades? 

Should the plan be tied to performance, or is there an automatic step system, or a combination 

of both. Finally, the resulting compensation plan should reflect the Town’s pay policies, the 

comparative market analysis, and internal equity considerations. 

It was the Town’s desire to stay with a compensation administration program that had 

less steps to allow employees to more within a more normal number of years for job growth, 

and more grades to allow for a better career ladder. This system will continue to provide the 

Town with flexibility overall, but particularly with hiring. The recommended pay plan is therefore 

designed based on the results of the previous phases within this study process and reflect best 

practices and the desired market positon for the Town. 
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VII. Findings and Recommendations 

In general, the Town’s non-union compensation and classification plan has fallen 

below market at entry levels. The proposed pay plan attached to this report will assist the 

Town to reach market competitive entry pay levels for the vast majority of its non-union 

employees as well as to broaden the financial structure to allow for more opportunity 

within pay ranges for employee advancement within less years. Our study results indicates 

that for the Town to maintain a competitive edge, an update of the salary schedule to 

better reflect the market is essential.  HRS received sufficient and extensive data for this 

analysis. 

In  closing,  the  following  is  a  summary  of  our  general findings  and 

recommendations for the Town’s consideration: 

 
 

1. Continue using the average of the market for targeting pay ranges. It will also 

assist in eliminating salary compression at the upper levels.  Norfolk is a key 

community in the peripheral greater-suburban Boston area where at least average 

salaries are required to recruit and retain a good workforce. 

 

2. When placing the employees on the new proposed compensation plan, at a 

minimum, incumbents should be placed at the step closes to, but just above their 

current salary in order to not cut anyone’s current pay. 

 

3. Whenever a vacancy develops, it is a good time to automatically review the 

position. This may involve a job analysis and updating the job description and 

reviewing the market for the particular position. 

 

4. The Town must recognize that employees need to be developed and be treated as 

an asset to be enhanced—compensation should be viewed as a tool to allow the 

Town to hire, retain, develop, and reward the best employees and to focus them on 

the desired behaviors and results. The pay program should support developmental 
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career paths by clarifying the opportunities within the Town that employees may 

pursue for their personal growth. 

5. While these base pay levels are established it is important for the Town to recognize

that some positions have an opportunity to earn additional compensation through

incentive arrangements. It is strongly recommended that the Town consider some

type of incentive program for the non-union employees, particularly the senior

managers.

6. The Town should swiftly adopt the attached compensation plan and always strive to

maintain pay levels that are competitive in the municipal regional area in which it

competes for employees.

7. The pay program should be thoughtfully and consistently managed, through

coordination and guidelines. This should be the responsibility of the Town

Administrator, Human Resources Director; and working together with department

heads.

8. The compensation program must comply with both the letter and the spirit of all 

relevant laws and regulations. Laws are always changing, and the Town needs to 

keep abreast of these developments, such as the new MA Employment Pay Act.

9. Each year a Cost of Living increase should be applied to the entire salary schedule.

A cost-of-living increase is different from a step increase.  A cost of living increase

is intended to recognize a general rise in the costs for goods and services

experienced by almost everyone.  Each year, the Town should determine an

appropriate percentage cost-of-living adjustment and apply that increase across the

entire compensation schedule.  This raises the compensation rates for the entire

salary schedule equal to changes in the cost of living.

A step increase should also be given annually, but this recognizes factors worthy of

compensation increases above the cost-of-living adjustment to the pay plan.

Factors that the Town might choose to consider in
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determining step increases include strong performance, acquired experience, 

longevity, and special abilities.  

10. The Town may want to consider a limited sick leave buy-back program. A number

of the surveyed communities offer this benefit, as do other communities in the

Commonwealth.  The advantage is that over time it reduces employee inappropriate

use of sick time which causes disruption in productivity in the workplace.  However,

there needs to be an upset limit as to how much they can accumulate and be paid

for upon separation.  There are a number of options as buy back and incentive plans

vary.  One plan may provide for a limited buy back within each fiscal year if less than

a threshold of sick days are taken.  Another provides incentive payments for perfect

attendance and fixed dollar payments for a limited number of sick days.  Others pay

on a percentage basis up to a maximum dollar amount upon retirement ranging in

value depending upon the plan.  HRS recommends that these options be explored.

11. Responsibility for the Salary Administration Program should be as outlined below:

Town Administrator 

• Recommends compensation budgets and structure adjustments.

• Directs implementation and administration of compensation guidelines

throughout the Town.

• Reviews and approves overall increases and any special adjustments for

all employees.

• Works with Select Board on compensation philosophy.

Human Resources Director 

• Reviews and recommends adjustments to the salary structure.

• Reviews and approves all position titles and grade placements in an

organized pattern such that all positions will be reviewed at least every five

years.
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• Maintains and administers the salary program for all employees.

• Works with all departments regarding training and implementation so that

compensation and classification plan is understood and utilized.

• Obtains or develops competitive salary data on an annual basis and

recommends appropriate salary adjustments to the compensation plan as

needed.

• Prepares or revises position documentation (descriptions and

questionnaires). 

Managers/Department Heads 

• Maintains a thorough knowledge of salary administration policies and apply

them in recommending or approving salary adjustments.

• Keeps subordinates informed of pertinent aspects of the salary program.

VIII. Conclusion

In conclusion, through a comprehensive job analysis, the consultants reviewed each

position to see: what work was being done; how the work was being done; why the work 
was being done; and what knowledge, skills, and abilities were involved in doing the 
work.  This was done for every single position and was a very inclusive and labor intensive 

process. The overall approach used to determine the relative internal worth among positions 

included three steps: (1) Position Analysis: the careful and thorough review and 

understanding of the work being done; (2) Position Description: the written record of the 

important activities and requirements of the work being done. (3) Position Evaluation: the 

method of evaluating the information that has been collected and described in order to 

determine the position’s relative worth within the organization. (See HRS’s Rating Manual 

submitted as a separate document.)  As part of this study, the Town now has more than a 

mere compensation analysis report; it has in effect a classification system which includes a 

point-factor-rating-method for placing positions in its classification plan.  Whenever the Town 

experiences requests for reclassification of certain positions, and/or the placement of new 

15 Human Resources Services, Inc.
Norfolk, MA Non-Union Comp/Class Study



positions on the plan, it is important to ensure correct classification and provide updated job 

descriptions.  This HRS methodology and system provides the Town with the necessary tools 

to review classifications appropriately.  A structure has been provided to the Town of Norfolk. 

