MEMORANDUM OF AGREEMENT
MUNICIPAL POLICE SUPERIOR OFFICERS ASSOCIATION AND CITY OF
BOSTON SUCCESSOR CONTRACT NEGOTIATIONS

On May 21, 2012 the parties reached a tentative agreement subject to ratification by the
Municipal Police Superior Officers Association (hereinafter “MPSOA,” or “the Union”} of 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 MPSOA has ratified and the Mayor and Boston City Council have
approved the prior three (3) year agreement This three (3} year qgreement is the product of
successor collective bargaining to the July 1, 2007 to June 30, 2010 and the July [, 2010 to June
30, 2013 agreements between the City of Boston and MPSOA This agreement is effective July |,
2013 through June 30, 2616

This Memorandum of Agreement (“Agreement”) is made pursuant to Massachusetts
General Laws Chapter 150E between the City of Boston (“City”} and the Municipal Police
Superior Qfficers’ Association (“"MPSOA")

This Memorandum of 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 of 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

1 Article XXVII (“Compensation™), Section 1 Provide base wage increases as follows:

Effective FPP Qctober 2013 — 3 % base wage increase
Effective FPP Qctober 2014 — 3 % base wage increase

Effective FPP October 2015 — 3 % base wage increase

2 Article XX VI, (“Duration”) -- Amend the dates contained in Article XXVIHIL § 1 to
reflect a three (3) year contract with a duration from July 1, 2013 through June 30, 2016




In witness hereof, the City of Boston and the Municipal Police Superior Officess’ Association
have caused the Agreement to be signed, executed and delivered on the __ day of

2012
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MEMORANDUM OF AGREEMENT
MUNICIPAL POLICE SUPERIOR OFFICER’S ASSOCIATION AND CITY OF
BOSTON SUCCESSOR CONTRACT NEGOTIATIONS

On May 21, 2012 the parties reached a tentative agreement subject to ratification by the
Municipal Police Superior Officers’ Association ("MPSOA” or “the Union”) of both the July !,
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 MPSOA 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 of Boston and MPSOA This agreement is effective July 1, 2010 through June 30, 2013

This Memorandum of Agreement (“Agreement”) is made pursuant to Massachusetls
General Laws Chapter 150E between the City of Boston {"City”) and the Municipal Police
Superior Officers’ Assaciation {“MPSOA™)

This Memorandum of 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 of 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

1, ARTICLE XI (Sick Leave and Personal Days),

Section 4.
Add a new Paragtaph 2 to Section 4 to read as follows:

“Howeves, an employee who while in the performance of his/her duty receives bodily
injuties resulting from acts of violence of a citizen, documented by a police repott, and who as a
result of such injury has been accepted for and is receiving Workets' Compensation payment
puisuant to G L. ¢ 152, shall be paid the difference between the weekly cash benefits to which
he/she would be entitled under said chapter 152 and his/her regutar salary, without such absence
being charged against available sick leave credits, even if such absence may be less than six (6)
calendar days duration. The provisions in this section shall be limited to ninety (90) calendat
days afier a baigaining unit member has been accepted and is receiving Wotkers' Compensation
This section shall not apply to injuries caused by another City of Boston employee or injuries
sustained ptior to the 1atification of this agreement ”



2, Amend Article XX, “Holidays” as follows:

Section 1. The following days shall be considered holidays for the purpose enumelated
below:
New Year’s Day Independence Day
Maitin Luther King Day Labor Day
Presidents® Day Columbus Day
Patriot’s Day Veteran’s Day
Memotial Day Thanksgiving Day
Christmas

For the purposes of this Article, the “holiday” is the twenty-four (24) hour period
commencing at 7am or 7:30 a m. of each day listed in this Section

Section 2. When any of the aforementioned holidays falls on an employee’s scheduled
workday and he is actually present and performing his assigned duties or on an employee’s
scheduled day off or duting his vacation under this Agieement, he shall teceive for each such
holiday, in addition to his iegular weekly compensation, either an additional day’s pay,
computed as one-fifth of his regular weekly compensation or an additional day off. The City

reserves and retaing the right to determine whether an employee who works on a holiday shall

receive additional time off or additional pay Effective the first Wednesday in July, 1994,
holiday pay as defined hetein shall be computed as one-fourth an employee’s regular weekly
compensation Holiday pay shall be considered as regular compensation for pension/tetirement

purposes
Section 3. In addition to the holidavs enumerated in Section 1 of this Article, on each
January 1, full-time emplovees who were City of Boston employees on January 1. 2013 will be
eligible for two (2) “floating holidays™ that must be taken by Decembe: 31 at a time or times
requested by the employee and approved by his/her immediate supervisor outside the bargaining
unit. Employees who were not City of Boston employees on January 1, 2013, o1 who separated
fiom service after January 1, 2013 shall not receive “floating holidays.”

Section 4 “Floating holidays” shall be subject to the same notice and approval jequirements as
outlined in Article XII (“Vacation Leave™) of this Agreement, “Floating holidays” not used by
December 31* of the vear in which it was received shall not carry over into the following vear

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 of his/her “floating holiday(s)”
and as a result is unable to use the “floating holiday(s)” by the end of the calendar year, that

emplovee may carry over his/her “floating holiday(s)” to the next calendar year. Any “floating
holiday(s)” cantied over must be nsed by December 31* of the following vear,

3 In Article XIII (*“Vacation Leave™) delete the following from Section 4:

“For the purpose of computing “actual work” under Section 2 of this Article, up to twelve
(12) weeks may be counted during the vacation eligibility year for any of the following causes:
2



All Paid Vacation Leave;
Paid SickLeave . . = . . = . _upto four (4) weeks;
Military Leave . . . . . up to four (4) weeks

In addition to the above, up to one (1) year of disability leave (Wotkers’ Compensation)
may be counted as ‘actual work *”

4. Amend Article XXII (“Other Leaves of Absence”), as follows:

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 ” {Aitached).

Amend § S, entitled “Family Leave” Change title to “Family & Medical Leave ”
Amend section to say, “Every employee covered by this Agreement shall be granted
Family and Medical Leave consistent with the City of Boston’s Family & Medical Leave

Policy ” {Attached)
Delete § 6
5 Article XXV (“Miscellaneous™)

Replace the existing light duty policy in Section 8 with the policy immediately below

“Section8  Light Duty for Emplovees on Workers Compensation

A Pusuant to applicable law, the City may provide light duty assignments to transition
employees who are 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 GL ¢ 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 putsuant to applicable law

C Light Duty assignments may include, but are not limited to, a shortened work day or work
week, clerical or administrative duties, such as filing, operating the computer, answering
phones, data input, assisting with the 1eception 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 ot employee’s treating physician

D An employee who is assigned to light duty shall not be assigned to any duties, even
temporarily, that would requite the employee to perfoim duties that ate not within the
restrictions recommended by the IME or the employee’s treating physician



An employee who fails or refuses to repoit for light duty is absent without leave 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 Woikers’ Compensation Division will
swrvey other departments to determine if they have a light duty assignment consistent with
such recommended estriction 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 1ecommended by either the employee’s treating physician o1 IME, whoever
determined the employee was fit to perform light duty. When necessary, the City shall also
provide job specific training fo1 those assigned outside of theit department

The City may 1equire an employee who is assigned to light duty to furnish periodically a
written statement from his o1 her treating physician or an IME

Light duty assignments shall not exceed 3 months in duration, without express written
agreement of the Department and the Woikers’ Compensation Division Such an extension
shall be consistent with the medical restrictions recommended by either the employee’s
treating physician ot IME, whoever determined the employee was fit to perform light duty

Employees on a light duty assignment will not be authotized to work overtime hows o1
perform out of grade assignments in a higher grade

The Workers’ Compensation Division shall provide the employee with written notice of
his/her light duty assignment The light duty assignment shall be consistent with the medical
restrictions recommended by either the employee’s tieating physician ot IME who
determined the employee was fit to perform light duty

It is understood that assignment to light duty pursuant to this Section is temporary in nature.
The Department retains and reseives its right relative to involuntary disability retirement ot
to separate an employee consistent with applicable law  Nothing herein shall limit the City’s
o1 the employee’s statutory rights An employee’s filing for voluntary disability retitement
shall not prevent the Department from requiring the employee to perform light duty, if

applicable ”

Add new § 14, “Attendance” to provide “Evety employee covered by this Agreement shall be
required to comply with the City of Boston Attendance Policy beginning Januaiy 1, 2013 ”

(attached )

6.

