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The Littleton School Committee will meet at the 

Littleton Police Department Community Room 

500 Great Road 

Thursday, March 5, 2020 
Our mission is to foster a community of learners who strive for excellence and prepare each student to be a successful, contributing citizen in a global society. 

                                                             

                    ** *A G E N D A* * * 

 

 
    7:00      I.  ORGANIZATION 

1. Call to Order 

2. Pledge of Allegiance 

3. Consent Agenda 

-Minutes – February 6, 2020 

-Oath to Bills - 

and Payroll 
 

   7:05     II.  INTERESTED CITIZENS 

 

   7:10    III.  RECOGNITION 

1. Student Representative(s) Report: Student Representative(s), Kriti Sharma 

 and/or Madelyn O'Meara will give a report of events for each school. 

   2. Shaker Lane School Littleton MA USA World Peace Song 2020.mp4 

   3. Finance Committee Term Expiration: Requirement as per School Committee  

      Policy AFC. 
   4. Other 

    

 

   7:15    IV.  PRESENTATION 

1. Shaker Lane Kindness Rock Project: Shaker Lane Students and Staff members will give a 

presentation on the Shaker Lane Kindness Rock Project. 

2. Kimball Grant – HS Library Media Specialist, Paul Orzech will give a presentation on the 

Library Improvement Plan. 

3. Financial Update:  Business Manager, Steve Mark will give an update on the  

    FY20 Year to Date Budget Report. 

http://www.littletonps.org/
https://drive.google.com/file/d/17fh_PCD1W3Uqx2GfgQkRSzgV0itdQBFT/view
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 4. Update on the development of the District’s Student Opportunity Act (SOA) Strategic 

Plan:  Interim Director of Curriculum, Elizabeth Steele will give an update on the progress 

to date. 

                               5. Update on 1:1 Chromebook implementation at LMS:  Superintendent Kelly Clenchy  

                              will give an update on the 1:1 Chromebook implementation at LMS. 

                      
 

   7:35     V.   NEW BUSINESS 

1.Shaker Lane Statement of Interest:  Business Manager, Steve Mark will discuss the    

   Shaker Lane Statement of Interest. 

2.Shared Facility Manager position between the Littleton School Department and The 

Town of Littleton: Superintendent Kelly Clenchy will discuss the DRAFT job description for 

the shared Facility Manager position that is ready to be finalized.  

  Motion to consolidate administrative functions for the position of Facilities Manager, in   

  accordance with M.G.L. c. 71, §37M. 

    
   

   7:40    VI.  INTERESTED CITIZENS 

  

 

  7:45  VII.   SUBCOMMITTEE REPORTS 

   1. PMBC 

2. Budget Subcommittee: Chair, Mike Fontanella will give an update on  

 the FY21 Budget. 

3. Policy Subcommittee: (see LPS website to view all policies) 

                                     Motion: Accept first reading to rescind policies:  

JP Student Gifts and Solicitations 

KEC Public Complaints about the Curriculum or Instructional Materials 

KJA Relations with Booster Organizations 

                                         

                                         Motion: Accept first reading of the following reviewed policies: 
                                  
AD Educational Philosophy JJIB Interscholastic Athletics 

ADF Wellness Policy on Physical Activity and Nutrition JJIF Concussion and sports injury 

HA Negotiations Goals JKAA Restraint of students in Littleton Public Schools 

HB Negotiations Legal Status JLC Student Health Services and Requirements 

HF School Committee Negotiating Agents JLCD Administering Medicine to Students 

JHA Absence to observe Religious Holydays JQ Student Athletic and Activity Fees 

JI Student Rights and Responsibilities KA School-Community Relations Goals 

JIB Student Involvement in Decision-Making KBA School/Parent Relations Goals 

JIC Student Conduct KCB Community Involvement in Decision-Making 

JICA Student Dress Code KCD Public Gifts and Donations to Schools 

JICC Student Conduct on School Bus KDD News Media Relations/News Releases 

JICE Student Publications KE Public Complaints 

JICFA Prohibition of Hazing KHA Public Solicitations in the Schools 

JICFB Bullying Prevention KHB Advertising in the Schools 
JICH Alcohol Use by Students KLG Relations with Police Authorities 

