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February 18, 2021 

His Excellency Charles Baker  
Governor of the Commonwealth 
State House 
Boston, MA 02133  
Delivered Electronically 

Dear Governor Baker, 

On behalf of communities across the state, we want to start by expressing our deep appreciation 
for your exemplary leadership over the past year as the Commonwealth has faced an 
unprecedented challenge in the COVID-19 pandemic. We want to especially thank you and 
Lieutenant Governor Polito for your administration’s consistent engagement with local 
government on the countless issues that we have had to face together to mitigate the impacts of 
the virus. Though state and local leaders may not agree on every decision that has been made, we 
firmly believe that the level of mutual support and partnership between state and local 
government here in Massachusetts has been a national model of success in fighting the virus. 

As the vaccination campaign continues and the supply from the federal government increases, 
we request that your administration consider restoring a stronger vaccine distribution role for 
those local public health departments with the capacity and desire to serve. We have two specific 
requests related to this. 

First, we are asking that you consider empowering local health and fire departments to vaccinate 
teachers, public works employees and other essential workers in our communities once they 
become eligible to receive the vaccine. No city or town would contest that there exist certain 
economies of scale at mass vaccination sites that cities and towns cannot achieve, nor are we 
suggesting local clinics can take the place of these mass vaccination sites, particularly once we 
reach Phase 3. Rather, we believe that allowing municipalities to continue to request modest 
doses through the conclusion of Phase 2 would allow local officials to reach targeted populations 
of vulnerable communities and essential personnel on the front lines of the pandemic, especially 
when these individuals are living or working in the community. 

Second, as the supply of doses increases, we ask that that you consider allowing local 
governments the ability to vaccinate other segments of the population as they become eligible. 
As the vaccination process continues, those who are vaccine hesitant will grow as a percentage 
of the remaining eligible population. Local governments are well equipped to serve as connectors 
to residents who may be hesitant, unwilling or unable to travel to the mass vaccinations sites 
established by the state. Cities and towns want to be partners with the state as we race toward 
achieving herd immunity, and we are confident that we can be strong contributors in this effort 
given our existing public health infrastructure and perhaps even more importantly, our 
relationships with our residents. 

A
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We respectfully ask that you consider these requests as the vaccination process progresses. At 
the same time the MMA and local officials make a commitment to you. Communities stand 
ready to execute the roles that you have identified in your February 17 announcement. Those 
residing in senior housing, homebound seniors and hard-to-reach individuals will be vaccinated 
by local health departments and/or through locally driven partnerships, and councils on aging 
will continue to work to connect residents with appointments at vaccination sites across the 
Commonwealth. Cities and towns are partners with you in this unprecedented challenge. We’re 
all on the same team, fighting a common enemy. We all want to vaccinate the residents of 
Massachusetts in the most efficient, equitable and effective manner possible, leaving no person 
behind. 
 
Local public health departments and local public health professionals have spent decades 
planning, training and preparing for emergency distribution of vaccines. This is a well-deserved 
point of pride for local public health professionals, and though no one ever wanted this pandemic 
to occur, its existence provided an opportunity for local public health departments to put this 
investment in planning and training to good use as part of the current vaccine distribution plan. 
 
Part of the frustration that cities and towns are feeling is that they have worked so hard to engage 
and ramp up over the past several months, with an expectation that their role would be central to 
the vaccine distribution process. Hindsight is always easier, but if the state’s decision to 
construct the vaccine delivery around mass sites for maximum efficiency had been announced in 
December, the frustration would have been replaced with conversation and planning around how 
municipalities could complement and fit within this system. We are committed to working with 
you to close any future communication gaps, so that communities can move together with you as 
partners. 
 
Thank you in advance for your consideration. We look forward to continued engagement and 
partnership with you and your team in the weeks and months ahead. 
 
Sincerely, 

         
Adam Chapdelaine     Ruthanne Fuller 
President, MMA     Vice President, MMA 
Town Manager, Town of Arlington   Mayor, City of Newton 
 

Geoffrey C. Beckwith 
Executive Director & CEO, MMA   
 
 
cc: The Honorable Karyn Polito, Lieutenant Governor of the Commonwealth  

  Secretary Marylou Sudders, Executive Office of Health and Human Services 
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Town of West Newbury 
Board of Selectmen 

381 Main Street, West Newbury, MA 01985 | 978-363-1100, Ext. 115 
selectmen@wnewbury.org  

COVID-19 Victims and Survivors Memorial Day Resolution 

WHEREAS, the first Monday in March, has been designated as COVID-19 Victims and Survivors 

Memorial Day; and 

WHEREAS,  COVID-19 (SARS-CoV-2) is an illness caused by a virus that can transmit from 

person to person and has spread across the world, creating a global pandemic that is having 

catastrophic effects on human life, our community, and our economy; and 

WHEREAS, Local and state governments, health departments, and public servants have taken 

bold actions to protect residents, support struggling local economies, and find innovative ways to 

provide services; and 

WHEREAS, In response to rapid spread of COVID-19 and stay-at-home orders, essential workers 

have stepped up to provide critical services to help protect our communities and save lives, 

sacrificing their own health and safety; and 

WHEREAS, COVID-19 has had a disproportionate impact on low-income communities and 

communities of color, exacerbating inequities already prevalent in our systems that we must 

address as a nation; and 

WHEREAS, Public health guidance and policies targeted at prevention, such as social distancing, 

wearing masks in public, and staying home help mitigate the spread of COVID-19, prevent illness, 

and lessen the burden on individuals and society, 

WHEREAS, The symptoms and severity of COVID-19 can vary dramatically by individual and 

the long-term health implications for survivors is largely unknown, as many survivors suffer with 

lingering side-effects of the disease long after they no longer test positive; and 

WHEREAS, More than 2.5 million people worldwide and 508,000 in the United States have lost 

their lives due to COVID-19, and, in Massachusetts alone, more than 15,978 lives have been lost 

to this deadly virus; and 

WHEREAS, Each life lost to COVID-19 mattered and leaves a hole in the hearts of loved ones, 

family members, and surrounding community; and 

NOW, THEREFORE, BE IT RESOLVED the Town of West Newbury supports the designation 

of the first Monday in March as “COVID-19 Memorial Day”, in remembrance of those who have 

lost their lives and in honor of those who are forever Marked By COVID and continue to suffer 

from the impact of this virus, 

BE IT FURTHER RESOLVED the Town of West Newbury urges residents to continue taking 

preventative measures such as social distancing and following public health orders to mitigate 

spread of this virus, in tribute to essential workers and those who rose in service to protect the 

public. 