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 (3/12/12) effective January 1, 2013,
b Military Leave (dated 4/13/12);
¢ Family & Medical Leave (dated 4/20/12};

4



d MPSOA performance appraisal form

7. Article XXVI {(“Compensation™)

Section 1A Provide base wage increases as follows:
Effective FPP October 2010 — 0 % base wage increase
Effective FPP October 2011 - 1 % 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 during the FY10 wage delay period

The City will compensate employees within ninety (90) calendar days from the date the City
Council approves the funding of this agreement

8. Article XXVII, (“Duration”) -- Amend the dates contained in Article XXVIL, § 1 to
reflect a three (3) year contract with a duration from July 1, 2010 through Fune 30, 2013

In witness hereof, the City of Boston and the Municipal Police Supetior Officers’ Association
have caused the Agreement to be signed, executed and delivered on the  day of

2012

Meredith Weenick,
Chief Financial Officer -

’

——

Michael Galvin,
Chief of Public Property



John Dunlap,

Chi:i’:ifﬁf{elations and Personnel

\faul Cuntan, Dnectoz

Ofﬁce of Human Resources

Approyed as to form:
/j , Z G

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

Attendance Policy

Corning to work is an essential function of each employee’s position.
However, employees may need to be absent from work on occasion other
than for scheduled vacation periods The City provides a vatiety 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

1eviewed.

Overview and
Scope

All employees are expected to be present and ready to work at the start of
their work shift unless excused from work consistent with City policy o1 the

applicable collective bargaining agieement.

At the start of each shift, each employee must document the actual time
he/she started woik 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 from falsifying

their own or any othet time sheet

Authorized Use  The purpose of sick leave is to provide employees with leave, without loss of

of SickLeave 50 for absence caused by:
An employee’s illness o1 injuty or exposuie to contagious disease o1

an employee’s illness or disability arising out of or caused by
pregnancy or childbirth.

The serious illness of a 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 or as otherwise
defined by the applicable Collective Bargaining Agreement)

The employee’s need to extend bereavement leave for the death oi'a
member of the employee’s immediate family consistent with the
City’s bereavement policy and/or the applicable Collective Bargaining

Apgreement
Doctor or dentist anpointmenis of the employee o1 the emplovee’s

1mn1ed1'1te falmlv :

Employees are strictly pxohlblted from using sick leave for any other

purposes, uniess explicitly allowed by a collective bargaining agreement.
[ DOCUMENT KUMBER DOCUMENT REVISION ISSUE DATE | EFFECTIVE DATE ]
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QHR-2011-ATT NA
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CITY OF BOSTON
OFFICE OF HUMAN RESOURCES
Attendance Policy

“An employee who meets any of the following critezia will be required to

i_‘:;c ieave provide medical documentation substantiating the employee’s use of sick
ge. leave:
Requiring
Documentation . . .
- Whenever there is a pattern of sick 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 1epeated 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 retuin
to work If the employee remains unable to 1eturn to work then he/she
will be required to provide a completed WH-380E 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 for vacation, compensatory, o1 personal time was
denied, the employee must provide documentation substantiating

his/her use of sick leave on that day(s)

| - An employee, who has eight-{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
regardless of whether or not the employee provided medical
| documentation for any of the prior eight-(&ten (10) instances. An
instance is defined as an employee’s absences of one (1) or less than
one (1) work shift. An employee who is required to submit medical
s documentation under this subparagraph must continue to submit
SRR medical documentation until such time as his/her sick leave usage in
S N the prior completed twelve (12) month period falls below eight-f&ten
[ DOCUMENTNUMBER | DOCUMENT REVISION ISSUE DATE EFFECTIVEDATE |
l DRAFT 3.12.12

OHR-2011-ATT NA
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CITY OF BOSTON
OFFICE OF HUMAN RESQURCES
Attendance Policy

Documentation

(10) mstances Emplovees will be notified when they are required to
submit medical documentation for sick leave usage pursuant to this

paragraph.

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 complets 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 eight-£83ten (10) 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 retuming 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 provide:
believes that the employee needed to be absent from work

The date upon which the medical provider belicves the employee will

be able to 1eturn to work
When the absence was for the illness of the employee’s immediate

family membez, the name of the ill family member, the 1elationship of

such individual to the employee, and the date(s) the medical provider
determined the employee was needed to cate for such individual

It is the employee’s 1esponsibility to obtain adequate medical documentation
within the stated ten (10) calendar day time period It is the Department’s
responsibility to inform an employee within ten (10) calendar days of receipt
of medical documentation if it has deemed the documentation is not adequate
to excuse the absence. Doctor’s notes received after ten (10) calendar days
will not be accepted. 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 necessaxy documentation
to request and substantiate their need for leave :

[ DOCUMENT NUMBER DOCUMENT REVISION ISSUEDATE EFFECTIVEDATE ]
OHR-2011-ATT NA DRAFT 3.12.12 \ |
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CITY OF BOSTON
OFFICE OF HUMAN RESOURCES

Attendance Policy

Use of Vacation
or Personal
Time in lieu of
Sick Time

Eligible employees may be granted Family and Medical Leave in accordance
with federal law and the City of Boston Family and Medical Leave Policy
(OHR-2011-FML). If an employee has been granted a leave pwsuant 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.

1o discipline._

An employee may only use vacation ot personal time in place of sick time if
he/she follows the contractual and/o: departmental requirernents fos
requesting such leave including providing the 1equired prior notice and

obtaining authorization

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 of vacation without 48 hours prior notice will only be authorized in
limited ciicumstances and must be appioved by the Appointing Authority or

his/her designee.

Personal leave requests must be made in compliance with the Department
notice requirement and/or consistent with the applicable collective bargaining

apreement.

Below are two examples; these examples are illustrative and aie not intended

to be exhaustive:

Example:
(1) Anemployee has only a few days of dccrued, unused sick time remaining.

She is scheduled to have a medical procedure in two (2) weeks The
employee requests the use of her vacation time to cover the period of time she
will be absent and her supervisor authorizes this request. In this instance the
employee has acted in accordance with her Department’s procedures for
requesting vacation time. In addition, please note that the employee may need
to complete a form consistent with the Family and Medical Leave policy
where the employee will be absent from work for an extended petiod of time.

(2) Anemployee has exhausted his sick time but has vacation time. He calls
into work at the start of the shift and tells his supervisor he is ill and wants to
tiSe a vacation day. In this instance the employee has not complied with his
Department’s procedures for 1equesting vacation time, vacation time is not

-authorized and the employee will not be paid for the day and will be subject

DOCUMEDL"II'-LNT:J;I‘BER DOCUMENT REVISION | ISSUE DATE EFFECTIVE DATE
OHR-2011-ATT . | - NA DRATT 3.12.12
Paged of 6

, Attendance




CITY OF BOSTON
OFFICE OF HUMAN RESOURCES

Attendance Policy

Absent without
T.eave

Tardy

An employee is only aliowed to be excused from 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 an applicable collective bargaining
agreement and City policies, o1 if he/she has been granted an authorized leave
of absence, such as a leave pursnant to the Family and Medical Leave Policy,
or 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, calls his supervisor prior to the start
of his shift and states he is sick and will not be coming to work. The
employee’s absence is not authoiized and the employee will not be paid for
the day and will be subject to discipline. This is only one example and is not

intended to be exhaustive.

