
MEMORANDUM OF AGREEMENT
NATIONAL CONFERENCE OF FIREMEN & OILERS AND CITY OF BOSTON

SUCCESSOR CONTRACT NEGOTIATIONS

On June 20, 2012 the parties leached a tentative agreement subject to ratification by the
National Conference of Firemen & Oilers (hereinafter "NCFO, " or "the Union") oj both the
July 1, 2010 through June 30, 2013 and the July 1, 2013 through June 30, 2016 agreements, and
approval by the Mayor and Boston City Council This three (3) year agreement shall not take
effect unless and until the NCFO has ratified and the Mayor and Boston City Council have
approved the prior three (3) year agreement This three (3) yeO! agreement is the product oj
successor collective bargaining to the July 1, 2007 to June 30, 2010 and the July 1, 2010 to June
30, 2013 agreements between the City oj Boston and NCFO This agreement is effective July 1,
2013 through June 30, 2016

This Memorandum oj Agreement ("Agreement") is made pursuant to Massachusetts
General Laws Chapter 150E between the City oj BOlton ("City'') and the National Conference
ojFiremen & Oilers ("NCFO")

This Memorandum oj Agreement supplements and amends the Collective Bargaining
Agreement effective July 1, 2010 through June 30, 2013 Except as expressly provided below,
the parties agree that the terms and provisions oj their Collective Bargaining Agreement
effective July 1, 2010 through June 30, 2013 shall be extended without modification for the
period commencing on July 1, 2013 and ending on June 30, 2016

Article IX ("Compensation"), Section I Provide base wage increases as follows:

Effective FPP October 2013 - .3 % base wage increase

Effective FPP October 2014 - 3 % base wage increase

Effective FPP October 2015···.3 % base wage increase

2 Article XXI, ("Duration") -- Amend the dates contained in Article XXI, § 1 to reflect a

three (3) year contract wjth a duration from July 1,2013 through June 30, 2016



In witness hereof, the City of Boston and the National Conference of Firemen & Oilers have
caused the Agreement to be signed, executed and delivered on the day of

__,,2012

eredit Weenick,

hi'~

John D ap, (:Jj2
Chief of La or Relations and rsonnel

~Q<
Paul Curran, Directoj.-c-,
Office of bor R [ations

/

Appf~ed as to form:

I~'?~
~~ F Sinnott, ,
Corporation Counsel

NATIONAL CONFERENCE OF
FIREMEN & OILERS

Michael Keogh, Pr sident



MEMORANDUM OF AGREEMENl
NATIONAL CONFERENCE OF FIREMEN & OILERS AND CITY OF BOS10N

SUCCESSOR CONTRACT NEGOTIATIONS

On June 20, 2012 the parties reached a tentative agreement subject to ratification by the
National Conference of Firemen & Oilers (hereinafter "NCFO," or "the Union") oj both the
July 1,2010 through June 30,2013 and the July 1,2013 through June 30,2016 agreements, and
approval by the Mayor and Boston City Council This three (3) year agreement shall not take
effect unless and until the NCFO has ratified and the Mayor and Boston City Council have
approved the subsequent three (3) year agreement This three (3) year agreement is the product
of successor collective bargaining to the June 30, 2007 to July 1, 2010 agreement between the
City ojBoston and NCFO This agreement is effective July 1,2010 through June 30,2013

This Memorandum oj Agreement ("Agreement") is made pursuant to Massachusetts
General Laws Chapter 150E between the City oj Boston ("City") and the National Conference
ojFiremen & Oilers (UNCFO")

This Memorandum oj Agreement supplements and amends the Collective Bargaining
Agreement effective July 1, 2007 through June 30, 2010 Except as expressly provided below,
the parties agree that the terms and provisions oj their Collective Bargaining Agreement
effective July 1, 2007 through June 30, 2010 shall be extended without modification for the
period commencing on July 1, 2010 and ending on June 30, 2013

Amend Article XII ("Holidays")
I

Amend Section I as follows:

"The following days shall be considered holidays for the purposes enumerated below:

New Year's Day

Martin Luther King, Jr pay

President's Day

Patriots' Day

Memorial Day

Independence Day

Labor Day

Columbus Day

Veteran's Day

Thanksgiving Day

Christmas Day

If the Holiday falls on a Saturday, it will be observed on the preceding Friday If the Holiday
falls on a Sunday, it will be observed on the following Monday.
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Add a new Section 5 as follows:

Section5 In addition to the holidays enumerated in Section I of this AIticle, on each January].,
full-time employees who were City of Boston employees on Januouy 1, 2013 will be eligible for two (2)
"floatingholidays" that must be taken by Decembel 3I at a time or times requested by the employee and
approved by hislher immediate supervisor outside the bargaining unit. Employees who were not City of
Boston employees on Januarv 1, 2013, or who separated from service after January 1, 2013 shall not
receive "floating holidays."

Section 6. "Floating hnlidays"-shall be subject to the same notice and approval requirements as
outlined in Article XII ("Vacation Leave") of this Agreement. "Floating holidays" not used by
December 31 'I of the year in which it was received shall not carryover into the following year

and may not be redeemed for monetary compensation at any time. In the event an employee
follows the appropriate notice requirements and is denied the use ofhislher "floating holiday(s)"
and as a result is unable to use the "floating holiday(s)" by the end of the calendar year, that
employee may caIlY over hislher "floating holiday(s)" to the next calendar yeal. Any "floating
holiday(s)" caIlied over must be used by December 31st of the following year,

2 Article XIII ("Vacation Leave")

In Section 5, delete the second paragraph that reads:

"For the purpose of computing 'actual work' under Section 2 of this Article, up to eight (8)
weeks may be counted during the vacation eligibility year for any of the following causes:

Vacation leave

Disability leave

Military Reserve annual active duty leave

up to four (4) weeks

up to four (4) weeks

up to four (4) weeks"

Add: "Any employee on an authorized leave of absence shall accrue or not accrue vacation
time in accordance with the City's Family & Medical Leave Policy, or Military Leave Policy,
whichever is applicable"

3 Article XV ("Other Leaves of Absence")

Amend § 2, "Military Leave," to provide: "Every employee covered by this Agreement shall be
granted Military Leave consistent with the City of Boston's Military Leave Policy" (Attached)

Amend § 5, entitled "Pregnancy / Maternity Leave" Change title to "Parental Leave"
Amend section to say, "Every employee covered by this Agreement shall be granted

2



parental leave consistent with the City of Boston's Family & Medical Leave Policy."
(Attached)

Delete § 7

4 Article XVII ("Miscellaneous")

Add new § 16, "Attendance" to provide "Every employee covered by this Agreement shall be
required to comply with the City of Boston Attendance Policy beginning January I, 2013 "
(attached)

Add new § 17, "Light Duty" to provide "Employees who are receiving benefits under the City's
workers' compensation program shall be required to comply with the City of Boston's Light
Duty policy" (Attached)

5 The parties agree that the following policies or proposals of the City of Boston may be
implemented upon the effective date of their new collective bargaining agreement:

a Attendance Policy (dated 3/12/12) effective January 1,2013;

b Military Leave (dated 4/13/12);

c Family & Medical Leave (dated 4/20/12);

d. Light Duly

e NCF0 performance appraisal form

6 Article IX ("Compensation")

Section IA Provide base wage increases as follows:

Effective FPP October 20I0 -. 0 % base wage increase

Effective FPP October 2011 ... I % base wage increase

Effective FPP October 2012 - 2 % base wage increase

Section 1B Lump Sum Payment

Employees who had any portion of their FY2010 base wage increase delayed for the three
hundred and sixty four (364) day period will receive a lump sum payment equal to the actual
dollar value of base wages not earned during the three hundred and sixty four (364) day period,
less all applicable taxes and deductions, The lump sum payment will be based upon an
employee's base wage and will not include any retroactive payment of overtime or additional
earnings that occurred <luring the FYIOwage delay period..
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Ihe City will compensate employees within ninety (90) calendar days fiom the date the City
Council approves the funding of this agreement

Effective January.!, 2013, replace the current language of Article XIX, Section 14, so that it
reads as follows:

Section 14 1001 and/or Boot Allowance

Each employee of the bargaining unit will receive a maximum 1001 and/or Boot Allowance of
one hundred dollars ($ 100 00) per calendar year fOJ the reimbursement of purchases of boots
and/or tools, provided that the employee furnishes receipts to the employer Under no
circumstances shall any employee receive more than a total of one hundred dollars ($ 100 00) pel
calendar year for the purchase of tools and/or boots

A Eligibilitv

I Employees on Workers' Compensation, altemative work assignment, light duty,
or unpaid time for more than six months of the preceding twelve months are not eligible
for the tool and/or boot allowance;

2 An employee who terminates on 01 before January 1Sf is not eligible fOJ the tool
and/or boot allowance

B Boots The employer will only reimburse employees for the purchase of boots (protective
footwear) that protect the employee from the danger of foot injuries due to falling 01' lolling
objects, piercing the sole, or other hazards of the job

C Tools. Only tools that are used on the work site on a daily basis shall be eligible for
reimbursement Those employees who do not maintain an adequate current inventory of tools to
perform herIbis duties shall not be granted reimbursement for tool purchases. The determination
will be made by herlbis supervisor outside the bargaining unit

7 Article XXI, ("Dmation") -- Amend the dates contained in Article XXI, § 1 to reflect a

three (3) year contract with a duration fiom July 1,2010 through June 30, 2013

In witness hereof, the City of Boston and the National Conference of Firemen & Oilers have
caused the Agreement to be signed, executed and delivered on the day of
____,2012

CITY OF BOSTON

Thomas M Menino, Mayor ofBoston
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NATIONAL CONFERENCE OF
FIREMEN & OILERS

Michael Keogh, President



JeQ~~
Chief Financial Officer

JOhn~~
. .of bor Relations and Personnel

Vivian Leona d, Director
Office of Human Resources

iIliam F Sinnott,
Corporation Counsel
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CITY OF BOSTON
OFFICE OF HUMAN RESOURCES

Attendance Policy

Overview and
Scope

Coming to work is an essential function of each employee's position
However, employees may need to be absent nom work on occasi'on other
than for scheduled vacation periods Ihe City provides a variety of leave
benefits to employees depending on an employee's length of service and the
specific reason for the leave Various provisions related to employee
attendance and absenteeism are set forth below In addition, employees
should review the following City Policies:
·-Family & Medical Leave
, Small Necessities Leave
-Bereavement Leave
In addition, where applicable, the collective bargaining agreement should be
reviewed

All employees me expected to be present and ready to work at the start of
their work shift unless excused from work consistent with City policy or the
applicable collective bargaining agreement

At the start of each shift, each employee must document the actual time
he/she started work on his/her time sheet, or other time recording system used
by the department, All employees are expected to complete all time sheets
fully and accurately at all times and are strictly prohibited nom falsifying
their own 01 any other time sheet