JIE Pregnant Students   
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     Motion: Accept first reading of the following modified policies:          

ACAB Harassment Policy JHD 
Exclusion and Exemptions from School 
Attendance 

BEDH Public Participation at Committee Meetings JIH Interrogations and Searches 

EEAG Student Transportation in Private Vehicle JJF Student Activity Accounts 

JB Equal Educational Opportunities JRA Student Records 

JEB Entrance Age JRD Student Photographs 

JF School Admissions and Residency KBE Relations with Parent Organizations 

JFBB School Choice KDB Public’s Right to Know 

JH Student Absence KI Visitors to the Schools 
                                                                              http://www.littletonps.org/school-committee/school-committee-polices 

 

  

      7:50   VIII.  ADJOURNMENT/EXECUTIVE SESSION 

            Motion to move into Executive Session for the purpose of contract negotiations with  

            no intention to return to Open Session. 
                                                                                                  
                                                                                                  

                                                                      NEXT MEETING DATE 
March 19, 2020 

PUBLIC HEARING 
7:10 p.m. 

   Littleton Police Department Community Room 

http://www.littletonps.org/school-committee/school-committee-polices
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SCHOOL COMMITTEE  1 

MINUTES 2 

February 6, 2020 3 

7:00 PM 4 

 5 

 6 

PRESENT: Mike Fontanella (7:01PM)   ALSO PRESENT:  Kelly Clenchy 7 

Matthew Hunt        Steve Mark 8 

Daryl Baker        Bettina Corrow 9 

Jennifer Wilson         10 

          11 

        12 

        13 

             14 

NOT PRESENT:   15 

         16 

CALL TO ORDER 17 

Matthew Hunt called the meeting to order at 7:00p.m.  18 

 19 

On a motion by Daryl Baker, and seconded by Jennifer Wilson, it was voted to approve the Jan. 23, 2020 20 

consent agenda as presented. (AYE: Unanimous). Motion carried. 21 

 22 

INTERESTED CITIZENS 23 

None 24 

 25 

RECOGNITION  26 

1. The Winter concert took place on Tuesday. The Superintendent thanked the Music teachers, students and all 27 

the families, who came out to listen to it all. 28 

 29 

2. The Great Kindness Challenge – Superintendent Clenchy acknowledged Special Education teachers, Mrs. 30 

Feudo and Dr. Turner for organizing the Kindness Challenge throughout the district. Each Building principal 31 

highlighted a few acts of kindness that had taken place at their school.  32 

At LHS they started the week off with the kindness tunnel and had faculty and community members greeted the 33 

students as they arrived in the morning. They held a door decoration contest and the winners were treated to a  34 

http://www.littletonps.org/


 35 

healthy breakfast. Over 400 kindness notes were written by students in their English classes and a chain of 36 

kindness notes are now on display in the lobby area.  37 

At LMS they also started the week with a kindness tunnel welcoming the students as they arrived Monday 38 

morning. Kindness notes and encouraging reminders of kindness acts were hung around the school as reminders 39 

to the students. Grade 6 assembled and discussed “What does it take to be kind?” The PTA filled a wagon with 40 

goodies such as Kleenex, pencils, chocolate etc. and visited every single classroom and handed the teaches a 41 

goodie bag. Mrs. Morgan and Mr. Everhart followed suit the next day with a wagon full of snacks for all staff.  42 

At RSS they started each day with a kindness quote. They made kindness jars filled with kindness notes for the 43 

bus drivers, school nurse and office staff. They had a “Kind to the environment day” where they learned about 44 

recycling. They ended their week with “High Five Friday”. They will continue the kindness theme for the 45 

remainder of the school year with every Thursday being Kindness Day.  46 

 47 

      Cheryl Temple invited everyone to Russell Street’s first Family STEM night on Tuesday, March 31, from 6-48 

8:30PM. It will be a evening of team work, problem solving, creativity and fun.  49 

