MEMORANDUM OF AGREEMENT
NATIONAL CONFERENCE OF FIREMEN & OILERS AND CITY OF BOSTON
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”) 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 NCFQ has ratified and the Mayor and Boston City Council have
approved the prior three (3) year agreement This three (3) year agreement is the product of
successor collective bargaining to the July I, 2007 to June 30, 2010 and the July 1, 2010 to June
30, 2013 agreements between the City of Boston and NCFQO This agreement is effective July 1,
2013 through June 30, 2016

This Memorandum of Agreement (“Agreement”) is made pursuant to Massachusetts
General Laws Chapter 150F between the City of Boston (“City”) and the National Conference
of Firemen & Qilers (“NCFQO")

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

i Article IX (“Compensation™), Section 1 Provide base wage incieases as follows:
Effective FPP October 2013 — 3 % base wage increase
Effective FPP October 2014 — 3 % base wage inctease

Effective FPP October 2015 — 3 % base wage increase

2 Article XX1, (“Duration™) -- Amend the dates contained in Article XXI, § 1 to reflect a
thiee (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

CITY QEBOSTON
Mﬁiﬁm, Mayor of Boston
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Michael Keogh, President
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MEMORANDUM OF AGREEMENT
NATIONAL CONFERENCE OF FIREMEN & OILERS AND CITY OF BOSTON
SUCCESSOR CONTRACT NEGOTIATIONS

On June 20, 2012 the parties reached a tentative agreement subject to ratification by the
National Conference of Firemen & Qilers (hereinafter “NCFQ,” 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 NCFQ 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 NCFO. This agreement is effective July 1, 2010 through June 30, 2013

This Memorandum of Agreement (“Agreement”) is made pursuant to Massachusetts
General Laws Chapter 150F between the City of Boston (“City”) and the National Conference
of Firemen & Qilers (“NCFO?”)

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 Amend Acdicle XII (“Holidays™

Amend Section | as follows:

“The following days shall be considered holidays for the purposes enumerated betow:

New Year's Day

Martin Luther King, 1. Day Independence Day

President’s Day Labor Day

Patriots' Day Columbus Day

Memorial Day Veteran's Day
Thanksgiving Day
Christmas Day

If the Holiday falis on a Saturday, it will be observed on the preceding Friday If the Holiday
falls on a Sunday, it wil] be observed on the following Monday.
' 1



Add a new Section 5 as follows:

Section 5 In addition to the holidays enumerated in Section 1 of this Asticle, on each January 1,
full-time employees who were City of Boston emplovees on January 1, 2013 will be eligible for two (2)
“fioating holidays” that must be taken by December 31 at a time or times requested by the emplovee and
approved by his’her immediate supervisor putside the bargaining unit. Emplovees who were not City of
Boston employees on January 1, 2013, or who separated from service after January 1, 2013 shall not

receive “floating holidays.”

Section 6 “Floating holidays” shall be subject to the same notice and approval requirements as
ouilined in Article XII (“Vacation Leave”) of this Aecreement. “Floating holidays”™ not used by
December 31* of the year in which it was received shall not carry over 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 of his/her “floating holiday(s})”
and as a result is unable 10 use the “floating holiday(s)” by the end of the calendar year, that
employee may carry over his/her “floating holiday{s)” to the next calendar year, Any “floating
holiday(s)” carried over must be used by December 31% 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 up to four (4) weeks
Disability leave up to four (4) weeks
Mﬂitary Reserve annual active duty leave up fo four (4) weeks.”

Add: “Any employee on an authorized leave of absence shall acciue 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 L eave ™
Amend section fo say, “Every employee covered by this Agreement shall be granted



parental leave consistent with the Cify 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 Atiendance Policy beginning January 1, 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 Duty

€ NCFO performance appraisal form

6 Article IX (“Compensation™)

Section 1A. Provide base wage increases as follows:
Effective FPP Octobet 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 fowr (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 refroactive payment of overtime or additional
earnings that occurred during the FY 10 wage delay period.

3



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

Effective January 1. 2013, replace the current language of Article XIX, Section 14, so that it
reads as follows:

Section 14 Tool and/or Boot Allowance

Each employee of the bargaining unit will receive a maximum Tool and/or Boot Allowance of
one hundred dollars (§ 100.00) per calendar year for the reimbursement of purchases of bools
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) per

calendar year for the purchase of tools and/or boots

A Eligibility
1 Employees on Workers’ Compensation, alteinative 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 or before January 1* is not eligible for 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 or rolling
objects, piercing the sole, o 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 hei/his duties shall not be granted reimbursement fo1 tool purchases. The determination
will be made by her/his supervisor outside the bargaining unit

7 Article XX, (“Duration™) -- Amend the dates contained in Article XXI, § 1 toreflect a
three (3) year contract with a duration from Fuly 1, 2610 through June 30, 2013.

In witness hercof, the City of Boston and the National Conference of Firemen & Oilers have

caused the Agreement to be signed, executed and deliveied on the day of
, 2012
CITY OF BGSTION NATIONAL CONFERENCE OF
FIREMEN & OILERS
Thomas M Menino, Mayor of Boston Michael Keogh, President
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CITY OF BOSTON
OFFICE OF HUMAN RESOURCES

Attendance Policy

Overview and
Scope

Authorrzed Use
of Sick Leave

Coming to work is an essential function of each employee’s posztmn
However, employees may need to be absent fiom work on occasion other
than for scheduled vacation periods The 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 piovisions related to employee
attendance and absenteeism ate 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

All employees arc 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 2greement

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 from falsifying

theit own o1 any other time sheet

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

An employee’s iliness or injury or exposue o contagious disease o1
an employee’s illness or disability aiising out of or cansed by

pregnancy oz childbirth
The serions illness of 2 member of the employee’s immediate family

(Immediate famﬂy shall be defined as spouse, child living in the
employee’s household, parent of the employee o1 as otherwise
defined by the applicable Collsttive Bargaining Agreement)

__ The employes’s need to extend bereavément leave for the death of 2
membex of the employee s 1mmed1ate family consistent with the
City’s bexeavement pohcy and/ox the apphcable Collective Bargaining

Agreement ]
Doctor ox dentist aupomtments OI the empl ovee ot the emDJDVee S

s R

Jmmedlate farmh'

Employees are stnctly prohzbl’ted ﬁqm using sick leave for any other
purposes, unless exphcxtly aHOW{:d bya collectwe baz gaining agreement

DOCUMERT NUMBER Dccmlsvr REVISION B {ssusn,xn: - EFFECTIVE DATE
ORR-2011-ATT | "NA - " ] DRAFT312]2 ° .
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CITY OF BOSTON
FFICE OF HUMAN RESOURCES

Attendance Policy

An employee who meets any of the following criteria will be required to
I L

%;I;Leave provide medical documentation substantiating the employee’s use of sick
=, leave:
Requiring

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 1epeated usage on the same day of the
week, and/or repeated immediate vse and depletion of sick time upor
crediting of sick ime [t is important to note that the City may
accelezate the progressive disciplinary process when an employee has

exhibited patterned absenteeism

Documentation

An employee who has vsed more than five (5) consecutive days/shifts
of sick leave must provide documentation to substantiate his/her
ahsence and documentation reparding the employes’s fitness to 1etmn
to work If the emplayee remains unable to return to work then he/she
will be 1equired to provide a completed WH 380E form consistent
with the Family and Medical Leave Policy, and failune to do so may
result in continued use of sick leave being denied Nothing in this
secton shall prevent the City fiom requiring or an employee fiom
providing a WH-380E form prior to the employee being absent five
consecutive days/shifts Only employess who meet the eligibility
requirements for FMLA leave will be eligible for FMLA leave

If an employee has 1equested the use of vacation, compensatory, ot
personal time and that zequest 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, or personal time was
denj€d, the employee must provide documentation substantating

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

An employee, who has eight-(3)ten (10) instances of sick leave in the
ptior completed twelve (12) month period, Znay be required to submit

medical documentation in 1esponse to any additional use of sick leave
ragardless of whether or not the employee provided medical
documentation for any of the prior eicht{&ten {10} instances An
instance Is defined as an employee’s absences of one (1) or less than
orie {1) work shift  An employee who is required to submit medical