It should be noted that the market analysis contained within this report is a snapshot of 

current market conditions.  In other words, market conditions change, and in some cases 

change quickly. So while market surveys are useful for making updates to a salary structure, 

they must be done at regular intervals if the Town wishes to stay current with the marketplace. 

The salary schedule as a whole should also be updated annually to reflect the cost-of-living.  

Utilizing the Consumer Price Index (CPI) or COLA readings from the regional communities will 

assist in setting the percentage COLA increase on the pay plan.  

The Town should be proud of its dedication to high-quality service and continuous 

improvement.  HRS found that employees were committed to their jobs and to the Town; and 

also committed to maintaining a teamwork environment.  HRS’ recommendations build upon 

the strengths of the current Town of Norfolk compensation and classification system and we 

have worked to improve areas identified by employees, management, and consultant team.  
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   ATTACHMENTS 
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FY21 Comp Comp Comp 75th Percent

POSITION TITLE Norfolk
Average Lo-Hi Range Median of Market

Administration
Executive Assistant 27.10            29.31             25.32            27.72               32.33 

43.35            37.78             44.21            37.47               39.22 

IT Director 30.31            40.06             27.51            38.92               44.38 

48.48            53.71             67.11            54.10               59.39 

Town Administrator contract 80.70             68.37            74.50               89.72 

80.03            86.84             100.20          89.90               92.60 

Town/School Facilities Director contract 49.46             39.98            47.01               54.20 

59.44            64.04             75.50            65.81               70.66 

Affordable Housing
Affordable Housing Director contract 30.94             30.94            30.94               30.94 

35.88            39.25             39.25            39.25               39.25 

Assessing
Assessing Technician 17.46            24.32             21.99            25.01               25.84 

29.49            30.68             33.00            30.70               31.50 

Assistant Assessor 20.08            27.87             23.90            27.85               27.91 

32.10            35.64             40.85            34.87               38.99 

Chief Assessor 29.10            38.31             27.55            37.12               43.13 

43.35            50.89             60.11            50.97               53.76 

Data Collector 17.46            24.68             24.68            24.68               24.68 

29.49            30.74             30.74            30.74               30.74 

Building
Assistant Building Inspector 29.48            33.31             26.34            33.22               34.17 

47.12            39.77             45.09            40.00               40.85 

Assistant Wiring Inspector 27.93             25.85            27.93               28.96 

35.25            30.87             35.00            30.87               32.94 

Building Commissioner 44.10            39.27             27.72            39.78               44.08 

55.75            52.13             56.54            54.03               55.54 

Plumbing and Gas Inspector 30.80             26.37            32.82               33.02 

34.25            38.55             40.85            40.00               40.43 

COA
COA Program Coordinator 20.08            21.51             16.39            22.17               22.38 

32.10            27.13             31.50            27.66               29.33 

Executive Director of Council on Aging 27.10            34.37             27.72            36.16               38.10 

43.35            44.88             50.97            47.45               49.10 

Outreach Coordinator 18.45            22.93             16.38            23.90               25.16 

29.49            28.90             35.45            29.46               31.50 

DPW
Assistant DPW Director 30.31            36.59             31.51            34.88               36.96 

48.48            47.70             56.54            45.06               50.97 

DPW Director (Supt. of Public Works) contract 53.52             43.94            51.41               58.11 

56.73            68.08             78.67            66.24               72.09 

Facilities
HVAC/Maintenance Technician 29.49            24.36             23.02            24.33               25.03 

47.12            30.79             32.23            32.02               32.13 

Custodian 16.06            18.40             13.11            19.03               19.90 

25.67            22.51             25.59            23.11               24.67 

Finance
Finance Director contract 57.71             34.88            53.13               60.10 

59.19            68.57             87.33            70.10               74.37 

Assistant Town Accountant 26.32            31.45             26.34            31.00               35.26 

42.06            39.94             45.39            41.00               43.22 

Fire
Deputy Fire Chief contract 41.88             33.18            43.04               44.82 

47.26            51.14             58.16            55.57               56.79 
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FY21 Comp Comp Comp 75th Percent

POSITION TITLE Norfolk
Average Lo-Hi Range Median of Market

Fire Chief contract 62.54             57.38            60.19               62.50 

70.19            71.01             86.54            73.80               75.71 

Human Resources
Human Resource Director 34.88            40.05             36.16            40.88               42.00 

48.48            52.66             57.23            53.03               55.13 

Land Use
Conservation Agent 26.32            32.37             27.59            33.40               36.16 

42.06            44.55             47.71            46.76               47.20 

Director of Community Development & 

Planning 34.88            39.06             27.72            40.55               44.43 

55.75            50.77             56.54            51.89               54.79 

Library
Associate Library Director 27.10            28.34             25.93            27.85               29.54 

43.35            37.58             41.77            38.99               40.38 

Director of Library Services 30.31            40.18             23.07            39.69               47.11 

48.48            48.11             60.11            51.38               58.35 

Police
Chief of Police contract 70.81             50.20            69.86               78.23 

93.89            76.54             92.48            72.11               85.44 

Police Lieutenant contract 44.23             39.69            43.94               46.80 

53.37            53.20             59.45            52.98               56.87 

Deputy Police Chief contract 52.60             34.97            51.53               62.85 

84.16            59.47             65.46            60.97               62.85 

Recreation
Recreation Director 30.31            34.34             27.72            32.54               36.55 

48.48            43.85             50.97            45.08               47.56 

Town Clerk
Assistant Town Clerk 26.32            26.46             21.99            26.33               26.84 

