
Northern Middlesex Council of Governments
40 Church Street, Suite 200

Lowell, MA 01852

Minutes of Meeting: December 21,2022

l. The December 2t, 2022 meeting of the Northern Middlesex Council of Governments
(NMCOG) was held in hybrid form via Zoom and in person at the NMCOG office at 40 Church
Street, Lowell, Massachusetts. The meeting was called to order at 7:00 p.m. with Chair, Andrew
Deslaurier, presiding. The following people were in attendance:

Councilors

o Andrew Deslaurier, NMCOG Chair, Billerica Select Board
. Mary McBride, Clerk, Billerica Alternate
o Pat Wojtas, MPO Rep., Chelmsford Select Board
o Paul McDougall, Chelmsford planning Board
o Daniel Rourke, Lowell City Council
o Gerard Frechette, Treasurer, Lowell planning Board
o StephenThemelis, PepperellAlternate
o Jayne Wellman, Asst. Treasurer, Tewksbury Select Board
o jim Duffy, Tewksbury planning Board
o Anita Tonakarn-Nguyen, Vice Chair, Westford Select Board
o Darrin Wizst, Westford planning Board

Guest

o State Representative Rodney Elliott

Staff

o iennifer Raitt, Executive Director
o Bert Almeida, Financial Officer
o christopher Hayes, Housing and Economic Development planner
o Jeff Owen, Regional planner

o Jessica Boulanger, Transportation planner
o Daniela Garcia Moreno, Sustainability planner

o Katrina Garavanian, Executive Assistant

!f. Mrruures oF MEETTNG: NovEMBER 16, ZO2Z
The minutes of the November 1'6, 2022 meeting were distributed to all Councilors for review.
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Based on a motion made by Steve Themelis and seconded by Jayne Wellman, on a roll call vote,

the Council approved the minutes of the November L6,2022 as presented. Andrew Deslaurier,

Dan Rourke, Jim Duffy and Darrin Wizst abstained as they were not present for the November

meeting.

lll. FrrunructAl REpoRT AND WARRANT - lrucoue AND ExpENsE STATEMENTs 1U1712022-

L2lLel2O22
Bert Almeida presented the Financial Report and the Warrant for review and approval. Based

on a motion made by Daniel Rourke and seconded by Mary McBride, following a roll call vote,

the Council unanimously approved the Financial Report and Warrant. The Financial Report is

included as Attachment #2.

IV. EIvIpI-oYEE HANDBOOK

Ms. Raitt presented a draft NMCOG Employee Handbook with updated policies and forms for

consideration of adoption by the Council. She stated that the Handbook has been reviewed by

KP Law and is compiled with input from several sources including other Regional Planning

Agencies within the Commonwealth, NMCOG's attorneys, municipalities, and NMCOG staff.

While there remain a few items that need editing, the overall document is comprehensive and

a policy should be adopted and put into place for the purpose of equitable and fair procedures

for all. Andrew Deslaurier requested additional time to review the document and upon voiced

agreement of the Council, the Employee Handbook will be placed on the January t8,2023
Council meeting agenda for discussion and consideration of adoption.

V. ResolunoN To Coluurr MnrcHrrtc Furrros FoR THE Lowell Rre roruru TRnrusrr AurtoRtrv

(LRTA) TRRwsrr Pmrururrue CorurRRcr wrrH THE US DepnnrMENT oF TRANSIoRTATToN

Ms. Raitt requested the Resolution to Commit Matching Funds for LRTA Transit Planning

document be placed on the January meeting agenda as she is awaiting clarification and further

information prior to the Council endorsing the Resolution.

Vl. Rrponr oF THE Exrcurrve DrRecron

The Executive Director's Report was distributed to the Council for review prior to the meeting.

Ms. Raitt provided an overview of a few highlights, including Envision 2050 the Regional Long

Range Transportation Plan, updates to the Weights and Measures program, the Municipal

Digital Equity program, the American Rescue Plan Act (ARPA) imperative webinar, the Northern

Middlesex Municipal CEO Group, upcoming funding opportunities, personnel updates and a

Council Strategic Planning session in January.
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Vll. CowrwruNrrY ExcHRrue e

Jayne Wellman informed the group that the new Center Elementary School in Tewksbury will
open in January, early and under budget. She also thanked Ms. Raitt for her December 20th

MBTA Communities presentation to Tewksbury's combined Board of Selectmen and Planning

Board meeting.