.' ·:;::~r;. ~ ..
Employees 2I;~~tri<ifl~p.t~)iihitedPQpj ~~!I;lg sicJi leave ~o~ any other
purposes, unless explicitlyallowedby a collectivebargalning agreement

I

Autbcrfaed Use
of Sick Leave

lhe purpose of sick leave is to provide employees with leave, without loss of
pay, for absence caused by:

An employee's illness ot injury or exposure to contagious disease 0'
an employee's illness OI disability arising out 'of or caused by
pregnancy or childbirth
The serious [Ilnessof ~ member of the employee's immediate family
(Immediate family shall be defined as spouse, child living in the
employee's household, parent of the employee, 01 as otherwise
defined by the appltcable Collective Bargaining Agreement)

=__The employee's need to extend bereavement leave for the death ofa
member ofthe employee's immediate family consistent with the
City'S ~eje~vement policy ~cIiOl the applicable Collective Bargaining
Agreement. : ;" ':'
60ctor 01 dentist apDoiniinerits of the employee 01 the emnlovee's
Humed;,;te fnmily:-:'

----, ,
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CITY OF-BOSTON
OFFICE OF HUMANRESOURCES

Attendance Policy

Sick Leave
Usage
Requiring
Documentation

An employee who meets any of the following criteria will be required to
provide medical documentation substantiating the employee's use of sick
leave:

Whenever there is a pattern ofsick leave usage, such as absenteeism
that starts before Or after weekends, holidays, vacations Or around
scheduled time off, and/or repeated usage on the same day of the
week, and/or repeated immediate use and depletion of sick time upon
crediting of sick time It is Important to note that the City may
accelerate the progressive disciplinary process when an employee has
exhibited patterned absenteeism

An employee who has used more than five (5) consecutive days/shifts
of sick leave must provide documentation to substantiate his/her
absence and documentation regarding the employee's fitness to return
to work If the employee remains unable to return to work then he/she
will be required to provide a completed WE 3 gOB form consistent
with the Family and Medical Leave Policy, and failure to do so may
result in continued use of sick leave being denied Nothing in this
'section shall prevent the City from requiring Or an employee from
providing a WH-380E form prior to the employee being absent five
consecutive days/shifts Only employees who meet the eligibility
requirements for FMLA leave will be eligible for FMLA leave

If an employee has requested the use of vacation, compensatory, or
personal time and that request was denied by his/her supervisor and
the employee thereafter utilized sick leave on the day(s) for which the
employee's request fOJ vacation, compensatory, Or personal time was
denied, the employee must provide documentation substantiating
his/her use ofsick leave on that day(s)

An employee, who has cigh!-f8:)ten (10) instances of sick leave in the
prior completed twelve (12) month period, may be required to submit
medical documentation in response to any additional use of sick leave
:i'egardles~ of whether or not the employee provided medical
documentation for any of the prior ~f81ten (lill instances An
instance is defined as an employee's absences ofone (l) Or less than
one (1) work shift An employee who is required to submit medical

. A~<;tJment~ti~JD under this subparagraph must continue to subinit. '. ~' :.',: "L .·Pi¢dieal documentation until such time as his/her sick leave usage in
'. I:::'"., .. ~.' '::: ..... tbe prior completed Melve lIZ) month period falls beJoweight-fS-)~
.. -::·~·~OCV~~&~rj- Nu~U;~:it·:· "_:~. :D;~UMB\'TREVJSION . J5$VE DATE J' EFFEcrTVEDATE I

'. OHR~2011~A'IT· ---. NA DRAFT3.12.12 I
---- Attendarice ----I -----r--- Page20f6 .
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.u.m instances EmDlovees \yilJ be notified when they are reouired to
sllbmit medical doclLmentation fOl sick leave usa~e Dursuant to this
paraQ'ranh.I

CITY OF BOSTON
OFFICEOFHUMANRESOURCES

Attendance Policy

Documentation

Employees on an approved leave pursuant to the City's Family & Medical
Leave Policy will not be required to provide this documentation but will be
required to complete all necessary documentation to request and substantiate
their need for such leave In addition, all leave authorized under the FMLA
and/or the City's Family & Medical Leave Policy will not be counted toward
the cigflt-t8jten (I OJ instances Please see the Family & Medical Leave
Policy

All medical documentation required to excuse the specific absence under this
policy must be submitted within ten (10) calendar days of returning to work
The following Information must be contained in medical documentation
required under this policy:

The name of the employee
The name and contact information of the medical provider
When the absence Was for the employee's own illness, injury,
incapacity, the date(s) the medical provider examined the employee in
connection with the employee's absence(s)
The specific hours and/or date(s) for which the medical provider
believes that the employee needed to be absent from work
The date upon which the medical provide; believes the employee will
be able to return to work
When the absence Wasfor the illness ofthe employee's immediate
family member, the name of the ill family member, the relationship of
such Individual to the employee, and the da!~(s) the medical provider
determined the employee was needed to care for such individual

It is the employee's responsibility to obtain adequate medical documentation
within the stated ten (10) calendar day time piUi'l{'It is the Department's
responsibility to' inform an employeewithin tell (1Q) calender days of receipt
ofmedical documentation if it has deemed the documentation is notadequate
10 excuse the absence. DOCtOI 's notes received ~e! ie~ (10) 'c;UeD.d~ days
will not be accepted Employees on itJl appi6ve\ll~av~ porsnant to the Cjty's
Family & Medical Leave Policy V!i1lp.one:r\;.iI~V~dto p19.viq~t)Jis ' _"
documentation but willbe required to~conipl~!e'aifilecesiiry~ocg!nent~ti6n
to request and substantiate their need.foii~~ye, ' -,' : " ,,",

; DOCUMENTNUi'rlBER DOCUiH:£~T REVlS10:.---: . IssUE D~",i-E . I .EFFECTIVEDATi

OHRc201l-A.TT NA DRA.FT3:J2,12 '/ ----:=;;-:~'7='~-IAttendance ,- ,", ,--=:LPaO'e 3 of 6 - ----
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CITY OF BOSTON
OFFICE OF HUNIA.NRESOURCES

Attendance Policy

Eligible employees may be granted Family and Medical Leave in accordance
with federal law and the City ofBoston Family and Medical Leave Policy
(OBR-20ll-FML) Ifan employee has been granted a leave pursuant to the
Family and Medical Leave Policy then he/she shall not have any sick leave
usage that occurs during the authorized absence counted when determining
whether he/she will need to provide medical documentation in response to
sick leave usage as detailed above

---------
Use of Vacation
or Personal
Time in lieu of
Sick Time

An employee may only use vacation Or personal time in place of sick time if
he/she follows the contractual and/or departmental requirements for
requesting such leave including providing the required prior notice and
obtaining authorization

Personalleave requests must be made in compliance with the Dep:;utmeJ.\(
notice requirement and/or consistent with the applicable collective bi!t;g$ing
agreement ·F

Vacation requests must be in writing and submitted in compliance with the
Departmental notice requirement, but at all times at least 48 hours in advance
Use ofvacation without 48 hams prior notice will only he authorized in
limited circumstances and must be approved by the Appointing Authority 01

his/her designee.

i
I
I
i
I
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!
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i
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Below are two examples; these examples are illustrative and are not intended
to be exhaustive:
Example:
(I) An employee has only a few days of accrued, unused sick time remaining
She is scheduled to have a medical procedure in two (2) weeks The
employee requests the use of he, vacation time to cover the period of time she
Willbe absent and her supervisal authorizes this request In this instance the
employee has acted in accordance with her Department's procedures for
requesting vacation tim, In addition, please note that the employee may need
to. complete a foi;tn consistent with the Family and Medical Leave policy
w;r;ele the employee will be absent from work for an extended period oftime

(2.). All employee has e;&austed his sick time but has vacation time He calls
i:qt~ "yOlk at the start of the shift and tells his supervisor he is ill and wants to
,i¥ a'v~:¢at!on ~ay In Wi instance the employee has not complied with his
. t. '~ ~ '0 I ~. " , • '.' • •••

J).eparprient's procedures for requesting vacation time, vacation time is not
;'~iii:h'Oiii~d~ailie·employeewill not be paid for the day and will be subject
ig'<fiS'djJime'. ';.. .

. . : .. , ..; ....,.,. ':.",,"'_:.-,' _: •••.•=.;; ••

DOCUi)'!E\'Tl'.'tlU"lBER . ".- DOCIDIE1'o'TREVlSION rSSUEDATE EFFECT1Y!: DATI:

ORR-lon-Art.". '. -r NA DRAFT 3.12.12
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CITY OF BaSTON
OFFICE OF HUM-AN RESOURCES

Attendance
-.:...-...:......_---------_.._.-

Policy

Absent without
Leave

An employee is only allowed to be excused nom work if he/she has available
paid leave time and he/she requests to use and uses such leave time in
accordance with the provisions in airapplicable collective bargaining
agreement and City policies, or if he/she bas been granted an authorized leave
of absence, such as a leave pursuant to the Family and Medical Leave Policy,
O! if he/she has been granted a reasonable accommodation pursuant to the
Americans with Disabilities Act (ADA) and/or state law

For example, an employee who is not on an authorized leave of absence and
has no remaining sick or personal leave, calIs his supervisor prior to the start
of his shift and states he is sick and will not be coming to work 1he
employee's absence is not authorized and the employee will not be paid for
the day and will be subject to discipline. Ihis is only one example and is not
intended to be exhaustive

'c: ;:.

rmdy

-----."----._._.._---------_._------------,---

Employees are expected to be ready to work at the start of their scheduled
shift, having already attended to personal needs 1ngeneral, road
construction, transportation delays, personal issues and weather are not
acceptable reasons for tardiness. A record of tardiness shall be cause for
disciplinary action J:HtHmpeffOOH&ilete-lliaf·tlle-{ii!y-Bh1J"'i!e€e!emte-the
pfagF'**'jve-€!k3<:if.lltBe-f.lfeEieSfrfE>~6essWe_eF_pilttefRe4-laf4ffies&..

Furthermore, employees WHI-!!l1W be subjeot to discipline for extending a
meal 01 break periodts) beyond the permitted time for such meal O! break
period and/or for Ieavicg prlor tothe end of a scheduled shift Meal and/or
break periods cannot be used to shorten the employee's work shift, without
the prior w!itten nuthor~zationof a supervisor aT manage!

Ifnn employee follows appIOpriate caHin procedUles and notifies a
sllpervisor or manage! PRlOR,to thestart of'his/her shift ofhisJherJardiness
arid helshe has' available personal time to cover the length oftbe absence the
employee mav use personal time and not ha,e that instance.count as tardy:

If an em'oloyee follows appwOIiate oall in pIOcedures and notifies a
slipervisor 01 .manager AFTER the start.of hisJher shift that heishe wiJl be
tardv the emP]o~who has available persona! time maV still use persomil
tiri1e in order to get paid for the tardy time, however. this will count as·imdy... . ",

:..;

i
f
i
I

!