 50 

3. Shaker Lane Elementary School Shakey’s Imagatorium Grant Request -   Superintendent Clenchy 51 

recognized the LELWD for the grant approval for a laser cutter for the Shaker Lane Imagatorim.  52 

 53 

4. Winter Sports – Every winter sport is doing great this season but especially the basketball teams. Both girls’ and 54 

boys’ teams have qualified for the MIAA tournaments. The In-Door Track team is doing really well this season as 55 

well.  56 

 57 

    PRESENTATION 58 

1. History / Social Studies Curriculum Alignment Update: 59 

The Massachusetts Department of Elementary and Secondary Education expects schools to begin 60 

implementing the History and Social Science Curriculum Framework and student-led 61 

civics projects in 2019-2020. Student-led civics projects should be fully implemented in all schools by 2020-62 

2021.  63 

 64 

In grade 8, students will have the opportunity to apply their civic knowledge of foundational documents, how 65 

and why U.S. government institutions developed, how government evolves 66 

through legislation and court decisions, and how individuals exercise their rights and civic responsibilities. 67 

The current 8th grade students will create a project around Vaping in schools and within the community. They 68 

will do research, contact their local officials and present their findings in May. More to follow after their 69 

project has been completed. 70 

 71 

9-12th grades 72 

• At the high school level, where students should take at least “four full-year courses” in United States and 73 

world history, the standards require interpretation and synthesis of complex ideas about individuals, groups, 74 

events, and institutions. 75 

 76 

LHS Plan for 2020-2019 77 

• 9th Grade –World History – covers Middle Ages through the Enlightenment and 19th c. Imperialism 78 

• 10th Grade – US I History – covers 1763 to 1920 - revisits the Revolution from 8th Grade and goes through 79 

World War I 80 

• 11th Grade – US II History – covers 1920 to current day and includes the Civics Project 81 

 82 

LHS Civics Projects 83 

• Students deepen their knowledge and application of civics skills and dispositions within a national and 84 

global context as they take additional courses in U.S. and World History, social sciences, and other 85 

disciplines. 86 

• Students acquire knowledge and skills that enable them to apply a more critical lens to the political, social 87 

and economic context of issues. 88 

• Students complete a student-led civics project with a greater degree of independence, depth, and 89 

complexity. 90 



 91 

• The project requires students to analyze and deeply evaluate political institutions and policies and root 92 

causes of issues.  93 

 94 

LHS: Rationale for Civics Project in US II 95 

• Grounding in the Constitution and government with 2+ years of study 96 

• Building on Civics project from 8th grade 97 

• Specific focus on modern US in this course 98 

• Most districts are moving in this direction 99 

• While civics projects should align to the 2018 History and Social Science Framework, projects can be 100 

interdisciplinary and facilitated across content areas. 101 

 102 

LHS: 12th Grade Selection of Electives – Full Year Courses: 103 

• Global Studies - essentially World History II, 20th century to current with a global focus and current events  104 

• Facing History and Ourselves - covers the genocides of the 20th and 21st centuries, racism, human rights, 105 

and current events 106 

• AP Psychology 107 

• AP Art History 108 

 109 

LHS: 12th Grade Selection of Electives - Semester Courses: 110 

• Economics, including financial literacy 111 

• Sociology 112 

• Psychology 113 

• American Government 114 

• US Film Goes to War 115 

 116 

Plan for Spring 2020 117 

• Create civics project for the 8th grade/implement in May 118 

• During 4 Teacher-led PD sessions, reconfigure current classes to meet the needs of the curriculum and create 119 

templates for civics projects for next academic year. Looking at Graduation requirements but do not have any 120 