Vlll. RrvllruoensANDANNouNcEMENrs

Ms. Raitt reminded the Councilthat the next meeting is scheduled to be held Wednesday,

January L8,2023 at 7:00 PM.

lX. OrHen Bustruess Nor KruowN AT THE Trur or rHE PosnNG oF THts Ae eruon

Ms. Raitt invited those present to gather at The Keep immediately following the meeting for an

informal holiday season celebration.

X. Aolounru

Following a motion made by Jerry Frechette and seconded by Darrin Wizst, on a voice vote the
Council unanimously adjourned the meeting at 7:46 pm.

CLERK'S CERTIFICATE

I certify that this is a true copy of the Minutes of the meeting of Decemb er 2L,2022

Attest: jlan'rr/tffil'&2fu
(/

Mary K. McBride, Clerk

't 
/
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	NMCOG_Labor - New Employee Manual Draft 01_15_2023_with amendments.pdf
	I. DISCLAIMER
	II. INTRODUCTION
	Equity
	III. EQUAL EMPLOYMENT OPPORTUNITY
	NMCOG is An Equal Opportunity Employer
	Accommodation of Individuals with Disabilities
	IV. EMPLOYMENT
	Nature of Employment Nothing in this Handbook is to be understood or construed as creating or implying a contract of any kind between NMCOG and any employee or a guarantee of continued employment for any term. Your employment with NMCOG is on an “at-w...
	Immigration Law Compliance NMCOG is required by federal law to verify the identity and legal authorization of all employees to work in the United States. All offers of employment and/or continued employment are conditioned upon an individual being ab...
	Background Checks NMCOG relies upon the accuracy of information provided by applicants and employees in connection with their applications for employment and in the performance of their duties for NMCOG. Any misrepresentations, falsifications, or mate...
	Hours of Work NMCOG’s offices shall be open from 8:00 a.m. to 4:00 p.m., Monday through Friday, with the exception of recognized holidays listed below. In cases of extreme weather or unforeseen extreme circumstances, the Executive Director may, at the...
	Remote Work
	Employment of Relatives/Fraternization NMCOG does not expressly prohibit the employment of members of the same family within its organization. However, because the employment of members of the same family may create conflicts of interests and concerns...
	Classification
	Employment Classification All employees are assigned to one of the following employment classifications for the purpose of administrating employee benefit programs. Assignment to a classification does not guarantee eligibility for any specific benefit...
	Promotions and Interim and Acting Positions   Promotions  Promotions will be based on merit. Whenever a position becomes vacant, all employees qualified will be considered along with other applicants for that position.
	Interim Positions In keeping with NMCOG’s goal to promote from within whenever possible, the Executive Director, at their sole discretion, may appoint an employee who may not have the full qualifications to a position. This position shall be consider...
	Acting Positions From time to time it may become necessary to assign a current staff person to an acting position. For purposes of interpretation, an acting position is a position, which is temporary in nature and does not necessarily lead to promoti...
	V. PAYROLL AND TIMEKEEPING
	Work Week For payroll purposes, the workweek shall begin at 12:00 a.m. Saturday and end at 11:59 p.m. on the following Friday.
	Timekeeping NMCOG is committed to paying our employees all compensation due to them in accordance with applicable state and federal law. All employees are required to create and submit records of their working time, time off, and use of benefit and l...
	It is a violation of NMCOG policy for any employee to falsify a time record or to alter another employee’s time record (employees shall never make entries or changes in another employee’s time record for any reason, unless they have been given specifi...
	Review and Submission  Employees must review their time record biweekly to verify that the record is complete and accurate, and submit the verified record to their supervisor for review and processing. The Executive Director shall be responsible for a...
	Pay Day Employees are paid on a bi-weekly basis, with Thursday being the scheduled pay day. The paycheck received on pay day includes pay for hours worked and benefit time taken in the two-week period immediately preceding the scheduled pay day. If a...
	Deductions NMCOG is required by law to deduct federal and state taxes from every paycheck. The amount withheld is based on your earnings and information you provide to us about your anticipated tax exemptions.
	Lost or Stolen Checks Lost or stolen paychecks shall be promptly reported to the Executive Director. A new check will be issued after the initial check has been cancelled.
	Direct Deposit All employees are required to utilize direct deposit. Provided your bank or credit union is a member of the Automated Clearing House (ACH), you may begin directly depositing your paycheck within approximately two paydays of submitting a...
	Questions and Errors NMCOG takes great care to ensure that employees are paid correctly. However, occasionally an error may occur. We ask that all employees carefully review their paycheck upon receipt to confirm that they have been paid for all hour...
	Expense Reimbursement
	VI. BENEFIT PROGRAMS
	Employee Benefit Programs
	Insurance and Retirement Benefits
	Paid Leave
	Annual Leave
	Personal Leave
	Sick Leave
	Sick Leave Bank
	Holidays
	Workers’ Compensation Insurance
	Benefits Continuation (COBRA)
	Staff Development
	Conferences and Workshops
	Professional Memberships
	Transit Pass
	Moving Expenses
	Employee Assistance Program
	VII. LEAVES OF ABSENCE