: t :~DOCU~I-i..rri\1Ji'r~ER·

OHR,2011-ATT
'Attcndance

, . ,..... ,

DOCUi'tIE.!"'\'T REV]SION I rSSUEDATE 'Ef1'EcnYEDATE

NA T DR<\.:FT 3.12.12 "- -"

I .1aj;e 5010 .
-
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CITY OF BOSTON
OFFICE OF HUMAN RESOURCES

Attendance Policy

I
Discipline Violations will result in discipline consistent with any applicable collective

bargaining agreement 01 law Ihe City f1W'BS to appl v the concept of
prof!!essive discinline in all but the most serious cases. At,wiil employees are
reminded that they may be disciplined up to and including termination at any
time Coming to work is an essential function of an employee's position
Subject to applicable laws, employees may be disciplined for unauthorized
absences, poor attendance, tardiness, and/or unavailability for work

NOTE
Ibis policy supersedes all previous Attendance Policies issued by the City's
Office of Human Resour ces, including the "Managing Attendance Progr am"

OHR-2011-ATT I
Attendance

, NA'I

I

lSSUEDATE
, DR4FT 3.12.12

,I
, I

I Page 6 of 6 --



Military Leave (4/13/12)



CITY OFBOSTON
OFFICE OF HUM..AN RESOURCES

Military Leave Policy

Overview

Scope

ANNUAL
TRAINlNG

MA National
Guard

Reserve
Campon
liie ,.
Forces
US

Military
Personnel
C~ll~d to Active
Duty .

Ihe benefits and protections provided for employees who take military leave
depend on the length of the leave and the type of military service performed
as set forth below

All employees may be entitled to leave for uri jtary service as stated herein
and in accordance with any applicable stat derallaw or collective
bar gaining agreement In addition, fami bers ofservice members may
be entitled to leave in certain circumst . ursuant to the Family Medical
Leave Act (FMLA) and should refe~~ iJt' Family & Medical Leave
policy

------_._-----,

For sworn personnel this is not to exceed

Employe the reserve c91Ifpqpepl of tJ,~ apned forces of the United States
who are called to active duty' will be paid the difference between the military
pay they receive and their regular pay from iht¢itj of Boston for upto five
years. Once the employee's military pay ceases the. City's payment of the
differential between the ,miploy~~'s militai~/pay -and his/herregular pay will
also cease . ." .' ._: . . .

. ,; ..,;.
;. ::. _..

. . -..

F DOCVi:\IENT NU1\:1B.£R

nRJW-O-:J.U\<1LL.-..
I Military
I

DOCtJi\IEh'T REVJSlOX I.' - . ISSUE. DATE
N~ I' nlHl<' 'd , 11

L:_._

EFFECTIVE DATE __

Pauli 1 on



CITY OFBOS10N
OFFICE OF HUMAN RESOURCES

Military Leave Policy
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18] days: The employee
fter completion ofservice

e position in which the employee would

oVIDent Rights Act ("USERRA':) Ifnot qualified to

An employee must provide advance notice of upcoming military service
unless doing so is precluded by military necessity or is otherwise impossible
or unreasonable An employee seeking military leave should notify the Office
of Human Resour ces as well as his/her Department Head and Supervisor
Official proof of military compensation in the form of military orders, DFAS
Form 702 or other similar documentation will be required for those
employees seeking to be paid by the City duri g their military leave pursuant
to this policy

Notice of Need
for Leave

Notice to
Return to
WOlk

j
Reilist
After I..
Langel 'tira
:D~ys

I .'~:,~~~:
, p':': - .,' '~" :">::

Dsition "';,, " " , .. ' " "
,:::u~iiyaii~bi~ ,:: ",.: 1t ~u~jng the military leave the employee's position is eliminated, the

:'; '~\~t'~!!~~/ :-i,i,f(?ryiIig ~0.pM'e~ shall be reemployed to layoff status In addition,
:', "", ::., ';:: C',' reinstatement may not be granted jf circumstances have so changed as to. .,;:. :;;;;,,~·;i~~-;.·-,' ~.:·:'·,i·· - .. , -
: DOCUi\"JENTNUi\JBER " , DOCUMENTREVISION I ISSUEDATE EFFECflYEDATE -
, ()P'R_?OlLM'TT,' I, ' NA I nRA'FTdn11

Militan. I PaoeZ on
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CITY OF BOSTON
OFFICE OF HUMANRESOURCES

Military Leave Policy

Impact of
Military leave
onAccrual of
Paid Time

ileal th Benefits

make such reemployment impossible 01 unreasonable O! if, in certain
circumstances provided by USERRA-!hc Uni!Grme~Ce5EmJllayccIi:
affi! Recffiplo)'fficat Ri;;1:b I.e: l'USER.~A."),such reinstatement would
impose an undue hardship

An employee will continue to accrue his/her regular vacation, sick and
personal days during his/her military leave paid by the City, consistent with
any applicable collective bargaining agre ~and USERRA In addition,
accrual rates and service credits will be as though the employee was
continuously employed during thep~~ ;military leave Employees will
be allov:ed to carry a~C1ued ~~~!!faftici~~b~youts consistent with
the applicable collective bargm,,;mg~agreement o~cy. Any payment to the
employee for such accrued' "Ill be based on th"!i,iem loyee's regular pay
rate at the time the employ ed such time and ~ . ent with the
applicable collective bmgainin cement olicy

.d military leave that have a qualifying family status
mid-year revocation of their elections In the

midy. il.tevocation, flexible spending accounts will continue
e extent the employee receives pay from the City

_._---.---------

;
;
I

r
,i

DOCUMENTNlli'Inm
[YOU -t n11 .NIH

Military

DOCU1\JENT :REY1SION
N<I

lSSUEDATE '...'
WRAHTdn1

I
I
I

EFFECTIYEDATE
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Family & Medical Leave (4/20/12)



CITY OF BOSTON
OFFICE OF HUMAN ~SOURCES

Family & Medical Leave Policy

Overview Jhe City provides a variety of different leave periods depending on an
employee's length of service and the specific reason for the leave of absence
The different provisions applicable to family and medical leaves me set forth
below

-----.---

Scope An employee who has completed his/her probationary period rnaybe eligible
for up to twelve (12) months of unpaid leave when necessary due to a medical
condition, to care for a new baby, 01 f(>l adoption of a child An employee's
eligibility for such leave and its duration is dependent upon the City's
operational needs The leave may be paid, unpaid, 01 a combination of paid and
unpaid, depending on the circumstances as specified in this policy

In addition, in accordance with the federal Family and Medical Leave Act
(nFMLA"), the City will provide eligible employees with a family 01 medical
leave for up to twelve (12)workweeks in any "rolling" 12 month period,
measured backward from the date an employee uses any FMLA leave Eligible
employees may take up to twenty-six (26) weeks of FMLA leave in a single 12·
month period to care for a relative who incurs a serious injury or illness in the
course of 'active military duty as set forth below FMLA leave may be paid,
unpaid, 01 a combination of paid and unpaid, depending on the circumstances as
specified in this policy
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If an employee is not eligible for a 12-week FMLA leave or a 12·month
parental leave, an eight (8) week maternity 01 adoption leave may be granted in
accordance with Massachusetts state law '

Additional medical leave may be granted in appropriate circumstances to an
employee as a reasonable accommodation fOJ a disability

All leaves above will run concurrently to the extent the employee's time off
falls within the parameters ofany of the various leaves of absence provided by
this policy FOI example, if an employee is eligible for an eight-week maternity
leave, a twelve- week FMLA leave, and a twelve-month parental leave, all
leaves Will begin on the first day of the leave and run concurrently

Time off due to a work-related injury will also run concurrently with any other
.applicable leave provided by this policy
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CITY OF BOSTON
OFFICE OF HUMANRESOURCES

Family & Medical Leave Policy

Leave Up to 12 Months due to Medical Condition

EJigibmty Employeeswho have completedthe probationaryperiod may be eligibleto
take up to twelve (12) months of continuousleave measured forward from the
datethe employee first uses this leavewhen the employeehas a medical
conditionthat causes himlher to be unable to work This leave (and its
duration) is subject to the City's operationalneeds This leave cannot be used
intermittently

Concurrent
Leave

r 0 theextent that the employee's medical leave also qualifies as FMLA leave (asset
forth below) or the leave is dueto a work-related injuryfor which the employee
receives worker's compensation benefits, such leave will run concurrently, andthe
employee will beexpected to complywitb thenotice andd6cmnentation requirements
necessary for thosetypesof leave .
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Employeesmust provide documentation from a health caie provider-that
substantiatestheir need for a medical leave of absence The City re tains the
right to ask for a second opinion The City will pay for any medical exam it
requiresthe employee to undergo .

----...::.--------.__._--_---..:~---.---_.

Duringa medical leave, an employeefaust lise any accumulated paid time for
whichthe employee's leave qrialifles For instance, an employee who takes til
12 month leave due to illness 01 injury must first use hislher accumulated sick
time and then any additional accumulated vacation 8I1d personal titp~ An
employee may choose to Ietain IIp to two (2) weeks (seventy urn hoursfor
employees who wOlka thirtyfive.f35) hom week or eighty (801 hotIfs for
employeeswho work afortvH.Q} 1,1m"week).ofsick Hmeto covcii absences
that may be necessmy aftel return frOm a·mediciiIleave. Ifan employee's paid
leavebalance is insufficient to cover the duration Ofleave, the einployee may
elect to use his!her available paid leave in incrementii.iesidllan Jiislher'
regularlyscheduled workweek. In'no event miiYiil'rirrmloy'e6'J:iifiess ihan
twenlyQQ) houis paid leave per week. 'AnY additional leave-time'Winbe
unpaid Paid time cannot be used to exterid the leave p'"nod beypl).<;J t\yelve
months .;:. . .. -,.. . . .
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CITY OFBOSTON
OFFICE OF HUMANRESOURCES

Family & Medical Leave Policy

Health
Benefits

Notice ofNeed
for Leave

I

The City "till continue to make its regular contributions to the employee's
group health plan premiums while an employee is on a medical leave The
employee's contributions will continue to be deducted from the employee's
pay during any portion of the leave for which the employee uses his/her
accrued paid time off During any unpaid portion ofthe leave, the employee
must make arrangements to pay his/her regular share of the premiums to the
City. Ifpayment is more than thirty (30) days late, the employee's health
insurance may be mopped fbi the duration of the leave When the employee
returns to work after his/her health insurance has been discontinued, s/he may
be required to wait until the next open enrollment period before s/he may re
enroll in the City's group health plan if his/her leave of absence extended
beyond aoy applicable 12 week FMLA leave as provided below

Employees seeking a medical leave of absence pursuant to this policy
provision should contact the Office of Human Resources To the extent that
the employee's medical leave also qualifies as FMLA leave (as set forth
below), such leave will run concurrently, and the employee will be expected to
comply with the notice and documentation Ieqnirements necessary for FMLA
leave

.-.---_._---------_._----
Once an employee has peen on mid 01 unpaid leave fill over twelve (12)
weeks (j7ai&e-r--illij*lidexclllding up to two (2) weeh (seventy (70) hows for
employees who' work a thhtr five ill} l,our week 01 eightY.llQl hOUTS fur
employees who work a fOlty{(0) hOll! week} of autnorizedyacation), s/he will
be eligible to accrue his/her annual vacation only upon the completion of
actual work equal to the length of the authorized absence or completion of six
(6) months of actual work, whichever is less Actual wOlk eQualto the length
of tI,e lluthorized absence 01 sixl§) months shall begin to run on the day the
eniployee returns from the last period ofabsence_;FOI example, an employee
takes' a medical leave fOI six months commencing August I, using accrued
vilGaiio:ri·~e during the first month of the leave.' When the employee returns
to woik on February 1, the employee must work for six months (until August
1) bero\-e he will earn the vacation that he would have earned January I had he
beeii:ilt work at that time Any period or periods during this six months for
whiG};' a;:; ;;;n'ploy~e is riot paid shali extend the six months by that amount of
iiirie. - . .