42.06            34.12             41.08            34.44               35.95 

Town Clerk 27.10            39.28             33.32            39.56               40.71 

43.35            43.05             51.53            41.25               49.47 

Treasurer/Collector
Assistant Treasurer/Collector 26.32            28.20             21.99            27.17               30.96 

42.06            36.18             44.21            35.79               40.13 

Payroll Assistant 20.08            24.63             19.63            26.34               26.35 

32.10            31.57             38.99            32.19               33.95 

Treasurer/Collector 27.10            43.08             36.41            43.36               46.64 

43.35            54.12             59.62            53.29               58.45 
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Current Union - Survey FY21 Norfolk FY21 Norfolk Comp Max FY21 Average FY21 Average Proposed Hrly Pay Proposed

Grade Non-Union Line Position Title Min Max Data Points Min  Max FY21 Min FY21 Max Pay Grade

NON-UNION NU

3 NU 43 Custodian 16.06 25.67 9 18.40           22.51           18.16         25.67         3

5 NU 6 Assessing Technician 17.46 27.93 5 24.32           30.68           20.87         29.49         6

5 NU 9 Data Collector 17.46 27.93 1 24.68           30.74           20.87         29.49         6

6 NU 22 Outreach Coordinator 18.45 29.49 9 22.93           28.90           20.87         29.49         6

AVE 23.98           30.11           

7 NU 86 Assistant Payroll Administrator 20.08 32.10 9 24.63           31.57           22.71         32.10         7

7 NU 17 COA Program Coordinator 20.08 32.10 6 21.51           27.13           22.71         32.10         7

AVE 23.07           29.35           

7 NU 7 Assistant Assessor 20.08 32.10 5 27.87           35.64           25.01         35.34         8

NU 12 Assistant Wiring Inspector 35.25 2 27.93           30.87           25.01         35.34         8

NU 14 Plumbing and Gas Inspector 34.25 3 30.80           38.55           25.01         35.34         8

AVE 28.87           35.02           

8 NU 47 Assistant Town Accountant 26.32 42.06 7 31.45           39.94           29.78         42.06         9

8 NU 83 Assistant Town Clerk 26.32 42.06 8 26.46           34.12           29.78         42.06         9

8 NU 85 Assistant Treasurer/Collector 26.32 42.06 8 28.20           36.18           29.78         42.06         9

AVE 28.70           36.75           

9 NU 59 Associate Library Director 27.10 43.35 2 26.89           35.48           30.66         43.35         10

8 NU 57 Conservation Agent 26.32 42.06 5 32.37           44.55           30.66         43.35         10

9 NU 1 Executive Assistant to Town Administrator 27.10 43.35 8 30.46           37.87           30.66         43.35         10

AVE 29.90           39.30           

9 NU 21 Executive Director of Council on Aging 27.10 43.35 8 34.37           44.88           31.58         44.63         11

9 NU 84 Town Clerk 27.10 43.35 5 39.81           43.05           31.58         44.63         11

AVE 37.09           43.96           

8A NU 11 Assistant Building Inspector 29.48 47.12 5 33.31           39.77           33.35         47.12         12

8A NU 42 HVAC/Maintenance Technician 29.48 47.12 3 24.36           30.79           33.35         47.12         12

AVE 28.83           35.28           

11 NU 25 Assistant DPW Director 30.31 48.48 5 36.59           47.70           34.31         48.48         13

9 NU 8 Chief Assessor 27.10 43.35 7 38.31           50.89           34.31         48.48         13

11 NU 62 Director of Library Services 30.31 48.48 8 40.18           48.11           34.31         48.48         13

11 NU 82 Recreation Director 30.31 48.48 8 34.34           43.85           34.31         48.48         13

9 NU 88 Treasurer/Collector 27.10 43.35 6 43.08           54.12           34.31 48.48         13

AVE 38.50           48.93           

12 NU 58 Director of Comm Dev & Planning 34.88 55.75 6 39.06           50.77           39.46         55.75         15

12 NU 55 Human Resource Director 34.88 55.75 3 40.05           52.66           39.46         55.75         15

11 NU 2 IT Director 30.31 48.48 6 40.06           53.71           39.46 55.75         15

AVE 39.72           52.38           

13 NU 13 Building Commissioner 44.10 70.52 5 39.70           53.47           49.90         70.52         16

NU 89 Veterans Services Officer stipend $7,200/yr 4 30.72           38.91           stipend
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Current Union - Survey FY21 Norfolk FY21 Norfolk Comp Max FY21 Average FY21 Average Proposed Hrly Pay Proposed

Grade Non-Union Line Position Title Min Max Data Points Min  Max FY21 Min FY21 Max Pay Grade

PERSONAL CONTRACT

contract 5 Affordable Housing Director 35.88 1 30.94           39.25           29.78 42.06 9

contract 48 Deputy Fire Chief 5 41.88           51.14           39.46 55.75 15

contract 72 Police Lieutenant 53.37 7 44.23           53.20           39.46 55.75 15

contract 90 Deputy Police Chief 84.16 9 52.60           59.47           49.90 70.52 16

contract 4 Town/School Facilities Director 59.44 3 49.46           64.04           49.90 70.52 16

contract 70 Chief of Police 93.89 7 70.81           76.54           52.00 73.48 17

contract 27 DPW Director (Supt. of Public Works) 56.73 7 53.52           68.08           52.00 73.48 17

contract 45 Finance Director 59.19 5 57.71           68.57           52.00 73.48 17

contract 50 Fire Chief 70.19 5 62.54           71.01           52.00 73.48 17

contract 3 Town Administrator 80.03 8 80.70           86.84           61.80 87.33 18
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Municipality County 2018 Population FY 2020 SF Tax Bill FY 2017 DOR IPC FY 2018 EQV PC Land Area Population Density 2013 Road Miles
Foxb oroughNORFOLK 17,671 6,892 53,449 187,298 19.85 890 111.11