Signed, 

B
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From: Residents Admin
To: Finance Admin
Subject: Fw: March 1, 2021 Selectmen Meeting agenda
Date: Tuesday, February 02, 2021 9:00:51 AM

From: lori boudrow
Sent: Monday, February 1, 2021 7:49 PM
To: Residents Admin <residents.admin@wnewbury.org>
Subject: March 1, 2021 Selectmen Meeting agenda

Hi Annie, 
I hope this note finds you well and your cozy at home during this Nor’Easter! 

I’d like to request to be put on the agenda for the March 1st, Selectmen’s Meeting for the purpose of
requesting permission to install the WNGC Plant Sale banner.  
Beginning on Saturday, May 1-Saturday, May 15, 2021.

I will submit an Special Event Application by Friday, Feb. 5th for use of the Training Field. 
Possible set up on Friday, May 14, with the event occurring on Saturday, May 15, 2021.  

Thank you,
Lori Boudrow 
WNGC Plant Sale Chair

C
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Town Manager

From: Judith Gregg 
Sent: Thursday, February 25, 2021 12:41 PM
To: Town Manager; 
Subject: ZBA - Resignation from Judy Gregg
Attachments: ZBA DRAFT MM 6-11-20.doc; ZBA DRAFT MM 7-2-20.doc

Angus and Paul – 

It is with regret that I must resign effective immediately from the ZBA Committee. My husband and I are in the process 
of moving into our new home in Amesbury, so we’ve had a venue change. I have enjoyed working on this committee and 
only wished it had previously become more active than now when I am departing. 

There are two sets of minutes which I previously distributed. We have not voted to finalize these minutes. I have 
attached them again without the watermark but they do need member approval. Please let me know if there are 
questions. I believe these minutes will be reviewed at the next in person meeting. 

Thank you both for your past courtesies to me while serving on this committee. My e-mail address and cell/text number 
remain the same. 

Kind regards, 
Judy Gregg 
Acting Secretary  
West Newbury ZBA 

 
 

D
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Town of West Newbury 
381 Main Street 

West Newbury, Massachusetts 01985 

Wayne S. Amaral, Director of Public Works 
978·363·1100, Ext. 120  

DPWDirector@wnewbury.org 

Memorandum 

TO:  Members of the Board of Selectmen 

FROM: Wayne S. Amaral, DPW Director 

DATE: February 25, 2021

RE:  Main Street – MassDOT Crosswalk Improvement Request Update 

On February 1, 2021, we sent a request to MassDOT to address pedestrian crossing concerns on Main Street 
at the Page School and at the high school. Within 10 days of receipt of our letter, I was contacted by MassDOT 
who requested a meeting to discuss our concerns. They explained to me that there is no funding source or 
potential projects in the near future that would address our concerns, however, they did direct the town to a 
fast-track grant option that may address our concerns at the high school. 

The last round of grants for a Shared Winter Streets and Spaces Grant Program is due by Friday, March 5, 
2021 and the project must be built and operational by May 31, 2021. This is an extremely tight time-line, but 
the high school location seems to be straight forward and supported by MassDOT. 

In regards to the Page School, this location is extremely challenging. MassDOT engineers have visited the site 
and have the same concerns I have regarding the safety of the intersection. We agree that installing RFB’s 
alone at this location is not adequate enough to increase the safety of this crossing. An engineering safety audit, 
design plans, and funding would be required at this location.  

Again, the above location has many challenges and must be designed to meet ADA compliance, have adequate 
sight-lines for both pedestrians and vehicles, and crosswalk markings that are aligned correctly to ensure proper 
visibility for a crossing pedestrian. These improvements can range anywhere from $100,000 - $150,000. 

I request your support to apply for the grant to install RFB’s at the high school and to continue the conversation 
with our elected officials and MassDOT to address the concerns at the Page School. 

E
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Town Manager

From: Fallon, Brian M. (DOT) 
Sent: Thursday, February 25, 2021 5:27 PM
To: DPW Director
Cc: Town Manager; Gregg, John E. (DOT); Suszynski, Frank G. (DOT)
Subject: RE: RRFB's at Pentucket High School and Page School in West Newbury

Wayne, 
 
I spoke with the Shared Streets Program Coordinator and she offered the following advice. 
 
If it is known that the work can’t be implemented by May 31st, it should be excluded from the application.  If desired, the 
work can be detailed as part of the overall project but it can be explained that it’s not part of the grant ask.  
 
I hope that helps.  Please contact me if you needed any more information. 
 
 
Thank you, 
 
 
Brian M Fallon, P.E. 
District 4 Project Development Engineer 

 
 

From: DPW Director <dpwdirector@wnewbury.org>  
Sent: Wednesday, February 24, 2021 6:20 PM 
To: Fallon, Brian M. (DOT) ; Gregg, John E. (DOT) ; 
Suszynski, Frank G. (DOT)  
Cc: Town Manager <townmanager@wnewbury.org> 
Subject: RE: RRFB's at Pentucket High School and Page School in West Newbury 
 

 

Thank you all for taking the time out of your busy schedule to discuss our pedestrian safety concerns in the Town of 
West Newbury. I really appreciate your attention and guidance in these matters. 
 
I will be bringing the towns option of applying for a Shared Winter Streets and Spaces Grant Program application to the 
Board of Selectmen on Monday night for their approved to move forward on this funding option. I do have a question – 
is it true that the work must be built and fully optional by May 31, 2021? Is there a waiver to this requirement?  
 
I may be able to pull of the Highschool improvement – but the Page School with all the design challenges will be almost 
impossible to design, engineer, bid and build within the next 90+ days. 
 
Thanks again for your help. 
 
Wayne 

CAUTION: This email originated from a sender outside of the Commonwealth of Massachusetts mail 
system.  Do not click on links or open attachments unless you recognize the sender and know the content is 
safe.  
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The District is in receipt of the town of West Newbury’s letter regarding the proposed installation of RRFB’s at two 
locations on Main Street (Route 113).  I would like to set up a virtual meeting to discuss the design challenges and 
funding opportunities for this work.  Does any time on Monday or Tuesday morning (2/22, 2/23) work for you?  If so I 
can set up a Go To Meeting. 