!,
I,
i

I
;
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L;: a.d~lj";;;;)lji e*,piey~a:wjJJ.-Jle longer r.ccme-senice credit toward his/her
:.~~\. ~':~~:~;:;',:«. >-:.' ..
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CITY OF BOSTON
OFF ICE OF HUlvfAN RESOURCES

Family & Medical Leave Policy

I

Elle"t ofLen,.
on Accrunl
Rate

An employee who is on a paid or unpaid leave of absence fOI twelve (]2)
weeks 01 less Cexcludin!! up to two (2) weeks. seventv (70) hours fO!
employees who work a thirty five 05) hom week or eighty (80) hours fOJ
employees who work a forty (401 hour week. ofanthOlized vacation) wi!]
continue to earn selvice credit towaJd his/hel vacation accmal Jate. However.
an employee will cease to eam service credit. fO! pmJ;oses of calculating the
employee's vacation acc111al wte. uutil an employee letUIl1S nom a leave of
absence longer than twelve (12) weeks (excluding lip to two (2) weeks.
seventy (70) haUlS fol employees whoWalk a thirty five (35) hour week.or.
eigJilvJ]O) hours fOJ employees who wOlk a fOlly(40) hom week, of
autl101ized vacation).

In addition. 1m to oDe 0) yem of wOlkels' compensation may be coiJnted
!oward seMce cledit for Rlllposes of calculating the emplo~'s vacation
accl11al iate.

, .:

Sick Time
Accrual

-----_..-.-.-----""-------~--:--"--.-------.-'--;-------_.-
)

Once an employee on a medical leave of absence is unpaid, 01 paid via a sick
pool, the employee will cease accruing any sick time

-:.;,' ...
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CITY OF BOSTON
OFFICE OFHUMANRESOURCES

Family & Medical Leave Policy

Leave up to 12 Months due to Childbirth or Adoption

EligibDity Employees who have completed the probationary period may be eligible to
take up to twelve (12) months of continuous leave measured forward nom the
date the employee first uses this leave when such leave is due to childbirth or
adoption This leave (and its duration) is subject io the City's operational
needs Ihis leave cannot be used intermittently

------------------
Concurrent
Leave

To the extent that the employee's parental leave also qualifies as FMLA leave
01 leave under the Massachusetts Maternity Leave Act (as set forth below),
such leave will run concurrently, and the employee will be expected to 'COmply
with the notice and documentation requirements necessary fOI FMLAJMrv.!LA
leave

;
t

i
t

I
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f
;
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I

~'-::' c.. :.-::~:-.~~• .'::';:~; "..:.';'.' '~::"'.' '; ': •. ':"."

For example, an employee who takes a 12 month leave of absence after she
has a new baby may choose to use her sick timefor the:first eight weeks.
Thereafter, if she bas'any r~in8iiiing'sick'tirD.~, she must lise such sicktime fOI
the next four weeks, and thereaftermust use her accumulated vacation and
personal time unless she c~ piq;A~e ~9~~nt~tion of continuing medical
issues that would j1]stifyuse gt her sick ti~e An eri1Uloyee may choose to
retain up to two (2) weeks (seventy tio) hOlrrS foj emPloyees who work a '
thittv five (352 hour week or 'bightyY80) houri for employees who work a forty
(40) 1,0m week) ofs"ic.k time to ·covei absences"thai may be necessary afte!
retllm from a leave:.~Ifau"elnpic)Vee;s" paid leave balance is insufficien't tei
." . .' ':;".i:... ~. ·:·:}::.~_:~'-~.:.~;f .:~::::.··l··~. ":'. >:~::' ::::'::~:: ." -.,.. .---

--,-,"--_._-,---'---",------_.,---,,-_._--

During a parental leave, an employee must use any accumulated paid time fOI
which the employee's leave qualifies except during the first eight (8) weeks of
an employee's leave following childbirth, Dming this initial eight-week
maternity leave, the employee may in his/her discretion use his/her paid time
off to cove! the absence

FOIpurposes of determining eligibility for use of accrued sick time during a
leave of absence due 10 childbirth, a new mother will be considered to be
disabled fOl the initial twelve weeks following the birth, thus entitling her to
use her sick time during this twelve week period Paid time cannotbe used to
extend the leave period

SUbstiiulion of
Paid Time

IFaroily & Medical Leave



CITY OF BOSTOf','
OFF1CE OF HUlVl..AN RESOURCES

Family & Medical Leave Policy

covel the duration of leave_ the emolovee ID'.' elect 10 use his/heI available
paid leave in increments less than hisfner regularly scheduled wOJkweek. ln
no event mayan emclcree use less than twentv (20) hours paid leave pel
week. except fOl the initial ei"ht (8) week maternity 01 adoption leave in
accOJdance with Massachusetts state law..Any additional leave time will be
unpaid

Employees seeking a parental leave ofabsence pursuant to this policy
provision should contact the Office of Human Resources

-------_._---------._--_._-

i
;
I
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I
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Once an employee has been on paid or unpaid leave for over twelve (12)
weeks (paid or uflj3aidexcluding up to two (2) weeks, seventy. (70) hOlliS for
employees who wOlk a thilty five (3SilJQllI week or eightti80) haUlS fOT
employees whQ..Y!Qrk a £0ItY_140) haUl.week, ofauthorized'vacation), sfhe will
be eligible to accrue his/her annual vacation only upon the completion of
actual work equal to the length' of'the authorized absence 01 completion of six
(6) months of actual work, whichever is less Actual work equal to the length
of the automizecl absence or six (6) months shall. begin to nU1 on the day the
employee Terums from the last period ofabsence. For example, an employee
takes a parental leave for six months commencing August 1; usingaccrued
vacation time during the first month of the leave When the employee returns
to work on February 1, the employee must work for six months (until August
I) before she will earn the vacation that she would have earned January I had
she been at work at that time, Any period 01 periods duringthis six months for
which an employee is not paid shail extend the six months by that amount of
time

In additiE>~mpleyee-4\--·m-_·leng6i'~'leatl":5ew.iee-eredit--lE>waFd-hisA'let'

>fa<;aii!>11 am;dal ;mte-6!iee4e--etapleyee--has--beel1--eIi a le'l'le of-a,9sel16e_EPa-ia
&r-iffipatElt-fur-more tl1frlHwq]-ve y,eeh

;:..;..~"------_.__._---._-----'----_. _._-
": I. -. v '

I

I
Effect of Leave
Qu.Vacation
Accrual
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CITY OF BOSTON
OFFICE OF HUW-N RESOURCES

Family & Medical Leave Policy

Siek .Time
Accrual

calculatinQ.the emolovee's vacation accmalrate_ until an emuloyee returns
from a leave of absence 10nQer tban twelve (12) weeks lexcludinQ uo to two
(2) weeks. seventy (70) hours fOI emuloyees who wOIk a thilty five (5) hour
week or eighty (80) hours fOJ el11uloyees who work a forlyi40) hour week_ of
authorized vacation).

In addition, up to one (]) year of wOIkers' comuensation may be counted
toward selvice credit for pmposes ofcalculatulg the employee's vacation
accrual rate..

----------------------
Once an employee on a parental leave of absence is unpaid the employeewill cease
accrulngany sicktime

.._--------------~-
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CITY OF BOSTON
OFFICE OF HUMAN RESOURCES

Family & Medical Leave
_._----_._----- ---

Policy

Leave oj Up to 12 or 26 Weeks Under the
Family & Medical Leave Act (FlldLA)

Eligibility The City provides employees with time off pursuant to the requirements of the
federal Family & Medical Leave Act

To be eligible fOJ FMLA leave, an employee must be employed bY the City for
at least 12 months or 52 weeks (not necessarily consecutive) and have worked
at least 1,250 hours (actual work) during the previous 12-monthperiod
(consecutive) FOI employees who are not eligible for FMLA, the City will
provide leave in accordance with Massachusetts law as well as City policy, and
medical leaves as a reasonable accommodation All leaves will JWl
concurrently

i
i

i
i
i
i
I
j
i

I
i
I
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:

r,

------~----

. ':. EFFECT1VED;\TI:

for the blAh 01 placement of it child fOI adoption or foster care,•

.; to care fot aspouse, child, Ol parent 'with aserioushealth condition;.. .., '". .

Part time employees who meet the eligibility requirements will be granted
FMLA leave on a pro-rata basis In other words, an employee who is regularly
scheduled to work eight h9UIS pel day, fOUI days pel week and who has
worked 1,250 110ms in the previous twelve months willbe granted twelve
weeks of leave consisting of four days per week 01 a maximum of 4;8 daysJ384
hOlHS. .

FMLA leave may be taken for one 01 more of the following reasons:
". . - '" .;, . .' , . . .. ' . ,

---_._-.. ._------'-;-;----..- .._-----

Cover ed Leaves

'.'
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CITY OFBOSTON
OFFICEOF HUMAN RESOURCES

Family & Medical Leave Policy

duty (orbas been notified of an impending call or order to active duty)
in support of a contingency operation

----------------------------_.
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CITY OF BOSTON
OFFICE OFHUMANRESOURCES

Family & Medical Leave Policy

Serious Health
Condition

Leave For" "Serious Health Condition"

A "serioushealth condition" is an illness, injury, impairment, 01 physical or
mental condition affecting the employee's or family member's health to the
extent that inpatientcare is requiredin a hospital, hospice, Or residential
medical carefitcility, 01 a condition that requires continuingtreatment by a
healthcare provider. It includes a serious and longterm illness whichresults
in recurrent or lengthyabsences for treatment or recovery.