specific from DESE at this point.  121 

 122 

2. Student Opportunity Act: Beth Steele gave a presentation on the Student Opportunity Act (SOA) 123 

What is the 124 

1. What is the Student Opportunity Act? 125 

● An Act Relative to Educational Opportunity for Students 126 

● Investment in Schools - Providing a significant infusion of new funds 127 

○ Every district will receive at least some increase in Chapter 70 funds 128 

● Close persistent achievement gaps 129 

○ Outlined in a three-year plan 130 

 131 

•  Four Statutory requirements for district evidence-based plans: 132 

1. Evidence based practices 133 

2. Parent/Community engagement 134 

3. Resource allocation plan 135 

4. Outcome metrics 136 

 137 

2. What does it mean for Littleton Public Schools? 138 

We will receive an increase in funds 139 

○ 85% of the new Chapter 70 money → about 35 districts (Littleton is not among those districts 140 

but will receive some money. Estimated amount needs to be verified) 141 

● Need to create a 3-year plan 142 

○ DESE will provide a menu of evidence-based initiatives from which we can select 143 

 144 

 145 

 146 



 147 

3. What are the next steps? 148 

Develop and propose a 3-year plan with input from local stakeholders 149 

● Acquire School Committee approval of such plan 150 

● Submit to the Department of Elementary and Secondary Education by April 1, 2020 151 

 152 

 INTERESTED CITIZENS 153 

None 154 

 155 

 SUBCOMMITTEE REPORTS 156 

1. PMBC: None 157 

 158 

2. Budget Subcommittee: Budget Summit Meeting last Saturday. Presentation by Police, Fire and School 159 

Department.  160 

 161 

3. Policy Subcommittee:  162 

 163 

Second Reading of the following modified Policy: ADC – Use of Tobacco Products on School Property 164 

 165 

On a motion by Jennifer Wilson, and seconded by Matthew Hunt, it was voted to accept the second 166 

reading of the following policy ADC as presented. (AYE: Unanimous). Motion carried. 167 

 168 

 169 

Second Reading of Reviewed Policies: AA, AB, AC, ACA, ACE, AFC, CA, CAA, CBD, CBI, CE, CH, 170 

CL, DA, DB, DBJ, DGA, DI, DIE, DJ, DK, DKC, FA, FBF, FCB, LA, LB, and LDA.  171 

 172 

Second Reading of the following reviewed Policies 173 

 174 

On a motion by Jennifer Wilson, and seconded by Matthew Hunt, it was voted to accept the second 175 

reading of the following policies AA, AB, AC, ACA, ACE, AFC, CA, CAA, CBD, CBI, CE, CH, CL, 176 

DA, DB, DBJ, DGA, DI, DIE, DJ, DK, DKC, FA, FBF, FCB, LA, LB, and LDA as reviewed and 177 

presented. (AYE: Unanimous). Motion carried. 178 

 179 

ADJOURNMENT 180 

On a motion by Daryl Baker, and seconded by Jennifer Wilson it was voted to adjourn at 8:03PM to go into 181 

Executive Session for the purpose of contract negotiation discussion with no intention to return to Open 182 

Session. Roll Call Vote: Matthew Hunt, AYE; Jennifer Wilson, AYE; Daryl Baker, AYE; and Mike 183 

Fontanella, AYE. 184 

 185 

NEXT MEETING DATE 186 

Thursday, March 5, 2020 187 

7:00PM 188 

          Littleton High School 189 

 190 

DOCUMENTS AS PART OF MEETING 191 

History / Social Studies overview presentation 192 

Student Opportunity Act Presentation 193 

Policy ADC 194 

Policies AA, AB, AC, ACA, ACE, AFC, CA, CAA, CBD, CBI, CE, CH, CL, DA, DB, DBJ, DGA, DI, DIE, 195 

DJ, DK, DKC, FA, FBF, FCB, LA, LB, and LDA 196 
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SCHOOL COMMITTEE SEEKS INTERESTED CITIZENS FOR 

FINANCE COMMITTEE APPOINTMENT 

July 1, 2020 – June 30, 2023 

 

The Littleton School Committee is seeking an interested citizen to fulfill a three-year 

term on the Littleton Finance Committee, expiring in 2023.  Kindly forward a letter of 

interest and a resume which details your qualifications by April 11, 2020. 