Ho llist on MIDDLESEX 14,939 8,870 60,475 178,702 18.64 801 92.99

Hop kin t on MIDDLESEX 18,269 79,271 211,613 26.26 696 124.97

Med w ay NORFOLK 13,427 7,608 52,933 155,043 11.54 1,164 73.92

Millis NORFOLK 8,270 8,330 44,009 150,791 12.02 688 52.33

Norw ood NORFOLK 29,327 5,367 44,629 185,980 10.37 2,828 123.78

Plainville NORFOLK 9,230 5,756 42,223 160,891 11.00 839 52.33

Up t on WORCESTER 8,012 7,541 53,985 151,601 21.57 371 80.35

Walp o le NORFOLK 25,209 7,973 55,292 187,871 20.44 1,233 138.35

Wren t ham NORFOLK 11,964 6,743 59,344 186,032 21.71 551 94.20

COMP AVERAGE 15,632 7,231 54,561 175,582 17.34 1,006 94.43

NORFOLK 11,988 9,178 54,210 150,638 14.90 805 82.17
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FY21 NORFOLK, MA PROPOSED  NON UNION PAY PLAN
STEP 1 2 3 4 5 6 7 8 9 10 11 12 13 14 15

GRADE

1 10.35 10.61 10.88 11.15 11.43 11.72 12.01 12.31 12.62 12.94 13.26 13.59 13.93 14.28 14.64

21,528.00 22,068.80 22,630.40 23,192.00 23,774.40 24,377.60 24,980.80 25,604.80 26,249.60 26,915.20 27,580.80 28,267.20 28,974.40 29,702.40 30,451.20

2 18.04 18.49 18.95 19.42 19.91 20.41 20.92 21.44 21.98 22.53 23.09 23.67 24.26 24.87 25.49

37,523.20 38,459.20 39,416.00 40,393.60 41,412.80 42,452.80 43,513.60 44,595.20 45,718.40 46,862.40 48,027.20 49,233.60 50,460.80 51,729.60 53,019.20

3 18.16 18.61 19.08 19.56 20.05 20.55 21.06 21.59 22.13 22.68 23.25 23.83 24.43 25.04 25.67

37,772.80 38,708.80 39,686.40 40,684.80 41,704.00 42,744.00 43,804.80 44,907.20 46,030.40 47,174.40 48,360.00 49,566.40 50,814.40 52,083.20 53,393.60

4 18.63 19.10 19.58 20.07 20.57 21.08 21.61 22.15 22.70 23.27 23.85 24.45 25.06 25.69 26.33

38,750.40 39,728.00 40,726.40 41,745.60 42,785.60 43,846.40 44,948.80 46,072.00 47,216.00 48,401.60 49,608.00 50,856.00 52,124.80 53,435.20 54,766.40

5 19.76 20.25 20.76 21.28 21.81 22.36 22.92 23.49 24.08 24.68 25.30 25.93 26.58 27.24 27.92

41,100.80 42,120.00 43,180.80 44,262.40 45,364.80 46,508.80 47,673.60 48,859.20 50,086.40 51,334.40 52,624.00 53,934.40 55,286.40 56,659.20 58,073.60

6 20.87 21.39 21.92 22.47 23.03 23.61 24.20 24.81 25.43 26.07 26.72 27.39 28.07 28.77 29.49

43,409.60 44,491.20 45,593.60 46,737.60 47,902.40 49,108.80 50,336.00 51,604.80 52,894.40 54,225.60 55,577.60 56,971.20 58,385.60 59,841.60 61,339.20

7 22.71 23.28 23.86 24.46 25.07 25.70 26.34 27.00 27.68 28.37 29.08 29.81 30.56 31.32 32.10

47,236.80 48,422.40 49,628.80 50,876.80 52,145.60 53,456.00 54,787.20 56,160.00 57,574.40 59,009.60 60,486.40 62,004.80 63,564.80 65,145.60 66,768.00

8 25.01 25.64 26.28 26.94 27.61 28.30 29.01 29.74 30.48 31.24 32.02 32.82 33.64 34.48 35.34

52,020.80 53,331.20 54,662.40 56,035.20 57,428.80 58,864.00 60,340.80 61,859.20 63,398.40 64,979.20 66,601.60 68,265.60 69,971.20 71,718.40 73,507.20

9 29.78 30.52 31.28 32.06 32.86 33.68 34.52 35.38 36.26 37.17 38.10 39.05 40.03 41.03 42.06

61,942.40 63,481.60 65,062.40 66,684.80 68,348.80 70,054.40 71,801.60 73,590.40 75,420.80 77,313.60 79,248.00 81,224.00 83,262.40 85,342.40 87,484.80

10 30.66 31.43 32.22 33.03 33.86 34.71 35.58 36.47 37.38 38.31 39.27 40.25 41.26 42.29 43.35

63,772.80 65,374.40 67,017.60 68,702.40 70,428.80 72,196.80 74,006.40 75,857.60 77,750.40 79,684.80 81,681.60 83,720.00 85,820.80 87,963.20 90,168.00

11 31.58 32.37 33.18 34.01 34.86 35.73 36.62 37.54 38.48 39.44 40.43 41.44 42.48 43.54 44.63

65,686.40 67,329.60 69,014.40 70,740.80 72,508.80 74,318.40 76,169.60 78,083.20 80,038.40 82,035.20 84,094.40 86,195.20 88,358.40 90,563.20 92,830.40

12 33.35 34.18 35.03 35.91 36.81 37.73 38.67 39.64 40.63 41.65 42.69 43.76 44.85 45.97 47.12

69,368.00 71,094.40 72,862.40 74,692.80 76,564.80 78,478.40 80,433.60 82,451.20 84,510.40 86,632.00 88,795.20 91,020.80 93,288.00 95,617.60 98,009.60

13 34.31 35.17 36.05 36.95 37.87 38.82 39.79 40.78 41.80 42.85 43.92 45.02 46.15 47.30 48.48