A serious health condition involving "continuing treatment" by a health care
provider includes: (1) a period of incapacity of more than three (3) consecutive
calendar daysand anysubsequent treatment Or period of Incapacity relating to
thesamecondition; (2) anyperiod ofincapacity due to pregnancy or prenatal
care; (3) anyperiod ofincapacityor treatmentdue to a chronicserioushealth
condition (e g., diabetes, asthma, epilepsy); ,mel (4) a period of incapacity
whichis permanentor Iong-term andfor whichtreatmentmay not be effective
(8 g, Alzheimer's disease)

I
I

!
;
i

Advance Notice A 3()"day advance noticeof the ne~d to take F'MLA ie~';~is r·~cluired when the
needis foreseeable if the needfor ~ leave'ii ;;ot"forci:se~&ble because ofa l~ck
?i~ow)edg.e of appi()id;nj'fe~Y.-?i~e#),~~{;~:~W,~~f#ile~ i~,~~~#~ i.6fange ..
In 91Icurn:S:!Ulce~,ora :ne~qal ~e!~~!,P!\~~g IJ.l~'t.Wp.IgYi'~;w';p'~ ~y~?S
much notice as is possible under the particUlar clI&llmstances mvolved
" '..:. . ~ :',' :.....:'. ", :' ,.'.~?i'~ ~~:~:~;~ ~~~~Zk!r~~::~f~~:~r~;~~:~ ., . -,

.-: . i' -~ .. '.. ;"::#7H~·~~~~~f.11~::'g~{f~~·J~t~!~{{~ J·<t~~·: .. ;:~ ';/.-~:
;E,fJec1ive !'l0/ice Notice is givenwhenthe employee slibmils.llwritteiJ:rerriieii\for:il1eave to the .

Office of Human~esourc~~'~~jfa: ~rwilts>ih.$J%;~lfit§.'ffif·~qqth,i.F0.er i ,~ ': r ':

department If written IlPtiC~J~H;9.t,li\9J~lt'{~~;';~~Yf,~;1o~7-:P.~~f~f.i$f;.;!e!,'(e':Yar. i'
not foreseeable, ore]nD!Jficati.o:g$l19!,!d,b.e,mvJ;Il":Imfl).".qIa~8Y,to.~.:>'D.Y'loyee's:'

.. .. . :.. ·,'·~:'~~1~1r.:~lf~;ptwt;~·~~!rt.,*~~;;k~-W;~5r~~ ·:..~,~·E .
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Notices for
Leave Due to
Seiilius B:e~lth
Cbndition'

Employees with questions aboutwhether a particular situation qualifiesas a
serious health condition shouldconsult with the Officeof HumanResources

To receiveFMLA leavebecause of an employee's o)vn s.eiiou.s .h~ai~
condition or to care for a spouse, childor piqent~ asezious health
condition, employees shouldlilye the foilowmlrIio~rie'4 aJidJqI oertlfications:
. • '" . ;' • ~! . . l . .'
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CITY OF BOSTON
OFFICEOFHUMANRESOURCES

Family & Medical Leave Policy

supervisor and followed up in writing as soon as possible thereafter
Employees are not required to name the FMLA when asking for time offor
notifying a supervisor of the need for leave FMLA leave should be
considered in situations in which an employee requires extensive use ofsick
time or if a supervisor receives feedback from other employees about the
employee's serious health condition 01 family circumstances

--------_._--_.._--------

Medical
Certification

Satisfactory medical certification must be submitted with the leave request O!

at least within 15 days of the request for the leave The certification must
support the need for leave due to a serious health condition affecting the
employee 01 the employee's spouse, child Or parent, and include the date the
serious health condition began, its anticipated duration, diagnosis, and a brief
statement oftreatment, along with a statement of the employee's intent to
return to work

-----_._--
!
i
!

Authentication
& Clarification

The Office ofHuman Resources may communicate with the employee's health
care provider fOI authentication or Clarification of the contents ofthe medical
certification document. Employees will be expected to authorize such
discussions as necessary for then health care providers to provide information
necessary to complete the medical certification

,
!
T

l
I
I

I
i

EFFECTIVE D"TI:

"----_.._--------.-_.-.-,-----"_•. _----•.._--_.._---
A\t employee's failure to provide required notice of the leave oi the
c~rtlticatf?nne¢~sary to designate the leave under the FMLA mE\Y result in
.tpe request for time off being denied Alternatively, the qly may designate an
mpployee's. absence as FMLA leave whet) it has information sufficient to make
t!r~ il~ignation even if the employee fails to provide' the required certification

.. ,'.m documentation .

Failure to
Provide
R~q~iie,j .:
Doctimentflqo~

...•..
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CITY OF BOSTON
OFFICE OFHUMANRESOURCES

Family & Medical Leave

that the employee's pr esence would be beneficial D1 desirable

Policy

Periodic
Reports

Clearance 10
Return to
Work

Intermittent
nnd Redueed
Schedule Leave

-------.._------
Periodic reports may be required during FMLA leave l egarding the employee's
status, anticipated duration of leave, and intent to retum to work Medical
certificationis required to covet all periods of absence while on leave

Medical documentation will be required certifying the employee's ability to
return to work from a leave due to an employee's serious health condition

._-_..._-'------'-'---_._......:::._._.----
When medically necessary, employees may take FMLA leave on an
intermittent basis, 01 by reducing theirnormal weekly 01 daily work schedule
to care for a sick spouse, child 01 parent, 01 because the employee is seriously
ill and unable to work, To be e11gible for an intermittent 01 reduced schedule
Ieave, the employee must give thirty (3(l) days notice, if the leave is
foreseeable, and the medical certification must include dates and the duration
of treatment and a statement of medical necessity fDr taking intermittent leave
or workinga reduced scheduleFuither, the employee must discuss with his/her
supervisor the scheduling of such leave to minimize disruption to the City's
operations, and the City may temporarily transfer an emplDyee to an available
alternative position with equivalent pay and benefits ift)i<:> alternative position
would better accommodate leave on an intermittent or reduced schedule basis

----~_.-----_._--,-_._---:---.---.-:-:-~_.---.:-

Leave for BirtJl,Adoption, or Foster Care Placement oi a chiid
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CITY OF BOSTON
OFFICE OF HUMAN RESOURCES

Family & Medical Leave Policy

placement

Advance Notice A 3D· day advancenotice of the need to take FMLA leave is required
whenthe need is foreseeable If the need for a leave is not foreseeable
because of a lackof1cnowledge of approximately when leave will be
required to begin, a change in circumstances, or a medical emergency,
then the employeemust give as much notice as is possible under the
particular circumstances involved

!

I
]

I
r

I,
I

._---------_._-------..

Sufficient proof of adoption includes a certified birth certificate 01 US
citizen.sl!ip documentationand a certifiedcopyof the original final
judgment or decreeofadoption If the child is adopted intemationally,
sufficientproof of adoption inoludesa certified copy of the original
foreign adoption decree (and a certifiedEnglish translation) and an
original foreign birth certificate (and a certified English translation)
along With 011e of the following: the child's green card 01 foreign
passport With 1-551 stamp .

Thenotice must include the employee'sintention to return to work
following the leave, andappropriatedocumentation from aphysician
for childbirth, or other aPpropriate entity for adoption 01 foster care
placement should accompany the notice andrequest for leave A birth
certificate will suffice as'sufficientproof of childbirth

i?uifiC1~t.PIoof ~OI foster care placement is the employes's certified
foS!ef care Iicense arid certifiedpaperwork showing the child's
p1acei:gent ' . '.' ..

. . •.. .,,,. .. ". ". , '" '''c.'.:...:::::.::.:.

Notice is given when the empioyee submits a written request f01 a leave with
" •••' '; ;. ",'~.I "'. ",",~_;. "".~.,.' • '" ", ••• f ~_ .•• , ..

appropriate docUmentatiop to Jiiib6'silpeiviSm andlor the Office <if Human
,ReS01rrtes' . ;: -: ; :';" . ;;.;:: ,,:'"

.....',:~ .... ~.{:.::. ·:~;:i.·;,~~ ">l :;.••~._ ~.;... . -. 7 l

-.---,.._..._----:----.-.

Content01
Notice

tIse o11im. on
With Pay

Effective Notice
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CITY OF BOSTON
OFFICE OFHUMANRESOURCES

Family & Medical Leave Policy

to childbirth 01 adoption, an employee must use any accrued but unused
vacation and personal time Use ofany paid time may not be used to extend
the leave period,

____-C. .

Continuous
Leave DUling
12-·Month
Period

A leave fOI birth 01 placement for adoption 01 foster care must conclude within
12 months of the biIth OI placement Sucha leave must be taken ~ll at once

--------- -------_.
Spouses Both
Employed by
City

If both spouses ale employed by the City, they me entitled to a combined total
of twelve weeks/months of leave fOI the birth 01 placement of a child fOI
adoption 01 foster care ,. .

Reinstatem en t

--_._---_._----_._--'--------_.

Upon return from a twelve-week matemity/adoption/foster care leave under
the FMLA, the employee will be reinstatedto bislhe:l previous, 01 a similar
position with the same status, pay and length ofservice credit, wherever
applicable, as of the date of the leave, unless there has been a layoff01 other
changes in operating conditionS affecting employment during 'the period of
such leave

I
i
I
j

i

I,
---_.._---,------ -_._.._----_.,

I
I
I

I
i

!

~..