Employees are expected to be ready to work at the start of their scheduled
shift, having already attended to personal needs. In general, road
construction, transportation delays, personal issues and weather are not
acceptable réasons for tardiness. A record of tardiness shall be cause for
disciplinary action. It-is-impertaatto-note-that-the City-may-acceleratethe
progressive-diseipline-process-forexcessive-or-patterned-tardiness:

Furthermore, employees sit-may be subject to discipline for extending a
meal or break period(s) beyond the peimitted time for such meal or break
period and/or for leaving prior to the end of a scheduled shift Meal and/or
break periods cannot be used to shorten the employee’s work shift, without
the prior written authorization of a supervisor o1 manages.

If an emploves follows appropuiate call in procedures and notifies a
supervisor o manager PRIOR to the start of his/her shift of his/her tardiness
and he/she has available personal time to cover the length of the absence the
employee may use personal time anc not have that instance count as taidy.

If an emplovee follows appiopriate call in procedurés and notifies a
supervisor ormanaget AFTER the start of his/her shift that he/she will be
tardy the emplovee who has available personal time mav still use peisonal
time in order to get paid for the tardy time. however. this will count as tardy.

DOCUMENT REVISION ISSUE PATE EFFECTIVE DATE

S SCUNENT NUMBER
OHR-2011-ATT NA DRAFT 3.12.12
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CITY OF BOSTON
OFFICE OF HUMAN RESOURCES

Attendance

Policy

Discipline Violations will result in discipline consistent with any applicable collective

bargaining agreement or law. The City agrees to apply the concept of
progressive discipline in all but the most serious cases. At-will 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
This policy supersedes all previous Attendance Policies issued by the City’s
Office of Human Resources, including the “Managing Attendance Progiam.”
DOCUMENT NUMBER DOCUMENT REVISION ISSUE DATE 1 EFFECTIVE DATE :l
OHR-2011-ATT NA ' DRAFT 3.12.12
Attendance Page 6 0f 6
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CITY OF BOSTON
OFFICE OF HUMAN RESOURCES

Military Leave Policy

Overview The 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.

Scope All employees may be entitled to leave for military service as stated herein
and in accordance with any applicable state or federal law or collective
bargaining agreement. In addition, familyiiembers of service members may
be entitled to leave in certain circums rsuant to the Family Medical

ANNUAL
TRAINING

MA National
Guard

o ompo
aid for: heu: annmbtouir ofﬁéuty for up to 17 days in any federal fiscal

‘plember 30) For sworn personnel this is not to exceed

ACTIVE
DUTY
Military Employeesin the reserve component of the axmed forces of the United States
Personnel who ate called to active duty will be paid the difference between the military
Called to Active pay they receive and theit 1egular pay from the City of Boston for up to five
Duty years. Once the employee’s military pay ceases the City’s payment of the
differential between the employee s m1hta1y pay and his/her regular pay will
also cease. - :
DOCUMENT NUMBER DOCUMENT REVISION - | .~ ISSUEDATE EFFECTIVE DATE
QOHR201 T-MILL NA DRAFT 413,11
Military | Page 1 0f3




CITY OF BOSTON
OFFICE OF HUMAN RESOURCES

Military Leave Policy

Notice of Need
for Leave

Notice to
Refurn to
Work

After Lea)

Longer than )

Days

Posxtmn . |
Unavailable :

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 Resources as well as his/her Department Head and Supervisor.
Official proof of military compensation in the form of military orders, DFAS
Form 702 o1 other similar documentation will be requited for those
employees seeking to be paid by the City duwing their military leave pursuant

to this policy.

After service of less
no latex than the first xegulaxl

After service
must request reinstate

Yy g

ay cdiﬁistent with £ 1e provisiong of’ the Uniformed Setvices
and REE n]oyment Ru,hts Act (“USERRA™). If not qualified to

» RETE
I

15 not eligible for zemstatement An employee may not be eligible for
reinstatement or other benefits under USERRA if his/her cumulative length of

leave due to military service exceeds five vears.

‘ If during the military leave the employee’s position is eliminated, the
. réfurning employee shall be 1eemployed to layoff status. In addition,
_reinstatement may not be granted if circumstances have so changed as to

DOCUME\T I\U\IBER DOCUMENT REVISION ISSUE DATE

EFFECTIVE DATE

OHR-2011-MIL. NA DRAFT 4.13.11
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CITY OF BOSTON
OFFICE OF HUMAN RESCURCES

Military Leave Policy

make such reemployment impossible or unreasonable or if; in certain

circumstances provided by USERR A-the-Uniformed-Services-Employinent
aﬁd—PceemjaJreymeﬁ—t—P&ah—ts—Ae{-{—JoSEPcPcH such reinstatement would

impose an undue hardship.

Impact of

Military 1 . . . . .
DTy EAVE  Anem loyee will continue to accrue his/her regular vacation, sick and
on Accrual of P ; . ire . . . .
personal days during his/her military leave paid by the City, consistent with

Paid Time
any applicable collective bargaining agree and USERRA,. In addition,
accrual rates and service credits will be 1’ as though the employee was
continuously employed during the pe ilitary leave. Employees will
be allowed to camry accrued time
the applicable collectlve bat gamI‘

Health Benefits

ity’s group health plan will
1.days. Activated m1htauy

days may ontinue to pattlczpate in the
FE

evoéation, flexible spending accounts will continue
e extent the employee 1eceives pay from the City

ISSUE DATE EFFECTIVE DATE

DOCUMENT NUMBER DOCUMENT REVISION
QHR-2011-MIL NA DRAFT 41311
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CITY OF BOSTON
OFFICE OF HUMAN RESOURCES

Family & Medical Leave Policy

Overview

Scope

The City provides a variety of different leave periods depending on an
employee’s length of service and the specific 1eason for the leave of absence.
The different provisions applicable to family and medical leaves are set forth

below.

An employee who has completed his/her probationary period may be eligible
for up to twelve (12) months of unpaid leave when necessary due to a medical
condition, to care for a new baby, or for adoption of a child. An employee’s
eligibility for such leave and its dwation is dependent upon the City’s
operational needs. The leave may be paid, unpaid, or 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
("FMLA", the City will provide eligible employees with a family or medical
leave for up to twelve (12) work weeks in any “rolling” 12-month petiod,
measured backward fiom the date an employes 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
cowse of active military duty as set forth below. FMLA leave may be paid,
unpaid, or a combination of paid and unpald depending on the circumstances as

specified in this policy.

If an employee is not eligible for a 12-week FMLA leave o1 a 12-month
patental leave, an eight (8) week maternity o1 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 for a disability.

All leaves above will 1un concurrently to the extent the employee’s time off
falls within the parameters of any of the various leaves of absence provided by
this policy. For 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-1elated injury will also run concurrently with any other

applicable leave provided by this policy.
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CITY OF BOSTON
OFFICE OF HUMAN RESOURCES
- Family & Medical Leave Policy

Eligibility

Concurrent
Leave

Dotcumentation

Substitution of
Paid Time

Leave Up to 12 Months due to Medical Condition

Employees who have completed the probationary period may be eligible to
take up to twelve (12) months of continuous leave measured forwaid from the
date the employee first uses this leave when the employee has a medical
condition that causes him/her to be unable to work This leave (and its
duration) is subject to the City’s operational needs. This leave cannot be used

intermittently.

To the extent that the empioyee s medical leave also qualifies as FMLA leave (as set
forth below) or the leave is due to a work-related injury for which the employee
receives worker’s compensation benefits, such leave will run concurrenily, and the
employee will be expected to comply with the notice and décumentation requirements

necessary for those types of leave.

