


































































































Agenda

• Introduction to ResilientWoodsHole initiative

• The problem and the opportunity

• ReslientWoodsHole progress to date

• Upcoming work

• Next steps and request for collaboration



What is ResilientWoodsHole?
MISSION: 
ResilientWoodsHole is a private-public
initiative to ensure that the vibrant and 
productive village of Woods Hole prospers 
well into the future with the advent of 
major climate impacts. 

GOAL: 
Lead the way in developing and applying 
strategies for increasing coastal resiliency 
in Woods Hole and serve as model for 
other like-initiatives.

ResilientWoodsHole

Neighborhoods



LEADERSHIP TEAM:
WHOI
MBL
NOAA Fisheries
Woods Hole Group
MA CZM

Who is involved?

STEERING COMMITTEE:
Town of Falmouth: Town Manager, Conservation Agent, 
Town Planner, Wastewater Superintendent

USCG Woods Hole

Steamship Authority

USGS, Woods Hole Business Association

Neighborhood Representatives (3)

Woods Hole Community Association

Woodwell Climate Research Center

Barnstable County Floodplain

Sea Education Association



The problem and the opportunity
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PROGRESS TO DATE



Phase 1 and Phase 2

Phase 2:  Extended vulnerability assessment (Woods 
Hole residences/businesses/lifelines)

Phase 1:  Woods Hole Climate Change 
Vulnerability Assessment (WHOI/MBL/NEFSC)
January – September 2020 October 2020 – October 2021



Phase 3  
October 2021 – June 2022

OBJECTIVES: 
• Engage the local community in a dialogue about 

coastal flooding risks

• Identify village flood pathways and vulnerabilities

• Discuss long-term protective strategies

• Analyze and detail regulatory hurdles for climate 
resiliency actions



Community Involvement and Outreach
§ Public Symposiums (Sept. ’20, Nov. ‘21)

§ Restore America’s Estuary Session (Oct. ‘20)

§ Falmouth Select Board Presentations(Dec. ’20, 
Feb ‘24)

§ Steering Committee Mtgs (10/21, 12/21, 3/22, 
5/22, 1/23, 6/23)

§ Stakeholder Interviews

§ Public Workshop (Feb ‘22)

§ Online Interactive Data Portal Launch

§ Focus Groups + Survey 

§ Public Workshop (May ‘22)

§ One Cape Summit Presentation (August ’22)

§ Neighborhood Working Group Meetings 
(Mar. ’23, Jun. ’23

§ Neighborhood Working Group Workshop 
(Aug. ‘23)

§ WH Children’s School of Science 
Presentation (Jun. ‘22, Aug. ‘23)

§ Woods Hole Science Stroll (Aug. ’23)

§ Woods Hole Community Association Annual 
Meeting (Aug. ‘23)

§ RWH Climate Walking Trail Launch (Oct. ‘23)

§ WaterWorks Event (Jan ’24)





Neighborhoods to Identify Preferred Paths
For example only



Phase 4 
October 2022 – present



Phase 4 
Work Area 1: Floodproofing Demonstration Projects at Bigelow and Lillie Lab



Phase 4 
Work Area 2: Feasibility Study at Stoney Beach

Performance 
Modeling 
Alternative 3B: 
Dune Crest 
Elevation 10 ft with 
nourishment



www.resilientwoodshole.org/nwg

Phase 4 
Work Area 3: Outreach and Engagement Initiatives



Follow us on social 
media!

FB: @resilientwoodshole

Instagram : 
@resilientwoodshole

Twitter/X :
@ResilientWdHole

Phase 4 
Work Area 3: Outreach and Engagement Initiatives



www.resilientwoodshole.org/walking-trail/

Phase 4 
Work Area 3: Climate Walking Trail



By the Numbers

• 110 Community Members 
involved

• 740 Visitors to Climate 
Walking Trail (since October)

• 402 Followers on Social Media

• 90 Students Engaged

• 8th Grade Curriculum 
Inclusion 



ResilientWoodsHole Deliverables

www.resilientwoodshole.org/reports/

Phase 4

Phase 1 ReportPhase 2 ReportPhase 3 ReportNutter Regulatory 
Report

Coming 
Soon



www.resilientwoodshole.org



Upcoming work

• Steering Committee meeting (Feb. or Mar. ‘24)

• Facilitated Visioning Study (WHI/USI) (June-Aug. ‘24)

• Multiple grant applications (state and federal)
• MA CZM Coastal Resiliency for Stoney Beach design and permitting
• National Fish and Wildlife Federation
• Other Federal and State Grants

• Exhibits 
• Nobska Museum featured seasonal exhibit
• Woods Hole Historical Museum permanent exhibit

• Activation of RWH Climate Walking Tour for Spring-Fall ‘24

• Various public engagement and educational opportunities



TOWN WORKSHOP: Engaging Municipal Leaders
Late April 2024

Objectives:
1. Raise the understanding and literacy of the Town Staff and Board members on the science, data 

and projections for sea level rise and storm surge in the pilot area of Woods Hole (WHG and State 
Tools)

2. Development of public policy initiatives that provide flexibility to homeowners and businesses to 
become climate resilient through accepted adaptation practices (Nutter Regulatory Report 
Findings)

3. Commitment to working with ReslientWoodsHole as full participants on the Steering Committee 
that will develop Master and Economic Development Plans for Woods Hole with a focus on 
ensuring resilient infrastructure well into the future. (Case Study)

Next Steps



Thank you…

On behalf of 
ResilientWoodsHole
Leslie-Ann McGee
lmcgee@whoi.edu

www.resilientwoodshole.org
@resilientwoodshole













































Select Board Presentation
Petitioner’s Article #23 – Lot 21 FTP

April Town Meeting
Wayne Lingafelter

Executive Director, Falmouth EDIC



Article #23 Objective

• The EDIC owns Lot #21 in the Falmouth Technology Park which 
totals 4.88 acres.

• The Town of Falmouth has an easement on the property for the 
Town water tank.  This current easement is 2.34 acres.

• The objective of the Petitioner’s Article is to reconfigure the 
easements on the parcel to create a buildable lot for future 
industrial development while securing the water tank and its 
drainage needs.

• The EDIC has also made application for a ANR plan which will 
subdivide the lot into two parcels.



Existing Drainage Easement – 1.1 acres



Proposed Drainage Easement - .75 acre



Existing Water Tower Easement – 2.34 acres



Proposed Water Tower Easement – 2.32 acres



Composite Revised Site Plan – Lot #21 FTP



Summary – Easement Reconfigurations of Lot #21

• The Town will benefit from a dedicated and titled drainage 
easement plan.

• DPW has reviewed and approved the reshaped Water Tower 
Easement and Drainage Easement.

• The size of the Water Tower Easement is essentially unchanged.
• A buildable land parcel will be created for future industrial 

development in the Town.
• The EDIC will have a marketable parcel of property.
• Proposed revisions will be submitted to Planning Board for ANR 

plan approval.