L docum\,ntatmn under this subparagraph must continue to submit
: medmai documentatzon until such txme as hls/her sick leave usage in

RO CTENT NfJMBm D O CUNENT REVISION TSSUE DATE 7 IE‘FFECITVE DATE
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CITY OF BOSTON
OFFICE OF HUMAN RESOURCES

Aftendance Policy

Documentation

{10) instances Emplovees will be notified when thev are requiied to
subinit medical documentation for sick leave usase pursuart 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
1equired to complete all necessary docementation to request and substantiate
their peed for such leave In addition, all leave authorized under the FMLA
and/o1 the City’s Family & Medical Leave Policy will not be counted toward
the efghtf8}ten {10) instances  Please see the Family & Medical Leavé

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 id medical documentation

required mnder this policy:

The name of the employee
The name and contact information of the medical provide:

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
beligves that the employes needed to be absent from work

The date upon which the medical provider belicves the employee will
be able to retuin to work

‘When the absence was for the illness of the employee’s immediate
family member, 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 care for such individual

It is the employee’s responsibility to obtdin adequate medical documentation
within the stated ten (10) calendar day time panod It is the D&partmant’
responsibility o inform an employee within ten (1 0) cal endai days of receipt
of medical documientation if it has deemed the documentanon is not adequate
1o excuse the absence. Doctor’s notes xecezved aftel ten (10) ‘calendar days
will not be accepted Employees on an appit ved leave pmsuant to the City’s
Family & Medical Leave Policy will ndt be! quxred to pxowcie this =
documentanon but will be 1equized to compl 1é al) necessazy documentanon

3 1o request and substantiate their need for leave o
T DOCUMENT NUMBER DOCUMENT REVISION | TSSUEDATE “BFFECTIVEDATE
{ OHR2011-ATT NA ] DRAFT 3.12.12 o
] Lo ) . Page3of6
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CITY OF BOSTON
OFFICE OF HUMAN RESQURCES

Attendance Policy

Use of Vacation
or Personal
Time in Jien of
Sick TiJ_ne

e 4t T AW T

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 gianted a leave pursuant to the
Family and Medical Leave Policy then he/she shall not have any sick leave
usage that occurs duting the anthorized absence counted when determining
whether he/she will need to provide medical documentation in 1esponse io

sick leave usage as detailed above

An employee may only use vacation o1 personal time in place of sick time if
he/she follows the contractual and/or departmental requirements {or
requesting such leave including providing the requized prior notice and

obtaining authorization

Vacation requests must be in wiiting and submitted in compliance with the
Departmental notice requitement, but at all times at 1éast 48 hours in advance.
Use of vacation without 48 hotrs prior notice will only be authorized in
hmited circwmnstances and must be approved by the Appointing Authority o1

his/her designee.

Personial leave requests must be made in compliance with the DCPautmem
notice requirement and/or consistent with the applicable collective b gammg

agreament
Below are two examples; these examples ate fllustrative and are not intended

to be exbaustive:

Example:
(1) An employee has only a few days of acciued, unused sick time remaining

She is scheduled to have a medical procedure in two (2) weeks The
smployee requests the use of her vacation time to cover the peried 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 procedwes for
requesting vacation time In addition, please note that the employee may need
to coraplete a form consistent with the Family and Medical Leave policy
where the employee will be absent fiom work for an extended period of time

(2) Al empléyée has exthausted his sick time but has vacation time He calls
mto Wozk af the start of the shift and tells his sppervisor he is ill and wants to
usc & vagation ddy Inthis instance the employee has not complied with his
Department’s pr gcedures for quuestmg vacation time, vacation time 1s not
rized and the employee will not be paid for the day and will be subject

) dlsplplme .
EFFECLIVE DATE

SSUEDATE
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CITY OF BOSTON
OFFICE OF HUMAN RESOURCES

Attendance Policy

Absentwithout
Leave

Tardy

An employee is only allowed to be excused fiom work if he/she has available
paid leave time and he/she requests to use and uses such Jeave time in
accordance with the provisions in afapplicable collective bargaining
agreement and City policies, or if he/she has been mianted an authorized Jeave
of absence, such as a leave pursuant to the F amily 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 [aw

Far example, an employee who is not on an anthorized leave of absence and
has no rematning 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 authotized 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 woik at the start of their scheduled
shift, having already attended to personal needs 1n general, road
construction, transportation delays, personal issues and weather ate not
atceptable 1éasons for tardiness A record of tardiness shall be cause for
disciplinary action f+isimpertantto-note-that the-City-may-aceelosate-the
progrossive-discipline process for-excessive-or-patterned-tardiness:

Forthermore, employees willmay be subject to discipline for extending 2
meal o1 bieak period(s) beyond the permitted time for such meal o1 break
period and/or for leaviog prior to the end of a scheduled shift Meal and/or
break periods cannot be used fo shorten the employee’s work shift, without

the prigr wiitten authorization of s superviscr or manage:

Ifan emplovee follows appropgate call in proceduzes and notifies 2
supervisor or managel PRIOR 1o the start of hig/her shift of his/het tazdiness

and he/she has available personal time to cover the length of the absence the

smbloyee may use personal time and not have thal instance count gs tardy,

If‘an emplovyee follows appropiate call in procedures and notifies a
supervisor ot manager AFTER the start of his/her shift that hefshe Will be
tardy the employee who has avajlable personal time may still use personal
time in order to get paid for the tardy time, however. this will count as tardy

'EﬁFECﬂ_VEDAﬁ
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CITY OF BOSTON
OFFICE OF HUMAN RESOQURCES

Attendance Policy

Violations will result in discipline cohsistent with any applicable collective
bargaining agreement or law JThe 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 fermination at any
time Ceming to work is an essential function of an employee’s position
Subject to applicable laws, employees may be disciplined for unauthorized
absences, poot attendance, tardiness, and/or unavailability for work

Discipline

NOTE
This policy supsrsedes 2l previous Attendance Policies issued by the City’s
Office of Human Resouices, including the “Managing Atiendance Program ™

- ;JOCUME;\-”IP;’(;’B-;'BER DOCUMENT REVISION T _ TSSUE PATE EFEECTIVE DATE
OHR-2011-ATT. "~ NA 7] DRAFT3.12.12
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CITY OF BOSTON
OFFICE OF HUMAN RESOURCES

Mhlitary Leave

Policy

The benefits and protections provided for employees who take military Jeave

Overviev 3
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 Jeave for miljtary service as siated herein
and in accordance with any applicable stat 917; deral law o1 collective
bargaining agreement In addition, family bers of service members may
be entitled to leave in certain circumsts u1 suant to the Family Medical
Leave Act (FMLA) and should refer@s% Gifyjg Family & Medical Leave
policy "‘%
ANNUAY.
TRAINING
& Common ealth

A National  (Massachusetts dhitna el rcced ay#d1 up to a
Guard maximum of 34 da ety -. _' W [§eear (Tuly 1 - June 30) for their

' -,;- posesadset forthin M G L. e 33,
: inva o1 insmrrection), 41 (natwal
peesganel this is not fo exceed

o i3 ithe reser vaidomponely of the armed forces of the United States
of duty for up to 17 days in any fedezal fiscal
tf;mbex 30) For sworn personnel fhis is not to exceed

Military Employees”&n the 1eserve component of the armed forces of the United States
Who are called to active duty will be pzud thé dszexence between the rmhtaly

Personnel
Cilled to Active pay they receive and their regulaf pay from the City of Boston for up to five
yeats. Once the employee s military pay ceases theé City’s payment of the

Duty
' differential between the empleyee 8 m111ta1y pay and his/her regular pay will
also cease. A :

EFFECTIVE PATE
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CITY OF BOSTON
OFFICE Or HUMAN RESOURCES

Military Leave

Policy

Notice of Need
for Leave

Notice to
Return to

VWork

Longer ﬂl’l
Days

An employee must provide advance notice of upcoming military service
unless doing so is precluded by military necessity o1 is otherwise impossible
or unreasonable An employee seeking military leave shouid notify the Office
of Human Resouzces 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 duxmg their military leave pursuant

to this policy 5 ,‘}-

Atthe conclusion of military ,sewlcc’i emp o¥ee must report back to work

L34S
or request reinstatement dependm%%n the dmaua%t;:ave

After service of less #3531 days: The employemust report to work
no later than the first regnlaxty\Set eduled wagxkday followm;‘%{[;ompletmn of
. % period of

service. The emp ﬁe, howeverrsiH be ggmtted an eigh
time after s/he ret IR requn ed 1o report i6%vork

—ra-fr b

) ary service or a position of like seniority,

o e provisions of the Uniformed Services

3 ee ovment Rights Act ("“USERRA™) If not qualified to
,job S a military disability, the employee will be

cipearest comparable job available for which the employee is

q ified withlike ‘senfority, status o1 pay o1 its closest approximation An

‘emp qy.se hne For a brief, nonrecurring period With no reasonable

exPectaf%;go'x'iﬁ%? Feontinued employment or employment for a significant period
is not eligible for reinstatement, An employee may not be eligible for
Téinstaternent or other benefits under USERRA if his/her cunmlative length of

o A = -
leave due to military service excéeds five years.