71,364.80 73,153.60 74,984.00 76,856.00 78,769.60 80,745.60 82,763.20 84,822.40 86,944.00 89,128.00 91,353.60 93,641.60 95,992.00 98,384.00 100,838.40

14 34.35 35.21 36.09 36.99 37.91 38.86 39.83 40.83 41.85 42.90 43.97 45.07 46.20 47.36 48.54

71,448.00 73,236.80 75,067.20 76,939.20 78,852.80 80,828.80 82,846.40 84,926.40 87,048.00 89,232.00 91,457.60 93,745.60 96,096.00 98,508.80 100,963.20

15 39.46 40.45 41.46 42.50 43.56 44.65 45.77 46.91 48.08 49.28 50.51 51.77 53.06 54.39 55.75

82,076.80 84,136.00 86,236.80 88,400.00 90,604.80 92,872.00 95,201.60 97,572.80 100,006.40 102,502.40 105,060.80 107,681.60 110,364.80 113,131.20 115,960.00

16 49.90 51.15 52.43 53.74 55.08 56.46 57.87 59.32 60.80 62.32 63.88 65.48 67.12 68.80 70.52

103,792.00 106,392.00 109,054.40 111,779.20 114,566.40 117,436.80 120,369.60 123,385.60 126,464.00 129,625.60 132,870.40 136,198.40 139,609.60 143,104.00 146,681.60

17 52.00 53.30 54.63 56.00 57.40 58.84 60.31 61.82 63.37 64.95 66.57 68.23 69.94 71.69 73.48

108,160.00 110,864.00 113,630.40 116,480.00 119,392.00 122,387.20 125,444.80 128,585.60 131,809.60 135,096.00 138,465.60 141,918.40 145,475.20 149,115.20 152,838.40

18 61.80 63.35 64.93 66.55 68.21 69.92 71.67 73.46 75.30 77.18 79.11 81.09 83.12 85.20 87.33

128,544.00 131,768.00 135,054.40 138,424.00 141,876.80 145,433.60 149,073.60 152,796.80 156,624.00 160,534.40 164,548.80 168,667.20 172,889.60 177,216.00 181,646.40

23 Human Resources Services, Inc.
Norfolk, MA Non-Union Comp/Class Study



NORFOLK, MA CLASSIFICATION PLAN

NON-UNION

FY21 (PROPOSED)
N1

No Positions Assigned
N2

Seasonal Labor 

N3

Custodian

N4

No Positions Assigned
N5

No Positions Assigned
N6

Assessing Technician

Data Collector

Outreach Coordinator

N7

Assistant Payroll Administrator

COA Program Coordinator

N8

Assistant Assessor

Assistant Wiring Inspector

Plumbing and Gas Inspector

N9

Affordable Housing Director *

Assistant Town Accountant

Assistant Town Clerk

Assistant Treasurer/Collector

Veterans Services Director

N10

Associate Library Director

Conservation Agent

Executive Assistant to Town Administrator

N11

Executive Director of Council on Aging

Town Clerk

N12

Assistant Building Inspector

HVAC/Maintenance Technician

N13

Assistant DPW Director

Chief Assessor

Director of Library Services

Recreation Director

Treasurer/Collector

N14

No Positions Assigned
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NORFOLK, MA CLASSIFICATION PLAN

NON-UNION

FY21 (PROPOSED)
N15

Deputy Fire Chief*

Director of Comm Dev & Planning

Human Resource Director

IT Director

Police Lieutenant*

N16

Building Commissioner

Deputy Police Chief*

Town/School Facilities Director*

N17

Chief of Police*

DPW Director*

Finance Director*

Fire Chief*

N18

Town Administrator*

* Personal Service Contract - Placed for ranking purposes only
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MUNICIPAL POSITION CLASSIFICATION AND RATING MANUAL – SERIES I 
(SUMMARY DEFINITIONS) 

©Municipal Resources, Inc. and Human Resources Services, Inc. 2020

PHYSICAL ENVIRONMENT 
This factor measures the totality of the surroundings and/or circumstances under which the job must be 
performed, the degree of difficulty which this imposes, and their representative or exceptional nature.   

BASIC KNOWLEDGE, TRAINING AND EDUCATION 
This factor measures the basic knowledge or “scholastic content” however it may have been acquired, 
essential as background or training to perform the job.   

PROBLEM SOLVING SKILLS AND EFFORT 
This factor measures the type and range of problem solving which the position consistently requires.  

PHYSICAL SKILLS AND EFFORT 
This factor measures the degree of physical effort or exertion required in the performance of essential work 
functions under regular conditions.   

EXPERIENCE 
Experience measures the length of time usually or typically required for the position, with the specified 
“basic knowledge, training and education,” to perform the essential work functions effectively under 
normal supervision.   

INTERACTIONS WITH OTHERS/CUSTOMER SERVICE 
This factor measures the relative level of human interaction and  the responsibility which goes with the job 
for meeting, dealing with, and influencing other persons.   

CONFIDENTIALITY 
This factor measures the discretion and integrity required by those positions which have access to 
privileged information handled or obtained in the normal performance of duties. 

OCCUPATIONAL RISKS 
This factor measures the relative degree of exposure to hazards which might cause injury on the job. 

COMPLEXITY 
This factor considers how difficult it is to perform the essential functions of the job.  Jobs are made more 
difficult by the range and diversity of the assignment of duties, various uses of information technology, the 
specificity and relevance of guidelines for performing the work, and the nature or thinking challenge 
required to accomplish the work. 

SUPERVISION RECEIVED 
This factor evaluates the nature of the instructions, direction, control and/or monitoring which a position 
receives. 

SUPERVISION GIVEN 
In rating supervision given, a number of factors are considered: (1) type of supervision; (2) accountability; 
(3) responsibility for personnel actions; (4) budget development and control through subordinates. 

SUPERVISION SCOPE 
This factor is used to evaluate the extent, breadth and depth of direction, monitoring and review given. 

JUDGEMENT AND INITIATIVE 
This factor measures the degree of independent action required by the position and the extent to which 
duties are dictated by standard practice or the exercise of judgement.   