Final ANR Plan Submittal























GRADE POSITION TITLE STEP 1 STEP 2 STEP 3 STEP 4 STEP 5 STEP 6 STEP 7 STEP 8 STEP 9 STEP 10

M‐13 Assistant Town Manager 64.03$     66.21$     68.46$     70.79$     73.20$     75.69$     78.26$     80.92$     83.67$     86.51$       
Director of Public Works
Finance Director
Town Counsel

M‐12 Deputy Police Chief 59.58$     61.61$     63.70$     65.87$     68.11$     70.43$     72.82$     75.30$     77.86$     80.51$       

M‐11 Deputy DPW Director 54.66$     56.52$     58.44$     60.43$     62.48$     64.60$     66.80$     69.07$     71.42$     73.85$       
Human Resources Director
IT Director

M‐10 Associate Town Counsel 51.82$     53.58$     55.40$     57.28$     59.23$     61.24$     63.32$     65.47$     67.70$     70.00$       
Building Commissioner
Collector/Treasurer
Library Director
Police Captain
Town Accountant
Town Engineer
Wastewater Superintendent
Water Superintendent

M‐09 Conservation Administrator 48.18$     49.82$     51.51$     53.26$     55.07$     56.94$     58.88$     60.88$     62.95$     65.09$       
DEI Officer
Emergency Communications Director
Fleet Services Manager
Highway Superintendent
Human Services Director
Parks/Forestry Superintendent
Recreation Director
Senior Services Director
Town Planner

M‐08 Assistant Library Director 43.15$     44.62$     46.14$     47.71$     49.33$     51.01$     52.74$     54.53$     56.38$     58.30$       
Coastal Resilience Coordinator
Housing Coordinator
Network Administrator
Senior Project Manager ‐ Wastewater
Sustainability Coordinator

Town of Falmouth
Technical, Administrative, Management (TAM) Salary Table

Proposed to be Effective 6/30/24 for FY25 Subject to Select Board and Town Meeting Approval
2% COLA + Reclassifications

 Proposed FY25 TAM Salary Table Subject to Select Board and Town Meeting Approval ‐ Page 1 of 2



Grade Position Title Step 1 Step 2 Step 3 Step 4 Step 5 Step 6 Step 7 Step 8  Step 9  Step 10

M‐07 Assistant Human Resources Director 41.71$     43.13$     44.60$     46.12$     47.69$     49.31$     50.99$     52.72$     54.51$     56.36$       
Clinical Social Worker
GIS Coordinator
IT Systems Analyst
Police Social Worker

M‐06 Assistant Town Planner 39.74$     41.09$     42.49$     43.93$     45.42$     46.96$     48.56$     50.21$     51.92$     53.69$       
Business Systems Manager
Community Development Planner
IT Systems Administrator
Outreach Coordinator ‐ Senior Services

M‐05 IT Support Specialist II 37.87$     39.16$     40.49$     41.87$     43.29$     44.76$     46.28$     47.85$     49.48$     51.16$       
Office Manager to the Town Manager and Select Board

M‐04 Administrative Assistant to the Fire Chief 32.93$     34.05$     35.21$     36.41$     37.65$     38.93$     40.25$     41.62$     43.04$     44.50$       
Administrative Assistant to the Police Chief
Benefits Administrator
Paralegal/Administrative Assistant to Town Counsel's Office

M‐03 Administrative Assistant to the Town Manager 28.60$     29.57$     30.58$     31.62$     32.70$     33.81$     34.96$     36.15$     37.38$     38.65$       
Human Resources Assistant
IT Support Specialist I

M‐02 24.91$     25.76$     26.64$     27.55$     28.49$     29.46$     30.46$     31.50$     32.57$     33.68$       

M‐01 21.62$     22.36$     23.12$     23.91$     24.72$     25.56$     26.43$     27.33$     28.26$     29.22$       

 Proposed FY25 TAM Salary Table Subject to Select Board and Town Meeting Approval ‐ Page 2 of 2
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TOWN OF FALMOUTH 
SUMMARY OF BENEFIT CHANGES 

Proposed to be Effective 7/1/24 Subject to Select Board Approval for 
Technical, Administrative, and Management (T.A.M.) Employees 

 
A TAM Handbook is being prepared that will comprehensively describe the terms of employment, 
wages, and benefits for all TAM employees. This document contains a proposed summary of 
substantial changes to be effective July 1st, 2024 in advance of the complete TAM Handbook. 

 
1. Longevity 
 
Effective July 1, 2024, the annual longevity payment for eligible regular full-time employees will 
increase as follows: 
       Annual Amount Annual Amount 
 Length of Continuous, Full-Time Service Effective 1/1/14 Effective 7/1/24 
 After 5 years, but not over 10 years           $300           $300 
 After 10 years, but not over 15 years           $350           $500 
 After 15 years, but not over 20 years           $400             $750 
 After 20 years              $500         $1,000 
 After 25 years              $600 
 
The annual longevity payments above will be paid in full in the first paycheck of December each 
year, and employees will be eligible for the payment if they have completed at least five (5) years 
of full-time service as of November 30th of that year.  No additional longevity payments will be 
made outside of the first paycheck of December. 
 
Effective July 1st, 2024, the Town will no longer offer to contribute $1.54 per pay period ($40 per 
year) to eligible employees’ Town 457(b) plans and will no longer offer to roll the annual longevity 
payment of those employees into their 457(b) account.  However, employees may continue to 
change their 457(b) contribution amount at any time, and the change will take effect in the month 
following the business day that the change request is received.  For example, if the change request 
is received on any business day during the month of May, the change will take effect in a June 
paycheck.  
 
2. Vacation Accrual  
 
Regular full-time employees shall earn and accrue vacation as follows:  
 
Original      Effective 7/1/25 (FY26) 
1 week after 6 months of service   1 week after 6 months of service 
1 week after 1 year of service    1 week after 1 year of service 
3 weeks after 5 years of service   3 weeks after 5 years of service 
4 weeks after 10 years of service   3 weeks + 1 day after 6 years of service 
4 weeks + 1 day after 16 years of service  3 weeks + 2 days after 7 years of service 
4 weeks + 2 days after 17 years of service  3 weeks + 3 days after 8 years of service 
4 weeks + 3 days after 18 years of service  3 weeks + 4 days after 9 years of service 
4 weeks + 4 days after 19 years of service  4 weeks after 10 years of service 
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5 weeks after 20 years of service   4 weeks + 1 day after 16 years of service 
       4 weeks + 2 days after 17 years of service 
       4 weeks + 3 days after 18 years of service 
       4 weeks + 4 days after 19 years of service 
       5 weeks after 20 years of service 
 
Effective no later than July 1, 2024, there will be a standard method for submitting vacation 
requests to the employee’s supervisor with a copy to Human Resources.  Vacation leaves of more 
than two (2) continuous weeks (or ten consecutive workdays) require Town Manager approval and 
may only be approved in an extenuating circumstance.  
 
Employees must work or be out on approved paid leave (vacation, sick, personal, or comp time) 
for at least 10 business days in order to earn a vacation accrual for that month. 
 