 

 Littleton School committee 

c/o Mike Fontanella, Chairperson 

P.O. Box 1486 

33 Shattuck Street 

Littleton, MA 01460 

 

 

Interviews of interested candidates will be scheduled.  This process will follow 

procedures as set forth in the Town of Littleton code and School Committee Policy. 

 

 
 

http://www.littletonps.org/


AFC

FINANCE COMMITTEE APPOINTMENTS

The Littleton School Committee is responsible for appointing two (2) members to the Littleton
Finance Committee. The appointments are for three-year terms and commence the second
Monday in May.

In years when an incumbent’s term will expire, the School Committee at their first meeting in
March will inform the incumbent in writing that he/she may reapply for an additional term if
interested. The committee will also advertise the position and request that interested citizens and
the incumbent submit a letter of application and a resume two weeks prior to the date set by the
School Committee for when they plan to make the appointment. The School Committee will
interview candidates prior to making an appointment.

In case of a resignation, the School Committee will set a date to appoint a replacement. The
School Committee will accept a letter of application and a resume up to two weeks prior to the
Appointment date. The School Committee will interview candidates prior to making an
appointment.

All applicants and appointees must meet Littleton town code requirements as specified by Town
Code for “Finance Committee Eligibility” and “Boards Appointed: Residency requirements”.
The School Committee reserves the right to terminate an appointee’s membership to the finance
committee due to lack of attendance or failure to perform the required duties of the committee.

LEGAL REFS.: 13-1, Town of Littleton Code

Adopted: May 27, 1993
Reviewed: October 14, 1999
Revised: December 15, 2005
Reviewed: November 15, 2012
Revised: November 12, 2015





In Art classes this week and next, 
we will create Kindness Rocks.  We will talk 

about ideas for words and pictures you can put 
on your rock. Then you will decide how you would 

like to share your rock and bring kindness to 
others.  

Please share with us how 
you helped spread 

       kindness with your rock 
       on twitter #shakeypride!



Project Beginnings
● Community Meeting

● Art Class
○ What does it mean to be kind?
○ Why should we share kindness?
○ Can you be kind to someone you don’t even know?

Let’s Make Kindness Rocks!



Let’s make Kindness Rocks!
Day 1:

● Students were given a rock, a ziplock bag and a sharpie

● Students chose a single color to paint their rock and then they put it on their ziplock bag on 
the window sill to dry.

● While their rocks were drying, students began making a design for their rock on a paper 
rock. They would complete their design on paper first (planning process) and then transfer 
it to their painted rock the following week. 



Let’s make Kindness Rocks...continued!
Day 2:

● Each student completed their design on a paper rock

● Next, they used oil-based paint pens (special markers) to transfer the design 
on their painted rock.

● Then we glued labels on each rock that says #shakeypride

● Finally, this week, we are spraying a protective seal on each rock to give it a 
nice finish and protect it from the elements once it is left outside.



Students at work... 





Kindergarten students taught their “Quiet Critter” art room friends
all about how they can use art to spread kindness.



Community Involvement

W.J. Graves graciously
donated over 600 rocks
to support our Kindness
Rock Project.

A stranger learned
about our project and
helped to purchase 
supplies.

A parent collected
200 beautiful smooth
stones to contribute
to our Kindness
Rock Project.



The Kimball Grant:
A   L i b r a r y   I m p r o v e m e n t   P l a n

Paul Orzech



Goal:
Through the Kimball Grant, the LHS Library 
strives to create an unique & safe environment 
that is conducive to providing students and 
faculty with the resources and services 
necessary not only to support and enhance the 
curriculum, but to inspire creativity, 
intellectual curiosity, and the passion to 
become lifelong learners. +



Maximizing the Kimball Grant 
Process: Identifying Needs & Addressing Them...

➔ Physical Space & Environment
Furniture | Promote independent reading 
spaces: “comfy seating” | Reorganization

➔ Technology Upgrades
Interactive TVs | Greenscreen & Video 
Recording Equipment

➔ S.E.L. Student Supports
Fully immersive VR | Lifespan Desks 



Supportive Environment
● Students and Faculty alike have requested a  

“comfy” seating area where students can engage 
in independent reading. → Privilege   
○ Trend in libraries at all levels, from

Public to University.
● Designated desks for peer tutoring.
● Collaborate spaces.
● Open concept & mobile.