I look forward to hearing from you. 

Thank you, 

Brian M Fallon, P.E. 
District 4 Project Development Engineer 
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Town Manager

From: Morrison, Micah 
Sent: Friday, February 12, 2021 12:41 PM
To: Town Manager; Jon-Eric White; DPW Director
Cc: Reed, Peter V.
Subject: Reallocation of Grant Funds
Attachments: 20210211_Additional Scope and Fee Est (4pages).pdf; Additonal Environmental effort 

that has been completed to date.pdf

Hello Angus, Jon-Eric and Wayne, 

BSC is pleased to continue our support of the Plummer Road/Middle Street Bridge Project. Our team feels we 
have made significant progress to date, however as our efforts have progressed, the scope has expanded to meet 
the needs of the project/conservation commissions. This past Sunday's joint site walk resulted in requested 
water quality units in West Newbury and Newburyport and extended the project limits, requiring additional 
survey, design, and significant permit modifications. A significant amount of work will be required before the 
next conservation commission meeting on March 2nd  and beyond. 

As the requests from the commissions and project scope has expanded the budget has been strained.  Please see 
the attached pdf that outlines some of the additional past efforts.   
Also attached is BSC's scope of work and fee proposal associated with current additional requests from the 
Newburyport and West Newbury Conservation Commissions, along with the Army Corps.  

Currently, both Newburyport and West Newbury have grant funds available for construction phase services. 
Our recommendation is to use funding allocated for construction phase services or use more of the MassWorks 
grant funds for the additional effort. In general, MassWorks is much more flexible than MassDOT with the 
reallocating of grant funds. In either case, we recommend that grant administrators are notified of proposed 
changes. BSC can hold off with the modifications/additional work/request a continuance with the concomm’s 
until the communities decide what would be the best path forward for them. 

If you would like to discuss this in greater detail please give me a call. 

Thank you, 
Micah 

Micah Morrison, P.E., S.E. | Senior Associate / Manager of Structural Engineering 

BSC Group 
803 Summer Street | Boston | MA  02127 
direct  | 617-896-4356 
main   | 617-896-4300 

      
   

F

Note from Angus: We had a
conference call Friday 2/26 
and have a different 
approach than outlined 
below; will provide update.
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Below is the additional Environmental Work that has been completed to date at the request of the 

municipalities, conservation commissions and State and Federal Agencies 

 Additional draft submittals of NOIs FOR Commission Review. 

 Formal letter submittal of Ordinance variance required from Newburyport (Waiver had been in‐

line with text within NOI narrative)  

 Coordination with ConComs for preferences on NOI submittals / printings / mailings  

 Coordination with ConCom for joint legal ad / public notice for WQC / NOI for efficiency declined 

 Site Visit / Materials Prep / Material printings / equipment / acquisition to facilitate for ConCom 

review 

 Additional coordination / edits with Newspaper for 401 WQC Legal Ad submission.  

 Additional coordination with City Engineer on Zoom / project info/ review  

 USACE 4345 form incorporation / compilation. DEP File number updates through otherwise 

completed documentation   

 Coordination with MassDEP / USACE on additional information/ requests. MassDEP required 

additional coordination effort from BSC during COVID to help organize / update on all three 

submittals requiring MassDEP review 

 Multiple pre‐ ConCom hearing meetings with Municipal officials; Preparation thereof 

 Pre‐Hearing inquiries from Conservation Commission. 

 Additional copy of NOI requested from West Newbury (overnight print / mailing) 

 Unexpected timeframe waiver required by West Newbury Conservation Commission – 

Preparation / language 

 Calls / communication / organization from ConCom Agents and Officials  

 Climate change implications request from West Newbury ConCom 

 Post‐meeting hearing review / Summarily information provided to Officials / Consistent 

coordination for pre‐ post meeting information to keep all Officials up to date as one.   

 SW Discussion on possible increased treatment options for proposed project. ConCom Agent 

indicated that additional treatment of stormwater will be required / Project review for 

upcoming meeting 

 Follow‐up pre‐Newburyport hearing with City Engineer, discussions about proposed stormwater 

catchbasins, prep on considerations, mapping review / implications of changing project. 

 Review and Discussion on implications of impacts to Article 97 lands from proposed stormwater 

treatment.  

 AGOL mapping for site visit review / possible berm locations / dewatering locations additional 

needs.  

 Following up from Newburyport ConCom meeting – summation / review for Officials 

 Notes and prep for site visit / Equipment mapping / printing of materials for use (hardcover 

mapping / plans – 6 sets  

 Summation of site visit to the Officials not Present  

 Veg review per ConCom Request – Review of delineation photos / field notes (no USACE Forms 

since delineated bank not BVW), to indicate dominance FACU species. Letter report submittal.  
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Town Manager

From: Jon-Eric White <JEWhite@CityofNewburyport.com>
Sent: Wednesday, February 17, 2021 11:13 AM
To: Morrison, Micah
Cc: Town Manager; Reed, Peter V.; Matthew Coogan; DPW Director
Subject: RE: [Ext]Reallocation of Grant Funds

Importance: High

Micah, 
Let me go thru this more carefully.  I am out straight.  I’ll call you next week.  In the meantime, please request a 
continuance with the ConComs and please refrain from working on this part of the design until I review.  This short term 
delay (a week or 2) won’t impact the over project. 
 
Once I review, I’ll call you to go over and then we can call Angus to update him with the latest.   
 
Note:  Both WN and Nbpt will need to continue resolving the overall project budgeting for Town-Mtg-warrant-deadline 
purposes.  That effort is above my position.  I’m copying Matt so he’s aware of this email exchange.  I haven’t brought 
him in yet.  All that said, this issue here will be resolved and BSC will get direction (soon, next week?) as to how to fund 
this add’l work but we have money to keep you working.  These details are minor and I don’t want these issues to stop 
the overall project. 
 
I hope this makes sense. 
 