Employees will not be permitted to take vacation as paid leave after the employee’s final day 
actually worked.  Any vacation balance remaining after the employee’s final day performing their 
duties shall be paid as compensation. 
 
3. Annual Vacation Buyback 
 
TAM employees who experienced an extenuating circumstance that prevented their use of 
vacation time may explain such circumstance in a written request to buy back up to one (1) week 
of vacation time in the final paycheck of the fiscal year.  Such a request must first be approved by 
the employee’s Department Head.  Final authorization must be given by the Town Manager and 
documentation provided to Human Resources. 
 
3. Sick Leave Accrual 
 
Effective July 1st, 2024, TAM members of the Senior Management Team* and all non-union 
employees hired on or after July 1st, 2024 shall accrue one (1) day of sick leave per month, which 
equates to twelve (12) sick days per year.  All other employees hired prior to July 1st, 2024 shall 
continue to accrue one and one-quarter (1 ¼) days of sick leave per month, which equates to fifteen 
(15) days of sick leave per year. 
 
*Assistant Town Manager, Town Counsel, DPW Director, Finance Director, Human Resources 
Director, and IT Director. 
 
Employees must work or be out on approved paid leave (vacation, sick, personal, or comp time) 
for at least 10 business days in order to earn a sick accrual for that month. 
 
4. Family Sick Leave 

 
An employee may use up to five (5) days of his/her accrued sick time per fiscal year to care for a 
sick member of his/her immediate family defined as spouse, child, parent, or any family member 
who lives in the employee’s household. 
If an employee is on an approved FMLA leave to care for an eligible family member, he/she may 
first use family sick leave until he/she has reached his/her fiscal year maximum of five (5) days.  
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Upon exhaustion of eligible family sick time, the employee may use vacation, comp, and personal 
time.  If the employee has exhausted their family sick time limit and his/her vacation, comp, and 
personal time accruals, then the employee may use regular sick time for the remainder of the 
approved FMLA leave to care for an eligible family member. 
 
5. Sick Leave Payout at Retirement  
 
For those active employees who provide written notice of their superannuation retirement to the 
Human Resources Director at least thirty (30) days in advance, the Town will pay the employee 
25% of the unused sick leave that he/she earned during his/her service on a per-day basis, provided 
that he/she has not used more than 50% of the sick leave he/she earned during employment with 
the Town.  This payment shall not exceed $2,000.00, and the rate of pay will be the employee’s 
hourly rate as of his/her last day worked.  If the employee used more than 50% of his/her sick 
leave that was earned during his/her employment, then he/she shall not be entitled to any payment. 
 
For those active employees who provide written notice of their superannuation retirement to the 
Human Resources Director at least 120 days in advance, the Town will pay the employee 25% of 
the unused sick leave that he/she earned during his/her service on a per-day basis, provided that 
he/she has not used more than 50% of the sick leave that he/she earned during employment with 
the Town.  This payment shall not exceed $5,000.00, and the rate of pay will be the employee’s 
hourly rate as of his/her last day worked.  If the employee used more than 50% of his/her sick 
leave that was earned during his/her employment, then he/she shall not be entitled to any payment. 
 
6. Tuition Reimbursement 
 
Full-time TAM employees who have been employed by the Town for at least one year may be 
reimbursed for courses completed satisfactorily that lead to a degree or specialty certificate at an 
accredited college or university at the discretion of the employee’s Department Head and Human 
Resources Director and subject to available funding.  The coursework must be directly related to 
the employee’s current position or the employee’s future career-related goals within the Town of 
Falmouth, and the employee must receive documented approval from his/her Department Head 
and the Human Resources Director prior to registering for the course. 
 
If the employee’s course has been approved, and he/she provides documentation of a grade of C 
or better, tuition will be reimbursed at 50% of the documented cost, to a maximum of $2,000 per 
fiscal year per employee.  Reimbursement shall be for tuition, books, and registration fees.   
 
All reimbursements are subject to available funding by the Town.  Each year, a budgetary limit 
will be established.  An employee’s participation is based upon the timing of the submission of the 
request on a first-come, first-served basis. 
 
Should an employee voluntarily terminate their employment, the employee will be required to 
repay the Town 50% of any reimbursement received within the three years preceding the 
termination date. 
 
7. Safety Shoes 
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The following positions will be provided the safety shoes that they are required to wear in the field:  
  
Building Commissioner 
Public Works Director 
Deputy DPW Director 
Fleet Services 
Highway Superintendent 
Parks and Forestry Superintendent 
Town Engineer 
Wastewater Superintendent 
Water Superintendent 
 
The specific shoe and cost are subject to the approval of the Department Head.  It is preferred that 
employees in these positions obtain their safety shoes from the annual Boot Truck or that the Town 
directly orders the shoes for the employees.  However, with prior approval from their Department 
Head, they may be reimbursed for the purchase of eligible safety shoes after submitting a 
reimbursement request and the original receipt. 
 
8. Uniform Reimbursement 
 
The Town will provide the uniforms required for the following positions: 
  
Building Commissioner 
Business Systems Manager 
Deputy DPW Director 
Deputy Police Chief 
Fleet Services 
Highway Superintendent 
Parks and Forestry Superintendent 
Police Captains 
Public Works Director 
Town Engineer 
Wastewater Superintendent 
Water Superintendent 
 
9. Overtime 
 
Non-Exempt Positions: 
 
It is expected that non-exempt/hourly employees will routinely be able to complete their duties 
without working in excess of their regularly scheduled 37.5 or 40 hours per work week.  Any 
overtime must be for a specific purpose and be authorized by the employee’s Department Head 
prior to the actual performance of the work.  Department Heads should consider their available 
budget prior to authorizing any overtime work.  If the employee’s Department Head does provide 
advance authorization for him/her to work more than the regularly scheduled 37.5 or 40 hours in 
a work week to complete a specific assignment, the Department Head and the employee may 
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mutually agree to compensate the employee with compensatory (comp) time instead of monetary 
compensation. 
 
Overtime will be paid at the following rates: 
  

Between 37.5 and 40 Hours for an Employee with a Regular Workweek of 37.5 Hours:  
The hours worked between 37.5 and 40 in a work week are compensated at straight time 
(the employee’s base hourly rate for monetary compensation or an hour earned for each 
hour worked for a comp time accrual).  The hours worked are to be recorded in 15-minute 
(0.25 hour) increments.   

 
Over 40 Hours:  
The hours worked in excess of 40 hours in a workweek are compensated at time and a half 
(1.5 times the base hourly rate for monetary compensation or 1.5 hours earned for each 
hour worked for a comp time accrual).  The hours worked are to be recorded in 15-minute 
(0.25 hour) increments.   

 
The employee must have worked or have paid time for their entire regularly scheduled workweek 
in order to qualify for overtime pay.  Any unpaid time during the regularly scheduled workweek 
will offset any overtime worked. 
 