Employees must provide documentation from & health care provider that
substantiates their need for a medical leave of absence. The City 1etains the
right to ask for a second opinion. The City will pay for any medical exam it

requires the employee to undergo.

months

During a medical leave, an employee must use any accumulated paid time for
which the employee’s leave qu’élifies For instance, an employee who takes a
12-month leave due to illness or injury must first use his/her accumulated sick
time and then any additional accumulated vacation and personal time. An
emplovee may choose to retain up to two (2) weeks (seventy (70) hours for
employees who work a thirty five (35) hour week or eighty { 80} houss for
emplovees who work a forty (40) hour week) of sick time to cover absences
that may be necessary after retuin from a medical leave, If an emplovee’s paid
leave balance ig insufficient to cover the duration of leave, the emplovee may
elect to use his/her available paid leave in mmements less than hlS/hBl
regularly scheduled workweek. In no event may an employee usé less than
twenty (20) hours paid leave per week. Any additional leave time will be
unpaid. Paid time cannot be used to extend the leave penod beyond twelve
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DOCUMENT REVISION

DOCUMENT NUMBtﬁ - ]
OHR-2011-FML | NA TA 81811 4.20.12

Family & Medical Leave

Page2 0of 19




CITY OF BOSTON
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Family & Medical Leave Policy

Health
Benefits

Notice of Need
for Leave

on Vacation
Accrual

The City will 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 of the leave, the employee
must make arrangements to pay his/her regular shate of the premiums to the
City. If payment is more than thirty (30) days late, the employee's health
inswrance may be dropped for 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 gioup health plan if his/her leave of absence extended
beyond any applicable 12-week FMLA leave as provided below

Employees seeking a medical leave of absence pursiiant 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 Jeave will 1un concuirently, and the employee will be expected to
comply with the notice and documentation requirements necessary for FMLA

leave.

Once an employee has been on paid o1 unpaid leave for over twelve (12)
weeks (peid-orunpaidexcluding up o two (2) weeks (seventy (70) howrs for
employees who worlk a thirty five (35) hour week oz ejghty {80 hous for
employees who work a forty (40) howt week) of authorized vacation), 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 work equal to the length
of the authorized absence or six (6) months shall begin to run on the day the
emplovee returns from the last period of absence. For example, an employee
takes a medical leave for six months commencing August 1, using acciued
vacation time during the first month of the leave. When the employee returns
to work on Febiuary 1, the employee must work for six months (until August
1) before he will eain the vacation that he would have earned January 1 had he
been at work at that time Any petiod or penods during this six months for
whlch an employee is not paid shall extend the six months by that amount of

tlme
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OFFICE OF HUMAN RESOURCES
Family & Medical Leave Policy

An emnlovee who is on a paid or unpaid leave of absence for twelve (12)

Lffect of Leave
on Accrual weeks o1 less {excluding up to two (2) weeks. seventy (70) hows for
Rate employees who work a thirty five (35) hour week or eighty (80) hours for
employees who work a forty (40) hour week, of authorized vacation) will
continue to earn service credit toward his/her vacation accrual 1ate. However,
an employee will cease to earn service credit. for purposes of calculating the
emplovee’s vacation accrual rate. until an emplovee retuins fiom a leave of
absence longer than twelve (12) weeks (excluding up to two (2) weeks,
seventy (70) hours for employees who work a thirty five (35) hour week o1
eighty (80) hours for employees who work a forty (40) hour week, of
authoiized vacation).
In addition. up to one (1) yvear of worke1s’ compensation may be counted
toward seivice credit for purposes of calculating the emplovee’s vacation
accrual rate.
Sick Time Once an employee on a medical leave of absence is unpaid, or paid via a sick
Accrual pool, the employee will cease accruing any sick time.
[ DOCUMENT NUMEER DOCUMENT REVISION 1SSUE DATE I EFFECTIVE DATE _
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CITY OF BOSTON
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Eligibility

Coéncurrent
Leave

Substitution of

Paid Time

Leave up to 12 Months due to Childbirth or Adoption

Employees who have completed the probationary period may be eligible to
take up to twelve (12) months of continuous leave measured forward from the
date the employee first uses this leave when such leave is due to childbirth o
adoption. This leave (and its duiation) is subject to the City’s operational
needs. This leave cannot be used intermittently.

To the extent that the employee’s parental leave also qualifies as FMLA leave
or 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 requirtements necessary for FMLA/MMLA

leave.

During a parental leave, an employee must use any accumulated paid time for
which the employee’s leave qualifies except during the first eight (8) weeks of
an employee’s leave following childbirth During this initial eight-week
maternity leave, the employee may in his/her discretion use his/her paid time

off to cover the absence.

For purposes of determining eligibility for use of acctued sick time during a
leave of absence due to childbirth, a new mother will be considered to be
disabled for the initial twelve weeks following the birth, thus entitling her to
use het sick time during this twelve-week period. Paid time cannot be used to

extend the leave period.

For example, an employee who takes a 12-month leave of absence after she
has a new baby may choose to use her sick time for the first eight weeks
Thereafter, if she has any remaining sick time, she must use such sick time for
the next four wéeks, and thereafter must use her accumulated vacation and
personal time unless she can provide documentation of continuing medical
issues that would justify use of het sick time. An emplovee may choose to
retain up to two (2) weeks (seventy (70) hours for emplovees who work a
thirty five (35) hour week o1 eighty (80) hours for employees who work a forty
(40) hour week) of sick time to cover absences that may be necessary after
return fiom a Jeave. If an emplovee’s paid leave balarice is insufficient to

~ISSUE DATE - : EFFECTIVE DATE

DO CUMENT REVISION |

DOCUMENT NUMBER
. NA FASAE2E 4.20.12

OHR-2011-FML

Family & Medical Leave

-Page 5 0f 19




CITY OF BOSTON
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Family & Medical Leave Policy

Effect of Leave

on Vacation

Accrual

Siek
’FﬂneEifect of
Leaveon -~
Accrital Rate

cover the duration of leave. the emplovee may elect to use his/her available
paid leave in increments less than his/her recularly scheduled workweek. In
no event may an emplovee use less than twenty (20) hotirs paid leave per
week. except for the initial eight (8) week maternity o1 adoption leave in
accordance with Massachusetts state law. .Any additional leave time will be

unpaid

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

Once an employee has been on paid or unpaid leave for over twelve (12)
weeks (paid-orunpaidexcluding up to two (2) weeks, seventy (70} howus for
emplovees who work a thirty five (35) hour week or eighty (80) hours for
emplovees who work a forty {40) hour week. of authorized vacation), 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 woik equal to the length
of the authorized absence or six (6) months shall begin to run on the day the
emplovee teturns fiom the Jast period of absence. For example, an employee
takes a parental leave for six months commencing August 1; using accrued
vacation time during the first month of the leave. When the employee returns
to work on Februvary 1, the employee must work for six months (until August
1) before she will earn the vacation that she would have earned January 1 had
she been at work at that time. Any period or periods during this six months for
which an employee is not paid shall extend the six months by that amount of

time.

In-addition-an-employeevill-ne-longer-acerueserviee-credit-toward-his/her
vacation-acerualrate-ence-the-employee-has-beenon-aleave-of-absenee-{paid

9&1’—&1&}9 sic-fer-mere-tharbwebie weeks:

f-ﬁ-&&f&&»&é@f&iﬁg—&}%ﬁ%}e—@m&An employee who is on a paid or unpaid leave of
absence for twelve (12) weeks or less (excluding up to two (2) weeks. seventy

(70Y hours for employees who work a thirty five (35) hour week ot eighty (80)

hours for employees who wotk a forty (40) hour week. of authorized vacation)
will continue to earn se1vice credit toward his/her vacation accrual 1ate.

- HOVV '\’81 an Ci'l'lDIO'\,’BB will cease to earn service credit. fOI DUl‘DOSGS of

S
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Family & Medical Leave

Policy

calculating the emplovee’s vacation acerual rate. until an emplovee retuins

from a leave of absence longer than twelve {12) weeks (excluding up to two

(2} weeks. seventy (70) hows for emnlovees who work a thirty five (35) hour

week or eighty (80) hours for emplovees who work a forty (40) howr week. of

authorized vacation).

In addition, up to one {1) vear of workers’ compensation may be counted

toward sexvice credit for purposes of calculating the employee’s vacation

accrual rate.

Siclk Time
Aceraal accruing any sick time

Once an employee on a parental lsave of absence is unpaid the employee will cease
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Leave of Up to 12 or 26 Weeks Under the
Family & Medical Leave Act (FMLA)

The City provides employees with time off pursuant to the requitements of the

Eligibility
federal Family & Medical Leave Act.