B héfated to

- If dmmg the militaly leave the employee’s position is eliminated, the

iiummo ediployes shall be reemployed to layoff status In addition,
reinsfatemnent may riot be granted if circumstances have so changed as to
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CITY OF BOSTON
OFFICE OF HUMAN RESOURCES

Wiilitary Leave

Poliey

Impact of
Military Jeave
on Accrual of
Paid Time

Health Benefits

make such 1eemployment impossible o1 nnreasonable ot if, in certain
ciicumstances provided by USERRA-tie Usifsrmed Serviees BEmployesen:
axd Resmplss D such reinstatement would

impose an undue hardship

An employee will continue to accrue his/her 1egular vacation, sick and
peisonal days dwing his/her military leave paid by the City, consistent with
any applicable collective bargaining agre éﬁ?aﬂd USERRA In addition,
accrual 1ates and service credits will be t%%ﬁas though the employee was
continuously employed during the p@iﬁ%@%ﬂilﬂ&ry leave Employees will
be allowed to carry accrued time and#garticip e;%abuyouts consistent with
the applicable collective bar gmgtfﬁs

ed such time and co

1ate at the ime the employe ~¢ -

employee for such acerued ti %ﬁﬁ"ﬁ] be based on “&%m loyee’s regular pay
_ igtent with the

S ahsence of

ingiagreement O%%%GY ~ Any payment to the

applicable collective bargainingiimeement or policy 7
R " A 3 T - ————
City’s group health plan will

T

24

intisio make its regular

Abontinue to participate in the

ityiill reinstate the employes’s coverage without

Sinstaternent

change maﬂ-%; g allos ¥ mid year revocation of their elections. In the
suolmid ye

4 evocation, flexible spending accounts will confinue
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Family & Medical Leave (4/20/12)



CITY OF BOSTON
OFFICE OF HUMAN RESOURCES

Family & Mediecal Leave Policy

Overview

Scope

The City provides a variety of different leave periods depending on an
employee’s length of service and the specific reason fo1 the leave of absence
The different provisions applicable to family and medical leaves ase set forth

below

An employee who has completed his/her probationary period may be eligible
for up io 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 dwration 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 Farily and Medical Leave Act
("FMLA"), the City will px ovide eligible employees with a family o1 medical
leave fo1 up to twelve (12) work weeks in any “rolling” 12 month period,
measuted backward fom the date an employee uses any FMLA leave Eligible
employees may take up to twenty-six (26) weeks of FMLA leavein a single 12-
month period to care for a relative who incus a serious injury or illness in the
course of active military duty as set forth below FMI.A leave raay be paid,
unpaid, or 2 combination of pald and unpaid, 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
parental leave, an eight (8) week maternity or adoption Jeave may be granted in
accordance with Massachusstts state law

Additional medical leave may be granied io appropriate circumstances to an
employee as a yeasonable accommodation for a disability

All leaves above will 1un: concurently to the extent the employee’s time off
falls within the parameters of any of the vazious leaves of absence provided by
this policy, For exawple, if an employee is eligible for an eight-week maternity
leave, a twelve-week FMLA leave, and a twelve-month parental leave, all
leaves ‘Mll begin on the first day of the leave and run concurrently

Timé off due to a work-1¢lated injury will also ron concrurrently with any other

_ Lapinlicéblé leave provided by this policy
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CITY OF BOSTON
OFFICE OF HUMAN RESOURCES

Family & Vedical Leave Policy

Eligibility

Concwrent
Teave

Doviments tidn

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 forwsd from the
date the employee first uses this leave when the employce has a medical
condition that causes him/her to be unzble to wotk. This leave (and its
duration) is subject to the City’s operational needs. This Ieaye cannot be used

intezxmittently.

To the extent that the emp]oyee s medical leave also qualifies as FMLA leave (as set
forth below) o the leave is due to a workrelated injury for which the employee
1eceives worker’s compensation benefits, such leave will sun concurrently, and the
employee will be expected to comply with the notice and dpcnmentatmn 1equirements

necessary for those fypes of leave

Employees must provide documentation from a health care provider that
substantiates theiz need for a medical Jeave of absence The City retains the
right to ask for a second opinion The City will pay for any medical exam it

1equires the emaployee to undergo

Dwing a medical Jeave, an employee foust use aay accwmulated paid time for
which the employee’s leave qualifies For instance, an employee who takes a
12 vhonth leave due to illness ox injury must fixst use his/her accnmulated sick
time and then any additional accomulated vacation and peisorial tiipe  An
emplovee may choose to retain up to two {2) weeks (seventy ( ?OLoms for
employees who work a thirty five (35) how week or eighty (80 hours for
employees who wotk a forty (40) hour week) of sick Hme 16 covér abssnces
that may he necessary after retumn fiom a medical leave, IFan empldyee’s paid
leave balanee is insufficient to cover the duration of leave, thé eiployee may

L
elect to use his/her available paid Jeave in mclements Jess than hlsihex

reaulaly scheduled workweek. In'no event may an ‘ermployes T use ' jess than
twenty (20) houts paid Jeave per week, Any additional leave hmc 'will be

unpaid Paid time cammot be used to extérd the Ieave penod beyond twalve :

months

.
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CITY OF BOSTON
OFFICE OF HUMAN RESOURCES

Family & Medica] Leave Policy

Health
Benefits

Notice of Need
for Leave

Lffect of Leave

on Vacation

Accrual

The City will continue to make its 1egular contzibutions to the employ

gioup health plan piemiums while an employee is on a medical leave The
employee’s contributions will continue to be deducted fiom the employee’s
pay during any portion of the leave for which the employee uses his/het
accrued paid time off. Dwing any unpaid poriion of the leave, the employee
must make artangements to pay his/her regula: share of the premiums to the
(‘1ty If payment is more than thirty (30) days late, the employee’s health
insurance may be dropped for the dwation of the leave When the employee
1etarns to work after his/her health insurance has been discontinned, sfhe may
be required to wait until the next open enrollment petiod before s/he may 1¢-
enroll in the City’s group health plan if his/her leave of absence extended
beyond any applicable 12 week FMLA leave as movided below