Comp time must be used within the same fiscal year in which it is earned and may not be carried 
over from one fiscal year to the next.  However, comp time earned between June 1st and June 30th 
may be carried into the next fiscal year with Department Head approval and if authorized by the 
Town Manager. 
 
Exempt Positions: 
 
Exempt/salaried positions are exempt from earning overtime and/or compensatory (comp) time.  
However, employees in these positions may adjust their schedule due to after-hours meetings or 
other requirements with their Department Head’s approval.  Department Heads should notify the 
Town Manager’s Office if their schedule adjustment will result in their absence for a significant 
portion of the standard workday. 



Town of Falmouth, MA

TAM Positions - Table 1 - Comprehensive Table

Position: Current Grade
Current Grade 

with New 

Numbering

Proposed New 

Grade

Assistant Town Manager M-11 M-12 M-13

Director of Public Works M-11 M-12 M-13

Finance Director M-11 M-12 M-13

Town Counsel* M-12 M-13 M-13

Deputy Police Chief* M-11 M-12 M-12

Deputy DPW Director* M-10A M-11 M-11

Human Resources Director M-9 M-9 M-11

IT Director M-10 M-10 M-11

Associate Town Counsel M-10 M-10 M-10

Building Commissioner M-9 M-9 M-10

Collector/Treasurer M-9 M-9 M-10

Deputy Finance Director NA NA M-10

Library Director M-10 M-10 M-10

Police Captain M-10 M-10 M-10
Town Accountant M-9 M-9 M-10

Town Engineer M-10 M-10 M-10

Wastewater Superintendent M-10 M-10 M-10

Water Superintendent M-10 M-10 M-10

Conservation Administrator M-8 M-8 M-9

DEI Officer M-9 M-9 M-9

Emergency Communications Director M-7 M-7 M-9
Fleet Services Manager M-8 M-8 M-9
Highway Superintendent M-9 M-9 M-9

Human Services Director M-9 M-9 M-9

Parks/Forestry Superintendent M-9 M-9 M-9

Recreation Director M-8 M-8 M-9

Senior Services Director M-8 M-8 M-9
Town Planner M-9 M-9 M-9

Assistant Library Director M-8 M-8 M-8

Coastal Resilience Coordinator M-8 M-8 M-8

Housing Coordinator M-6 M-6 M-8

Network Administrator M-7 M-7 M-8

Senior Project Manager - Wastewater M-8 M-8 M-8

Sustainability Coordinator M-8 M-8 M-8

Assistant Human Resources Director M-7 M-7 M-7

Clinical Social Workers (including Police Social Workers) M-6 M-6 M-7

GIS Coordinator M-6 M-6 M-7

IT Systems Analyst M-6 M-6 M-7

*Due to the renumbering of former Grade 10A to Grade 11, these positions are in a new grade but were not reclassified.



Town of Falmouth, MA

TAM Positions - Table 1 - Comprehensive Table

Position: Current Grade
Current Grade 

with New 

Numbering

Proposed New 

Grade

Assistant Town Planner M-6 M-6 M-6

Business Systems Manager M-6 M-6 M-6

Community Development Planner M-6 M-6 M-6

IT Systems Administrator M-6 M-6 M-6

Outreach Coordinator - Senior Services M-4 M-4 M-6

IT Support Specialist II M-5 M-5 M-5
Office Manager to the Town Manager and Select Board M-4 M-4 M-5

Administrative Assistant to the Fire Chief M-3A M-3A M-4

Administrative Assistant to the Police Chief M-3A M-3A M-4

Benefits Administrator M-3 M-3 M-4
Paralegal and Administrative Assistant to Town Counsel's Office M-4 M-4 M-4

Administrative Assistant to the Town Manager M-3 M-3 M-3
Human Resources Assistant M-2 M-2 M-3

IT Support Specialist I M-3 M-3 M-3

Solid Waste Coordinator NA NA M-3

No Positions in Grade M-2 M-2 M-2

No Positions in Grade M-1 M-1 M-1
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I. INTRODUCTION

GovHR USA, LLC (GovHR) is pleased to have had the opportunity to work with the Town of Falmouth on 

this Classification Study for its Technical, Administrative, and Management (TAM) positions.   GovHR 

previously assisted the Town with a Compensation Study, and this Classification Study is a significant 

component that supports and concludes the full Study.  

Human resource management is a significant concern as governmental services continue to increase in 

cost and complexity, and the resources to fund local governments are constrained.  Day-to-day operations 

present challenging administrative problems in planning, organizing, and directing human resource 

functions in order to achieve maximum efficiency and effectiveness in the delivery of municipal services. 

A properly developed and administered Classification Plan forms the foundation for meeting these 

challenges.  It helps to ensure that the Town can not only recruit the best and brightest employees but 

can also retain those employees, even in a competitive marketplace.  By retaining qualified, experienced 

employees the Town avoids the costs of re-recruitments and lost productivity, while maximizing the 

benefits of the investments it has made in employees and the institutional and community knowledge 

acquired by those employees over their tenures. 

GovHR understands the high expectations that have been established in Falmouth for service delivery and 

competitiveness in recruiting and retaining excellent employees.  These factors have been taken into 

consideration in the analysis and reflected in the Study results. The scope of work called for GovHR to 

carry out the following: 

Job Evaluation Analysis and Job Classification System  

Below is a list of tasks included in this component of the Study (listed in the order that the work was 
performed): 

● Study preparation and project meetings.  Met with Town Administration to discuss Study 
methods and expectations, and to review the current Classification and Compensation Plan and 
organizational structure.  Determined problem areas, answered questions, and reviewed the 
scope and schedule of work.

● Material distribution.  Prepared a presentation of explanation, which was distributed to 
employees.  Held meetings with employees to discuss the Job Analysis Questionnaire (JAQ) and 
to explain the scope and purpose of the Study.  Employees were allowed about ten (10) days to 
complete the questionnaire.  The completed questionnaires were then reviewed by each 
employee’s Supervisor and/or Department Head and Town Administration. The JAQs were 
returned to GovHR within approximately three (3) weeks of distribution.
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● Job Evaluation Analysis and Establishment of a Classification Plan.  Upon return of the JAQs by 
the Town, GovHR performed the following: 

▪ Read each JAQ and corresponding Job Description in its entirety.   

▪ Conducted virtual interviews with at least one (1) employee in each position covered by 
the Study to further understand the scope of duties and responsibilities of the position. 

▪ Applied a measurement system of Job Evaluation Factors to all positions, which formed 
the basis for internal rankings (equity) of positions.  

▪ Upon completion of the Job Evaluation measurements, a new Classification Plan was 
developed.  The measurement system is a management tool used for developing initial 
recommendations and GovHR does not recommend that these scores be distributed. 

▪ Other factors such as organizational structure, current labor market and aspects unique 
to the Town were also taken into consideration during the process. 

Draft and Final Report Preparation 

● A preliminary analysis of the data and recommended Classification Plan was shared with the 
Town. Feedback from Town Administration was reviewed and incorporated into the 
recommendations. 