ACCOUNTABILITY 
In every position there inherently exists the possibility of error, whether through omission, commission, or 
direction.  In rating this factor, the following is considered: the likelihood of errors; the possibility of error 
detection; and the probable effect of errors based on the degree to which the work is checked, either by the 
procedures themselves, by supervision, or by succeeding operations. 
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BENEFITS SURVEY FOR THE TOWN OF NORFOLK - GENERAL GOVERNMENT

MUNICIPALITY
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PAID LEAVE
Paid Holidays Per Year 12 12 12 12.5 14 11 12 11 12

Personal Days Per Year 3 4 2 4 5 3 2 0 3 4

Sick Days Per Year 15 21 15 10 15 15 12 15 15 15

Do you offer Sick Leave Buy-Back Y Y N N Y N N Y N

Vacation Days Per Year (0-5 Years of Service) 10 10 10 10 10 10 10 10 10 11-14

Vacation Days Per Year (6 - 10 Years of Service) 15 15-19 15 15 15 15 15 15 15 15-19

Vacation Days Per Year (11 - 15 Years of Service) 20 20-22 20 20 20 20 20 20 20 20

Vacation Days Per Year (16 - 20 Years of Service) 20 23-25 20 25 21-24 21-24 25 20 20 20

 Vacation Days Per Year (over 20 Years of Service) 25 25 25 25 25 25 25 25 25 25

TUITION and OTHER REIMBURSEMENTS
Tuition Assistance/Educational Reimbursement 
for Professional Development 

300/yr
if required 

by town
N

limited to 
$1K/yr

limited to 
$8K budget

N

Do you reimburse employees for their dues in 
professional organizations?  

Y Y

Do you reimburse employees for any required 
licensing to do their job? 

Y Y Y

LONGEVITY PROGRAM HIRED 
AFTER 
7/1/08

Longevity after 5 years of service based on 325-475 50 0 100 0 600 0 350 0

Longevity after 10 years of service hrly rate 525-725 100 0 250 600 700 450 450 1000

Longevity after 15 years of service per months 825-1025 150 0 350 750 800 500 550 1250

Longevity after 20 years of service of service 1025 200 0 450 850 900 550 650 1500

Longevity after 25 years of Service 1225 250 0 550 2000 1000 600 650 1500

COMP TIME OFF PROGRAM (Yes/No) Y Y N Y Y Y Y

457 or 401K PLAN MATCH N N N
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Group Life Insurance -Employer Contribution % 63% 50% 0% 50% 50%
HEALTH  INSURANCE
Employer Contribution % Indemnity/PPO- Family 
Plan

65.0% 50% 85% 60% 75% 60% 60% 50%

Employer Contribution % Indemnity/PPO- Two 
Person Plan

65.0% 50% 76% 60% NA 60% 60% 50%

Employer Contribution % Indemnity/PPO- 
Individual Plan

65.0% 50% 76% 60% 75% 60% 60% 50%

DISABILITY INCOME PROTECTION
Short Term Disability NA NA NA

Long Term Disability - Benefit Amount 60% NA NA

Long Term Disability - Elimination Period 180
Long Term Disability - Employer Share 0%
DENTAL INSURANCE

Employer Contribution %- Family Plan 0% 0% 0% 50%

Employer Contribution % - Two Person Plan 0% 0% NA NA

Employer Contribution % - Individual Plan 0% 0% 0% 50%

VISION INSURANCE

Employer Contribution %- Family Plan NA NA 0%

Employer Contribution % - Two Person Plan NA NA 0%

Employer Contribution % - Individual Plan NA NA 0%
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 Norwood  Walpole  Hopkinton  Holliston  Norfolk  Foxborough  Plainville 
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 Walpole  60.11 
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 Norfolk  48.48 

 Foxborough  45.06 
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Town Administrator

 Foxborough  100.20 

 Walpole  92.75 

 Norwood  92.55 
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 Holliston  86.54 

 Norfolk  80.03 
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 Norwood  Hopkinton  Norfolk  ERI* 
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Town/School Facilities Director

Norwood  75.50 

 Hopkinton  65.81 

 Norfolk  59.44 

 ERI*  50.80 
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 Holliston 

 Medway 

 Millis 

 Plainville 

 Upton 
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 Plainville  Foxborough  Norwood  Medway  Norfolk  Upton 
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Assessing Technician
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 Medway  29.50 

 Norfolk  29.49 

 Upton  28.70 

 Holliston 

 Hopkinton 

 Millis 

 Walpole 

 Wrentham 

 ERI* 

34 Human Resources Services, Inc.
Norfolk, MA Non-Union Comp/Class Study



 Norwood  Hopkinton  Medway  Foxborough  Norfolk  Holliston 
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Chief Assessor

 Walpole  60.11 
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 Holliston  50.97 
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 Millis  45.39 

 Norfolk  43.35 
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 ERI*  Norfolk 
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 Holliston 

 Hopkinton 

 Medway 

 Millis 

 Norwood 

 Plainville 

 Upton 

 Walpole 

 Wrentham 

37 Human Resources Services, Inc.
Norfolk, MA Non-Union Comp/Class Study



 Norfolk  Walpole  Norwood  Foxborough  Hopkinton  Plainville 
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Assistant Building Inspector

 Millis  and $600/yr 

 Norfolk  47.12 

 Walpole  45.09 

 Norwood  40.85 

 Foxborough  40.00 

 Hopkinton  40.00 

 Plainville  32.92 

 Holliston 

 Medway 

 Upton 
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 Norfolk  Foxborough  Walpole 
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 Norwood  Norfolk  Hopkinton  Foxborough  Walpole  Holliston  Millis 
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Building Commissioner

 Norwood  56.54 
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 Hopkinton  55.57 

 Foxborough  55.46 

 Walpole  52.60 
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 Norwood  Foxborough  Walpole  Norfolk 