; : ,

Ji'MLA Leiwe to Care for ali Injured or ill Servicemember

~~::-,~_,-: :~::.,"::_~.';'?:""';--'J':~:',-,;:",~i;; _;,,0.. _.•~.';~",':b. _':.'.:$.:~-'"••:~ . ~ • . .. - ,j

~.;:. :~-:·..;DOGUi\"lENT·l\Lh""IBrn :--:-,:j "".';. DOCUjllIEl'iTRVIlSION .. .. . JSSUEDAT,E. tFFECTI'/EDATE
J ;,.:0lIR-2.611Fi\ .. ,
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Faiiiily~&'.li1eaical Leave
;: . , ., Pase 14of19
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~
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Eiigibie employees may take up to twenty six (26) weeks of leave in a single
12·monil).period to care fo; a ~uIlentmembel of the Armed Falces, including
the 1':1ation.'il Guard a! Reserves, 01 a member of the Armed Forces,the
:tTaiioriaJ Guard 01. Reserves :Who is on the temporary disability retired list, who

,i .b:~S'il;SijiqlU; iiiNl}' oi illri~~s Incurred in the line ofduty on active q,ity for
. }vlij9h he ofiIie isiiiidelgofug medicaJ treatment, recuperation, or therapy; OI

,.'::~'~;;ofli~rWiseii:l,otipatient sta"tqs, Leave ina'y also be taken to care fell a veteran
. ~.. '.:" {,,;;lio'is undelg6ing medical ti~atinent, iecupblation, OJ therapy for a serious

.~,~: ~.{;:';;~;~~{(i3YiY iii JUrii>.iii·~ihvho wa~ a member pfthe AImed Forces atany time
. ..' :r ,2. .,,:? '~.(f(iprig the p~iio"i1 (;f five (5J jeais preceding the date on which the veteran

~~,}r;~i~l~~Hti~4~;~~~1~t~~tf~~'~ti?,:ent.: :,. ,

\;.;::.:,·,;gi;',\ti"¥((~;.~}}ti!Ait"ugib'ie'!A;~jJyee;s FMrA leave entitlement is limited to a combined total

,Ti:;~,,,.~Ji~1~1%m1[::::?[:~~~:~;:~YE:. ;."<. . . ,:.. .. .. ,



CITY OF BOSTON
OFFICE OFHUMAN RESOURCES

Family & Medical Leave Policy

------------..---,

of26 weeks of FMLA leave for any qualifying reason; the employee is entitled
to no more than 12 weeks of leave fOJ FMLA·qualifYing reasons other than to
care fOI an injured or ill servicemember FOJ example, an eligible employee
may take 14weeks of FMLA leave 10 care for an injured servicernember and
12 weeks of FMLA leave to care for a newborn child, for a combined total of
26weeks of leave

Serious Illness
OJ Injury ofa
Servlcemembet

Family
Member

A "serious injury O! illness" means an injury or illness incun ed by a covered
servicemember in the line of duty on active duty that may render the
servicemember rnedically unfitto performthe duties of his 01 her office, grade,
lank or I ating

In order to care f01 a covered servicemernber, an eligible employee must be the
spouse, child, parent, 01 next of kin of a 'coveled servicemernber

----..._---,._.._-,---,,_.--------,-,_._------_.-

Ihe "single 12 month period" in which the 26 weeks of leave can be taken
begins on the first day the eligible employee takes FMLA leave to care fin a
covered servicemember and ends 12 months after that date

Leave Pertod

,------...._--- ----_._-------------_.-
!,

I
F~ Leave Due to Qualifying EXigencies fOJ Families of Members of
theArmed Forces .

An eligible employee may take twelve weeks of FMLA leave while the
employee's spouse, child, or parentis on covered active duty for certain
qualifying exigencies

i' . . . '.,. '. ' ..
Covered Active ,~Coyeled active duty" fOI a member of the regular Anned FOICes means
Du(y ';" ,. ,~epldymeDtina foreign country and, fOI a membm ':;filie;;;;seJ':es;'iiepio-ymenl

. 'fo' aforeign country undera call to active dutY under c~rtaJP.:fedh~!~VtL ' "

. ~ . . ; . .' ., ..'i.l;[',}i ",r:': . :~ ~:f:'~,' .' i ;

, .-.-'--,--_.,------- ._--~-'.
, "" ":-:--,--:-" ..• '" ' ", ""

: :-

!
1

!,
I
1

. ~ 0." .~.' " ~"" _{"J',. -,.:.. '·C.::·

':: i' Quiiljfyipg ;L~ve may be taken for ODe of the following "ql,1al,ifY.irig:&jiJgep.bi~;i~' , ~";:" <

;:': " ,,'Erigencies :a;:~~s1 by the applicable lCgu:a~?ns: (1) shorJl:9E,f!l.:§te!~i#.)~t!~~~~P! ;;j~~;i::~;;L

;.=.;._:,i,:,;,;..:.o.:;I-:·;,~.-,.;~.~.lf);L~'i,/':., :P.ll}~ events and related ~ctiYJtJes, (3) to alIiliJe;:o ",ll';1f.}'JJY~~euJ.s.~ )'.~~ JJ~fu~Cf;;;i:
_. ~.. • __~_ "'M. _;: ': • ~ • ;; >.: .. "" ' :. ';:'~;:::": ·:+G;~;;:~~~-·i·=- !~f:-.?- -, -; >"';·~);:f~..",~.~.~.~;,,·.,,~,.:,..·-i:";',',,"i.,,~~-
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CITY OF BOSTON
OFFICE OFHUMAN RESOURCES

Family & Medical Leave Policy

school activities, (4) to make financial or legal arrangements, (5) to attend
counseling, (6) to spend time with a resting 01 recuperating servicemember, or
(7) to attend post-deployment activities

Conditions
Applicable to
AlLFMLA
Leaves

An eligible employee can take up to 12 weeks ofleave under this policy during
any 12- month period. For Ieaves that do not involve an injured
serviceznember, the City will measure the twelve month period as a lolling 12
month period measured backward from the date an employee uses any leave
under this policy For leaves involving an injured servicemember, the City
will measure the single 12 month period beginning on the fust day the
employee takes the leave and continuing fOI twelve months thereafter

,
;

I
i
i
i,,
i
!
i
i,
;
i

J

i

Each time the employee takes a leave for one of the reasons covered by the
FMLA, the City will deduct the leave from the 12 (or 26) weeks available
FMLA leave may include absences fOJ which the employee has received paid
sick or other leave, 01 all or part ofabsences for conditions which pr ogress into
serious health conditions to the extent that the leave meets FMLA
requirements

1f the employee has accrued paid leave, the employee must use paid leave tiI st
and take the remainder of the twelve (12) yieeks as unpaid leave. An
employee may choose to letain lip to two en weeks (seventy (70) hOUIS fOi.
employees who ~olk a thhty·five (35}hom week 01 eigbty (80) hours f01
employees wbo wOlk a forly (40} hour weekWsick time to covel absences
that'maY be necessarY after retuin flom a medical leave (except for it. female
6niPioiee'~PIs! eight weeks of'matemity Ieave during which the employee
may ~:16cise to use such paid leave 01 not)

W1Ule on aa approved FMLA leave, an employee must use any earned but
unused pirl~ time-off availab1e·ii the reason fOI the leave qualifies fOI the paid

}: ,••.• ":: •• ,t..... :..: '",-, .. -.. , .' 1_':'/ '""";... _. " ' .. ,'... • ...
time off!Jegefi~,If!b~ lea"(¢is 91] account of the placement of a cp.iJd fOJ
adoptioiJ:Or. fostei care,io care foi aSpouse, child 01 parent with a serious

i •.••.. ;..-. "';'~"l'" .. ,: •.•.. ,- -, .' , -r.•••
health conditiiliI 0) the emjiloyee has used all ofhis/her available earned SIck

:~wM;?J b~~i,:;~)nL~~?j~'~f#~"~?j~!U.9~; !h~'emfiqyee .must.~~~yac~ticin
OJ any pili",!' P~~.Mhday,'J~cQ1I1p'enSl!torj time" 01 personal time available II
aD ei:l1l;loyel,!s'ptiid !eav~ balance islnsufficierit to cover the dUlation of leav!h
tJi.e·~mpJoy1{~ Uffi:y,cii<icti:o fi,;e1i's!1:iej' available paid leave in meremeirts less .
:tha;;Tiisili~r.'teg;jjiirlv.'s'Chei:liJ'lea -w6lkiVeelt'~rn no event mayan ·emp!oyee use
j~:~~·~:t~~~t~~~~%=;j~~4.~:};~~i1~~::~~*~~~~;::::r/.·~:-.·. - ".:': . ".::; .
--.';..•. ·,;~7'!. ;~~"'~~';">""~::":~'':-f'i",:~.;,:.;f;:'~1 i., :..::~~.:;-:.'.~:... 'i" ·f·

Substitution of
Pnid Leave

.. .... -- ~~:+ -,~;-;~~-*•• -:;~!J.·'!'r." . '':'' ';:-.,:~:;, :;~;:'t.:: .c..'~t-.''''~'' ·.:-;_.:..~..-s-; ~~ :'. ,",
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CITY OF BOSTON
OFFICE OF HUMANRESOURCES

Family & MedicalLeave Policy

Jess than twenty (20) hours paid leave per week. exceot for the initial eight (82
week matemity or adoptIon leave in accmdance with Massachusetts stale law,
However, use ofpaid time, including sick, vacation 01 personal paid time, may
not be used to extend the leave period

Benefit
Continuation

The City's conlIlbution toward grouphealth insurance will be continued
during anFMLA leave If the employee has paid time available, the
employee's required contribution toward group health insurance, if any, will
continue to be deducted nom the employee's pay. However, in the event that
the leave of absence is unpaid, the employee must make timely payment of
his/her required contribution prior to the first day of the month fOJ which
coverageis extended, hut no later than thirty (30) days following the beginning
Of the month If payment is more than thirty (30) pays late, the employee's
health insurance may be mopped fOJ the duration ofthe leave In some
instances, ifan employee fails to return from a F'MLA leave, the City may
recover premiums it paid to maintain health coverage far the employee

----._,-_.._-_._----_.._._._ ...._-_._._---_._--
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I
Effect of'Leave
011 Vacation
Accrual

I

Once an employee has been on paid 01 tmpaid leave fOI more than twelve
weeks (pai4-e~de."{cludipgup to tw.Q..f2) weeks (seventy GO) hOUlS for
employees. who work a thilty five (35) hour week or eighty (80) hours for
<m.rnl9yees who work a foxty (40) hour weel,) ofauthorized vacation), sl.pe
must actually work for the Jesse! ofthe length ofthe leave or six (6) months
before 'sfb.e will be eligible to accrue hislhel annual vacation, 'Actual W01l<

egilal to the length of the leave of absence or six (6) months shall. begin io nin
on Theday the employee letmDS fiom the las! period of absence, -For example;
an employee takes a medical leave' for six months commencing August 1, , '
using accrued 'vacation time during the first month of theleave When The
employeereturns to WOl~on February 1,the employee must work fOI six .
inonthsIuntil August l) before he will earn the vacation that he would have

i earned January 1had he been at work at that time. Any period or periods
:'; ~ " .4iiring'thiiSfx monthsfor which an employee is not paid shall extend the six

t'~:'(;'EJ:l; , .. ~:nthS by that amount of time ' ; , "

\,C;;,~,. ji; ;i~. .'.;, - :;'In adc1itieIi, ail empleyee. 'Nil! nO lo"geHle~r ...iee ereclit lewaR'!:-NsAier
~~;~:*nf.~~,,: i:>, ;:f3i;':fB:~,aijb~ '~e?~';al Jete ~nee..tJl~ ~'"::'I o~'ee has beel'H>frfr j ewee of abs~He~atil
".";,,,;" ..es»::"", "'.,.";.~ld)fill mOle fuan t "eJ. e .. eel,s.