● This draft report has been prepared by GovHR and sent electronically to the Town. 
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II. JOB EVALUATION 

The Study developed a new Classification Plan for fifty (50) TAM positions in the Town.  To complete this 

task, the Consultant completed a Job Evaluation.  The Job Evaluation included the completion of a 

questionnaire by all employees covered in the Study and interviews with at least one (1) employee 

working in each position covered by the Study (see Appendix A).  Upon the completion of those tasks, the 

Consultants assigned a numerical value to each position so that like positions within the organization 

would be grouped together in a classification to produce an internal equity hierarchy.   

GovHR’s approach to Job Evaluation involves a quantitative point and factor comparison method, which 

cross-compares all positions in the organization against numerous factors such as educational 

requirements, experience, work conditions, etc.  Therefore, all jobs in each organizational unit (e.g., 

Administration, Police, Finance, etc.) may be compared against each other, based upon the same factors.   

In conducting the Job Evaluation exercise, it must be emphasized that the position, and not the 

incumbent’s qualifications, performance, or years of service in the position, is evaluated. An incumbent 

employee may feel they should be placed in a higher level (i.e., receive more points) because the individual 

performs well, has a long tenure with the organization, and/or has additional education or skills not 

required to perform that job, or may feel they do more tasks than a similar employee in another 

Department, but these are not valid determinants for a position. 

Before reviewing the results of the evaluation of the positions, it is important to note that the purpose of 

a Job Evaluation is to identify whether a job is more or less advanced than, or equal to, other jobs in the 

organization, based on nine (9) objective factors. While these factor definitions are guidelines, they are 

constructed to allow limited flexibility of interpretation while at the same time providing a strict 

framework and structure for comparison. The nine (9) factors used for the evaluation of Falmouth’s 

positions are as follows: 

1) Preparation and Training 

2) Experience Required 

3) Decision Making and Independent Judgment 

4) Responsibility for Policy Development 

5) Planning of Work 

6) Contact with Others 

7) Work of Others (Supervision Exercised) 



GovHR USA, LLC Town of Falmouth, MA Page 4 

 

8) Working Conditions 

9) Use of Technology/Specialized Equipment 

 

As part of the Job Evaluation process, the duties, responsibilities, and qualification requirements for each 

position were reviewed via a thorough reading of the incumbent’s current job description and a Job 

Analysis Questionnaire (JAQ) completed by each employee (Appendix A).  In addition, GovHR conducted 

interviews with at least one (1) employee in each of the positions covered by the Study. Points were then 

assigned to each factor by selecting the description that best fit the appropriate level of compliance.    In 

other words, a position that requires a master’s degree would receive more points under the “Preparation 

and Training” factor than positions that did not require this advanced degree.  Points for each factor were 

then totaled for each position.  Using this method, the positions were found to fall into distinguishable 

Job Factor Analysis (JFA) scores.    

It should be noted that individual position scores are an internal management tool. The scores are not 

shared or disclosed to individual positions. Instead, they are an internal management tool that allows 

human resources to effectively score new positions or current positions and place them appropriately into 

the Classification Plan.  Lastly, during the classification process, other factors such as organizational 

structure, current labor market and aspects unique to the Town were also taken into consideration. 

Table 1 contains the Classification Plan, including the proposed New Grade for the evaluated positions. 

III. THE CLASSIFICATION PLAN 

A Classification Plan provides for a systematic arrangement of positions into classifications.  A position, 

often referred to as a job (e.g., Administrative Assistant), contains a specific set of duties and 

responsibilities and that is the objective of the classification process – not the person currently holding 

that job.  A classification is a grouping of positions which have similar levels of knowledge, skills and 

abilities needed to perform the job.  The positions are also similar in nature of work, level of work difficulty 

and responsibilities. Positions allocated to the same classification are sufficiently similar with respect to 

the types of factors enumerated above to permit them to be compensated at the same general level of 

pay.  The positions do not have to be identical, they can be in different departments, dealing with different 

subject matters and performing different duties.    
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It is this arrangement of positions and resulting classification structure that forms the basis for the 

Classification Plan.   As noted in the previous section, a Job Evaluation and Classification Plan is not 

intended to assess individual performance.  To that end, a position that belongs in a certain classification 

is not entitled to be placed in a higher classification simply because the individual performs with a high 

degree of success and efficiency, nor is it placed in a lower classification simply because the incumbent 

performs with low competence or productivity.  Variations in individual performance are not recognized 

by differences in classifications, instead they are management issues.  Similarly, there is a tendency in 

some work forces to use the Classification Plan to reward longevity, even though the duties and 

responsibilities of individual positions may not have changed over time.  Longevity is not a classification 

factor and the Classification Plan should not be used in this manner.     

As an assessment of duties performed and of responsibilities exercised, a Classification Plan is an 

exceedingly useful managerial tool.  It provides the fundamental rationale for the Compensation Plan and 

helps management identify positions which have taken on (or in some cases reduced) duties and 

responsibilities.  Through proper maintenance of the Classification Plan, employees are assured of 

management’s continuing concern about the nature of work that they carry out and its reward in the form 

of appropriate pay levels and relationships. The Classification Plan also provides the basis for recruitment, 

screening, and selection of employees in direct relationship to job content.  Promotional ladders as well 

as opportunities for lateral career development are also evidenced by the logical grouping of allied 

occupational classifications and hierarchies.  

IV. Classification Plan Recommendations  

 
The Classification Plan for the TAM positions consist of 13 Grades.  M-1 through M-13.  Each of the fifty 

(50) positions that were reviewed as part of the process fell into one (1) of the thirteen (13) grades.  Table 

1 shows each position, along with the Skill Level, Current Grade, and New Grade.  

Note: The original Classification Plan consisted of 12 Grades (1, 2, 3, 3A, 4, 5, 6, 7, 8, 9, 10, 10A,  

11, and 12).  Grade 3A was removed and Grade 10A was renamed Grade 11.  Grade 11 was  

subsequently renamed Grade 12, and Grade 12 renamed as 13. 
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Future Administration of the Classification Plan 

The administration of a Classification Plan is an ongoing process.  It must be recognized that it is not static 

and is not intended to affix positions permanently into classifications.  Instead, the Plan must be 

administered continually to adapt it to changing conditions.   

 

Three (3) specific types of changes in the Plan itself are possible:  abolition of a position, creation of a 

position, or a revision of a position.   

1) When a position in a classification is eliminated or when a position has significantly changed work 

duties and responsibilities to the extent that the position becomes inappropriate or inaccurate, 

the position should be abolished.   

2) New positions should be created when new work situations arise that are not covered by the 

established positions.  However, caution should be exercised in this respect, particularly to assure 

that new positions are justified, are not merely duplicating established positions, cannot be 

accommodated through changes in existing positions, and reflect substantially permanent rather 

than temporary situations.   

3) The adjustment or revision of a position should be done when there are substantial changes to 

the requirements of the position or to the nature and complexities of the duties being performed.   

In this instance, a position may need to be re-scored and move up or down into a new 

classification.   