Thank you. 
Jon-Eric 
 

From: Morrison, Micah   
Sent: Friday, February 12, 2021 12:41 PM 
To: Angus Jennings (townmanager@wnewbury.org); Jon-Eric White; DPW Director 
Cc: Reed, Peter V. 
Subject: [Ext]Reallocation of Grant Funds 
 
external e-mail use caution opening  
Hello Angus, Jon-Eric and Wayne, 
 
BSC is pleased to continue our support of the Plummer Road/Middle Street Bridge Project. Our team feels we 
have made significant progress to date, however as our efforts have progressed, the scope has expanded to meet 
the needs of the project/conservation commissions. This past Sunday's joint site walk resulted in requested 
water quality units in West Newbury and Newburyport and extended the project limits, requiring additional 
survey, design, and significant permit modifications. A significant amount of work will be required before the 
next conservation commission meeting on March 2nd  and beyond. 
 
As the requests from the commissions and project scope has expanded the budget has been strained.  Please see 
the attached pdf that outlines some of the additional past efforts.   
Also attached is BSC's scope of work and fee proposal associated with current additional requests from the 
Newburyport and West Newbury Conservation Commissions, along with the Army Corps.  
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February 23, 2021 
 
 
Town of West Newbury  
Conservation Commission 
381 Main Street 
West Newbury, MA 01985 
 
 
RE: Bridge Replacement Project 

Middle Street / Plummer Spring Road over the Upper Artichoke Reservoir 
 West Newbury/Newburyport, Massachusetts 
 Request for a Continuance 
 
 
 
Dear Members of the West Newbury Conservation Commission: 
 
BSC Group Inc., on behalf of The Town of West Newbury (“the Applicant”), is respectfully 
requesting a continuance from the March 1 hearing until the March 15 public hearing. The 
Applicant is looking into supplemental stormwater treatment options along the roadway. 
 
Please do not hesitate to contact me at  with any 
inquiries you may have. 
 
 
Sincerely, 
BSC Group, Inc. 

 
Sara Kreisel, PWS 
Ecological Project Manager 
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February 23, 2021 
 
 
City of Newburyport 
Conservation Commission 
60 Pleasant Street 
Newburyport, MA 01950 
 
 
RE: Bridge Replacement Project 

Middle Street / Plummer Spring Road over the Upper Artichoke Reservoir 
 West Newbury / Newburyport, Massachusetts 
 Request for a Continuance 
 
 
 
Dear Members of the Newburyport Conservation Commission: 
 
BSC Group Inc., on behalf of The City of Newburyport (“the Applicant”), is respectfully 
requesting a continuance from the March 2 hearing until the March 16 public hearing. The 
Applicant is looking into supplemental stormwater treatment options along the roadway. 
 
Please do not hesitate to contact me at  with any 
inquiries you may have. 
 
 
Sincerely, 
BSC Group, Inc. 

 
Sara Kreisel, PWS 
Ecological Project Manager 
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TOWN OF WEST NEWBURY 

381 Main Street 

West Newbury, MA 01985 

978-363-1100 ext. 110

978-363-1826 (Fax)

MEMORIAL DAY PARADE GUIDELINES 

General: The West Newbury Memorial Day Parade is open to many different 
entries, including Pentucket School bands or music groups, color guards, antique 
cars, military vehicles, Scouting organizations and community marching units 
who wish to honor our fallen veterans by their participation and, further, the 
Parade is to celebrate West Newbury, its citizens and organizations.  

The Board of Selectmen shall designate a Parade Chairperson to oversee and 
administer these guidelines, with the support of and in coordination with the 
Town Manager and designated Town personnel. 

▪ Parade entries shall be in good taste, suitable for a family event and show
respect to other parade participants and the community in general. The
American flag shall be displayed properly. The Board of Selectmen shall
confer upon the Parade Chairperson full and absolute authority to reject any
entry, at any time, deemed by the Chairperson to be inappropriate or not
representative of this community celebration.

▪ Any parade entries or participants promoting discrimination on the basis of
race, color, ethnicity, sex/gender, religion, sexual orientation/identity, age or
disability status, is prohibited and will be promptly removed.

▪ Lewd, disparaging or vulgar language shall not be allowed in the parade at
any time. Improper language shall not be spoken, broadcasted (i.e.
megaphone, speaker system), nor written on any banners or signs, during the
procession of the parade, regardless of intent.

▪ Signs may be carried or placed on other items, vehicles or persons, and must
be specifically related to honoring our veterans or to identify the entry.

▪ Elected officials or candidates for public office shall not wear campaign attire,
buttons or other advocacy paraphernalia nor may campaign signage be used

G

Note from Angus: I believe
this was actually voted last 
week in which case could 
be passed over without 
further action this 
Monday.
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MEMORIAL DAY PARADE GUIDELINES 
 
 

2 
 

to decorate any vehicle or other items.  Campaign literature may not be 
passed out while marching in the Memorial Day Parade. 

▪ Animal entries must clean up after the animals as the parade progresses. 

▪ Vehicles must be insured and road safe. 

▪ All entries will keep moving with uniform spacing in line of march at all times.  

▪ Handing out items and their method of distribution must be approved by the 
Parade Chairperson in advance. 

▪ Alcoholic or other intoxicating beverages or controlled substances may not be 
consumed, carried, or possessed by parade participants during the event. 

▪ Vehicles may be subject to search. No real weapons will be permitted. Replica 
weapons must be noted on the Entry Form and MUST BE APPROVED by the 
Parade Chairperson and the West Newbury Police Chief. 

 

BOARD OF SELECTMEN OF TOWN OF WEST NEWBURY 

_________________________________ 

_________________________________ 

_________________________________ 
 

 

______________________ 

Date 

 

Approved on January 6, 2020 
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Town Manager

From:
Sent: Friday, February 26, 2021 10:45 AM
To: Town Manager
Subject: Message on FY22 Budget and Kindergarten from the Superintendent's Office

Weekly Update Superintendent’s Office 
Marianne Naffah  February 26, 2021 

FY22 Budget Public Hearing 
Please know the public hearing for the FY22 budget will be held on March 2, 2021 at the school 
committee meeting. If you have any questions regarding the budget, please email them to Marianne 
Naffah at mnaffah@prsd.org and they will be read and answered during the public hearing portion of 
the meeting. Please know the FY22 budget is posted on the main page of the website.  

Kindergarten  
Please register your children on or before March 31st  for Kindergarten for 2021 - 2022. 

Full day kindergarten for 2021 - 2022 is free. 

Please call the school that your child will be attending. The telephone numbers and contact 
information is listed below. The administrative assistant will direct you to the new student registration. 