 30.00 

 32.00 

 34.00 

 36.00 

 38.00 

 40.00 

 42.00 

Pluming and Gas Inspector

 Upton  $7,083/yr 

 Hopkinton  $2,500/yr 

 Millis  and $6,280/yr 

 Norwood  40.85 

 Foxborough  40.00 

 Walpole  34.79 

 Norfolk  34.25 

 Holliston 

 Medway 

 Plainville 

 Wrentham 
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Executive Director of COA

 Hopkinton  50.97 

 Foxborough  49.62 

 Norwood  48.92 
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 Norfolk  43.35 
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 Hopkinton  35.45 
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 Holliston  29.46 

 Wrentham  27.78 

 Medway  27.26 

 Millis  24.14 
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 Norwood  Holliston  Norfolk  Foxborough  Plainville  Millis 
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DPW Director (Supt. of Public Works)

 Foxborough  78.67 

 Norwood  75.92 

 Millis  68.25 

 Walpole  66.24 
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 Plainville  62.23 
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 Norfolk  Hopkinton  Medway  Walpole 
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 Norwood  Hopkinton  Walpole  Plainville  Norfolk  Holliston 
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Finance Director

 Norwood  87.33 

 Hopkinton  74.37 

 Walpole  70.10 
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 Norfolk  59.19 
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 Millis  Foxborough   Norfolk  Norwood  Walpole  Hopkinton  Medway  Plainville 
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Assistant Town Accountant

 Millis  45.39 

 Foxborough  45.35 
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 Hopkinton  38.99 
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 Foxborough  Walpole  Hopkinton  Norfolk  Plainville  Millis 

 - 

 10.00 

 20.00 

 30.00 

 40.00 

 50.00 

 60.00 

 70.00 

Deputy Fire Chief

 Foxborough  58.16 

 Walpole  56.79 

 Hopkinton  55.57 

 Norfolk  47.26 

 Plainville  44.82 

 Millis  40.35 
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 Holliston  Walpole  Hopkinton  Norfolk  Upton  Plainville 
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Fire Chief

 Holliston  86.54 

 Walpole  75.71 

 Hopkinton  73.80 

 Norfolk  70.19 

 Upton  60.16 

 Plainville  58.83 
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 Hopkinton  Norwood  Norfolk  Walpole 
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Human Resource Director

 Hopkinton  57.23 

 Norwood  53.03 

 Norfolk  48.48 

 Walpole  47.71 
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 Walpole  Holliston  Hopkinton  Foxborough  Norfolk  Upton 
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Conservation Agent

 Walpole  47.71 

 Holliston  47.20 

 Hopkinton  46.76 

 Foxborough  45.06 

 Norfolk  42.06 

 Upton  36.00 
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 Norwood  Norfolk  Foxborough  Walpole  Plainville  Holliston  Millis 
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Director of Community Development & Planning

 Norwood  56.54 
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 Norfolk  ERI*  Hopkinton  Holliston 

 - 

 5.00 

 10.00 

 15.00 

 20.00 

 25.00 

 30.00 

 35.00 

 40.00 

 45.00 

 50.00 

Associate Library Director
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Director of Library Services

 Walpole  60.11 

 Norwood  58.93 
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 Norfolk  48.48 
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Chief of Police

 Norfolk  93.89 

 Norwood  92.48 

 Holliston  86.54 

 Foxborough  84.35 

 Hopkinton  72.11 

 Upton  69.86 

 Walpole  66.24 

 Plainville  64.20 

 Medway 
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 Wrentham 
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Police Lieutenant

 Holliston  59.45 

 Foxborough  58.16 

 Hopkinton  55.57 

 Norfolk  53.37 

 Norwood  52.98 

 Walpole  52.60 

 Upton  46.87 

 Plainville  46.74 
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Deputy Police Chief

 Norfolk  84.16 

 Walpole  65.46 
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 Norwood  62.85 

 Hopkinton  61.59 

 Foxborough  60.97 

 Plainville  57.69 
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Recreation Director

 Hopkinton  50.97 

 Norwood  48.66 

 Norfolk  48.48 
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 Walpole  45.09 
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Assistant Town Clerk

 Norfolk  42.06 

 Norwood  41.08 
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Town Clerk

 Walpole  51.53 

 Foxborough  51.11 

 Norwood  48.92 

 Norfolk  43.35 

 Plainville  42.31 

 Upton  40.18 

 Wrentham  39.56 
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 Hopkinton  33.32 
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Assistant Treasurer/Collector

 Walpole  44.21 

 Norwood  43.55 

 Norfolk  42.06 

 Hopkinton  38.99 

 Foxborough  36.71 

 Medway  34.87 

 Plainville  32.92 
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 Upton  28.70 
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Payroll Assistant

 Hopkinton  38.99 

 Foxborough  34.02 

 Walpole  33.95 

 Plainville  32.92 

 Wrentham  32.19 

 Norfolk  32.10 

 Norwood  31.40 

 Medway  29.50 

 Upton  25.61 
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 Norwood  59.62 

 Holliston  59.45 

 Plainville  55.46 

 Foxborough  51.11 

 Hopkinton  50.97 

 Millis  48.09 

 Norfolk  43.35 

 Medway 

 Upton 

 Walpole 

 Wrentham 

 ERI* 

66 Human Resources Services, Inc.
Norfolk, MA Non-Union Comp/Class Study



 ERI*  Norfolk 
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Affordable Housing Director

 ERI*  39.25 

 Norfolk  35.88 
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Norfolk town, MA
Located in Norfolk Co. MA - Part of Boston-Cambridge-Quincy MA-NH Metropolitan Area

Overview

People & Housing Employment & Income

Population Estimate (2018) 11,748  Labor Force (persons working in the
area) (2018) 5,228

H.S. Diploma or More - % of Adults
25+ (2018) 91.0%  Unemployment Rate (2018) 3.3

Bachelor's Deg. or More - % of Adults
25+ (2018) 51.2%  Avg Wage per Job N/A

Households (2018) 3,149  Median Household Income (2018) $146,607

Total Housing Units (2018) 3,370  % Derived from Earnings (2018) 34.8%

Percent of Total Units Vacant for
Seasonal or Recreational Use (2018) 0.0%  Median Family Income (2018) $161,118

Median Value of Owner Occupied
Housing (2018) $484,900  Poverty Rate (2018) 1.9

Total Building Permits Issued N/A  Mean Travel Time to Work (minutes)
(2018) 40.6

*American Community Survey 5-year estimates.
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Norfolk town, MA
Located in Norfolk Co. MA - Part of Boston-Cambridge-Quincy MA-NH Metropolitan Area

Workforce

5-Year Labor Force Averages (Year Ending 2018)

Norfolk town Massachusetts
Total Labor Force 5,228 3,773,721

Employed 5,055 3,570,257

Unemployed 173 203,464

Unemployment Rate 3.3 5.4

Source: U.S. Census Bureau. American Community Survey 5-year estimates.