Times are 
changing 
and so are
libraries.



1
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2
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Technology Upgrades 
● “Purchase tools and technologies that will improve 

students’ ability to gather, organize and present 
information in a way that will better 
prepare them for life after high school.” 

● Not “toys” or gimmicks
● Looked at trends across US in high 

Schools, colleges & businesses

Future 
Preparedness

+ College & Real 
World Jobs

+ 21st Century 
Skills



ClearTouch 
Interactive TVs
+ Replacing SmartBoards
+ Schools & Businesses
+ Unique presentation 

software & compatible 
with already existing 
apps and programs

+ Received “Innovation of 
the Year 2019” at  
IMPACT Awards



Green Screen 
Improvements
+ Based on current 

projects undertaken at 
LHS and student & 
faculty experiences

+ Updating equipment
+ Increasing participation 

and ease of use.



Drone & Canon T6: 
A/V Recording Equipment

+ Primarily for yearbook 
and covering school 
events...

+ But there is certainly 
potential for other 
projects and 
opportunities for 
collaboration 

<-
Canon EOS 
Rebel T6 
Digital SLR 

-> 
Altair Outlaw 

Drone  w/ 1080p 
HD Camera 



Student Well-Being: SEL 
● SEL is major focus of staff, students & 

parents
● Spoke with colleagues 
● Looked at trends across US in 

both high schools & colleges

Helping our students

+ Students are 
stressed…

+ Need outlets…

+ Let’s get creative..



Bicycle Desks
+ Proven stress reducer & 

contributor to overall 
well being.
+ Trend began gaining 

traction around 2015.
+ Combat increased 

stress around exams
+ University of Texas A&M 

Study of 2017

Tip

Don’t wait till the end of 
the presentation to give 
the bottom line. 

Reveal your product or 
idea (in this case a 
translation app) up front.



Virtual Reality
+ Recent development 

used in colleges, high 
stress businesses & 
counseling services
+ Bonds University Study 

(1/2019)
+ Colorado University Pilot 

Program (3/2019)
+ UCLA’s Anxiety and 

Depression Research 
Center (In Progress)

+ Versus Google Expedition 
VR headsets



WHAT COMES NEXT?
● Set-Up & Reorganize (Summer)

○ Desks & Bookshelves

● Training & Brainstorming
● Writing Policies
● Feedback & Next Steps

Want to help?

● Brainstorm 
Projects Ideas

● Promote 

● Take A Risk



Thank You For Your Time.
    Any Questions?



















































































GRADE __ 
 

 

 

Town of Littleton MA 

Facilities Manager 

FLSA Status: _______ 

March ___, 2020 
 

FACILITIES MANAGER 
 

 

Position Purpose: 

The Facilities Manager serves as Town and School’s overseer of all buildings. The Facilities 

Manager plans, implements and evaluates building maintenance, security and care of all Town and 

School owned buildings consistent with the needs of the Town of Littleton. Plans and oversees all 

capital projects not assigned to the Permanent Municipal Building Committee (PMBC) and 

coordinates directly with architects, engineers and contractors. The Facilities Manager will work 

closely with various department heads to assist those individuals in maintaining their respective 

buildings.  

 

Supervision: 

Supervision Scope:  Performs varied and responsible functions of a technical nature requiring 

considerable initiative and independent judgment in the planning, administration and execution in 

the management of public buildings.  Works independently in formulating decisions regarding 

policies, procedures, operations and department plans for review and approval by either the Town 

Administrator for municipal buildings or Superintendent of Schools for school buildings. 

 

Supervision Received:  Works under the direction of the Town Administrator and Superintendent 

of Schools with considerable latitude for independent judgment and action within established 

policies and procedures and the requirements of federal, state and local law (as applicable), with 

minimal direct supervision. Performance will be evaluated annually in a joint review by the 

Town Administrator and Superintendent of Schools. 