Dr. Elmer S. Bagnall School, Groveland 
Linda McDonald      978 372-8856 

Dr. John C. Page School, West Newbury 
Mary Bellerose    978 363-2671 

Frederick N. Sweetsir School, Merrimac 
Michelle Hall    978 346-8319 

J
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Town Manager

From: Town Manager
Sent: Thursday, February 11, 2021 5:39 PM
To: Michael McCarron
Cc: Town Accountant
Subject: Updated DRAFT job description for Asst Town Clerk
Attachments: jobdesc - town clerk assistant clerk - working draft.doc

Mike, 
   Please find attached a draft markup of the current Asst Town Clerk job description with suggested additions, all of 
which currently reside in Jenny’s job description.  The goal would be to reduce her responsibilities to where they can be 
completed within full-time hours; increase the Asst. Town Clerk’s responsibilities; and increase the Asst. Town Clerk 
hours to full-time (or something close to it) as needed for this position to take on more responsibility. 
   I’d like to set up a time to meet to review this draft next week as I’d like to get this far enough along to review with the 
BOS – at least in draft form – at their Feb 22 mtg.  This will be important to pin down for FY22 budget proposal, and we’ll 
also need to think through whether we can wait to post a job ad until we know if the job’s hours (and responsibilities) 
will be increased, and if so how we can ensure that your office has adequate support after Dianne’s retirement fully 
takes effect.  We’ll also need to look at some comparable wages to be sure we classify the position properly and budget 
accordingly. 

Thanks, 
 Angus 

Angus Jennings, Town Manager 
Town of West Newbury 
Town Office Building 
381 Main Street 
West Newbury, MA 01985 
(978) 363-1100 x111
townmanager@wnewbury.org

K
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Department: Finance 
Date of Revision: FY 2021 (DRAFT) 

COMMONWEALTH OF MASSACHUSETTS 
TOWN OF WEST NEWBURY 

 
JOB TITLE: ASSISTANT TOWN CLERK (L5) 

 
 

DEFINITION 
Serves as a Public Information and Legislative Administrator, Local Registrar of Vital Records 
and Statistics, Public Records and Licensing Administrator, and Census/Voter Registration 
Administrator.    
 
JOB ENVIRONMENT 
Works under the direction of the Town Clerk and the policy direction of the Finance 
DirectorTown Manager and is governed by Massachusetts General Laws and Bylaws of the 
Town of West Newbury.  Ability to handle multiple tasks and deadlines.   Work performed in 
office.  High degree of contact with the local citizenry, all town department heads, as well as the 
Secretary of State’s office, the Jury Commissioner, the State Election Bureau, the Registrar of 
Vital Statistics, and various agencies and officials at all levels of government. 
 
ESSENTIAL FUNCTIONS 
Picks up, distributes and opens daily mail 
General telephone operator 
Responsible for photocopier maintenance 
Prepare bill and payroll schedules for the offices of the Town Clerk and Board of Registrars.  
Maintain spreadsheets of expenditures and confirm balances on a monthly basis. 
 
Vital Statistics 
 Record and index all birth, marriage, and death certificates 
 Report monthly statistics to State 
 Maintain archival information and accessibility 
 File amendments to birth, marriage and death certificates as required 
 Correct and amend certificates as directed by court action from Massachusetts and all other 

states 
 Establish birth records for foreign born adopted children upon request 
 Take and record marriage intentions, and issues marriage licenses 
 Issue burial permits 
 Forward copies of death certificates of non-residents to the appropriate town of residence 
 
 Elections and Town Meeting 
 Prepare voting lists, tally sheets, and perform other clerical tasks as directed by Town Clerk. 
 Staff polls in accordance with General Laws, including Police Officers.  Submit list of 

election workers to Town Manager Board of Selectmen for appointment by Board of 
Selectmen. 

 Arrange for physical setup of Polls 
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Department: Finance 
Date of Revision: FY 2021 (DRAFT) 

 Prepare and have printed Annual Election ballots 
 Receive, confirm, and maintain ballots for all elections 
 Prepare for Town Meeting including participating in the coordination and compilation of 

materials including the Town Meeting Warrant and Motions. 
 Coordinate printing, posting and delivery of the Town Meeting Warrant in compliance with 

the Town Bylaws.  
 Participate in the scheduling and set-up of the physical facilities for Town Meeting. Attend 

Town Meeting. 
 
Legislative Administrator 
 Undertake research and prepare answers for Federal, State, County and/or Town Government 

Officers 
 Support the Town Clerk’s work related to the appointment of Boards, Committees and 

appointed positions, including correspondence with Town Committees concerning vacancies, 
Assist with the and preparation and distribution of appointment notifications. 

 Administer and maintain records of the Oath of Office for all town officials 
 Disseminate Open Meeting Law and State Ethics Code and guidelines for municipal officials 
 Support the Town Clerk / Town Counsel’s responsibilities regarding maintenance of 

database of appointed town Officials, Boards and Committees, including for compliance with 
ethics certifications and Open Meeting Law training.  

 Attest to elected officials’ signatures 
 Attest to and maintain files of appointed and elected Town officials 
 Issue certificates of the votes at Town Meeting as required by law or upon request 
 “Keeper of the Seal” 
 Seal and attest, by signature, to By-Laws, resolutions and contracts, easements, deeds, bonds, 

and other documents requiring town certification 
 
Business Records 
 Administer the issuance of Municipal and State licenses and permits, including Telephone 

Pole Permits, Burial Permits, Storage of Gasoline & Other Flammable and Explosives, Dog 
Licenses, Raffle & Bazaar Licenses and various regulatory licenses as assigned, in 
accordance with applicable town By-Laws and State Law 

 Issue Business Certificates and maintain files of both valid and expired certificates 
 Submit weekly reports and fees to the Town Treasurer/Collector   
 Collect fines and maintain records on non-criminal bylaw violations.   Provide monthly 

reports to Police Department and any other issuing authority. 
 Act as the Agent for the State in the issuance of Fishing, Hunting and Sporting Licenses. 
 