Employees seeldng a2 medical leave of absence purshant to this policy
pravision should contact the Office of Hurnan Resources To the extent that
the employee’s medical leave also qualifies ags FMLA leave (as set forth
below), such leave will run conowrently, and the employee will be expected to
comply with the notice and docuraentation 1equirements necessary for FMLA

leave

Once an employee has been on paid or unpaid leave for over twelve (12)

weeks (patd-ornapaidexcluding np o two (2) weeks (seventy (70) hows for
employees who woik a thirty five (35) hour week or eighty (80) houts for
employees who work a forty (40) howr week) of authorized vacation), s/he will
be eligible to docyue his/her annual vacation only upon the completion of
actual work equal o the length of the authorized absence o1 completion of six
(6) months of actual work, whichever isless  Actugl work equal to the length
of the authorized absance or six (6) months shall begin to 1up on the day the
employes returns from the last period of absence, For examplc an employee

takcs a medical leave for six months commencing August 1, using accrued
vasation hme during the first month of the leave ~ When the erfiployee returns
to work on February 1, the employee must work for six months (until August
3] biéfore he will earn the vacation that he would have eamed January 1 had he
been at Work at that ’nme Any period o1 periods during this six months for
whm an emp]oyee 15 niot paid shall extend the six months by that amount of

m.??-f’s o

T EFFECTIVE DATE

-~ DOCUMENT REVISION ] J55UE DATE

DOCUMIENT RUMBER . 1) - ;
I DR | TA-81311 42012

|

OHR-2011-FMIL
Tamily & Wedical Lea'_ve

Page 3 0f 19 j

T e e et e,






CITY OF BOSTON
OFFICE OF HUMAN RESOURCES

Pamily & Medical Leave Poliey

An employee who is on a paid or unpaid leave of absence for twelve {12)

Effect of Lenve
weeks o7 less (excluding np to two (2) weeks, seventy (70) hows for

on Accrual
Rate emplovees who work a thirty five (35) howr week o1 eighty (80) hours for
emplovees who wortle a forty {40) hour week, of authovized vacation) will
continue to earn service credit foward histher vacation acerual rate. However,
an employee will cease to earn service credit. for purposes of calculating the
employee’s vacation acaiual yate, until an emplovee returns fiom a leave of
absence longer than twelve (12} weeks (excluding vip to two (2) weeks,
seventy (70) hours for employees who work a thirty five (35) hour week o
eighty (80) hours for employees who woik a forty (40) hour week, of
authorized vacation).
In addition. up to one (1) vear of workers’ compensation may be counted
toward service credit for purposes of caleulating the emplovee’s vacation
’ acerusal yate,
- - PRI - S .\
Sick Time Once an employee on a medical leave of absence is unpaid, o1 paid via a sick
Accrual pool, the employee will cease acciuing any sick time
1 DOCUMEST NUMBER DOCUMENT REVISION [ ISSUEDATE [ EFFECIIVEDATE ©_°
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CITY OF BOSTON
OFFICE OF HUMAN RESQURCES

Family & IVledical Leave Policy

Eligibility

Concurrent
Lenve

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 chijdbirth or
adoption This leave (and its duation) is subject to the City’s operational
needs This leave cannot be used intermittently

To the extent that the employee’s parental leave also gualifies as FMLA leave
or leave under the Massachusetts Maternity Leave Act (as set forth below),
such leave will run concomently, and the employee will be expected to comply
with the notice and documentation requirements necessary for FMLAMMELA.

leave

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

off to cover the absence

Fox purposes of determining eligibility for use of acetned sick time duting a
Jeave of absence due to childbirth, a new mother will be considered to be
disabled for the initial twelve weeks following the bixth, thus entitling her to
use her sick time dming 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 1o use her sick time, for the first eight weeks,
Thexeaftes, if she has any zemaiping sick’ time, she must vse such sick time for
the next four weeks, and tha:{eafter must use hez aconmulated vacation and
pelsonal time unleSS she can provade domnnenfanon of continwing medical
issues that would justify use of her sick time An emu]oyee may choose to
retain up to two (2} weeks (seventy {70) hours foi employees who work a
thiity five {35) howr week or ew’nty (80) hours for emp}oyees who work a forty
{40} hour week) of sick tzme i cover absefies that thav be necessary after
1etum fioma le'we -If 1n en;plo 'pzud Ieave balance is msuﬁ' clent to
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CITY OF BOSTON
OFFICE OF HUMAN RESOURCES

Family & Medical Leave Policy

Lffect of Leave
on Vacation
Accrual

S%el: .

‘T-nne‘ﬁffect of
Leave on T
As;crf.mll‘ﬁi‘é

A

cover the duration of leave. the emplovee may elect to use his/her available
paid leave in inciements less than his/her xeeularly scheduled woikweek. In
no event mav an emplovee use less than twenty (20) hours paid leave per
week. except for the Tnitial eight (8) week maternity o1 adoption leave in
accordance with Massachusetts state faw. .Any additional leave time will be

unpaid

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

Once an employee has been on paid of unpaid Jeave for over twelve (12)

weeks (paid-orunpaidexcluding wp to two (2) weeks, seventy.(70) hours for
employess who work a thitty ive (35) howr week or emhty {80) howrs for

smployees 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 o the length of the authorized absence o1 completion of six
(6) months of actual work, whichever is less Achual work equal to the length
of the authorized absence or six () months shall begin to run on the day the
employee 1eturns from the last period of absence. For example an employes
takes a parental leave for six months commencing August 1; using accrued
vacation time diring the first month of the léave When the employes retuins
to work on February 1, the employee must work for six months (until Angust
1} before she will earn the vacation that she would have earned January 1 had
ghe 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 menths by that amount of

tirne
In-adeaition;-an-employee-willno-longeracerue-servies-oredittoward-histher
vasatiporneernabrate-once theetaployeehas-been-obh-sleave-of absence (paid
e&&apﬂ&é}#‘epmem—thﬁa—me}ve—swe%&

Qﬂee%emp}eyeee&&p&eﬁw&%e&keeéabseﬁeﬁﬁﬂpmé—ﬁa&eﬁm}eyeeaﬂﬁ

eeaseﬂea%muﬂﬁﬁ%elﬁme-jm employee who is on a gnd 1)} Ungzud leave of

absence for twelve (12} weeks or less (exciudmg_p to two [2) weeks, seventy

.+{70% hours for employees who work a thitty five (35) hout week o1 eighty (80)
. houzs for- emuloyees whao work a torty (40) hour week. of authoiized vacation)
m!i contmue to eam service credit toward his/her vacation accrua] 1ate,”

Wever an emulovge will cedse to earn gervice credit foz plirposes of

' Hon
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CITY OF BOSTON
OFFICE OF HUMAN RESOURCES

Family & Medical Leave Policy

calculating the emplovee’s vacation accrual rate. nntil an employee 1efurns

fiom a leave of absence longer than twelve (12) weeks {excludina up to two
{2) weeks. seventy (70) howrs for emplovees who work a thiity five (35) hout
week o1 eighty (§0) hours fo; employvees who work 2 forty (40) bour week_ of

authorized vacation).

Inn addition, vp to one (1) vea of workeis® compensation may be counted
toward service eredit for purposes of calculating the employee’s vacation

acciual rate.

Siele Time- Once 2n employse on a parental leave of absence is unpaid the employee will cease

Accrual accruing any sick time
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CITY OF BOSTON
OFFICE OF HUMAN RESOURCES

Family & Medical Leave Policy

Eligibflity

Leave of Up 1o 12 or 26 Weeks Under the
Family & Medical Leave Act (EMILA)

The City provides employees with time off pmsuant fo the requirements of the
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 howrs (actual work) during the previous 12-month period
{conseative} 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 reasonable accommodation All leaves will rum
conguzzently

Part time employees who meet the eligibility zequirements will be graited
FMLA leave on a pro-1ata basis. In other words, an employeé who is regularly

scheduled to work eight hours pet day, four days per week and who has
worked 1,250 houts in the previous twelve months will be g anted twelve
weeks of leaVc consisting of fom days per week o1 a maximum of 48 days)"i 84

hotus.

Covexed Leaves FMLA leave may be taken for one or moze of the following reasons

for the birth o1 placement of a child for adoption or foster cate;

t6 caré foi a 'spd'tise thild, o1 parent with a serious health condx'“tl'on;

to tsze a medlcal leave when the employee is unable to paz_zform he
is/her posmon bccaUSe ofa seno‘us health c 'Igdmon,

..i;.
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CITY OF BOSTON
OFFICE OF HUMAN RESOURCES

Family & Medical Leave Policy

duty (or has been notified of an impending call o1 order to active duty)
n support of a contingency operation

\
i
:
1
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CITY OF BOSTON
OFFICE OF HUMAN RESOURCES

Family & Medical Leave Policy

Serions Health
Condition

MNotices for
Le'we Due to
Sez ious H&ﬂ]ﬂl
Condition’

Advance Notice

Effective Npﬁce

Leave For a “Serious Health ConditHon®

»

A “serious health condition” is an illness, injury, impairment, or physical or
mental condition affecting the employee's o1 family member’s health 1o the
extent that inpatient care is requized in a hospital, hospice, or 1esidential
medical care facility, o1 a condition that requizes continuing treatment by a
health care provider. It includes a ssrious and long-term illness which resuits

inrecurzent or lengthy absences for treatinent o1 recovery.