Commuting to Work in 2018

Norfolk town Pct. of
Total Massachusetts Pct. of

Total
Workers 16 years and over 5,055 100.0% 3,570,257 100.0%

   Car, truck, or van -- drove alone 3,810 75.4% 2,458,064 68.8%

   Car, truck, or van -- carpooled 151 3.0% 262,975 7.4%

   Public transportation (including taxicab) 524 10.4% 358,143 10.0%

   Walked 58 1.1% 171,603 4.8%

   Other means 20 0.4% 73,404 2.1%

   Worked at home 436 8.6% 176,034 4.9%

   Mean travel time to work (minutes) 41 0.8% 30 0.0%

Source: U.S. Census Bureau. American Community Survey 5-year estimates.

Resident Occupations in 2018

Norfolk town Pct. of
Total Massachusetts Pct. of

Total
Employed civilian pop. 16 years and over 5,228 100.0% 3,773,721 100.0%

   Management, professional, and related 2,892 55.3% 1,643,529 43.6%

   Service 573 11.0% 624,434 16.5%

   Sales and office 1,123 21.5% 726,280 19.2%

   Farming, fishing, and forestry 0 0.0% 8,426 0.2%

   Construction, extraction, and maintenance 273 5.2% 233,382 6.2%

   Production, transportation, and material moving 194 3.7% 334,206 8.9%

Source: U.S. Census Bureau. American Community Survey 5-year estimates.
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Industry ProfessionalsGeneral Executives

Budget Structure Interval Budget Structure Interval Budget Structure Interval

Future Salary Budget and Structure Increases
(includes General, Merit, Salary Structure, COL, and Other Increases)

Massachusetts - Statewide

All Industries 3.2% 2.3% 12.0 3.3% 2.4% 12.0 3.4% 2.5% 12.0
Agriculture 2.9% 2.2% 12.3 3.2% 2.4% 12.2 3.1% 2.3% 12.3
Energy and Mining 3.3% 2.5% 12.3 3.3% 2.5% 12.1 3.3% 2.5% 12.2
Construction 3.1% 2.3% 12.0 3.3% 2.4% 11.9 3.5% 2.6% 12.1
All Manufacturing 3.1% 2.3% 12.2 3.1% 2.3% 12.3 3.3% 2.5% 12.3
Food and Bev
Manufacturing

3.2% 2.4% 12.0 3.2% 2.4% 12.1 3.3% 2.5% 12.1

Chemical Manufacturing 3.5% 2.5% 12.1 3.4% 2.5% 11.9 3.1% 2.3% 12.2
Electrical Equip
Manufacturing

3.1% 2.3% 12.2 3.2% 2.4% 11.9 3.4% 2.5% 12.1

Transportation &
Distribution

3.3% 2.4% 11.8 3.5% 2.6% 11.9 3.5% 2.6% 11.7

Utilities 3.3% 2.4% 11.7 3.5% 2.6% 11.7 3.6% 2.7% 11.8
Wholesale 3.3% 2.4% 11.7 3.4% 2.5% 11.9 3.4% 2.5% 12.0
Retail 3.2% 2.3% 12.1 3.1% 2.3% 12.2 3.3% 2.5% 11.9
Banking 2.9% 2.1% 12.0 3.5% 2.6% 12.0 3.7% 2.8% 11.9
Insurance 3.0% 2.2% 12.0 3.3% 2.4% 12.1 3.7% 2.8% 12.0
Lodging & Hospitality 3.5% 2.6% 12.0 3.6% 2.7% 11.9 3.2% 2.4% 12.1
Information Tech 3.3% 2.4% 11.9 3.3% 2.5% 12.0 3.3% 2.5% 12.0
Health Care 3.0% 2.2% 12.0 3.0% 2.3% 12.2 3.4% 2.5% 11.9
Engineering 3.2% 2.4% 12.0 3.3% 2.4% 12.0 3.4% 2.5% 12.0
Nonprofit 2.9% 2.1% 12.2 3.0% 2.2% 12.3 3.5% 2.6% 12.0
All Other 3.2% 2.4% 11.9 3.1% 2.3% 12.0 3.3% 2.5% 12.0
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SELECT BOARD LIAISONS 
2020-2021 

 
 
 
Select Board Member 
and Committee Assignment   Committee Chair/Contact 
 
Kevin Kalkut          
Planning Board      Walter Byron 
Conservation Commission     David Turi 
Energy Committee      Andrew Bakinowski 
Buckley Mann Project      Richard McCarthy 
Advisory Committee     Arthur Frontczak 
Zoning Board of Appeals     Christopher Wider 
 
 
CiCi Van Tine 
Historical Commission     Betsy Pyne 
Public Safety Building Committee   N/A – committee does not exist  
Recreation Commission     William Rigdon 
King Philip Schools     Michael Gee 
Council on Aging      Gerald Calhoun 
 
 
Anita Mecklenburg 
Board of Health      Thomas Gilbert 
Community Preservation Committee   Cynthia Andrade 
Tri-County School      Brian Mushnick 
Norfolk Schools     Thomas Doyle 
Library       Jennifer Oliver 
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