Legal Records 
 Serve as the custodian of official Town Records and public documents 
 Receive and file all claims and actions against the town and communicate pertinent 

information to the appropriate persons 
 Receive, record and communicate any decisions on Special Permits to the granting authority 
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Department: Finance 
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 Record, catalog and file all town records 
 File By-Laws and resolutions of the Town Meetings and oversee the codification of By-Laws 
 Submit By-Laws from Town Meeting to Attorney General with the necessary documentation 

for approval, and record approval with effective dates 
 Perform certification and recording for the Town as required on legal documents and other 

requisite records 
 Issue Zoning and Planning Board applications 
 Provide dedicated support to the Town Clerk’s office in ensuring that Town Boards and 

Committees are timely posting meeting agendas and minutes with the Town Clerk and on the 
Town website.  

 Maintain web-based calendar of all posted meetings of the Committees of the Town.  
 Post meeting agendas in hard copy and to Town website if and as provided by 

Board/Committee chairpersons. 
 Post Board and Committee meeting notices.   Schedule use of Hearing Rooms. 
 
Census and Voter Registration Administrator 
 Arrange for and maintain the Annual Census of each resident of the Town 
 Prepare and print the Annual Street List 
 Verify and certify residency of individual’s upon request 
 Publicize and arrange voter registration sessions 
 Manage the voter list and associate interactions with the State Voter Registration Information 

System 
 Prepare for certification by the Board of Registrars the verification of voters’ signatures on 

petitions and nomination papers 
 Arrange for transmission of census information to Jury Commission for jury list according to 

Jury Commissioners format 
 
Town Report 
 Prepare the Annual Town Report including soliciting reports from other Town departments, 

boards, commissions and committees; compiling data; proofreading reports from other 
departments, boards, commissions and committees; coordinating and proof reading 
preliminary and final layouts; soliciting printing/publishing costs and working with a selected 
vendor; and ensuring timely production and delivery of the Annual Town Report. 

 
Office Management 
 Maintain web page on town website for the Town Clerk, and assist other departments, 

Boards and Committees with web page maintenance as necessary. 
 Education and training of staff and Committee members on the use and maintenance of the 

Town website. 
 
And any other task that the Town Clerk or Finance Director may from time to time assign. 
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Department: Finance 
Date of Revision: FY 2021 (DRAFT) 

RECOMMENDED MINIMUM QUALIFICATIONS 
 
Education and Experience: 
 High School Graduate 
 Prefer an associate’s degree in public administration, government, business, or related field 
 Prefer three years of related experience, including experience in municipal government, 

records management and resolutions of customer service requests 
 
Knowledge, Ability and Skill: 
 Knowledge of Massachusetts General Laws as they pertain to duties of Town Clerk 
 Knowledge of Town & Zoning Bylaws 
 Excellent organizational, communication and office skills 
 Ability to deal with the public, Town officials and Departments and State & Federal 

Agencies 
 Must be a person dedicated to keeping accurate records of meetings, able to formulate timely 

reports, properly interpret and carry out the laws of the Commonwealth and Town relating to 
meetings, elections and other duties associated with the Town Clerk’s office 

 Must be personable and have a sincere desire to serve the public 
 
Physical Requirements: 
 Sit, stand, and walk for 8 hours per day 
 Occasionally lift/carry up to 30 lbs. 
 Fine manipulation of left and right hands 
 Use of computers, calculators, telephone systems, photocopiers 
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Department: Town Manager  WORKING DRAFT 1/28/21 

Date of Adoption:  FY2020 

COMMONWEALTH OF MASSACHUSETTS 

TOWN OF WEST NEWBURY 

JOB TITLE: ASSISTANT TO TOWN MANAGER 

AND FINANCE DEPARTMENT (L7) 

 

DEFINITION 

This position provides dedicated support to the Town Manager, the Finance Department and the Town 

Accountant, and provides limited support to the Town Clerk’s office. This is a full-time, non-exempt 

position. 

 

ESSENTIAL FUNCTIONS 

Assistant to the Town Manager 

Under the general direction of the Town Manager, participates in and coordinates secretarial and 

administrative functions including data entry, typing of correspondence, reports and other data on 

computer.  

Responsible for posting of all meetings and public hearings of the Board of Selectmen in a timely manner 

to meet all legal requirements. 

Assists in the preparation of the Board of Selectmen’s meetings including soliciting and gathering of 

reports, documents and materials pertinent to agenda items.  Prepares paper and electronic (PDF) packets 

in coordination with the Town Manager, and supports the circulation of posting of meeting packets or 

portions thereof.  

In coordination with the Town Manager, contacts those who will attend Board of Selectmen 

meetings, and confirms attendance with them. 

Attends Board of Selectmen meetings and takes minutes of the proceedings, and answers questions during 

the meetings from the minutes to clarify the proceedings. Publishes the minutes in a timely manner as 

required by law. 

Receives and screens incoming mail, telephone calls, and emails from other Town Departments and the 

public and responds in an appropriate and timely manner. 

Supports the Town Manager’s office in its role as principal communications manager to the public. 

Provides consistent messages across all communication channels. Examples of areas managed are the 

Town website, opt-in outgoing e-mail, social media and Town Office & Public Safety exterior signs. 

Assist in identifying Town projects and programs for promotion through public communications and 

social media. 

Maintains web pages on town website for the Town Manager and the Board of Selectmen, and assists 

other departments, Boards and Committees with web page maintenance as necessary. 

INDEX TO CHANGES 

Asst Town Clerk 

Res. Svcs. Admin 

Town Acct 
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Department: Town Manager  WORKING DRAFT 1/28/21 

Date of Adoption:  FY2020 

Provides customer service by answering questions and providing information in person or by telephone, 

email, regular mail or fax; interprets and provides information relative to Town policies, procedures, 

services, resources, and bylaws; refers individuals to appropriate source as required.   

Researches and follows-up on Town Manager's business, contacting state agencies for clarification and 

assistance, contacting other town departments for information or direction, filling out reports, writing 

letters, etc. 

Assists in the planning, analysis, and implementation of special projects and initiatives as assigned by the 

Town Manager. This may include participating in working groups, developing complex analytical reports, 

and coordination of projects with various Town departments, Boards and Committees on behalf of the 

Town Manager. 

Compiles data, proofread reports from all departments, boards, and committees; coordinating and proof 

reading preliminary and final layouts; soliciting printing, publishing and delivery of the Annual Town 

Report. 

Supports the Town Manager in providing information to the Finance Committee for preparation and 

circulation of Town Meeting booklets. 