A serious health condition involving “continuing treatment” by a health care
providez includes: (1) a period of incapacity of more than three (3) consecutive
calendar days and any subsequent freatment or period of incapacity relating to
the sarae condition; (2) any period of incapacity due to pregnancy oz prénatal
care; (3) any pexiod of incapacity or treatmerit due to a chronic serious health

condition (e g, diabetes, asthma, epilepsy); and (4) 2 paziod of incapacity
which is pexmanent o1 long-term and for which treatinent may not be effective

{e g, Alzheimer's disease)

Employces with questions about whether a particular sitvation qualifies as a
setious health condition should consult with the Office of Human Resomces

T6 receive FMLA leave because of an emp] oyee's own senous health
condition or to care for a spotise, child o1 patent with a-serious health
condition, employees ghould give the fo]lowmg notlces and/oz ceitifications:

[ .'

A 30-day advance notice of the need to take FMI.A leave is xequncd when the
need is foreseeable I tha need for aleava is not foxeseeablc because of a lack
ofknowledge of applox:mately Whétl IeaVG "m]] re@ﬁéd Eh begm a chamge
in oircumstances, o1 a medical emei gency, £hé the ¢ employee mUSt g:ve as
ArtichlAr UMt &

much notice asis p0351ble undez tbe P

department If written noticé: is pot qu ib
not fozeseeable oiel notsﬁca’non $hould.be
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CITY OF BOSTON
OFFICE OF HUMAN RESOURCES

Family & Medical Leave Policy

Medical
Certification

Authentication
& Clarification

Failure to
mede
Requu ed
Documentatmn

lnabxhty i‘o -
Woxk CThE

supervisor and followed up in wiiting as scon as possible thereafte:
Ernployees 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 sitnations in which an employee 1equires extensive use of sick
time o1 if a supervisor 1eceives feedback fiom other employees about the

employee’s serious health condition or family cizcurnstances

Satisfactory medical certification must be submitted with the leave request oz
at least within 15 days of the 1equest for the leave The certification must
support the need fo1 leave due to a serious health condition affecting the
employee o1 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 ‘reatroent, along with a statement of the employed's intent to

wehun to work

The Office of Human Resources may commugicate with the employece's health
care provider for anthentication o1 clarification of the contents of the medical
cértification document. Employees will be expected to authorize such
discussions as necessary for their health care providers to provide information

necessary to complets the medical certification

An employee’s faiture to provide required notice of the leave of the
cemﬁcahon necégsary to designate the leave under the FMLA, may result In

.ﬂm 1equest for time off being denjed Altematively, the City may designate an
employee s absence as FMLA leave when it has information sufficient to make
ihd designation even if the employee fails to provide the required certification

1 01 docmnentahon
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CITY OF BOSTON
OFFICE OF HUMAN RESOURCES )
Family & Medical Leave Policy '

that the employee's presence would be beneficial o1 desizable

Periodic Periodic reports may be required dring FMLA leave 1egarding the employee's
Reports status, anticipated duration of leave, and intent to retum to work Medical
certification is required to cover all periods of absence while on leave

Cleayance to 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

Return to
Work

]
Intexpaittent ‘When medically necessary, employees may take FMLA leave on an ?
and Reduced  intermiifent basis, a1 by 1educing their normal weekly o1 daily work schedule
Schedule Leave o care for a sick spouse, child or parent, o1 because the employee is seriously

il and wnable to work. To be eligible for an intermittent o1 reduced schedule
leave, the employee must give thirty (30) days notice, if the leave is
foreseeable, and the medieal certification must include dates and the duration
of treatment and a staterent of medical necessity for taking intexmittent leave
o1 vmrk:mg azeduced schedule Forther, the employee must discuss with his/her
supervisor the scheduling of such leave to minimize disruption to the City’s
opetations, and the City may temposarily tansfer an employes to an available
alternative position with equivalent pay and benefits if the alternative position
would better accommodate Jeaye on an intermittent or reduced schedule basis

B

Leave fox Birth, Adoption, or ¥ oster Care Placemeit of a Child

The FMILA provides eligible ernployees with up to 12 weeks of leave for ﬂm
pmpose of childbirth or for placement of a child for adoplion ,An employee .

who i$ not eligible for FMLA leave may nonetheleds be ellglbla For up to 8 .
: wetlés of leaye for childbirth or adoption provided by ﬂleMassachuseﬁs g

- Matalmty Leave Act (“IVIMLA”) :

R T
T ";E
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CiTY OF BOSTON
OFFICE OF HUMAN RESOURCES

Family & Medical Leave Policy

placement

Advance Notice

A 30-day advance notice of the need to take FMLA leave is required
when the need is foreseeable If the need for a leave is not foreseeable
becanse of a lack of knowledge of appioximately when leave will be
requited to begin, a change in ciicumstances, o1 a medical emergency,
then the employee must give as much notice as is possible under the

particular circumstances invelved

Content of
Notice

The notice must include the employee's intention to 1etum to woik
following the leave, and appropriate doctmentation from a physician
for childbizth, or other appropiiate entity for adoption or foster care
placement should accompany the notice and xequest for leave A birth
certificate will suffice as sufficient proof of childbirth

Sufficient proof of adoption includes a certified birth certificate or U8

citizenship documentation and a certified copy of the otiginal final
judgment ot decree of adoption If the child is adopted intenationally,

sufficient proof of adoption ucludes a certified copy of the original
foreign adoption deciee (and 2 certified English translation) and an
original foreign birth certificaté (and a certified English translat:on)
along mth one of the following: the child’s green card o1 foreign

passport with 1551 stamp
Suﬂicxent prooi fox foster care placement is the employeg’s certified
foster care license a.ud céitified paperwork showing the child’s
placemcnt

Effective Notice

Use of Time Off
With Pay

. EFFECIIVEDATE °
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CITY OF BOSTON
OFFICE OF HUMAN RESOURCES

Family & Medical Leave Policy

Continuous
Ledve During
12-Month
Period

Spouses Both
Lmployed by
City

Reinstatement

to childbirth o1 adoption, an employee must use any accrued but wmused
vacation and personal time Use of any paid time may not be used to extend

the leave period.

A leave for birth or placement for adoption or foster cate must canclude within
12 months of the birth o1 placement Such a leave mmist be faken il at once

If both spouses ate employed by the City, they are entitled to a combined total
of twelve weeks/months of leave fo1 the birth or placement of a child for

adoption oz foster care

L

Uponzetrn from a twelve week maternity/adoption/foster care leave under
the FMILA, the crmployee will be reinstated to histher previous, or a similar
position with the saroe status, pay and length of service credit, whersver
apphcable, as of the date of the leave, unless there has been a layoff or other
changes in opetating conditions affecting empioyment during the period of

such leave.