,~;a*;,~,"~u~,," :~, ~~:';~o~r~-===~;:-:;,:;;~~
:j;?:">;"~~ FainilY.-&JVJ:eClld21Leave -, I I~":"""'·'
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._-_._--================-
Effect of Leave
on Accrual
Rate

An emoloyee who is On a paid or unoaid leave of absence for twelve (l7)

weeks or less (excluding up to tViO (2) \'eeks. seventv (70) hours fOI
employees who wOlk a thirty five (35) hour week or eicrhty(80) hours fO!
employees who wOlk a forty (40) hOlll week. of authOlized vacation) ,Vill
continue to earn service credit toward his/her vacation accrual rate. However,
an employee will cease to earn service credit. foi.pUIPOses of calculating the
emoloyee's vacation accru.~lrllte, rmtil an emnloyee rettuns from" leave of
absence longer than twel~112) weeks (excluding up to two (2) weeks,
seventy (70) hours for emplovees who work a thirty five (35) hOlll week 01

~ty (80) homs for employees who work a fOlty (40) hour week, of
authorized vacation).

In addition, UP to one (J) year of WOIkelS' compensation mav..!&counted
.toward service credit [01 purposes ofcalculating the employee's vacation
-~~, . '

;":,

·:OOCUi'l1Ei\tTJ'\"lJiljBER . J. DOCUi\1Ei'iTREVISION

-.-----------.--,.---------.-------',.-----7---._._-

Once an employee on a leave of absence is unpaid, or paid via a sick pool, the
employee will cease accruing any sick time I

I
[
I
!
I
j

i
1

I
i
!
I

.,----,.---_...._-------_.__.__..._-_.-._._-
, . .~..

All employees On an approved FMLA or family leave will be restored to an
equivalent OI the same position at the conclusion of the twelve or twenty-six
weeks. of leave with the same pay, benefits and other employment terms and
conditions The position will be the same or one which entails substantially
equivalent skill, effort, responsibility mid authority. H0'Y~v~, an employee
has no greater rigIrt to reinstatement or to other benefits and conditions of
employment than if the employee had been continuously employed during the
leave period

If an employee returns from a leave oflonger than twelve/twenty-six weeks (as
applicable) pr 12 months,as applicable, his/her position may not ,be available
However, the City will rriake an effoI!tdfuid a (;illljp~i'~blep6#tion Failure
to return from a leave of absence on the anticipated date of return will
constitute aresignation /<: ':. '

. . ': : ~ .

Sicl\Time
ACCIunJ

Restoration to
Position

!
I TA8.lilAJ 4,20.i:Z'· ,', . " .. ,
T' .. r' 1'ago180f19
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Forms Ihe City requires the following certification forms depending on the type of
leave at issue:
Parental Leave:

• Form V1H380E (for the birth ofa child)
• FormV1H 380F (for adoption, foster care placement, parental leave)

Employee Medical Leave: .

• FOlID.V1H 380E
Leave to Care for Family Member With Serious Health Condition

• FormV1H 38'OF
Military Caregiver Leave:

• Farro WE385
Qualifying Exigency Leave:

-Fonn WB 384

The City Issues the following forms to employees in response to requests for
F11Iu\leave: .
Form WB 381 - Notice of Eligibility, Rights & Responsibilities
Forni WH 382 - Designation Notice

-----------_.__._-_.-_.._-.-._------

.rssUE DAn: .

TA ~.18.1! 4.:20.12 .
_0 EFFECDVEDAT.E
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Light Duty for Employees on Workers' Compensation



Light Dutv for Emolovees on WOIkers Comoensation

A Pursuant to applicable law, the City may provide light duty assignments to transition
employees who ale receiving benefits under the City's workers' compensation program

back to work as soon as each such employee is physically able to perform light duty
work

B When an independent medical examiner (IME) selected pursuant to G L c 152, or the
employee's treating physician determines that the employee is fit for light duty, the
employee must return to work, subject to the availability of a light duty assignment as
determined by the City pursuant to applicable law

C Light Duty assignments may include, but are nollimited to, a shortened workday or
clerical or administrative duties, such as filing, operating the computer, answering
phones, data input, assisting with the reception desk, minor modifications to existing job
functions and/or other similar department-related duties If available, light duty
assignments will be as similar to the employee's original position as possible with minor
modification, consistent with the restrictions recommended by the IME 01 employee's
treating physician

D An employee who is assigned to light duty shall not be assigned to any duties, even
temporarily, that would require the employee to pet form duties that are not within the
restrictions recommended by the IME or the employee's treating physician

E An employee who fails or refuses to report for light duty is absent without leave (AWOL)
and may be subject to discipline If the employee's department has no appropriate tasks
available for the injured employee, the Office of Human Resources Workers'
Compensation Division will survey other departments to determine if they have a light
duty assignment consistent with such recommended restriction An employee may be
assigned light duty work in any position within the bargaining unit even if such position
is in a different department/work location/schedule so long as the position requirements
are consistent with the medical restrictions recommended by either the employee's
treating physician Or 1ME, whoever determined the employee was fit to perform light
duty. The City shall endeavor to assign employees to light duty within their department
as a preference, but retains the right to assign employees to any position within the
bargaining unit When necessary, the City shall also provide job specific training for
those assigned outside of their regular scope of duties and responsibilities

1

!
I
!
I
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F - The City may requite an employee who is assigned to light duty to pericdically finnish a

written statement, from his or her treating physician Or an IME

G Light duty assignments shall not exceed 3 months in duration, without express written

agreement of the Department and the Workers' Compensation Division Such an
extension shall be consistent with the medical restrictions recommended by either the

employee's treating physician or IME, whoever determined the employee was fit to

perform light duty

H Employees on a light duty assignment will not be authorized to work overtime hours or

perform out of grade assignments in a highet grade

The Workers' Compensation Division shall provide the employee with written notice of
his/her light duty assignmentand a copy will be provided to the Union The light duty

assignment shall be consistent with the medical restrictions recommended by either the
employee's treating physician or IME who determined the employee was fit to perform
light duty

1 It is understood that assignment to light duty pursuant to this Section is temporary in

nature Ihe City understands its obligations pursuant to the Collective Bargaining
Agreement and Civil Service law with regards to temporary service and promotions 1 he
Department retains and reserves its right relative to involuntary disability retirement 0' to

separate an employee consistent with applicable law Nothing herein shall limit the
City's or the employees' statutory rights An employee's filing for voluntary disability

retirement shall not prevent the Department {rom requiring the employee to perform light
duty, if applicable

2
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CITY OF BOSTON
NCFO PERFORMANCE REVIEW SYSTEM

Employee's Narnet, ~-----

Job Title: _

Department _

Evaluator's Name:

How Long Under Your Supervision: _

Pet iod of Evaluation:

--------

Date;

The PRS Evaluation Form was developed to meet the following goals:
I) to provide an objective, consistent, and fair system for measuring employee performance;
2) to inform employees of the quality of their work. to identify those areas needing improvement. to set

specific objectives for employees, and to provide employees an opportunity to discuss their career
goals and the support they need to meet those goals; and

3) to assist department heads and managers in evaluating their workforce, identifying employee
potential, and establishing priorities for training and education

Instructions for Evaluators
The Rating Guide will provide the basis on which nil employees will be rated Each category and the criteria must be
objectively applied to each employee to ascertain whether or not the standards have been met Follow these guidelines
in evaluating the employee:
• Judge each employee on the basis of work now being performed
• Place a check in the bOK beside the phrase which best descr ibes the individual being evaluated
• Use the Comment/Explanation area to explain your rating or to describe an employee's strengths in the area
• Ifyou have given the employee a rating of vdces not meet expectations" or "partially meets expectations" in any

category, you must identify the areas for improvement in order for the employee to successfully meet expectations
Clarify YOUl expectations

• Use the Development Action Plan section to outline new goals, training and development suggestions, additional
skills, coaching you'll provide, possible rnentoring, etc

• Allow employee sufficient time to provide comments to the evaluation if the employee wishes to do



Section 1: CORE PERFORMANCE CATEGORIES AND CRITERIA

JOB KNOWLEDGE/I ECHNICAL SKILLS
~ Significantly o Above LJ Successfully o Partially o Does Not Meet o Not
Above Expectations Meets Meets Expectations Applicable
Expectations Expectations Expectations
Demonstrates Has become expert Demonstrates Needs to obtain Lacks knowledge to be
extensive in requirements of knowledge and more professional, able to perform the
knowledgerequired the job; can skills required to administrative, job; does not
to perform the job, anticipate work performthe job; supervisoryandlor understand principles
including new needs and always understands specialized & procedures; applies
technologywhere follows appropriate principles & knowledge to knowledge only after
applicable; easily procedure procedures and call satisfactorily repeated explanation
applies principles & apply 10 work perform the job or with close
procedures to assignments without supervision
complex close supervision
assignments, needs
little supervision;
keeps informed of
new developments;
readily acquires new
skills and
technology where
applicable

.__. ,--- --_.

Comments/Explanation;
If Partially Meets Expectations Of Does No/ Meet Expectations is selected, please identify areas for Improvement

PRODUCTIVITY & USE OF TIME
o Significantly o Above o Successfully LJ Partially o Does Not Meet ONot
Above Expectations Meets Meets Expectations Applicable
Expectations Expectations Expectations -
Produces vo fume of Produces and Produces volume of Demonstrates Work is below
WOl k above the sometimes exceeds work required by reluctance or expected output; often
requirement on or volume of'wcrk the job and meets difficulty fails to meet deadlines;
ahead of'establlshcd required or deadlines completing assigned docs not WOI k on
deadline completes ahead ot consistently workload; needs several responsibilities
Demonstrates deadline; manages Demonstrates ability assistance wor king simultaneously but
exceptional ability several to manage on several tends to do one at a
to manage several responsibilities responsibilities responsibilities at time
responsibilities simultaneously, simultaneously; once; needs
simultaneously; effectively manages manages time to assistance with
manages time to time to produce produce required managing time to
produce and often required results results meet deadlines
exceed required
results

L...--..._.. ~-"_." .