Prepares for Town Meeting including participating in the coordination and compilation of materials 

including the Town Meeting Warrant and Motions; and coordinating printing, posting and delivery of the 

Town Warrant in compliance with the Town Bylaws. Participates in the scheduling and set-up of the 

physical facilities for Town Meeting. Attends Town Meeting. 

In coordination with the Town Manager, establishes and participates in network-based collaboration 

within the Town’s networked servers and using cloud-based tools such as Dropbox. 

Education and training of staff and Committee members on the use and maintenance of the Town website. 

In the absence of the Resident Services Administrator, provides backup for facilities use and rental 

applications. 

 

Finance Department Assistant  

Under the oversight of the Town Accountant, inputs data for Town invoices into Town 

accounting software. 

Prepares and processes accounts payable and payroll warrants – combining checks with vendor 

invoices, verifying amounts and mailing addresses, filing invoices and checks. 

Posts cash receipts. 

Assists in maintenance of Town contracts files, maintaining W-9s and current certificates of 

insurance for vendors. 

Supports conversion to new Town accounting software, including data reviews and updates to 

vendor information. 

Processes counter and phone inquiries regarding real estate and excise tax payments and 

information, water bill payments and information, facility use rentals, licensing fees, etc. 
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Date of Adoption:  FY2020 

Distributes month-end departmental expenditure and revenue reports.  

Balances tax title, cash and receivables with Treasurer/Collector. Monthly reconciliation of 

water receipts with Water Department. Keeps track of Water Department mail machine use and 

periodically bills Water Department throughout the year. 

Processes accounts receivable for special duty (details) performed for town departments and 

private contractors by members of the Police Department (including via mutual aid with other 

municipalities). Follow through as necessary for collections. 

Oversees and maintains the records room used for archival file storage, consistent with records 

retention schedules. Works with Town Accountant to compile list of records eligible for 

destruction, and applies to State for required permissions to discard records past the retention 

schedule. 

At fiscal year-end, cleans out file cabinets and prepares and organizes files for review by outside 

Auditors. Prepares new files for the new fiscal year. 

Support the Town Manager’s review, renewal and updates of Town insurance policies. 

Prepare information for Insurance and Workers’ comp audits. At the direction of the Town Accountant, 

performs audits on group insurance payroll deductions. 

Maintain a listing of assets in coordination with the Town Accountant and the Town Manager. 

Other Finance Department duties as assigned. 

 

Support to Town Clerk’s Office 

Supports the Town Clerk’s work related to the appointment of Town Boards, Committees and appointed 

positions, correspondence with Town Committees concerning vacancies, and posting Committee meeting 

notices in hard copy and online in coordination with the Town Clerk’s office. 

Supports the Town Clerk / Town Counsel’s responsibilities as Clerk of Committees, including 

maintenance of database of appointed town Officials, Boards and Committees, including for 

compliance with ethics certifications and OML training.  

Provides dedicated support to the Town Clerk’s office in ensuring that Town Boards and Committees are 

timely posting meeting agendas and minutes with the Town Clerk and on the Town website. Maintains 

web-based schedule of all posted meetings of the Committees of the Town. Posts meeting agendas if and 

as provided by Board/Committee chairpersons. 

 

Work Environment: 

Makes frequent contact with Town department staff, public officials, general public, vendors, and outside 

agencies and organizations. Contacts require a high degree of tact, diplomacy, and confidentiality. 

Work is performed under typical busy office conditions; while work environment is moderately quiet 

there are regular interruptions from the public, external agencies and other town employees.   
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Permanent full-time position which includes periodically attending public meetings including all regular 

biweekly (evening) meetings of the Board of Selectmen as directed. Most work is performed during 

normal business hours; however, the employee is periodically regularly required to attend evening 

meetings, which are part of the regular schedule. Attendance at other evening meetings and occasional 

travel to meetings and other communities may be required.  

 

 

RECOMMENDED MINIMUM QUALIFICATIONS 

Education and Experience 

Associates Degree in Public Administration, Accounting, Finance, Business Administration or related 

field. Bachelor’s degree preferred. 

Five (5) years of progressively responsible work in a comparable work environment. Municipal 

experience strongly preferred. 

 

Knowledge, Ability and Skill 

Excellent organizational and analytical skills. 

Ability to prepare basic financial reports. 

Ability to maintain efficient and effective financial records. 

Ability to meet and deal with the public and other town officials appropriately and effectively; especially 

under adverse conditions – must be personable and have a sincere desire to serve the public. 

Ability to communicate effectively (both orally and written). Must be bondable. 

 

Physical requirements 

The physical demands are representative of those that must be met by an employee to successfully 

perform the essential functions of this job. Reasonable accommodations may be made to enable 

individuals with disabilities to perform the essential functions. While performing the duties of this job the 

employee is frequently required to sit, and talk or hear, use hands or feel objects, tools or controls and 

reach with hands and arms. Specific close visions abilities required by this job include close visions and 

the ability to adjust focus. 

 

 

Approved August 19, 2019 
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Recoating 
roofs

Middle St. 
Bridge

Fire Dept. 
Tanker Truck Jaws of Life

Page School 
Fire Alarm 

Panel

Water Tank 
Improvements

Boria 1400 1600 1250 1550 1400 1500
Grammer 1545 1635 1215 1200 1700 1565
Kelly 1445 1680 1430 1275 1475 1390
McCoy 1050 1800 1650 1500 1400 1450
McDowell 1800 1750 1525 1100 1625 1225
Mizner 1350 1575 1325 1300 1375 1300
Parker 1550 1700 1550 1400 1450 1700
AVERAGE 1448.6 1677.1 1420.7 1332.1 1489.3 1447.1
RANK 3 1 5 6 2 4

L
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VERTEX

Pentucket Middle-High School Project
Building Committee Meeting

Via Zoom – 6:30 PM
February 9, 2020
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VERTEX AGENDA

• Topping off / beam placement

• Project update

• PCO review

• Design update / terrazzo presentation
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VERTEX TOPPING OFF / BEAM PLACEMENT
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VERTEX TOPPING OFF / BEAM PLACEMENT

Beam Signing Ceremony and Topping Off
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VERTEX TOPPING OFF / BEAM PLACEMENT

Beam Signing Ceremony and Topping Off
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VERTEX AGENDA