	General Leave Policy NMCOG offers eligible employee’s access to various types of leave. Unless otherwise prohibited by law, the provisions of this general leave policy shall apply to all leaves of absence. To the extent that NMCOG leave policies confl...
	Applying for Leave To request a leave of absence, employees must submit a written request to the Executive Director at least thirty (30) days prior to the start of leave, if possible. If circumstances prohibit the employee from submitting a leave req...
	Coordination of Leave When the reasons for an employee’s leave qualify for coverage under one or more leave programs, the employee’s entitlement to leave under each applicable program shall run concurrently, if permitted.
	Communication During Leave During a medical or personal leave of any duration, the employee must contact their supervisor once each week. Consistent with applicable law, the employee also may be required to provide medical or other documentation peri...
	Benefits During Leave
	Moonlighting During Leave While on a leave of absence (other than a military leave), you may not engage in other employment, or any activities which are inconsistent with the basis upon which the leave is granted, without NMCOG’s prior written author...
	Return to Work After Leave Employees who do not return to work following any approved leave of absence, including any legally-mandated leave, may be replaced by NMCOG in order to meet ongoing business needs. Consideration will be given to requests for...
	Unauthorized Leave Taking leave without prior authorization, failing to cooperate with NMCOG in the administration of leave, providing false, inaccurate or misleading information in connection with leave, or failing to comply with applicable policies,...
	Medical Certifications If you are absent for three (3) or more consecutive work days due to an illness or injury, you must submit a physician’s certification; NMCOG reserves the right to require a certification for shorter periods of absence in its di...
	Types of Leave As discussed above, NMCOG makes various leave programs available to eligible employees. The following information outlines the provisions of leave programs that may be available to eligible employees. Please contact the Executive Direct...
	Personal Leave Regular full-time and regular part-time employees who have completed at least one full year of continuous service with NMCOG may submit a written request for an unpaid personal leave of absence where their absence from work is compelled...
	Parental Leave NMCOG provides parental leave in accordance with the requirements of Massachusetts Parental Leave Act by allowing employees to take leave for up to 8 weeks, without pay, for: (1) the birth of a child; (2) the adoption of a child under t...
	Bereavement Leave
	Military Leave  A military leave of absence will be granted to employees who are absent from work because of military service for the duration of such service in accordance with the terms, conditions and requirements of the Uniformed Services Employme...
	Jury Duty Leave NMCOG encourages employees to fulfill their civic responsibilities by performing jury duty when required. Any employee who is absent from work because of jury duty will be paid their straight-time wages for the first three (3) days of ...
	VIII. STANDARDS OF CONDUCT AND WORK RULES
	Employee Conduct and Work Rules NMCOG requires employees to maintain a high standard of professional behavior and ethical conduct in the performance of their duties and expects all employees to follow NMCOG rules and to act in a manner that promotes ...
	Disciplinary Action NMCOG may take disciplinary action to address violations of NMCOG policies and performance or conduct inconsistent with NMCOG’s expectations. NMCOG shall determine, in its sole discretion, the manner and level of discipline to be ...
	Workplace Violence Prevention NMCOG is committed to providing a safe workplace for its employees. Any threats or acts of violence or intimidation made by an employee, or by any person on NMCOG’s premises directed against another person’s life, health,...
	Reporting Procedures
	Drug and Alcohol Use It is NMCOG’s desire to provide a drug-free, healthful, and safe workplace. Employees are required to report to work in condition to perform their jobs in a satisfactory manner.
	Smoking and Vaping Prohibited In keeping with NMCOG’s intent to provide a safe and healthful work environment, smoking and vaping are prohibited throughout the workplace and on NMCOG property. This policy applies equally to all employees, customers, a...
	Service on City/ Town Committees
	IX. GENERAL POLICIES
	Attendance and Punctuality To maintain a safe and productive work environment, NMCOG expects employees to be reliable and to be punctual in reporting for work. Absenteeism and tardiness place a burden on other employees and supervisors.
	Notification Requirements If you are unable to be at work on time or are unable to work on a particular day, you must notify your supervisor as far in advance as possible but always prior to your scheduled starting time. If circumstances prevent notif...
	Performance Reviews
	Personnel Records
	Personal Appearance During business hours or when representing NMCOG, you are expected to present a clean, neat, and professional appearance. You should dress and groom yourself according to the requirements of your position.
	Emergency Closings At times, emergencies such as severe weather, fires, power failures, or earthquakes, can disrupt NMCOG operations. In extreme cases, these circumstances may require the closing of a work facility. The Executive Director or administr...
	Business Travel Expenses NMCOG will reimburse employees for reasonable business travel expenses incurred while on assignments away from the normal work location. All business travel must be approved in advance by the Executive Director.