To be eligible for FMLA leave, an employee must be employed by the City for
at least 12 months o1 52 weeks (not necessarily consecutive) and have worked
at least 1,250 hours (actual work) during the previous 12-month period
(consecutive). For 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 1easonable accommaodation All leaves will run

concurrently,

Part-time employees who meet the eligibility requirements will be gianted
FMLA leave on a pro-rata basis. In other words, an employee who is regulatly
scheduled to work eight hours per day, four days per week and who has
wotked 1,250 hours in the previous twelve months will be granted twelve
weeks of leave consisting of four days per week or a maximum of 48 days/384

howrs.

Covered Leaves FMLA leave may be taken for one o1 more of the following 1easons:

for the birth or placement of a child for adoption or foster care;
to care foi & 's'pouse‘ child, o1 parent with a serious health condition;

to take a medwal leave when the employee is unable to petform the
funotlons of hls/her posznon because ofa senous heaith condmon

10 cale fOI a covex ed mll}tary servicemember with a senous mJuIy o1
illness if the employee is the ¢ spouse, som, daughtex patent, or next of

km of the sewlcemembex 01 '

ahfymg ex1gency ansmg out of the fact that the employee 5
daughter‘ 01 paz ent is a covered mlhtaly member on actlve
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CITY OF BOSTON
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Family & Medical Leave Policy

duty (or has been notified of an impending call or order to active duty)
in support of a contingency operation.
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CITY OF BOSTON
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Family & Medical Leave Policy

Serious Health
Condition

Notices for
Leave Due to
Serious Health
Condition

Advance Notice

Leave For a “Serious Health Condition”

A “serious health condition” is an illness, injury, impairment, or physical oz
mental condition affecting the employee's or family member’s health to the
extent that inpatient care is required in a hospital, hospice, or residential
medical care facility, or a condition that 1equires continuing treatment by a
health care provider. It includes a serious and long-term illness which results
in recurzent or lengthy absences for treatment or recovery.

A serious health condition involving “continuing treatment” by a health cate
provider includes: (1) a period of incapacity of more than three (3) consecutive
calendar days and any subsequent treatment or period of incapacity relating to
the same condition; (2) any period of incapacity due to pregnancy or prenatal
care; (3) any petiod of incapacity or treatment due to a chronic setious health
condition (e.g., diabetes, asthma, epilepsy); and (4) a period of incapacity
which is permanent or long-term and for which treatment may not be effective

(e.g., Alzheimer's disease)

Employees with questions about whether a particular situation qualifiés as a
serious health condition should consult with the Office of Human Resources.

To receive FMLA leave because of an empioyeeis own serious health
condition or to care for a spouse, child o1 parent with a serious health
condition, employees should give the following notices and/or certifications:

A 30-day advance notice of the need to take FMLA leave is quuued when the
need is foreseeable. If the need for a leave is not fozeseeable because of a lack
of knowledge of approx1mately When leave will bé requued 10 begm a change
in circumstances, o1 a medical emei gency, t_hen the emp}oyee must give as
much notice as is possible under the paxtlculaz circuristances 1nvolved

tten equest fox a leave to the

Notice is gwen when the employee submlts a

Effective Notice
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Medical
Certification

Authentication
& Clarification

Failure to
Provide
Required
Docamentation

Inabxllty to ": a

Work

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

Satisfactory medical certification must be submitted with the leave request or
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 or the employee's spouse, child or parent, and include the date the
serious health condition began, its anticipated duration, diagnosis, and a brief
statement of treatment, along with a statement of the employee's intent to

return to work.

The Office of Human Resources may communicate with the employee's health
care providet for authentication or clarification of the contents of the medical
certification document. Employees will be expected to authorize such
discussions as necessary for their health care providers to provide information

necessary to complete the medical certification.

An employee’s failure to provide required notice of the leave ot the
certification necessary to designate the leave under the FMLA may 1esult in
the request for time off being denied. Alternatively, the City may designate an
employee s absence as FMLA leave when it has information sufficient to make
the designation even if the employee fails to provide the required certification

or documentation.

6 requést for leave is due to the employee's own setious health condition,

he requued miédical certification must also include a statement that the

e p_l_oyee is unable to perform the essential functions of the employee’s
position and should note any type of activities the employee can perform.

quest for Ieave is to care for a seriously ill family member, the
ification must lnclude a statement that the patient requires assistance and
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Family & Medical Leave Policy

Periodic
Reports

Clearance to
Return to
Work

Intermittent
and Reduced
Schedule Leave

that the employee's presence would be beneficial or desirable.

Petriodic reports may be required during FMLA leave regarding the employee's
status, anticipated duration of leave, and intent to return to work. Medical
certification is required to cover all periods of absence while on leave.

Medical documentation will be requized 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, o1 by reducing their normal weekly or daily work schedule
to care for a sick spouse, child or parent, or because the employee is seriously
ill and unable to woik. To be eligible for an intermittent or reduced schedule
leave, the employee must give thirty (30) 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 for taking intermittent leave
or working a reduced schedule Further, the employee must discuss with his/hex
supervisor the scheduling of such leave to minimize disruption to the City’s
operations, and the City may temporarily transfer an employee to an available
alternative position with equivalent pay and benefits if the alternative position
would better accommodate leave on an intermittent or reduced schedule basis.

who is not eligible for FMLA leave may nonetheless be eligible for ip to 8-

Leave for Birth, Adoption, or Foster Care Placement of a Child

The FMLA provides eligible employees with up to 12 weeks of leéve for the
purpose of childbirth or for placement of a child for adoption. An empioyee

weeks of leave for childbirth or adoption provided by the Massachusetts
Matemlty Leave Act (“MMLA”). R T

Not:ces for .

To receive time off because of a birth, adoption, or placement of a Chlld in

DOCUNMENT REVISION ISSUE DATE | -~ T EFFECYTIVE DATE R

T BOCUMENT NUMBER
" NA TA-S3831 4.20.12

I OHR-2011.EML

AT

Page 12 of 19

| Family & Medical Leave B

L



CITY OF BOSTON
OFFICE OF HUMAN RESOURCES
Family & Medical Leave Policy

placement

Advance Notice

Content of'
Notice

Effective Notice

Use of Time Off

With Pay

A 30-day advance notice of the need to take FMLA leave is requited
when the need is foreseeable. If the need for a leave is not foreseeable
because of a lack of knowledge of approximately when leave will be
required to begin, a change in circumstances, or a medical emergency,
then the employee must give as much notice as is possible undez the
particular circumstances involved

The notice must include the employee's intention to 1eturn to work
following the leave, and appropriate documentation from a physician
for childbirth, or other appropriate entity for adoption or foster care
placement should accompany the notice and 1equest for leave A birth
certificate will suffice as sufficient proof of childbirth.

Sufficient proof of adoption includes a certified birth certificate o1 U.S
citizenship documentation and a certified copy of the original final
judgment or decree of adoption. If the child is adopted internationally,
sufficient proof of adoption includes a certified copy of the original
foreign adoption decree (and a certified English translation) and an
original foreign birth certificate (and a certified English translation)
along with one of the following: the child’s green card or foreign

passport with I-551 stamp

Sufficient proof for foster care placement is the employee’s certified
foster care license and certified paperwork showing the child’s

placement

Notice is given when the employee submits a written request for a leave with
appropriate documentahon to hIS her supeIV1sor and/or the Ofﬁce of Human

Resouices.

‘While on an app:oved matemlty leave due to chﬂdbnth an employee may Uuse
any accrued sick days _d iring the perlod of the matermty leave when the

employee is physmally Vable' to wotk. Employees may also use earned but
unused Vacatio : fteI_ the ﬁrst elgh't weeks of leave due

EFFECTIVE DATE
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Continuous
Leave Duxing
12-Month
Period

Spouses Both
Employed by
City

Reinstatement

to childbirth or adoption, an employee must use any accrued but unused
vacation and personal time. Use of any paid time may not be used to extend

the leave period.