FMLA Leave to Care for a Injured ox I Sexvicemember

Bhglble employees may take up to twenty six (26) weeks of leave ina single
12-monith peried to care for a cunrent member of the Armed Forces, including

the National Guard or Rasewes, or amembez of the Armed Forces, the

: Natlonal Guaxd or Reserves who is on the temporary disability xcmed list, who

hés a senous mjuxy ot illness incurred in the line of duty on active diity for

Whmh héo or she is mde:gomg mechcal treatment, recuperation, or therapy; o1

'erwxse in omjpatent stahid, Leave 1 may ; also be taken to care fo1 a veteran

ryh_on gs 1nderg gomg medicalt tmatmen’r, jecupieration, o1 therapy for a serious
ajury or ﬂiness and Wiho was a member 0f the Armed F orees at any time
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CITY OF BOSTON
OFFICE OF HUMAN RESOURCES

Family & Medical Leave Policy

Serigus Iness
or Injury of a
Servicemembaer

Family
Membex

Leave Periogd

Goveriad Active
Dugy

of 26 weeks of FMLA. leave for any qualifying reason; the employee is entitled
to no more than 12 weeks of lzave for FMLA-qualifying reasons other than to

care for an injwred or i1l servicemeribe:  For example, an eligible employee
may take 14 weeks of FMLA leave 1o cate for an injured servicemember and
12 weeks of FMLA leave to care for a newbom child, for a combined total of

26 weeks of leave

A “serious injury or illness” means an injury ot illness incurred by a covered
servicemember in the line of duty on active duty that may 1ende: the
sexrvicemember medically unfit to peiform the duties of his or her office, grade

rank or 1aiing
In order to cate for a covered servicemember, an eligible employee must be the
spouse, child, parent, o1 next of kin of a covered servicemember

The “single 12 month period” in which the 26 weeks of leave can be takén
beging on the fist day the eligible employee takes FMLA leave to care for a
cavered servicemeniber aid ends 12 months after that date

FMLA Leave Due to Qualifying Exigencies fox Families of Mémbers of
the Axmed Forces

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

qualifying exigencies

o

“Cove:ed active duty” for a membel of the regular Amzed Fox ces means
__dep‘loyment in a foreign counhy and, for a membez of the msexves deployment
‘to a for elgn country imder a call to active duty undel certam fedezﬁl ]aws Y
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CITY OF BOSTON
OFFICE OF HUMAN RESOURCES
Family & Medical Leave

Policy

Congitions
Applicable to
ALL FRILA

Leaves

Substitution of
Paid Leave

school activities, (4} to make financial o1 legal arrangements, (5) to attend
counseling, {6) to spend time with a resting o1 recuperating servicemember, o1

(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 Jeaves that do not involve an infured
servicemember, the City will measire the twelve month period as a 1olling 12-
month period measured backward from the date an employee uses any leave
under this policy For leaves involving an injured sexvicemember, 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 fiom the 12 (o1 26) weeks available.
BEMLA leave may include absences for which the employee has received paid
sick ot other leave, o1 all or part of absences for conditions which progress into
serious health conditions to the extenit that the leave meets FMLA

rsguirerents,

I the employee has aceiued paid leave, the employee must use paid leave fust
and take the remeinder of the twelve (12) weeks as unpaid leave. An
employee may choose to 1etain up to two (2) weeks (seventy {70) howrs for
cmployees who work a thitty five (35) hour week o1 eighty {80) homs for
er'nnloxiees who woik a forty (40) hour week) of sick time fo cover absences
that m'w be netéssary after retuin fom a medical leave (except for 2 female
employee s first eight weeks of maternity leave during which the employee

may choose to use such paid Ieave o1 not)

Wh]le on an approved FMLA leave, an employee must use any eamed but
uiigsed pazg timeoff available if the reason for the leave qualifies fos the paid

.}t.lme off benefit IF the ]caye i§ on account of the placement of a chlld for

adi op'uon 01 fostex caxe 1o care for 2 spouse, child o1 parent with a senous
health condmau or the cmployee, has used all of histher avaﬂable eamed sick

'jime fo; hl_s/hqx ow.n senous health pondmon the emp]oyee must use vacation

1 _énsg’cory time” or personai time available If
an employee s p"ﬂd leave balance is‘insufficient to cover the duration of leave,
tha ernplovee méz eIecﬁo use hls:’hea available paid leave in increments less

; 4 o

ikw}.ree:k-" In no event may an emnlovea u.se

 DOCUNENT NUMEER - o : EFFECTIVEDSTE )
T _OHRIDITEML. .| A o |
TFamily & Medical Leave. . “l TN R Pape 16 0of 19 ;}l

I T ———— .
e e e et et g



CITY OF BOSTON
OFFICE OF HUMAN RESOURCES

Family & Medical Leave Policy

Benefit
Continuation

on Vagation
Accruzl

less than twenty (20} hovrs paid leave per week. excent for the initial eight (8)
week maternity or adoption leave in accordance with Massachuselis siate law.
Howeves, use of paid time, including sick, vacation o1 personel paid time, may

not be used 1o extend the leave period

The City’s contiibution toward group health insurance will be continued
during an FMLA leave If the emplovee has paid time available, the
employee's required contribution téward group health insurance, if any, will
continue to be deducted from the employee’s pay. Howevet, in the event that
the leave of absence is unpaid, the employee must make timely payment of
his/her quuned contribution prior fo 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 for the duzation of the leave In some
Instances, if an employee fails to retam from a FMLA leave, the City may
1ecover premitms it paid to maintain health coverage for the employes.

Once an smployee has been on paid o1 unpaid Jeave for moze than twelve
weeks (paid-oryapaidexcluding up to two (2) weeks (seventy (70) hows for
employees who work a thitty five {35) hour week or éighty (80) hours for
employees who work a forty (40) hour week) of authorized vacation), sthe
must actially work for the lesser of the length of the leave or six (6) months
before s/he will be eligible to accrue his/her annwal vacation. Agctual work

_qua] 1o the length of the leave of absence o1 six (6) months shall hegin fo 1un
on'the day the einployee returns fiom 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 fixst month of the'leave When t}ze
e:mployee returns to work on February 1, the employee must work for six
months (unbl Augnst 1) before he will earn the vacation that he would have
eamed January 1 had he been at work at that time. Any period o1 periods

diring This six months for which an employes is not paid shall extend the six
_months by that amount of time R
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CITY OF BOSTON
OFFICE OF HUMAN RESOURCES

Family & Medical Leave

Policy

An employee who is on a paid or unpaid leave of absence for twelve (12}

Elfect of Leave

weeks o1 less (excluding up to two {2} weeks. seventy (70) hours for

on Actrual
employees who work a thirty five (35) honr week o1 eighty (80) honrs_for

employees who work a forty ¢40) how week. of authorized vacation) will

confinue t0 earn service cradit toward his/her vaeation accrual rate, However

an emplovee will cease o earn service ciedit. for purposes of calculating the

emplovee’s vacation accrual rate, until an emnlovee 1etwms from a leave of

absence longer than twelve {12) weeks (excluding up to two (2) weeks,

seventy {70} hours for employees who woik a thirly five (35) hour week o1

eighty (80) hows for emplovees who worlk a forty {40) hour week, of

avthorized vacation).

In addition, up to one (1) vear of woikers’ compensation may be counted

toward service credit for purposes of ca]culatmg the employee s vacation

Rate

accrual rate.
Sick Time
Aecrnal

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

——

[

All employees on an approved FMLA o1 family leave will be restared to an

Restoration to
Position equivalent ox the same position at the canclusion of the twelve or twenty-six
weeks of leave with the same pay, benefits and other smployment terms and
conditions The position will be the sams or one which entails substantially

eqm:valcnt skill, effort, responsibility and authority. However, an employee
has no greater right to reinstatement oz to other benkfits and donditions of

employmént than if the employes had been continusuisly employed during the

leave period

If an employee returns fiom a leave of longer than twelve/twenty- six weeks (as
applicable) or 12 months, as apphcable hzsfha:: posﬂ:on may not be available
However, the City will make an effort {0 find a comparable position Failure
to return from a leave of absence on the ant1c1pated date of mtmn will

constitute a 1331 gnation

The City retains its right to place an em ployes ofi ﬁﬁagza leRvé While he/she

apneals dlsconbnuatlon of Workers _Compensatmn ‘benefits. ]f anphmble

_ mm DA'II-:
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CITY OF BOSTON
OFFICE OF HUMAN RESOURCES

Family & Medical Leave Policy

Torms

The City requizes the following certification forms depending on the iype of

leave at issne!