 

All changes should be thoroughly evaluated for their effect on the integrity of the classification 

relationships established in the Classification and Compensation Plan. Town Administration has been 

provided with the Job Analysis Questionnaire as well as the Job Factor Scoring Sheet, enabling the Town 

to grade a newly created or revised position.  GovHR provides scoring assistance in such cases free of 

charge for one (1) year after the delivery of this report. 

Appreciation 

GovHR has appreciated the opportunity to work with the Town of Falmouth on this Classification and 

Compensation Study.   A special thank you to the employees for all of the information provided to allow 

for the analysis and to the Town Administration for the significant amount of work and support dedicated 

to the project. 
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Position: Current Grade
Current Grade 

with New 
Numbering

Proposed New 
Grade

Assistant Town Manager M-11 M-12 M-13
Director of Public Works M-11 M-12 M-13
Finance Director M-11 M-12 M-13
Town Counsel* M-12 M-13 M-13

Deputy Police Chief* M-11 M-12 M-12

Deputy DPW Director* M-10A M-11 M-11
Human Resources Director M-9 M-9 M-11
IT Director M-10 M-10 M-11

Associate Town Counsel M-10 M-10 M-10
Building Commissioner M-9 M-9 M-10
Collector/Treasurer M-9 M-9 M-10
Library Director M-10 M-10 M-10
Police Captain M-10 M-10 M-10
Town Accountant M-9 M-9 M-10
Town Engineer M-10 M-10 M-10
Wastewater Superintendent M-10 M-10 M-10
Water Superintendent M-10 M-10 M-10

Conservation Administrator M-8 M-8 M-9
DEI Officer M-9 M-9 M-9
Emergency Communications Director M-7 M-7 M-9
Fleet Services Manager M-8 M-8 M-9
Highway Superintendent M-9 M-9 M-9
Human Services Director M-9 M-9 M-9
Parks/Forestry Superintendent M-9 M-9 M-9
Recreation Director M-8 M-8 M-9
Senior Services Director M-8 M-8 M-9
Town Planner M-9 M-9 M-9

Assistant Library Director M-8 M-8 M-8
Coastal Resilience Coordinator M-8 M-8 M-8
Housing Coordinator M-6 M-6 M-8
Network Administrator M-7 M-7 M-8
Senior Project Manager - Wastewater M-8 M-8 M-8
Sustainability Coordinator M-8 M-8 M-8

Assistant Human Resources Director M-7 M-7 M-7
Clinical Social Workers (including Police Social Workers) M-6 M-6 M-7
GIS Coordinator M-6 M-6 M-7
IT Systems Analyst M-6 M-6 M-7

Assistant Town Planner M-6 M-6 M-6
Business Systems Manager M-6 M-6 M-6
Community Development Planner M-6 M-6 M-6
IT Systems Administrator M-6 M-6 M-6
Outreach Coordinator - Senior Services M-4 M-4 M-6

IT Support Specialist II M-5 M-5 M-5
Office Manager to the Town Manager and Select Board M-4 M-4 M-5

*Due to the renumbering of former Grade 10A to Grade 11, these positions are in a new grade but were not reclassified.



Town of Falmouth, MA
TAM Positions - Table 1 - Comprehensive Table

Position: Current Grade
Current Grade 

with New 
Numbering

Proposed New 
Grade

Administrative Assistant to the Fire Chief M-3A M-3A M-4
Administrative Assistant to the Police Chief M-3A M-3A M-4
Benefits Administrator M-3 M-3 M-4
Paralegal and Administrative Assistant to Town Counsel's Office M-4 M-4 M-4

Administrative Assistant to the Town Manager M-3 M-3 M-3
Human Resources Assistant M-2 M-2 M-3
IT Support Specialist I M-3 M-3 M-3

No Positions in Grade M-2 M-2 M-2

No Positions in Grade M-1 M-1 M-1



 

 

 

 

 

 

APPENDIX A 



EMPLOYEE JOB ANALYSIS QUESTIONNAIRE (JAQ) 

Falmouth, MA 

NAME:   DATE:  

YEARS OF EXPERIENCE WITH EMPLOYER:  JOB TITLE:  

YEARS OF EXPERIENCE ON THIS JOB:  YOUR JOB IS:  FULL TIME   PART TIME  

YOUR YEARS OF EXPERIENCE IN THIS FIELD:  YOUR EDUCATION: 
High Sch. Assoc. Deg. Bach. Deg. Mas. Deg. 

NAME OF IMMEDIATE SUPERVISOR:  HIS/HER TITLE: 

INSTRUCTIONS 
The purpose of this questionnaire is to obtain additional information about your job that may not be included in your 
current job description. Please answer each question thoughtfully and frankly. After you have finished your portion of 
the questionnaire, give it to your immediate supervisor, who will complete his/her section. 

General Summary:  In three or four sentences, please summarize the major purpose or primary function of your job. 

Please indicate if you have reviewed your current job description.  

If you have any changes to your current job description, please mark them on the JD and attach it to this JAQ, or 
indicate changes here:     

If you do not have a job description available to review, please list your job duties.  Try to place your duties in order of 
importance and group “like” tasks together (e.g., “clerical duties including word processing, opening mail, filing, etc.” 
or “front desk responsibilities including greeting visitors, answering telephones and routing calls, etc.”). Job duties: 
1. 

2. 

3. 

4. 

5. 

6. 

7. 

8.



 

9.       
 
10.       
 
11.       
 
12.       
 
13.       
 
14.       
 
15.       
 
Feel free to add more numbers/duties if necessary.       
 
 
FACTOR 1. Education & Training: In your opinion, what kind of education and training is necessary to perform your 
job?  
 

  LEVEL 1:  Level of knowledge that is below what is normally attained through high school graduation. 
  LEVEL 2: High school diploma (GED) or equivalent. 
 LEVEL 3: High school, plus elementary technical training, acquired on the job or through one year or less of 

technical or business school. 
 LEVEL 4: Extensive technical or specialized training such as would be acquired by an Associate’s Degree or two 

years of technical or business school. 
 LEVEL 5: Completion of four-year college degree program. 
 LEVEL 6:  Additional professional level of education beyond a four-year college program, such as a CPA or 

Professional Engineer (P.E.) training. 
  LEVEL 7: Completion of graduate coursework equal to a Master’s Degree or higher. 

 
What specific degree/coursework is NECESSARY?       
 
What specific degree/coursework is PREFERRED?       
 
If a specific certificate or license is mandated by an outside agency to perform your duties, name the certificate or 
license:         
 
What special skills, knowledge, and abilities are required to perform your job?  Please list:        
 
 
FACTOR 2. Years of Experience: How much previous work experience do you feel is necessary to perform your job? 
 
LEVEL 1: LEVEL 2: LEVEL 3: LEVEL 4: LEVEL 5: 

 Less Than 1 Year       1 to 3 Years      4 to 6 Years   7 to 10 Years      More than 10 Years   
 
What is the minimum number of years required?       
 
What specific experience is necessary?       
 