A leave fo1 birth or placement for adoption or foster care must conclude within
12 months of the birth or placement. Such a leave must be taken all at once

If'both spouses are employed by the City, they are entitled to a combined total
of twelve weeks/months of leave for the birth or placement of a child for

adoption or foster cazre,

Upon return from a twelve-week mateinity/adoption/foster care leave under
the FMLA, the employee will be 1einstated to his/her previous, or a similar

position with the same status, pay and length of service credit, wherever
applicable, as of the date of the leave, unless there has been a layoff or other
changes in operating conditions affecting employment during the period of

such leave.

FMLA Leave to Care for an Injured or IH Servicemember

Eligible employees may take up to twenty-six (26) weeks of laave in a single
12-month period to care for a current merhber of the Armed Forces, including

the National Guard or Reserves, ot a member of the Armed Foyces, the

B Nﬁﬁdnal Guard o1 Reserves who is on the temporary disability retired list, who
- .- hasa serious injury or illness incurred in the line of duty on active diity for
“which he or she is undergoing medical treatment, recuperation, ot therapy; or

therwise in outpatient status. Leave may also be taken to cate for a veteran
who is undergoing medical treatment, recuperation, or therapy for a serious
n]tiry or illness and who was a member of the Armed Porces at any time
ing the period of five (5) years preceding the date on which the vetéran

‘undersg goes that tieatment.

le _@@p}p)yce S FMLA leave entitlement is limited to a combined total
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of 26 weeks of FMLA leave for any qualifying reason; the employee is entitled
to no more than 12 weeks of leave for FMLA-qualifying reasons other than to
care for an injured or ill servicemember For example, an eligible employee
may take 14 weeks of FMLA leave to care for an injured servicemember and
12 weeks of FMLA leave to care for a newbormn child, for a combined total of

26 weeks of leave.

A “serious injury or illness” means an injury or illness incuired by a covered
servicemember in the line of duty on active duty that may render the
servicemernber medically unfit to perform the duties of his or her office, grade,

rank or rating.

Serious Iliness
or Injury of a
Servicemember

Family In order to care for a covered servicemembet, an eligible employee must be the
Member spouse, child, parent, or next of kin of a covered servicemembet.

The “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 for a
covered servicemenmber and ends 12 months after that date.

Leave Period

FMLA Leave Due to Qualifying Exigencies for Families of Members of
the Armed Forces

An eligible employee may take twelve weeks of FMLA leave while the
employee’s spouse, child, or parent is on covered active duty for certain

gualifying exigencies.

“Coveied active duty” for a member of the regular AImed Foxces means
‘ deployment in a foreign country and, for a member of the reserves, deployment' -
io a foreign country under a call to active duty under certam fedex al laws '

Cove r'q_r} Aciive
Duty -

" Leave may be taken for one of the following © quahfymg ex1genmes ’ as .
defined by the applicable regulations: (1) short notice dep loyment issues, (2) L
: milltary events and related activities, (3) to arr ange alte ive chlldcare and

- Qualifying
- Exigencies
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Conditions
Applicable to
ALL FMLA

Leayes

Substitution of
Paid Leave

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

(7) to attend post-deployment activities.

An eligible employee can take up to 12 weeks of leave under this policy during
any 12- month period. For leaves that do not involve an injured
servicemember, the City will measwure the twelve month period as a rolling 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 first day the
employee takes the leave and continuing for twelve months thereafter.

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 (o1 26) weeks available
FMLA leave may include absences for which the employee has received paid
sick o1 othet leave, or all or part of absences for conditions which progress into
serious health conditions to the extent that the leave meets FMLA

requirements.

Atzme for hlS:

,.ﬂ_l.al.} his/he

If the employee has accrued paid leave, the employee must use paid leave first
and take the remainder of the twelve (12) weeks as unpaid leave. An
employee may choose to retain up to two (2) weeks (seventy (70) hows fot
employees who work a thirty five (35) hour week o1 eighty (80) howrs for
emplovees who work a forty (40) hour week) of sick time to cover absences
that may be necessary after return from a medical leave (except for a female
employee s first eight weeks of maternity leave during which the employee

may choose to use such paid leave or not).

‘While on an approved FMLA leave, an employee must use any earned but
unused paid time off available lf the reason for the leave qualifies for the paid
time off beneﬁt If the leave is on account of the placement of a child for
adoption or foster care, to care for a spouse, child or patent with a serious
health condmon, or the employee has used all of his/her available eamed sick
T OWI senous health oondmon the employee must usé vacation
or any, other pald hohday, compensatozy time” or personal time available. If
an emplovee s paid Jeave balance is insufficient to cover the duration of leave,
the émplovee may elect to tise his/her available paid leave in increments less
lazlv scheduled workweek. - In no event may an emplovee use
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[l QHR-2011-FML O NA | PASASHE 4.20.12
Family & Medical Leave =~ . ‘ Pape 16 of 19




CITY OF BOSTON
OFFICE OF HUMAN RESOURCES _
Family & Medical Leave Policy

less than twenty (20) hours paid leave per week. except for the initial eisht (8)
week maternity or adoption leave in accordance with Massachusetts state law.
However, use of paid time, including sick, vacation or personal paid time, may

not be used to extend the leave period.

Benefit The City’s contribution toward group health insurance will be continued

Continuation during an FMLA leave. If the employee has paid time available, the
employee's required contribution toward group health insurance, if any, will
continue to be deducted from the employee's pay. However, in the event that
the leave of absence is unpaid, the employee must make timely payment of
his/her requized contribution prior to the first day of the month for which
coverage is extended, but no later than thirty (30) days following the beginning
of the month If payment is more than thirty (30) days late, the employee's
health insurance may be dropped foz the duration of the leave. In some
instances, if an employee fails to return from a FMLA leave, the City may
recover premiums it paid to maintain health coverage for the employee.

Once an employee has been on paid or unpaid leave for more than twelve
weeks (paid-orunpaidexcluding up to two (2) weeks (seventy (70) houts for
employvees who work a thirty five (35) hour week or eighty (80) howrs for
employees who work a forty (40) hour week} of autholized vacation), s/he
must actiially work for the lesser of the length of the leave or six (6) months
before s/he will be eligible to accrue histher annual vacation. Actual woik
equal to the length of the leave of absence or six (6) months shall begin to run
on the day the emplovee returns from the last period of absence. 'F01'example,
an employee takes a medical leave for six months commencing August 1, -
using accrued vacation time duing the first month of the leave. When the

- employee retarns to work on Februaty 1, the employee must work for six
months (until August 1) before he will earn the vacation that he would have
earned January 1 had he been at work at that time. Any period o1 periods
during this six months for which an employee is not paid shall extend the six -

‘ mo_nths by that amount of time.

3 me%ﬁ%ﬂ@ﬂ%%ﬁ%pl@ﬁ%%—éﬁ%—&&&%&%ﬁ&bﬁ%ﬁe{pﬁé

Effect of Leave
on Vacat:on
Accr ual
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CITY OF BOSTON
OFFICE OF HUMAN RESOQURCES

Family & Medical Leave Policy

An emplovee who is on a paid or unpaid leave of absence for twelve (12)

Effect of Leave
on Accrual
Rate

Sick Time
Accrual

Restoration to
Position

weeks or less (excluding up to two (2) weeks. seventy (70) hours for
employees who wotk a thirty five (35) hour week or eighty (80} howrs for
employvees who work a forty (40) hour week. of authorized vacation) will
continue to earn service credit toward his/her vacation accrual rate. However,
an employee will cease to eamn service ciedit, for puposes of calculating the
employee’s vacation accrual rate, until an emplovee retwns from a Jeave of
absence longer than twelve (12) weeks (excluding up fo two (2) weeks,
seventy (70) hows for employees who work a thirty five (35) hour week or
eighty (80) hours for employees who woik a forty (40) hour week, of
authorized vacation).