 

Supervision Given:  For the Towns, supervises the Building Maintenance Custodian(s) and 

contractors. For the Schools, no initial direct supervision, but the position advises and consults 

with the Business Manager, Facilities Supervisor and Energy Manager. The position and 

supervisory responsibilities are expected to evolve over time as the position is integrated into Town 

and School operations. 

 

Job Environment: 

Some work may need to be performed outdoors at which time the incumbent may be exposed to 

weather extremes of heat and cold temperatures and inclement weather.  From time to time may 

be required to traverse uneven terrain and is subject to the hazards associated with construction 

sites.  Work environment is moderately noisy and at times very loud.  Administrative work is 

performed in an office environment. 

 

Operates an automobile, hand tools, computer, telephone, and standard office machines. 

 

May be required to work outside of normal business hours and attend evening meetings, such as 

the Permanent Municipal Buildings Committee.  Also, may be contacted at home at any time to 

respond to important situations and emergencies.   



GRADE __ 
 

 

 

Town of Littleton MA 

Facilities Manager 

FLSA Status: _______ 

March ___, 2020 
 

 

Has access to department-related confidential information such as personnel records and bid 

proposals, which requires the application of appropriate judgment, discretion and professional 

protocols 

 

Errors in either technical application of recognized building procedures, or in the interpretation of 

related data could result in damage to property, endanger public safety, have financial and/or legal 

implications, and cause adverse public relations. 

  

Essential Functions: 

(The essential functions or duties listed below are intended only as illustrations of the various 

types of work that may be performed. The omission of specific statements of duties does not exclude 

them from the position if the work is similar, related or a logical assignment to the position.) 

 

The Facilities Manager shall prepare and annually update a database of Town and School capital 

assets with regard to facilities, make presentations to the Town Administrator, Board of Selectmen, 

Superintendent of Schools, School Committee, Finance Committee and/or any other group as 

determined by the Town Administrator and/or Superintendent of Schools. 

 

The Facilities Manager is responsible for preventative maintenance for all Town and School 

facilities. Maintains and updates a Town-wide and School-wide 10-year capital asset plan for all 

Town and School buildings; recommends a prioritized list of maintenance needs. Through a 

consultative process, prepares and monitors the annual departmental maintenance and capital 

budgets for the Town and Schools to include all building repairs, maintenance, improvements 

upgrades, projects and contracted services The Facilities Manager shall establish Building 

Management Systems (BMS) where such system are not in place and consider standardization of 

systems, where possible.  

 

The Facilities Manager works cooperatively with the Permanent Municipal Buildings Committee 

(PMBC) on capital projects, bid documents, and construction including, alterations, 

rehabilitations, reconstruction, and repair projects assigned to them. For projects not assigned to 

the PMBC, the Facilities Manager plans and oversees all projects and coordinates with architects, 

engineers, and appropriate professional services to estimate scope of materials, costs and schedules 

for construction projects. In these cases, the Facilities Manager in consultation with the school 

department administration and town administration, oversees all requests for approval and 

payments for contracted services. 

 

Utilizes technology software systems to automate and track inventory, preventative maintenance 

and work orders and determines remaining life expectancy. Ensures that all permits are obtained, 

and that inspections and maintenance are performed in a timely fashion. Determines the most 

effective way to deploy maintenance (i.e. employee labor vs. contracted services). The Facilities 

Director in conjunction with the PMBC shall also integrate energy savings components, seeking 

cost savings measures wherever possible and practical.  
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Reviews all applications, construction documents, and permits for all Town and School projects. 

Develops all bid specifications, quote solicitations, analysis and investigation for Town and School 

construction projects. Works cooperatively with the Chief Procurement Officer or designee and 

follows all established procurement laws/policies.  

 

Maintains an up-to-date electronic, and only when necessary paper, filing system of all engineering 

plans, surveys notes, and related materials and keeps an up-to-date list of all Town and School 

owned buildings. Ensures the list is up to date with the Town’s insurance carrier. 