	Visitors in the Workplace To provide for the safety and security of employees and the facilities at NMCOG, only authorized visitors are allowed in the workplace. Restricting unauthorized visitors helps maintain safety standards, protects against theft...
	Surveillance and Inspections NMCOG reserves the right to conduct unannounced security inspections of its property and work areas at any time. This includes, but is not limited to, desks, workstations, information systems, storage areas, and NMCOG vehi...
	Outside Employment / Activity NMCOG employees are not prohibited from engaging in other employment, provided that the employee notifies their supervisor of such employment prior to commencement. However, while on a leave of absence (other than militar...
	Employees wishing to run for Mayor, Council, or Select Board in a community within NMCOG’s region may do so but shall be required to take a leave of absence commencing no later than the date upon which any such employee becomes an official candidate b...
	Employees shall not conduct personal business practices within the region in a field in which NMCOG may be directly involved without the approval of the Executive Director.
	Political Activities Agency funds may not be expended for, nor may personnel engage in the conduct of political activities in contravention of Chapter 15 of Title 5, United State Code (Hatch Act).
	Solicitation, Distribution and Access To maintain a safe, orderly, and professional atmosphere in all NMCOG facilities, NMCOG has developed the following policies governing solicitation, distribution, and access to NMCOG property.
	Social Media Policy At NMCOG, we understand that social media can be a fun and rewarding way to share your life and opinions with family, friends and co-workers around the world. However, use of social media also presents certain risks and carries wit...
	Guidelines
	Using Social Media at Work
	Retaliation Prohibited
	Contact with the Media
	X. NMCOG PROPERTY AND FACILITIES
	Safety To assist in providing a safe and healthful work environment for employees, customers, and visitors, NMCOG has established a workplace safety program. This program is a top priority for NMCOG. The Executive Director has responsibility for imple...
	Computer, Email and Internet Usage Computers, computer files, the email system, and software furnished to employees are NMCOG property intended for business use only. Employees should not use a password, access a file, or retrieve any stored communic...
	Use of Equipment
	Return of Property Employees are responsible for items issued to them by NMCOG or in their possession or control, such as, by way of example only, the following:
	Bulletin Boards To provide an effective avenue for communicating with our employees, NMCOG maintains bulletin boards located throughout our facilities in areas that employees frequently visit in order to ensure that employees have regular access to po...
	XI. CESSATION OF EMPLOYMENT
	Resignation Resignation is a voluntary act initiated by the employee to terminate employment with NMCOG. Although advance notice is not required, NMCOG requests at least 2 weeks’ written notice of resignation.
	Exit Interviews NMCOG will generally schedule exit interviews at the time of employment termination. The exit interview will afford an opportunity to discuss such issues as employee benefits, repayment of outstanding debts to NMCOG, or return of NMCOG...
	Final Pay and Benefits All rights to compensation and benefits shall cease on the last day of employment. When your employment ends, NMCOG will issue your final paycheck in accordance with applicable law. In general, your final pay will include all r...
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	DRUG AND ALCOHOL FREE WORKPLACE POLICY
	EQUAL EMPLOYMENT OPPORTUNITY, ANTI-DISCRIMINATION, AND SEXUAL HARASSMENT POLICY
	FAMILY, MEDICAL AND SMALL NECESSITIES LEAVE POLICY
	REMOTE WORK &TELECOMMUTING POLICY
	MASSACHUSETTS PREGNANT WORKERS FAIRNESS ACT
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	REGIONAL PLANNING ACTIVITIES
	Transportation/ MPO On January 5, the Northern Middlesex Metropolitan Planning Organization (NMMPO) convened its monthly meeting with several topics on the agenda. Staff presented updates on activities associated with the Regional Long Range Transport...
	The next meeting of the NMMPO will be on January 25 at 2PM primarily to consider draft TIP amendment two. Other meeting topics will include consideration of updated performance targets addressing bridge and pavement conditions, traffic safety (Fatalit...
	Transit – ADA / Paratransit Application Review Ten (10) ADA Road Runner demand response service applications were reviewed and approved by NMCOG staff, during the month of December. Five additional Road Runner applications were approved for senior dem...
	During the month of December, NMCOG’s Weights and Measures program conducted 17 inspections in the communities of Billerica, Chelmsford, Dracut, Littleton, Lowell and Tewksbury. Of those 17 inspections conducted in December 16 were annual inspections ...
	Comprehensive Economic Development Strategy (CEDS) Annual Report
	Regional Tourism and Marketing
	Northern Middlesex Stormwater Collaborative Staff are working on identifying guest speakers for the next NMSC quarterly meeting, which will be focused on green infrastructure and low impact development for stormwater management. The meeting will take ...
	Regional Energy Planning Assistance NMCOG is collaborating with the Towns of Chelmsford, Westford, and Pepperell on a range of net zero planning efforts, including working on drafting templates to guide the development of these plans, reviewing plans ...