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

Employee Medical Leave:

* Forn 'WH 380E
Leave to Caze for Family Member With Setious Health Condition

e Form WH 380F
Military Caregiver Leave:

» Form WH 385
Qualifying Exigency Leave:

* Form WH 384

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

FMLA leave;
Form WH 381 - Notice of Eligibility, Rights & Reésponsibilities

Form 'WH 382 - Designation Notice

el
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Light Duty for Employees on Workers’ Compensation



Light Duty for Emplovees on Wotkers Compensation

A Pursuant to applicable law, the City may provide light duty assignments to transition
employees svho are receiving benefits unde: the City's wotkers’ compensation program

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

woik

When an independent medical examiner (IME) selected pursuant to G L ¢ 152, o1 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

Light Duty assignments may include, but are not limited to, a shortened wotkday o1
clerical or administrative duties, such as filing, operating the computet, answering
phones, data input, assisting with the reception desk, minor modifications 1o existing job
functions and/or other similar department-related duties If available, light duty
assigniments will be as similar to the employee’s original position as possible with minot
medification, consistent with the restrictions recommended by the IME o1 employee’s

treating physician

An employee who is assigned to light duty shall not be assigned to any duties, even
terporarily, that would require the employee to petform duties that are not within the
restrictions recommended by the IME or the employee’s treating physician

An employee who fails ot refuses to report for light duty is absent without leave (AWOL)
and may be subject fo 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 1ecommended 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
ave consistent with the medical restiictions recommended by either the employee’s
treating physician or IME, whoever determined the employee was fit to pecform light
duty. The City shall endeavor to assign employees to light duty within their department
as a preference, but retains the 1ight 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




F

H

- The City may require an employee who Is assigned to light duty to periodically funish a
written statement, from his ot her tieating physician or an [VIE

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 weating physician o1 IME, whoever determined the employee was fit to

petform fight duty

Employees on a light duty assignment wil} not be authorized to work overtime houwis or
perform out of grade assignments in a highet grade

The Wotkers” Compensation Division shall provide the employee with written notice of
his/her light duty assignment and a copy will be provided to the Union The light duty
assignment shall be consistent with the medical restrictions recommended by &ithet the
employee’s treating physician or IME who determined the employee was fit to patform

light duty

It is undexstood that assignment to light duty pursuant o this Section is tempotary i
nature The City understands its obligations pursuant to the Collective Bargaining
Agreement and Civil Service law with regards to temporary service and promotions The
Depattment retains and reserves its right relative to involuntary disability retirement ot to
sepatate 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 from requiting the employee to perform light

duty, if applicable
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CITY OF BOSTON
NCFO PERFORMANCE REVIEW SYSTEM

EMPLOYEE INFORMATION

Employee’s Name:
Job Title:
Department

Evaluator’s Name:

Date:

How Long Under Your Super vision:_ _

Period of Evaluaation:

The PRS Evaluation Form was developed to meet the following goals:

b to provide an objective, consistent, and fair system for measuring employee petformance;
2) to inform employees of the quality of theit work, to identify those areas needing improvement, (o 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 all 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:

*

L ]

*

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

Use the Develapment 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

Significantly | [ ] Above [J Successfully | [_] Partially [ Does Not Meet | [ ]| Not
Above Expectations Meets Meets Expectations Applicable
Expectations Expectations Expectations
Demonstrates Has become expert | Demonstrates Needs to obrain Lacks knowicdge to be

extensive
knowledge required
to perform the job,
including new
technology where
applicable; cusily
applics priaciples &
procedures to
complex
assignments, needs
litte supervision;
keeps informed of
new developmenis;
readily acquires new
skills and
technology wheie
applicable

in requirements of
the job; can
anticipate work
reeds and always
follows appropriate
procedure

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

maore prefessional,
administrative,
supervisory andfor
specialized
knowledse to
satisfactorily
perform the job

able to perform the
job; does not
understand principles
& procedures; applics
knowledge only after
repeated explanation
or with close
supervision

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

PRODUCTIVITY & USE OF TIME

[} significantly
Above
Expectations

[ 1Above
Expectations

[_] Successfilly
Meets
Expectations

[] Partially
Meets
Expectations

[ ] Does Not Meet
Expectations

Produces volume of
wotk above the
requirement on or
ahcad of established
deadline
Demonstiates
exceptional ability
to manage several
responsibilities
simultareously;
manages time to
produce and often
exceed required
results

Produces and
sometimes exceeds
volume of wink
required of
corapletes ahead of
deadline; manages
several
responsibilities
simuitancously,
effectively manages
time to produce
reguired results

Produces volume of
work required by
the job and meets
deadlines
consistently
Demonstrates ability
o manage
responsibilities
simultaneously;
manages time to
produce required
results

Demonstrates
reluctance ot
difficulty
completing assigned
workload; nceds
assistance working
on several
responsibilities at
once; needs
assistance with
managing lime to
meet deadlines

Work is below
expected output; often
faits ko mect deadlines;
does not woik on
several responsibilitics
simultaneously but
tends to doonc at a
time

[ INot
Applicable

Comments/Explanation;
If Partinlly Meets Expectations or Does Not Meet Expectations is sefecied please identify w eas for improventent

o8]




QUALITY OF WORK

[ Significantly
Above
Expeclations

[T Above
Expectations

] Successfully
Meets
Expectations

I I Partially
Meets
Expectations

{_J Does Not Meet
Expectations

Demonstrates
innos ation and
creativity In doing
work; work is
always accurate and
thorough and does
not need revisions
or invalvement of
supervisor; often
develops new and
improved ways of

Work is consistently
accurate and
thorough and rarely
needs revisions or
tinther direction of
Supervisor;
sometimes develops
improved new and
better ways of doing
the work

Work is accurat
and thorough, rarely
requiring revisions
or further direction
from supervisor;
accepts and
implements new
ideas for doing the
worlc

Work is generally
sccurate and
thorough, but
occasionally
inaccurate or
lacking in
thoroughness; necds
additional direction
or assistance from
supervisor

Quality of work is
below required
standards of accuracy
and thoroughness;
suparvisory direclion
ignored or not sought

[Nt
Applicable

working

Convments/Explunation:
If Par tially Meets Expectations or Does Not Meet Expectations is selected, please identify areas for improvement

INITIATIVE & RESPONSIBILITY

[ Significantty [ [ ] Above [T Successfully [_] Partially [_] Does Not Meet | [} Not
Above Expactations Meets Meets Expectations Applicable
Expectations Expectations Expectations

Sometimes secks Monitors tasks, Sticks clpsely to job | Sometimes docs not

Seeks out new or
additional tasks,
picjects at
responsibilities;
follows through on
actions jtems,
exerting effort well
beyond what is
expected;
anticipates problems
or ppportunities and
works to devise
solutions o1
improvements

Out new or
additional tasks,
projects or
responsibilities;
willingly accepis
additional work
with positive
Mtitude; follows
through on action
items, suggests
improvements for
cfficiency

projects o1
responsibilities
independently, with
minimal need for
supervision, follows
through on action
items in timely
mannet; accepts
additional work as
requested

routing; 1cluctant to
take on additional
duties as tequired;
needs assistance in
monitoring projects;
follow through on
action items is slow
and sometimes
holds up results

petform
responsibilities within
job requirements, even
when directed;
requires prodding and
monitoting to finish
projecls, dutics or
responsibilities; does
stot follow through on
action items in a
timely fashion to
ensure results on the
job

Conmments/Explanction:
If Partially Meets Expectations or Does Not Meet Expectations is selected, please identify areas for impi ovement




CUSTOMER SERVICE

|_| Significanily [ ] Above ] Successfully { ] Partialty [1DoesNot Meet | [ | Not
Above Expectations Meets Meeats Expectations Applicable
Expectations Expeclaticns Expectations

Demonstraies Demonstrates Demonstrates Sometimes Sometimes uses

exceptional ecmpathy | empathy and respect and communicates with | ingppropriate or

and undersianding understanding accepiance oward lack of patience or raprofessional

with customers,
internal & external;
responsc to
customer needs is
ahways timely and
thorough; takes
action beyond what
is required to help
the customer when
appropriate

toward customers,
internal & external;
provides complete
and accurate
information and
service to
customers; places a
priotity on customei
necds, and always
responds within 24
hours

customers, internal
& external at all
times; provides
complete and
accuiaie information
and service to
customers; makes
selfavailable Lo
respond to customer
needs; demonstrates
a willingness to help
the customer;
resolves complaints/
problems promptly;
usually returns
calls/responds
within 24 hours