 

Executes and manages project specific and annual vendor contracts required to fulfill facilities 

management duties adhering to public bidding laws (e.g. M.G.L. c. 30, s. 39M, c. 149, c. 7C, c. 

30B) and/or other state regulations. 

 

Acts as the Town and School’s liaison with state and federal agencies, contractors and the public.   

 

Acts as a liaison between town departments, contractors, engineers, architects, Town and School 

regulatory and licensing departments during the identification, specification, construction, close 

out and commissioning of projects. Meets regularly with department heads and/or their liaisons as 

needed to communicate the status of their projects.  

 

Attends evening meetings as required by the Town Administrator and Superintendent of Schools. 

 

Develops and maintains protocols and practices for buildings for preventative maintenance in 

compliance with federal and state requirements (e.g. OSHA, AHERA, etc.). 

 

For Town, in accordance with employment policies provides direct supervision and oversight of 

the Building Maintenance Custodian(s); plan, organize and direct work assignments; manage 

performance.  For Town and Schools, provide oversight to vendors, service providers and 

contractors related to facility operations. 

 

Recommends methods and means of improving building operations with respect to energy 

efficiency, air quality, and health and safety. 

 

The Facilities Manager serves as the Town and School Department’s liaison to the Finance 

Committee in assigned areas of responsibility. 

 

Performs similar or related work as required by the Town Administrator and Superintendent of 

Schools. 

 

Recommended Minimum Qualifications: 

 

Education, Training and Experience: 
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Bachelor’s Degree or appropriate equivalent in a related field. Minimum of five (5) years 

professional experience in construction administration, architecture, engineering, or government 

funded building modernization programs. Previous management experience required. 

Demonstrated experience with public bidding laws. Working knowledge of building codes and 

environmental health codes that may include asbestos, HVAC control, ADA requirements, etc. 

 

Special Requirements: 

Ten-hour OSHA certification within six months of appointment.  

Massachusetts Certified Public Purchasing Officer (MCPPO) designation from the 

Commonwealth of Massachusetts Inspector General’s Office required or obtainable within the 

timeframe specified as public procurement experience by MCPPO.  

Valid Massachusetts motor vehicle license. 

 

Knowledge, Ability and Skill: 

 

Knowledge:  Thorough knowledge of the principles and practices of building management, budget 

management, personnel management, intergovernmental relations, and granstmanship.  An 

understanding of the materials and methods of building construction.  A general knowledge of fire 

prevention, light, ventilation, egress, electrical, heating, refrigeration, and plumbing installations.  

A general knowledge of other equipment and materials essential for life safety, comfort and 

convenience of the occupants of a building of structure.  Thorough understanding of field 

inspection practices.  

  

Ability: Ability to read and understand architectural/engineering/civil plans, drawings and blue 

prints.   Ability to communicate requirements firmly, tactfully, and impartially.  Ability to establish 

and maintain effective and harmonious working relationships with town officials, the public, and 

members of the building community.  Ability to communicate effectively in written and verbal 

form. Ability to prioritize multiple tasks and deal effectively with interruptions.  Ability to operate 

computers and standard office equipment.  Ability to deal effectively with difficult situations 

involving the general public.  Ability to work independently or as a team. 

 

Skills: Excellent public relations skills.   Strong organizational and interpersonal skills.  Strong 

verbal and written communication skills.  Proficiency with Microsoft Suite: Outlook, OneDrive, 

Word, Excel, PowerPoint, Teams and Access.  

 

Physical Requirements: 

The physical demands described here 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.  

 

Occasionally required to move about rough terrain, positions self to view and inspect construction 

worksites; uses or operates objects, tools, or controls, and picks up objects and small equipment.  

Physical ability to access all areas of construction sites; ability to ascend/descend ladders and 
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stairs.  May lift and/or move objects weighing up to 30 pounds frequently and up to 50 pounds 

occasionally.  Ability to detect odors, noise; and distinguish colors. Ability to drive motor vehicle.  
 

(This job description does not constitute an employment agreement between the employer and 

employee and is subject to change by the employer as the needs of the employer and 

requirements of the job change.)  
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