• Topping off / beam placement

• Project update

• PCO review

• Design update / terrazzo presentation
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CONSTRUCTION PROGRESS - SCHEDULE
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VERTEX CONSTRUCTION PROGRESS

Bldg. B - UG Plumbing and Electrical Bldg. C - UG Plumbing

Bldg. C - Main Electrical Rm. 
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VERTEX CONSTRUCTION PROGRESS

Areas of Completed Concrete Slab on Deck Placement

Bldg. B - Floors 2&3

Bldg. A - 2nd Floor

Bldg. C - 3rd Floor
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VERTEX CONSTRUCTION PROGRESS

Bldg. B – 3rd Floor Concrete Placed Bldg. B - 2nd Floor Concrete Placed
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VERTEX CONSTRUCTION PROGRESS

Bldg. C - 3rd Floor Concrete PlacedBldg. A - 2nd Floor Concrete Placed
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VERTEX CONSTRUCTION PROGRESS

Bldg. B - Slab on Grade Prep for Concrete PlacementBldg. C - 2nd Floor Prepped for Concrete Placement
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VERTEX CONSTRUCTION PROGRESS

Auditorium Radius Wall Block Completed
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VERTEX CONSTRUCTION PROGRESS

Bldg. D - Erecting Steel & Decking Bldg. D - Roof Steel Install
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VERTEX CONSTRUCTION PROGRESS

Last month

Current
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VERTEX 4-WEEK LOOK AHEAD
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VERTEX AGENDA

• Topping off / beam placement

• Project update

• PCO review

• Design update / terrazzo presentation
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VERTEX POTENTIAL CHANGE ORDERS 

Guaranteed Maximum Price (GMP)
$118,540,836

• Base contract work
• Trade-specific allowances
• Owner allowances
• Un-VE scope
• GMP expenditures
• Includes CM Contingency below

IN-SCOPE

Construction Contingency
$5,215,797

• Owner adds to the project
• Owner allowances from GMP that run over
• Changes in the work

OUT-OF-SCOPE

CM Contingency
$1,475,000

• Included as part of the $118.5M GMP
• In-scope work not bought out in the GMP

Owner’s Contingency
$1,185,408

• Contingency for soft costs  - not hard 
construction costs

Tonight’s Potential 
Change Orders (PCOs) 
fall into this category

49



VERTEX POTENTIAL CHANGE ORDERS 

PCO Description Reason Cost

36 Roof hatch safety pole (PR #021) Design ($2,085.00)

39R1 Drainage and sewer line conflicts (PR #022R1) Design $37,013.00

44 Segmented retaining wall product selection Owner $17,665.27

46 Battery venting at Boiler Room Design $11,684.00

47 Keller single mobilization and VE items Other ($53,000.00)

52 Removal of concrete obstacles Unforeseen $12,496.00

65R1 Drain and sewer conflict (PR #046; RFI #194) Design $23,479.00

TOTAL $47,252.27

These PCOs would be rolled into Owner Change Order (OCO) No. 01 in the amount of 
$47,252,27 and would be funded by the $5.2M Construction Contingency.

Motion to approve PCOs 36, 39R1, 44, 46, 47, 52 and 65R1 in the aggregate amount of 
$47,252.27. 50



VERTEX AGENDA

• Topping off / beam placement

• Project update

• PCO review

• Design update / terrazzo presentation
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Pentucket Regional Middle/High School
Terrazzo Design exploration
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Terrazzo Scope: First Floor
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Terrazzo Scope: Second Floor
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Series of sweeping and curving lines that create a 
figurative expression of the River

Sinuous and sweeping
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Inspiration – Sinuous and Sweeping
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Field 1

Terrazzo Color: Sinuous and Sweeping Option

Lightest                                                                                                                     darkest

Field 3Accent 2
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First Floor Plan – Sinuous/Sweeping
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First Floor Plan – Sinuous/Sweeping

Enlarged Floor Plan
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Second Floor Plan – Sinuous/Sweeping

First Floor Second Floor
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VERTEX QUESTIONS

Thank you!
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1

Town Manager

From: DPW Director
Sent: Wednesday, February 24, 2021 7:46 PM
To: Town Manager
Subject: RE: Mill Pond dredging

Angus, 
I review both 1998 - 150 page and 1988 - 180 page studies. Great reading – ya. These are the reasons I became a Traffic 
Engineer and not an environmental or structural engineer. This is painful. 

I found no O&M in the 1998 study – yet some other parts were interesting and now I have some understanding of what 
the dredging project entailed. 

In regards to the 1988 study. 
I found one real section that relates to O&M – 7.1.5 Stormwater Management. Sections 7.1.4 and  7.1.6 and 7.1.7 and 
7.1.7.2 and 7.2 are only recommendations from the consultant and not mandated by any state or federal laws. Again, 
they are recommendations only which I really don’t agree with all their recommendations in general and some are over 
town policy and big picture tools that can be used to improve the pond overall.  

Nevertheless, I reviewed the Stormwater Management section and my conclusion is; 
1. Street Cleaning – we now do this yearly. Which is what they recommended.
2. Catch Basin Cleaning – Once done by hand by DPW staff – now done more effectively and efficiently by a catch

basin cleaning contractor on a yearly basis. Don’t agree with the quarterly cleaning recommendation. We are
only finding about 10% - 25% debris annually in these catch basis.

3. Leaf and lawn litter runoff from neighboring residential properties. This is a policy issue and enforcement issue
that we may need to look at town wide (MS4 Area) before we only focus on these people. Something for
another day.

That’s my recap. 

Wayne 

From: Town Manager <townmanager@wnewbury.org> 
Sent: Thursday, February 18, 2021 2:24 PM 
To: DPW Director <dpwdirector@wnewbury.org> 
Subject: Mill Pond dredging 

The 1988 report includes some ongoing O&M recommendations; not sure if the 1998 report does, have not looked at 
this closely enough. 

If there are O&M requirements we’re not currently meeting, we’ll want to understand what’s required and whether 
there would be any budget implications to meet the recommendations.   

I have other paper files in my office but attached were the ones we scanned in back in July 2019 when we were dealing 
with the cyanobacteria issue.  Thanks 

Angus Jennings, Town Manager 
Town of West Newbury 

M

Note from Angus: The studies 
referenced below will be 
circulated as separate 
attachments due to length 
and can be provided in hard 
copy on request.
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