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

language, conduct or
demeanor when
communicating with
customers, internal &
external; gives
inadcquale service or
information; lack of
willingness to help
customers; lacks
fotow through on
compiaints, does not
return calls in timely
mane

Commenis/Explanation;
If Partially Meets Expectations or Does Not Meet Expeciations

is selected, please identify areas for improvement

ATTENDANCE & PUNCTUHALITY
[ 1 Significantly '] Above ] Successfully [T Partiatly [ Does Mot Meet I ] Not
Above Expectations Meets Meets Expectations Applicable
Expectations Expectations Expectations
Has had one or more | Acceptable # of Acceptable # of Exceeds # of Exceeds # of absences
quanters of perfect | absences within absences within absences acceplable | acceptable within
attendance, rarely Attendance Policy Attendance Policy within Attendance Attendance Policy
abscnt; observes guidelines; rarcly guidelines; rarely Policy guidelings; guidelines; frequently
breaks o1 absent from work; late if at all; late arrival at work [ate; absences cause
occasionally works seldom late if at all; | observes break sometimes causes hardship to
during breaks in 8 punctual at meetings | times and lunch hardship to department; does not
and appoiatments times; usually department; consistently adhere to

heavy workload,;
always punctoal at
meetings and
appointments

punctual at meetings
and appointments

occasionally takes
extended breaks

breaks or lunch times

Comnents/Expluntation:
If Partially Meets Expectations o Does Not Meet Expectations 13 selected, please identify areas for improvement




TEAMWOREK & RELATING TO OTHERS

[ ] Sienificanly | [_] Above {1 Successfully | [ ] Parmially [ ] Does Mot Meet { [JNot .}
Above Expectations Meets Meets Expectations Applicablé |
Expectations Expectations Expectations

Excellent work Maintains positive Maintains effactive Sometimes shows Does not work well

relationship with
supervisor and
coworkers to
sccomplish goals;
has a noticeably
positive cifect on
work group;
voluntarily assists
and supports others

work relationship
with supervisors and
coworkers o
accomplish goals;
assisis and supporis
others as requested
with enthusiasm

work relationship
with supervisors and
cownorkers to
accomplish goals;
assists and supporis
others as requested

reluctance or
friction in working
with supervisors
and/or coworkers

with others to
accomplish group
goais; often creates
friction In working
with supervisor or
coworkers; has been
disciplined for
behavior

Comments/Explunation:
If Par tially Meets Expectations or Does Not Meet Expectations is sefected, please identify areus for improvement

RESPECTFUL INTERACTIONS & VALUING DIVERSITY
{1 Significantly | [[] Above [ Successfully {1 Partially ] Doss Not Meet | [] Not
Above Expectations Meets Meets Expectations Applicable

Expectations

Expeclations

Expectations

Demenstrates a very
high level of
sensitivity in
language and
behavior loward all
membets of the
work farce and
public regardless of
racigl or cthnic
otigin, gender, age,
sexual orientation,
teligion or
disability; Works to
promole
understanding of
diversity by others
at work

Demonsirales
sensitive and
respectful language
and behaviors
toward all members
of the workforce
regardless of racial
or ethnic origin,
gender, age, sexuat
orientation, religion
ot disability

Displays ability to
interact
approptiately with
all members of the
workforce and
public regardless of
racial o1 ethnic
oligin, gender, age,
sexual orientation,
religion or disability

Needs assistance or
education in
understanding how
to interact
appropriately with
members of the
workplace and
public concerning
yaciai or cthnic
origin, gender, age,
sexual oricntation,
religion or disabilify

Falls short of
standards for sensitive
and respeciful
behavior toward all
members of the
workforce and public;
Demonstiates
inapproptiate language
or behaviors dealing
with ractal ot ethnic
otigin, gender, age,
sexual orientation,
religton ar disability

Conunents/Explanution:
if Partially Meets Expectations or Does Not Meet Expecrations is selecled, please identify areas for improvement

LA




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 _
[ Significantly | [[] Above [_] Successfully M ] [INot -
Above Expectations Meets Partially Meets Does Not Meet Applicable
Expectations Expectations Expectations Expectations

Docs exceptional Sets and Sets and clearly Needs to more Fails to adequately

job of setting and communicates high | communicates clearly establish tiain new employces

communicating high | standards of realistic peiformance or adequately provide

standards of performance; performance expectations; should | nceded on the job

performance; devclops employees | expeciations; provide more on the | training; does not

identifics employee | through uaining and | evaluates job training and assist croployees in

strengths and coaching; provides | performance coaching; docs not impraving work

develops them
through tratning,
coaching and
meatoring; provides
developmeniat
coaching as well as
anaunl review

ongoing
performance
coaching as well as
annual revicw

objectively;
provides timely,
candid feedback;
provides on the job
coaching as nceded;
conducts regular
performance
revicws

give adequate and
timely feedback o
emplayees on a
regular basis; necds
to conduct more
thorough
petformance
reviews

habits; dues not
provide counscling for
progressive discipline
when necded; faiks to
conduct regular
petformance reviews

Conments/Explunation:

If Partially Meets Expectations or Does Not Meet Expectations

is selected, please identify aeas for improvement

PLANNING & ORGANIZING SKILLS

[ Significantly ] Above [ Successfully ] Partially ] Does Not Meet {1 Not
Above Expectalions Meets Meets Expectations Applicable
Expactations Expectations Expectations

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

a planning and orgattizes and organizes not plan and and organize

organizing wotk/projects; work/profects; arganize work worlk/projects

woik/projects; resourceful in able to manage an | work/projects effectively; work/

{forecasts needs and
plans accordingly;
innovative in
managing the
wortkload;
schedules work for
seif and employees
to meet and
sometimes exceeds
arganizational goals

managing the
workload;
schedules work
for self and
employees to meet
organizational
goals

unusual workioad
when required;
schedules work
for self and
employees to meet
organizational
goals

adequately;
occasionally falls
behind in
workload; needs
assistance with
setting priorities
and contiolling
progress of the
work/project

ptojects fall behind
regularly: very slow
to complete
objectives; does not
adequately schedule
own time o1
employees work;
works on low
priorities instead of
more important

work

Conunents/Explination:

If Partiolly Meeis Expectations or Does Not Meet Expectations

is selected please identify areas for improvement




SUPERVISORY LEADERSHIP & DELEGATION
[} Significantly { [} Above { ] Successfully | [ ] Partially [ ] Does Not Meet | [_] Not
Above Expectations Meets Meets Expectations Applicable
Expectations Expectations Expectations
Involves stalf in Anticulates goals, Clearly Needs to better Lacks goals,

objectives and communicates communicate goals, | objectives and

building goals and
objectives and
establishing
expectations;
solicits and vses
new ideas; delegates
work in a way that
inspires
subordinates to go
beyond what is
expected in
achicving
organizational
objectives

expeciations; is
able to delegate
work © inspire
subordinates to
willingly achieve
organizational
objectives

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

objectives and
expectations for
work unig
subordinates tend to
resist direction;
needs to delegate
work more
effectively

expectations for the
work unit and/or does
not cffectively
communicate them;
does not delegate work
cffectively;
suberdirates resist
participation

Conunents/Explencation:
if Partially Meets Expeciations or Does Not Meet Expectations is selected, please identify areas for improvement

Date for follow up of any Areas for Improvement

ptional}

ow they migﬂt develop thei shengths and skills Identify 2-3 SMART

goals (Specific, Measurable, Attainable, Relevant, Time-Based). This may involve setting priotities, new projects o1
responsibilities, training (on the job, cowrses offered by the City), coaching that you offer, mentoring, etc

1. Goal/Action Steps

2 Goal/Action Steps

~d




3 Goal/Action Steps

Date for follow up of Development Action Plan

Section 4: SIGNATURES AND COMMENTS

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

Employse’s Signature:

Manager/Supervisor’s Signature:

Date:

Date

Non-NCFO Manager/Supervisor:
(only where applicable)

EMPLOYEE COMMENTS: IF DESIRED
[ have read my performance evalyation 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)