	ASSISTANCE TO INDIVIDUAL COMMUNITIES
	Multi-Family Zoning Requirement for MBTA Communities
	Dunstable Housing Production Plan (HPP)
	Lowell Housing Production Plan
	Tewksbury Housing Production Plan
	Dracut HPP Zoning Recommendations
	Westford Brownfields and Potentially Contaminated Sites Inventory Staff are engaged in the research phase of the project. NMCOG efforts will be supported by the University of Connecticut Technical Assistance for Brownfields Municipal Assistance Progra...
	Lowell Riparian Habitat Restoration NMCOG staff will be conducting visioning exercises with the Belvidere Neighborhood Association in March and May. Additionally, Collaborators from the Lowell Parks and Land Trust have scheduled a corporate clean-up e...

	GIS AND DATA SHARING
	NMCOG GIS continued work on supporting MBTA 3A Communities zoning compliance with DHCD Compliance Model testing and data review. DHCD’s Land Map GIS datasets were downloaded and loaded into web map layers which were used to analyze two zoning district...
	GIS continued support for transportation planning initiatives. For the Envision 2050 Regional Transportation Plan (RTP), large-format maps of potential RTP projects were completed for all community meetings and LRTA bus system maps were provided. MAPC...
	Additional Zoom licensing was obtained to facilitate the growing need for virtual and hybrid meetings.  Other GIS support included preparing a study area map for the Comprehensive Economic Development Strategy (CEDS); summarizing an Assessor’s land us...
	UPCOMING FUNDING OPPORTUNITIES
	Department of Fish and Game, Division of Ecological Restoration (DER)
	Culvert Replacement Municipal Assistance Grant Program DER's CRMA Grant Program is for municipalities interested in replacing an undersized, perched, and/or degraded culvert located in an area of high ecological value. This funding encourages municipa...
	Community One Stop for Growth
	The Executive Office of Housing and Economic Development launched the FY24 Community One Stop for Growth application process. The process begins with the submission of an Expression of Interest (EOI). While this is an optional step in the process, thi...
	The EOI period is open through March 17, 2023. EOIs are reviewed by staff at all participating agencies, and feedback will be provided to help potential applicants strengthen prospective grant applications. Details about the EOI process, including an ...
	There are 12 programs that will be administered through the FY24 application process:
	Executive Office of Housing and Economic Development
	• MassWorks Infrastructure Program
	• Urban Agenda Grant Program
	Department of Housing and Community Development
	• Housing Choice Grant Program
	• Massachusetts Downtown Initiative
	• Community Planning Grant Program
	• Rural and Small Town Development Fund
	MassDevelopment
	• Brownfields Redevelopment Fund
	• Site Readiness Program
	• Underutilized Properties Program
	• Collaborative Workspace Program
	• Real Estate Services Technical Assistance
	• Commonwealth Places Programs
	The One Stop for Growth is a portal and creates collaborative review process to help cities and towns compete for state grant funding for housing and economic development programs. NMCOG reviews and scores One Stop applications in the NMCOG region. Co...