In addition, up to one (1) vear of woikeis’ compensation may be counted
toward service credit for purposes of calculating the employee’s vacation

accrual rate,

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

All employees on an approved FMLA or family leave will be 1estored to an
equivalent o1 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 anid authozity. However, an employee
has no greater right to reinstatement o1 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 of longet than twelve/twenty-six weeks (as
applicable) or 12 months, as applicable, his/her position may not be available.
However, the City will make an effort to find a comparable position, Failure
to return from a leave of absence on the anticipated date of return will
constitute a resignation :

The City 1etains its right to place an employee on unpaid leave while he/she

appeals discontinuation of Workers® Comipensation benefits. if applicable.
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CITY OF BOSTON
OFFICE OF HUMAN RESOURCES
Family & Medical Leave Policy

Forms

The City requires the following certification forms depending on the type of

leave at issue:

Parental Leave:
e Form WH 380E (for the birth of a child)
e Form WH 380F (for adoption, foster care placement, parental leave)

Employee Medical Leave:
e Form WH 380E
Leave to Care for Family Member With Serious Healih Condition

e I'orm WH 380F
Military Caregiver Leave:

® Form WH 385
Qualifying Exigency Leave:

e Form WH 384

The City issues the following forms to employees in response to requests fot

FMLA leave:
Form WH 381 — Notice of Eligibility, Rights & Responsibilities

Form WH 382 — Designation Notice
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MPSOA performance appraisal form




Employee’s Name:
Job Title:
Department
Evaluator’s Name:
How Long Under Your Supervision:

Period of Evaluation:

CITY OF BOSTON
MPSOA PERFORMANCE REVIEW SYSTEM

Date:

INTRODUCTH
The PRS Evaluation Form was developed to meet the following goals:
1) to provide an objective, congistent, and fair system for measuring employee petformance,
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 fo 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 all employees will be rated. Each category and the criteria must be

objectively applied to each employes 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 box beside the phrase which best describes the individual being evaluated

Use the Comment/Explanation area to explain your rating or to describe an employee’s strengths in the area.
If'you have given the employee a rating of “does not meet expectations” or “partially meets expectaticns” in any
category, you must identify the areas for improvement in order for the employee to successfully meet expectations
Clarify your expectations.

Use the Development Action Plan section to outline new goals, training and development suggestions, additional
skills, coaching you’ll provide, possible mentoring, 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/TECHNICAL SKILLS

knowledge required
to perform the job,
including new
technology where
applicable; easily
applies principles &
procedures to
complex
assignments, needs
little supervision;
keeps informed of
new developments;
readily acquires new
skills and
technology where
applicable

the job; can
anticipate work
needs and always
follows appropriate
procedure

skills required to
perform the job;
understands
principles &
procedures and can
apply to work
assignments without
close supervision

administrative,
supervisory and/or
specialized
knowledge to
satisfactorily
perform the job

job; does not
understand principles
& procedures; applies
knowledge only after
repeated explanation
or with close
supervision

[ ] Significantty | [ ] Above (] Successfully [ Partially [l Does Not Meet | [_] 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

Comments/Explanation;
If Partially Meets Expectations or Does Not Meet Expectations is selected, please identify areas for improvement

PRODUCTIVITY & USE OF TIME
(] Significantly 1 Above [] Successfully (] Partially 1 Does Not Meet | || Neot
Above Expectations Meets Meets Expectations Applicable
Expectations Expectations Expectations
Produces volume of | Produces and Produces volume of | Demonstrates Work is below
work above the sometimes exceeds wotk required by reluctance ot expected output; often

volume of work the job and meets difficuity fails to mest deadlines;

requirement on o1
ahead of established
deadline
Demonstrates
exceptional ability
to manage several
responsibilities
simultaneously;
manages time to
produce and often
exceed required
results

required oz
completes ahead of
deadline; manages
several
responsibilities
simultaneously,
effectively manages
time to produce
required results

deadlines
consistently
Demonstrates ability
to manage
responsibilities
simultaneously;
manages time o
produce required
results

completing assigned
workload; needs
assistance working
on several
responsibilities at
once; needs
assistance with
managing time to
meet deadlines

does not work on
several responsibilities
simuttaneousty but
tends to do one at a
time

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




QUALITY OF WORK

[ [ Significantly [ }Above I Successfully [ ] Partially [ 1 Does Not Meet | [ Not
Above Expectations Meets Meets Expectations Applicable
Expectations Expectations Expectations
Demonstrates Work is consistently | Work is accurate Work is generaily Quality of work is

innovation and
creativity in doing
work; work is
always accurate and
thorough and does
not need revisions
or involvement of
supervisor; often
develops new and
improved ways of
working

accurate and
thorough and rarely
needs revisions or
further direction of
supervisot;
sometimes develops
improved new and
better ways of doing
the work

and thorough, rarely
requiring revisions
or further direction
from supervisor;
accepis and
implements new
ideas for doing the
work

accurate and
thorough, but
occasionally
inaccurate or
lacking in
thoroughness; needs
additional direction
or assistance from
supervisor

below required
standards of accuracy
and thoroughness;
supervisory direction
ignored or not sought

Comumnenis/Explanation,
If Partially Meets Expectations or Does Not Meet Expectations is selected, please identify areas for improvement

INITIATIVE & RESPONSIBILITY
{ ]Significantty | [.] Above [ ] Successfully [} Partially [ ]Does Not Mest | ] Not
Above Expectations Meets Meets Expectations Applicable
Expectations Expectations Expectations

Sometimes seeks Monitors tasks, Sticks closely to job | Sometimes does not

Seeks out new or
additional tasks,
projects or
responsibilities;
follows through on
actions items,
exarting effort well
beyond what is
expected;
anticipates problems
or opportunities and
works to devise
solutions or
improvements

out new of
additional tasks,
projects ot
responsibilities;
willingly accepts
additional work
with positive
attitude; follows
through on action
ltems, suggests
improvements for
efficiency

projects or
tesponsibilities
independently, with
minimal need for
supervision, follows
through on action
items in timely
manner; accepts
additional work as
requested

routine; reluctant to
take on additional
duties as required;
needs assistance in
monitoring projects;
follow through on
action items is slow
and sometimes
holds up results

perform
responsibilities within
job requirements, even
when directed;
requires prodding and
monitoring to finish
projects, duties ot
responsibilities; does
not follow through on
action items in a
timely fashion to
ensure resulis on the
job

Comments/Explanation;
If Partially Meets Expectations or Does Not Meet Expectations is selected, please identify areas for improvement

L2




CUSTOMER SERVICE

[ [ Significantly | [] Above [ Successfully | [_] Partially [] Does Not Meet | [[J Not
Above Expectations Meets Meets Expectations Applicable
Expectations Expectations Expectations
Demonstrates Demonstrates Demonstrates Sometimes Sometimes uses
exceptional empathy | empathy and respect and communicates with | inappropriate or

and understanding
with customers,
internal & external;
respense to
customer necds is
always timely and
thorough; takes
action beyond what
is required to help
the customer when
appropriate

understanding
toward customers,
internal & external;
provides complete
and accurate
information and
service to
customers; places a
priority on customer
needs, and always
responds within 24
hours

acceptance toward
customers, internal
& external at all
times; provides
complete and
accurate information
and service to
custemers; makes
self available to
respond 1o customer
needs; demonstrates
a willingness to help
the customer;
resolves complaints/
problems promptly;
usually returns
calls/responds
within 24 hours

lack of patience or
empathy with
customers, internal
& external;
information and
service not aiways
complete or
accurate the first
time; occasionally
fails to follow up on
problems/complaint
5; not always
available to assist
the customer; needs
improvement in
responding within
24 hours

unprofessional
language, conduct or
demeanor when
communicating with
customers, internal &
external; gives
inadequate service or
information; lack of
willingness to help
customers; lacks
follow through on
complaints , does not
retern calls in timely
mannet

Comments/Explanation:

If Partially Meets Expectations or Does Not Meet Expectations

is selected please identify areas for improvement

ATTENDANCE & PUNCTUALITY

{ | Significantty | [} Above (L] Successfully [_] Partially [L] Does Not Meet | [_I Not