 

 
FACTOR 3. Independent Judgment and Decision Making 
 
Part 1:  How much discretion do you have in making decisions with or without the input or direction of your 
supervisor? 

   LITTLE:  Little discretion or independent judgment exercised. 
   SOME: Some discretion or judgment exercised, but supervisor is normally available. 
  OFTEN: Job often requires making decisions in absence of specific policies and/or guidance from supervisors, 

but some direct guidance is received from supervisors. 
  HIGH: High level of discretion with decisions restricted only by Departmental policies and little direct 

guidance from supervisors. 
  VERY HIGH: Very high level of discretion with decisions only restricted by the broadest policies of the Organization. 

 
Part 2:  If you make an erroneous decision, what impact would this decision have on your work unit, department, and/or 
the Organization? 

  MINOR:  Some inconvenience and delays but minor costs in terms of time, money, or public/employee good 
will. 

  MODERATE:  Moderate costs in time, money, or public/employee good will would be incurred. Delays in important 
projects/schedules likely. 

  SERIOUS:  Important goals would not be achieved and the financial, employee, or public relations posture of the 
Organization would be seriously affected. 

  CRITICAL: Critical goals and objectives of the Organization would be adversely and very seriously affected. Error 
could likely result in critical financial loss, property damage, or bodily harm/loss of life. 

 
 
FACTOR 4. Responsibility for Policy Development: Does your job require you to participate in the development of 
policies for your unit/division/department/the Organization?  
 

  LEVEL 1:  Position involves only the execution of policies or use of existing procedures. 
  LEVEL 2: May provide some input to supervisor when policies and procedures are updated.  
  LEVEL 3: Position involves some development of policies/procedures for the Department and/or the 

interpretation or explanation of departmental policies for others in the organization or residents. 
  LEVEL 4: Position involves significant or primary responsibility for the development of policies and procedures 

for a division or organizational component of a department, as well as the interpretation, execution 
and recommendation of changes to department policies. 

  LEVEL 5: Position involves significant or primary responsibility for the development of policies and procedures 
for an entire department, plus occasional participation in the development of policies which affect 
other departments in the organization. 

  LEVEL 6: Position involves the primary responsibility for the development of departmental policies and 
procedures and regular participation in the development of policies that affect other departments and 
occasionally involves participation in the development of organization-wide policies. 

 
Give some examples of the types of policies you’ve written or been a part of creating:        
 
 
FACTOR 5. Planning:  How much latitude do you have to set your own daily work schedule and priorities for a given 
workday?  
 



 

  LEVEL 1:  Position requires that my daily work load and activities are assigned to me by my supervisor. 
  LEVEL 2: Position requires that I plan my own daily work load and work independently according to established 

procedures or standards. 
  LEVEL 3: Position requires that I plan my own daily work load and those of others in the department (first-level 

supervision). 
  LEVEL 4: Position requires an above average ability to analyze data and develop departmental plans, including 

plans where a number of difficult, technical and/or administrative problems must be addressed 
(Manager/Division level planning). 

  LEVEL 5: Position requires a high level of analytical ability to develop plans for a department or complex 
situation, including plans that involve integrating/involving/impacting other departments (Department 
Head level planning). 

 
 
FACTOR 6. Contacts with Others: In the course of performing your job, what contacts with people in your department, 
other departments within the organization, and/or people from outside the organization are you required to make?  
 

  LEVEL 1:  Position involves interaction with fellow workers on routine matters with relatively little public contact. 
  LEVEL 2: Position involves frequent internal and external contact, but generally on routine matters such as 

furnishing or obtaining information. 
  LEVEL 3: Position involves frequent internal contact and regular contact with outsiders generally on routine 

matters, including contacts with irate outsiders which require some public relations skill for taking 
complaints for others to follow up upon. 

  LEVEL 4: Position involves frequent internal and external contacts which require public relations skills in handling 
complaints.  Contacts involve non-routine problems and require in-depth discussion and/or persuasion 
in order to resolve the problem. Handles more difficult contacts that are referred by front line 
employees. 

  LEVEL 5: Position involves frequent internal and external contacts which require skill in dealing with, and 
influencing others, and initiating changes in policy/procedures to address the issue so as to avoid having 
to deal with the issue again in the future. 

  LEVEL 6: Position involves frequent internal and external contacts in which I act as the spokesperson for the 
department and am authorized to make commitments of significant resources on behalf of the 
department. 

  LEVEL 7: Position involves frequent internal and external contacts where I represent the entire organization and 
am authorized to make commitments in matters of broad or critical interest to the entire organization. 

 
With which internal individuals or groups do you have the most contact?        
 
With which external individuals or groups do you have the most contact?        
 
 
FACTOR 7. Supervision Given:   
 
Do you supervise or assign work to other employees?    Yes    No 
 
If yes: 

  LEVEL 1: Position is regularly responsible for assigning work to an employee or employees, without acting in a 
supervisory role.  To whom does this position assign work?       

  LEVEL 2: Position is responsible for the supervision of one full time or several part time employees. 



 

  LEVEL 3: Position is responsible for the supervision of two to five full time (or full time equivalent) employees. 
  LEVEL 4: Position is responsible for the supervision of six to 15 full time (or full time equivalent) employees. 
  LEVEL 5: Position is responsible for direct and/or indirect supervision of 16 to 29 full time (or full time equivalent) 

employees. 
  LEVEL 6: Position is responsible for direct and/or indirect supervision of 30 to 50 full time (or full time equivalent) 

employees. 
  LEVEL 7: Position is responsible for direct and/or indirect supervision of more than 51 full time (or full time 

equivalent) employees. 
 
Actual number of full-time (or full-time equivalent) employees supervised:       
 
 
FACTOR 8. Physical Demands: Please describe any physical demands required to perform your job. 
 
Demand  No Yes How often? (Rarely, Occasionally or Daily) 
Lifting to 20 pounds             
Lifting 20-50 pounds           
Lifting 50+ pounds           
Climbing            
Walking             
Kneeling             
Crouching            
Crawling            
Bending             
Sitting             
Prolonged Standing           
Prolonged Visual Concentration          
 
Unpleasant or Hazardous Conditions: Please describe any unpleasant or hazardous conditions you are exposed to in 
performing your job and how often you are exposed to those conditions. Include only those conditions which are 
directly related to your work rather than specific work area conditions. 
 
Condition    No Yes How Often? (Rarely, Occasionally or Daily) 
Lighting-dimness or brightness          
Dust             
Heat             
Cold             
Odors             
Noise             
Vibration            
Wetness/Humidity           
Toxic Agents            
Electrical Currents           
Heavy Machinery           
Violence            
Disease             
Smoke   `          
Other               
 
 



FACTOR 9. Use of Technology/Specialized Equipment:  Please check the level of technology or specialized equipment 
use needed for you to perform your job. 

 LEVEL 1: Position has no responsibility for, or use of, technology. 
 LEVEL 2: Position has some basic use of computers for data entry and some use of the telephone, copier, etc. 
 LEVEL 3: Position has daily use of computers for data entry and use of the telephone, fax machine, copier, etc. 

