
Clerks Minutes Clerk Employee Program 
 
I. Structure. 
 
Minute clerks will be hired as employees rather than independent contractors.  The 
benefits of this structure include: 

 
• An increase in the number of available clerks due to more consistent work 
• More effective recruitment 
• Enhanced accountability for quality of work 
• Better scheduling control and more efficient administration of arrangements 
• More frequent and effective training opportunities 
• Cost control and reduced net cost 
• Ensure consistent summary minutes which will be supplemented with audio 

recordings 
 
Minutes clerks will be hired as part-time employees.  They will be paid an hourly rate for 
a maximum of 19 hours per week.  No benefits or collective bargaining applies.  Clerks 
will be paid for attendance at meetings, and for typing the minutes based upon the 
length of a meeting (e.g. for a one-hour meeting, a clerk would be paid one hour for 
attendance and a half hour to type the minutes).  Clerks who are Town employees in 
other positions will be allowed to type minutes for a board or commission supported by 
their department during their normal work hours with the approval of their department 
head. 
 
 
II. Hiring. 
 
Minutes clerks will be hired under the Town’s standard hiring practices for part-time 
non-union employees.  A thorough solicitation will be conducted through a variety of 
local organizations, sources, and media.  Applicants will take a brief test which includes 
listening to a brief recording of a “meeting” and typing up a page of minutes.  They will 
then be interviewed, and up to 12 applicants will be selected. 
 
Applicants will be onboarded as part time employees and will receive training session.  
The meetings schedule for the clerks will be allocated among those hired. 
 
Solicitation for additional clerks will be conducted as needed. 
 
 
III. Training and Evaluation 
 
Training sessions will be conducted as needed, preferably in groups, but will train 
individually if necessary.  A standardized training manual well be developed, and all 



clerks will be required to attend a paid two-hour training session prior to taking minutes 
for a meeting.   
 
Respective department heads, staff liaisons, and commission Chairs shall monitor the 
work of their clerks.  Any individual who is underperforming or struggling will receive a 
second training.  Reasonable raises can be recommended for clerks performing at a high 
level of excellence. 
 
 
IV. Scheduling 
 
The initial scheduling will be centralized.  Clerks will be given primary assignments and 
will be given a schedule for the calendar year.  A list will be maintained for substitutes; 
staff liaisons are responsible for arranging for substitutes when needed.  It is anticipated 
that the Assistant Town Manager would manage this schedule and serve as the primary 
contact, with assistance from the Human Resources Director. 
 
 
V. Time and Payroll Administration 
 
Clerks will submit time sheets as regular part time employees.  Time sheets will be 
reviewed by staff who support the respective commissions for whom a clerk worked, 
and will be centrally entered into the payroll system.  Clerks will be paid through the 
regular bi-weekly payroll via electronic deposit for the hours they work during that two-
week pay period. 
 
The hourly pay will be established based upon experience, within the range of $20 to 
$40 per hour. 
 
Clerks who are already Town employees in another position shall be paid a blended rate 
as required by labor regulations. 