COlnntettts/Explan utloII ,;'

If Ponially Meets Expectations Of Does Not Meet Expectations is selected please identify areas for improvement

2



QUALIIY Of WORK
D Significantly UAbove o Successfully o Partially U Does Not Meet ONot
Above Expectations Meets Meets Expectations Applicable
Expectations Expectations Expectations
Demonstrates \Vark is consistently Work is accurate Work is generally Quality of work is
innovation and accurateand and thorough, rarely accurate and below required
creativity in doing thorough and rarely requiringrevisions thorough, but standards ofaccuracy
work; w ark is needs revisions or or further direction occasionally and thoroughness;
always accurate and further direction of from supervisor; inaccurate or supervisory direction
thorough and docs supervisor; accepts and lacking in ignored or not sought
not need revisions sometimes develops implements new thoroughness; needs
or involvement of improved new and ideas for doing the additional direction
supervisor, often better ways of doing work or assistance from
develops new and the work supervisor
improved ways of
working '-- -~

C'omments/ExplunaIion,:
IfPartially Meets Expectations or Does No! Meet Expectations is selected, pleas e identify areas [or improvement

INIT IATlVE & RESPONSIBILITY
-~ o Does Not Meet

----..
L~ Significantly bJ Above ~U Successfully U Partially UNol
Above Expectations Meets Meets Expectations Applicable
Expectations - Expectations Exoectations
Seeks out new or Sometimes seeks Monitors tasks, Sticks closely tojob Sometimes docs not
additional rasks, out new or projects 01 routine; I cluctnnt to perform
projects or additional tasks. responsibilities take on additional responsibilities within
responsibilities; projects or independently, with duties as required; job requirements, even
follows through on responsibilities: minimal need for needs assistance in when directed;
actions items, willingly accepts supervision, follows monitoring projects; requires prodding and
exerting effort well additional work through on action follow through on monitodng to finish
beyond whnt is with positive items in timely action items is slow projects, duties or
expected; altitude; follows manner; accepts and sometimes responsibilities; does
anticipates problems through on action additional work as holds up results not follow through on
or opportunities and items, suggests requested action items in a
works to devise improvements fOI timely fashion to
solutions 01 efficiency ensure results on the
improvements job

-
Comments/ExpIanatl Oil :

IfPartiotly Meets Expectations Of Does Not Meet Expectations is selected, please identify areas for improvement



CUSTOMER SERVICE
o Significantly U Above o Successfully o Partialiy o Does Not Meet DNot
Above Expectations Meets Meets Expectations Applicable
Expectations Expectations Expectations -
Demonstrates Demonstrates Demonstrates Sometimes Sometimes USC5

exceptional empathy empathy and respect and communicates with inappropriate or
and understanding understanding acceptance toward lad: ofpatience or unprofessional
with customers, toward customers. customers. internal empathy with language, conduct or
internal & external; internal & external; & external at nil customers, internal demeanor when
response to provides complete times; provides & external; communicating with
customer needs is and accurate complete and information and customers, internal &
always timely and information and uccurate information service not always external; gives
thorough; takes service to and service to complete or inadequate service Or

acrion beyond what customers; places a customers; makes accurate the first information; lack of
is required to help priority on customer self available to time; occasionally willingness 10help
the customer when needs, and always respond to customer fails to follow up on customers; lacks
appropriate responds within 24 needs; demonstrates problems/complaint follow through on

hours a willingness to help s; not always complaints, does not
the customer; available to assist return calls in timely
resolves complaints! the customer; needs manner
problems promptly; improvement in
usually returns responding within
calls/responds 24 hours

- within 24 hours ---_._-
Comments/Explanation:
IfPanially Meets Expectations 01 Does Not Meet Expectations is selected, please identifY areas for improvement

AIT ENDANCE & PUNC I UALII Y
o Significantly o Above o Successfully o Partially '=:-J Do-esNot Meet o Not
Above Expectations Meets Meets Expectations Appticab
Exnectations Expectations Exoectations
Hashad one or more Acceptable # of Acceptable # of Exceeds # of Exceeds -# of absences
quarters of perfect absences within absences within absences acceptable acceptable within
attendance, rarely Attendance Policy Attendance Policy within Attendance Attendance Policy
absent; observes guidelines; rarely guidelines; rarely Policy guidelines; guldellncs; frequently
breaks or absent from work; late if at all; late arrival at work late; absences cause
occasionally works seldom late If at all; observes brenk sometimes causes hardship to
during breaks in n punctual at meetings times and lunch hardship to department; does not
heavyworkload; and appointments times; usually department; consistently adhere to
alwayspunctunl ut punctual at meetings occasionally takes breaks or lunch times
meetingsand Dod appointments extended bn.caks
appointments

Ie

Comments/Explanution:
tfPontatly Meets Expectations or Does Not Meet Expectations IS selected, please identify areas for improvement



1 EAMWORK & RELA lING lO OlHERS
o Significantly o Above o Successfully o Partially

- o Does Not Meet ONot f'
Above Expectations Meets Meets Expectations Applicabff
Exoectmions Expectations Expectations
Excellent work Maintains positive rvlaintains effective Sometimes shows Docs not work well
relationship \..ith work relationship work relationship reluctance 01 with others to
supervisor and with supervisors and \vith supervisors and friction in working accomplish group
coworkers to coworkers to coworkers to with supervisors goals; often creates
accomplish goals; accomplish goals; accomplish goals; arid/or coworkers friction in \..orking
has a noticeably assists and supports assists and supports with supervisor or
positive effect on others as requested others as requested coworkers; has been
work group; with enthusiasm disciplined for
voluntarily assists behavior
and supports others

,- ,.'

Cotnnumts/.Exptanntion ;'
If Pat lially Meets Expectations 0/ Does NOl Meet Expectations is selected, please identifY areas for lmprovement

RESPECTFUL INl ERACnONS & VALUING DIVERSIlV -o Significantly o Above o Successfully U Partially o Does Not Meet o Not
Above Expectations Meets Meets Expectations Applicable
Exnectations Expectations Expectations
Demonstratesa very Demonstrates Displays ability to Needs assistance or Falls short of
high levelof sensitive and interact education in standards tor sensitive
sensitivity in respectfullanguage appropriately with understanding how and respectful
language and and behaviors all members of the to Internet behavior toward all
behaviortoward all toward all members workforce and appropriately with members of the
membersof the of the workforce public regardlessof members of the workforce and public;
workforceand regardless of racial racial Of ethnic workplace and Dcmonsnutcs
public regardless of or ethnic origin, origin, gender, age, public concerning irmpprcpt late language
racial or ethnic gender, age, sexual sexual 01 icntatlon, racial or ethnic or behaviors dealing
01 igin, gender> age, orientation, religion religion or disability origin, gender, age, with ruclal cr ethnic
sexual orientation, Of disability sexual orientation, 01 igin, gender, age,
religionor religion 01 disability sexual crlentatlon.
disability; Works to religion or disability
promote
understandingof
diversityby others
at work - - --

Connnents/.'Expfall (IIi0n:
IfPartially Meets Expectations 01 Does NOI Meet Expectations is selected, please identify areas [or improvement
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Section 2: PERFORMANCE CATEGORIES AND CRITERIA FOR SUPERVISORS AND
MANAGERS

Fill out this portion of the form only if the employee's responsibilities include supervising or managing people

PERFORMANCE MANAGEMENT
o Significantly o Above o Successfully U 0 o No!
Above Expectations Meets Partially Meets Does Not Meet Applicable
Exnectations Exoectations Expectations Expectations
Docs exceptional Sets and Sets and clearly Needs to more Fails 10adequately
job ofsetting and communicates high communicates clearly establish train newemployees
communicating high standards of realistic pelformance Dr adequately provide
standards of performance; performance expectations; should neededon the job
performance; develops employees expectations; provide more on the training; docs not
identifies employee through training and evaluates job trainingand assist employees in
strengthsand coaching; provides performance coaching:docs not improvingwork
develops them ongoing objectively; give adequate and habits; docs not
through training, performance provides timely, timely feedback to provide counseling for
coachingand coaching as well as candid feedback; employeeson a progressivediscipline
mentoring;provides annual review provides 011 the job regular basis; needs when needed; fails to
dcvclopmcruul coachingas needed; to conductmore conduct regular
coachingas wellas conducts regular thorough performancereviews
annual review per[01mnnce performance

reviews reviews

Comments/Expttmutlou-
IfPartially Meets Expectations OJ' Does Not Meet Expectations ts selected, please identify arem for improvement

PLANNING ~ ORGANIZING SKILLS<

o Significantly o Above U Successfully o Partially U Dces Not Meet UNot
Above Expectations Meets Meets Expectations Applicable
Expectations - - Expectations Expectations
Exceptionally good Fully plans & Sufficiently plans Sometimes does Often fails to plnn
at planning and organizes and organizes not plan and and organize
organizing work/projects; wark/projects; organize work work/projects
work/projects; resourceful in able to manage an work/projects effectively; workl
forecasts needs and
plans accordingly;

managing the unusual workload adequately; projects fall behind

innovative in workload; when required; occasionally f.:11lS regularly; very slow

managingthe schedules work schedules work behind in to complete
workload; for self and for self and workload; needs objectives; does not
schedules wor k for employees to meet employees to meet assistance with adequately schedule
self and employees organizational organizational setting priorities own time OJ
to meet and goals goals and controlling employees work;
sometimesexceeds progress of the works on Jaw
organizational goals Walk/project priorities instead of

more important
work-

Connnents/Exp If1JIllt ton:
IfPartially Meets Expectations 0' Doe'S Not Meet Expectations is selected please identify areas/Of imp' ovemeru
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SUPERVISORY LEADERSHIP & DELEGAHON
o Significantly o Above o Successfully U Partially o DoesNot Meet DNot
Above Expectations Meets Meets Expectations Applicable
Expectations Expectations Exnectations --
Involvessteff in Articulates goals, Clearly Needs to better Lacks goals,
building goals and objectivesand communicates communicate goals, objectives and
objectives and expectations; is goals. objectives objectivesand expectations for the
establishing able to delegate and expectationsto expectations for work unit and/or docs
expectations; work to inspire meetorganizational work unit; not effectively
solicits and uses subordinates to objectives; able to subordinates lend 10 communicatethem;
new ideas; delegates willingly achieve get subordinates to resist direction; does not delegatework
work in a way that organizational follow directivesto needs to delegate effectively;
inspires objectives achieve work more subordinates resist
subordinates to go organizational effectively participation
beyond what is objectives
expected in
achieving
organizational
objectives

'------

Comments/Explanation:
If Panially Meets Expectations or Does Not Meet Expectations is selected, please identify arem for improvement

Date fur follow up of any Areas for Improvement _

$~;;Ij99."~~jp1QY:E!Ip§~j);]JEfIi~i:(Qp:ti&Jl~1}
Discuss with the employee opportunities for how they might develop their strengths and skills Identify 2--3 SMAR T
goals (Specific. Measurable, Attainable, Relevant, I ime-Based). This may involve setting priorities. new projects Of

responsibilities. training (on the job. courses offered by the City). coaching that you offer. mentoring, etc

L Goal/Action Steps

2 Coat/Action Steps
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3 Gonl/Action Steps

Date for follow up of Development Action Plan

Section 4: SIGNATPRES ANI> (:OMMENTS

I have reviewed this evaluation and it has been discussed with me I understand that I may answer all or any part of this
evaluation and that my answer will be attached to this review

Employee's Signature: _

Manager/Supervisor's Signature: _

Date:

Non-NCF 0 Manager/Supervisor: _
(only where applicable)

_ Date . _

EMPLOYEE COMMENTS: If DESIRED
r have read my performance evaluation and wish to add the comments below These will be attached to the evaluation
agree to return the copy of the evaluation with any comments by. _

(date)
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