Position has daily use of light equipment such as push mowers, weed whackers, pole saws, custodial 
equipment, etc.  

 LEVEL 4: Position has daily use of computers, the Internet, Smartphones, etc. to create databases, spreadsheets, 
or reports. Position designs and creates customized reports, presentations, and/or documents using 
advanced software skills.   

 LEVEL 5A: Position provides routine consultation and technology support for everyday computer programming 
and/or software requests/questions to others in the organization; is an applications super user; or uses 
specialized software such as GIS, SCADA or telecommunications software.   

 LEVEL 5B: Position uses, troubleshoots, and/or repairs various pieces of specialized equipment such as HVAC, 
lighting, gas flares, blowers, engines, heavy equipment, diagnostic equipment, large vehicles (vacuum 
trucks, street sweepers, fire apparatus) and/or medical or public safety equipment. 

 LEVEL 6: Position is responsible for advanced computer programming, system security, maintenance, training, 
and purchasing of items such as computers, printers, scanners, etc., for the computer system for the 
organization (IT personnel).  

 LEVEL 7: Position is responsible for the overall direction and supervision of the staff that are responsible for the 
computer and technology needs of the organization, including responsibility for developing technology 
policies for the organization (IT personnel). 

10. Comments/Additional Information:  Feel free to add additional information below.  If using a printed copy of this
form, use the back of the form to add your comments.

Type your name and the date below, then save this form as a Word document with the file name of 
“JobTitle.LastName.FirstName” and email it to your Department Head and if you are a Department Head email it to 
the Town Manager.  If using a printed copy of this form, sign and date it and then deliver to your supervisor. 

EMPLOYEE’S SIGNATURE OR TYPED NAME DATE 

THIS SECTION TO BE COMPLETED BY DEPARTMENT HEAD OR TOWN MANAGER:  
Please provide your comments below.  If using a printed copy of the form and additional space is needed, please use 
the back of this form or attach an additional sheet.   Please do not mark in employee’s portion of the questionnaire. 

1. Do you agree with the employee’s answers to all of the above questions? If not, please explain.

2. List any job duties or assignments which the employee performs which are in addition to those listed on the job
description or this form.

3. How long has this employee worked for you?



4. Additional comments from the employee’s immediate supervisor:

Type your name and the date below, then email this form to your Department Head.  Department Head should email 
to the Town Manager.  If using a printed copy of this form, sign and date it before forwarding. 

SUPERVISOR’S SIGNATURE OR TYPED NAME DATE 

IMPORTANT DATES: 
May 31st – June 16th

Non-Department Head employees complete and submit their JAQs to their Department Head. 
Department Heads complete and submit their JAQs to the Town Manager. 
Please save file as follows:  
JobTitle.LastName.FirstName. 

June 19th – June 23rd: 
Department Heads review the JAQs that have been submitted to them and then submit the JAQs to Human 
Resources. 

June 26th – July 7th: 
Human Resources/Town Administration reviews and then submits the JAQs to GovHR USA. 

Week of July 17th: 
GovHR USA conducts virtual interviews with employees. 













































• Dave Garrison – Chairman AHC

• Wayne Lingafelter – Falmouth EDIC

Real Estate Transfer Fee Overview



• It is a fee charged on the transfer of residential 
real estate.

What is a real estate transfer fee?



• The fee would be charged ONLY on sales of 
residential property exceeding $1 million and 
ONLY on the amount in excess of this threshold.

• Several other exceptions would be required such 
as the fee would not apply to property transfers 
in divorce settlements and transfers to 
government or non-profits organizations.

What are the proposed exceptions?



• The fee could be anywhere from 0.5% to 2% of 
the amount above the threshold.  The amount 
would be set by the locality.

• The Falmouth Affordable Housing Committee 
recommends that the fee be set at 2%.

How much would the fee be?



• The revenue from the fee would go directly into 
the Falmouth Affordable Housing Fund. 

What would the revenue from the fee be used for?



2022 & 2023 Residential Home Sales Data for Falmouth
(Source: Cape & Islands MLS including Single Family and Condominiums sales)

Sales Value of 
Home

2022 Units 2022 Volume 2023 Units 2023 Volume

Above $2M 22 $ 75,536,000 33 $118,613,000

Above $1M 121 $212,678,000 126 $243,506,000



*These estimates make no adjustments for exclusions to the transfer fee as contemplated by 
proposed bill or the benefit of private sales not captured in Realtors database.

Hypothetical 2023 Gross Annual Transfer Fee 
Proceeds for Falmouth*

Threshold Value ($)
Rate of Transfer Fee (%)

$1,000,000 $2,000,000

2% $2,350,127 $1,052,260

1% $1,175,060 $526,130

.5% $587,530 $263,065



• In 2023, there were 126 residential real estate sales in 
Falmouth that exceeded $1 million.  If a 2% transfer fee 
had been in effect in that year, it would have raised $2.35 
million for the Falmouth Affordable Housing Fund.

• For example, a house that sold last year for $1.5 million 
would have paid a fee of $10,000.

• ($1,500,000 - $1,000,000) = $500,000 x 2% = $10,000

How much revenue would a 2% fee 
produce in a year?



• In theory, a fee of this sort could be paid by either the 
buyer or seller or a combination of the two.  Governor 
Healey’s proposal is that the seller pay the fee.  The 
Falmouth Affordable Housing Committee recommends 
that Falmouth follow the Governor’s lead and have the 
seller pay the fee.

Who would pay the fee?



• Authority for localities to have the option to enact a real estate 
transfer fee has been requested of the state legislature by 
Governor Healey.

• The Falmouth Affordable Housing Committee recommends that 
our Town approve a Home Rule petition to set up a residential 
transfer fee and send it to the legislature.  The AHC hopes that 
having the Town approve a petition this spring prior to the 
legislature acting on the Governor’s proposal will make it 
possible for Falmouth to opt into the program more quickly once 
it is authorized. 

How has the proposal for a transfer fee come 
before the Select Board?



• The Select Board has agreed to put a place holder 
for a transfer fee proposal on the list of warrant 
articles for the April Town Meeting.  The Board will 
consider the comments received from the public at 
this meeting along with its review of the elements 
of such a program.  The Board will likely make its 
decision in February or early March.

What are the next steps in the consideration of 
this proposal?



• Seventeen Massachusetts localities have submitted 
petitions, including on the Cape Chatham, Provincetown, 
Truro, Wellfleet, Nantucket and the several villages that 
comprise Martha’s Vineyard.

Have other localities in Massachusetts sent in 
Home Rule Petitions asking for this authority?



• For our Town to meet the serious challenge posed by 
the lack of affordable housing, it must have sufficient 
resources on hand to provide subsidies for qualifying 
projects.  

• To incentivize the development community, we need 
to have regular, recurring flows of revenue into the 
Affordable Housing Fund.  

• A transfer fee program would be an important tool in 
the revenue toolbox for affordable housing projects.  

Does Falmouth really need such a fee?
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