Above Expectations Meets Meets Expectations Applicable
Expectations Expectations

Expectations

Has had one or more
quarters of perfect
attendance, rarely
absent; observes
breaks ot
occasionally works
during breaks in a
heavy workload;
afways punctual at
meetings anc
appointments

Acceptable # of
absences within
Attendance Policy
guidelines; rarely
absent from wark;
seldom late if at all;
punctual at meetings
and appointments

Acceptable # of
absences within
Attendance Policy
guidelines; rarely
late if at all;
observes break
times and [unch
times; usually
punctual at meetings
and appointments

Exceeds # of
absences acceptable
within Attendance
Policy guidelines;
late arrival at worl
sometimes causes
hardship to
department;
occasionally takes
extended breaks

Exceeds # of absences
acceptable within
Attendance Policy
guidelines; frequently
late; absences cause
hardship to
department; does not
consistently adhere to
breaks or lunch times

Comments/Explanation;
If Partially Meets Expectations or Does Not Meet Expectations is selected, please identify areas for improvement




TEAMWORK & RELATING TO OTHERS

[} Significantly [ ] Above ] Successfully [ 1 Partially [1 Does Not Meet | [_] Not

Above Expectations Meets Meets Expectations Applicable
Expectations Expectations

Expectations

Excellent work
relationship with
supervisor and
coworkers to
accomplish goals;
has a noticeably
positive effect on
work group;
voluntarily assists
and supports others

Maintains positive
work relationship
with supervisors and
coworkers to
accomplish goals;
assists and supports
others as requested
with enthusiasm

Maintains effective
work refationship
with supervisors and
coworkers to
accomplish goals;
assists and supports
others as requested

Sometimeas shows
reluctance or
friction in working
with supervisors
and/or coworkers

Does not work weil
wgh others to
accomplish group
goals; often creates
friction in working
with supervisor or
coworkers; has been
disciplined for
behavior

Comments/Explanation:
If Partially Meets Expectations or Does Not Meet Expectations Is selected, please identify areas for improvement

RESPECTFUL INTERACTIONS & VALUING DIVERSITY

[] Significantly | [} Above [_] Successfully [] Partially [[]Does Not Meet | [_] Not
Above Expectations Meets Meets Expectations Applicable
Expectations Expectations Expectations
Demenstrates a very | Demonstrates Displays ability to Needs assistance or | Falls short of
high ievel ot sensitive and interact education in standards for sensitive
sensitivity in respectful language | appropriatsly with understanding how | and respectful

behavior toward all

langunage and
behavior foward all
members of the
workforce and
public regardless of
racial or ethnic
origin, gender, age,
sexual orientation,
retigion or
disability; Works to
promote
understanding of
diversity by others
at wark

and behaviors
toward all members
of the workforce
regardless of racial
or ethnic origin,
gender, age, sexual
orientation, religion

| or disability

all members of the
workforce and
public regardless of
racial or ethnic
origin, gender, age,
sexual orientation,
refigion or disability

to interact
appropriately with
members of the
workplace and
public concerning
racial or ethnic
origin, gender, age,
sexual orientation,
religion or disability

members of the
workforce and public;
Demonstrates

inappropriate language

or behaviors dealing
with racial or ethnic
origin, gender, age,
sexual orientation,
religion or disability

Comments/Explanation;
If Partially Meets Expectations or Does Not Meet Expectations is selected, please identify areas for improvement.




Section 2: PERFORMANCE CATEGORIES AND CRITERIA F OR SUPERVISORS AND

MANAGERS

Fill out this portion of the form cnly if the employee’s responsibilities include supervising or managing people.

PERFORMANCE MANAGEMENT
{ ] Significantly [ Above [ ] Successfully ] ] [ ] Not
Above Expectations Meets Partially Meets Does Not Meet Applicable
Expectations Expectations Expectations Expectations

Fails to adequately

Does exceptional
job of setting and
communicating kigh
standards of
performance;
identifies employee
streagths and
develops them
through training,
coaching and
mentoring; provides
developmental
coaching as well as
annual review

Sets and
communicates high
standards of
petrformance;
develops employees
through training and
coaching; provides
ongeing
performance
coaching as well as
anaual review

Sets and clearly
communicates
realistic
performance
expectations;
evaluates
performance
objectively;
provides timely,
candid feedback;
provides on the job
coaching as needed;
conducts regular
performance
revisws

Needs to more
clearly establish
performance
expectations; should
provide more on the

job training and

coaching; does not
give adequate and
timely feedback to
employees on 2
regular basis; needs
to conduct more
thorough
petformance
reviews

train new employees
or adequately provide
needed on the job
trzining; does not
assist employees in
improving work
habits; does not
provide counseling for
progressive discipline
when neeced; fails to
conduct regular
performance reviews

Comments/Explanation:
If Partially Meets Expeclations or Does Not Meet Expectations is selected, please identify areas for improvement

PLANNING & ORGANIZING SKILLS

[l Significantly [T Above [_] Successfully [] Partially L] Does Not Meet | [ ] Not
Above Expectations Meets Meets Expectations Applicable
Expectations Expectations Expectations

Exceptionally good | Fully plans & Sufficiently plans | Sometimes does Often fails to plan

at Plaljﬂ_iﬂg and organizes and organizes not plan and and organize

organmzing wark/projects; work/projects; organize work wotk/projects

\f.'olr‘k/pro]ects; resourceful in able to manage an | wotk/projects effectively; work/
f?‘i‘;ﬂ:zgf;is [and managing the unusual workload | adequately; projects fall behind

?ngovative in g wotkload,; when required; occasionally falls | regularly; very slow

managing the schedules work schedules work behind in to complete

workload: for self and for self and workload; needs objectives; does not

schedules work for
self and employees
to meet and
sometimes exceeds
organizational goals

employees to meet
organizational
goals

employees to meet
organizational
goals

assistance with
setting priorities
and controlling
progress of the
work/project

adequately schedule
own time or
employees work;
works on low
priorities instead of
more important
work

Comnments/Explanation:
If Partially Meets Expectations or Does Not Meet Expectations is selected, please identify areas for improvement.




SUPERVISORY LEADERSHIP & DELEGATION

[l Significantly ] Above ] Successfully ] Partially { 1Does Not Meet | [ ] Not
Above Expectations Meeis Meets Expectations Applicable
Expectations Expectations Expectations

Involves staff in Articulates goals, Clearly Needs to better Lacks goals,

building goals and
objectives and
establishing
expectations,;
solicits and uses
new ideas; delegates
work in a way that
inspires
subordinates to go
beyond whalt is
expected in
achieving
organizational
objectives

objectives and
expectations; is
able to delegate
work to inspire
subordinates to
willingly achieve
organizational
objectives

communicates
goals, objectives
and expectations to
meet organizational
objectives; able to
get subordinates to
follow directives to
achieve
organizaticnal
objectives

commuanicate goals,
objectives and
expectations for
work unit;
subordinates tend to
resist direction;
needs to delegate
work more
effectively

objectives and
expectations for the
work unit and/or does
not effectively
communicate them;
does not delegate work
effectively;
subordinates resist
participation

Comments/Explanation.
If Partially Meats Expectations or Daes Not Meet Expectations is selected, please identify areas for improvement

Date for follow up of any Areas for Improvement
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Discuss with the em;[c)yee opportumtlés for how they might develop their strengths and skills. Identify 2-3 SMART
goals (Specific, Measurable, Attainable, Relevant, Ttme-Based). This may involve setting priotities, new projects or
responsibilities, training {on the job, courses offered by the City), coaching that you offer, mentoring, ete,

I. Goal/Action Steps

2. Goal/Action Steps




3. GoaVAction Steps

Date for follow up of Development Action Plan




Section 4: SIGNATURES AND COMMENTS . oot

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:
g p g

Date:

Non-MPSOA Manager/Supervisor: Date

{only where applicable)

EMPLOYEE COMMENTS: IF DESIRED
I have read my performance evaluation and wish to add the comments below. These will be attached to the evaluation. I

agree to return the copy of the evaluation with any comments by .
{date)




