
MEMORANDUM OF AGREEMENT
OFFICE AND PROFESSIONAL EMPLOYEES INTERNATION UNION, LOCAL 6

AND CITY OF BOSTON
SUCCESSOR CONTRACT NEGOTIATIONS

On [Date] parties reached a tentative agreement subject to ratification by the
Office and Professional Employees International Union, Local 6, (hereinafter "OPEIU," or "the
Union") ofboth the July I, 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 OPEIU 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 oj successor collective bargaining to the June 30, 2010 to July 1, 2013
agreement between the City oj Boston and OPEIU This agreement is effective July 1, 2013
through June 30,2016.

This Memorandum oj Agreement ("Agreement'') is made pursuant to Massachusetts
General Laws Chapter 150E between the City oj Boston ("City'') and the Office and

Professional Employees International Union, Local 6 ("OPEIU'')

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 oj their Collective Bargaining Agreement
effective July 1, 2010 through June 30, 2013 shall be extended without modification for the
period commencing on July 1, 2013 and ending on June 30, 2016

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

Effective FPP October 2013 - 3 % base wage increase

Effective FPP October 2014 - 3 % base wage increase

Effective FPP October 2015 - 3 % base wage increase.

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

three (3) year contract with a duration from July I, 2013 through June 30, 2016.



In witness hereof, the City of Boston and the Office and Professional Employees Intemational
Union, Local 6 have caused the Agreement to be signed, executed and delivered on the
___ day of ,2012

CITY OF BOSTON

axwell

iJL~l)ILtL/~u\.../

OFFICE AND PROFESSIONAL
E PLOYEES INTERN IONAL

I9N,LOCAL6

tions and Personnel

Thomas M Menino, Mayor of Boston

MejiJifl,

Vivian Leonard, irector
Office of Human Resources

u1 Curran, Director
Office bor Relations

n1ap,

./~OfY:3

Appro.,ved as to form:

~0~I//~
i1iia1TI F Sinnott, Corporation Counsel



MEMORANDUM OF AGREEMENT
OFFICE AND PROFESSIONAL EMPLOYEES INTERNATION UNION, LOCAL 6

AND CITY OF BOSTON
SUCCESSOR CONTRACT NEGOTIATIONS

On [Date] the parties reached a tentative agreement subject to
ratification by the Office and Professional Employees International Union, Local 6, (hereinafter

"OPEIU," or "the Union") ofboth 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 OPEIU 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 OPEIU This agreement is effective

July 1, 2010 through June 30, 2013

This Memorandum of Agreement ("Agreement'') is made pursuant to Massachusetts

General Laws Chapter 150E between the City of Boston (rCity '') and the Office and
Professional Employees International Union, Local 6 ("OPEIU'').

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 VI ("Discipline and Discharge"l

Amend Section 1 as follows:

No employee who has completed six (6) months of actual work shall be disciplined, suspended,

or discharged except for just cause Any period or periods during the first six (61 months of
service for which an employee is not paid (including as little as one (l) day) shall extend the

probationary period by that amount of time. For the purposes of employees working on a less

than full-time schedule, the probationary period will be considered complete after the employee

has actually worked six (6) months .. Any employee's probationary period may be extended at the

discretion of the City up to a maximum of sixty (60) calendar days The employee and the

Union will be notified in writing of the length and reason for the extension An employee who

separates from service and is subsequently re-employed by the City of Boston shall serve a new

six (6) month probationary period, except in cases of recall or reinstatement
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2.. AIticle X ("Hours of Work and Overtime")

Amend the last two sentences of Section 12 by substituting the word "assignment" for
"ward" as follows:

"Section 12.. Work schedules shall include the workday, workweek, and ward assignment

Said schedules shall be bid once per year. Bids shall be processed and implemented by October
1 of each year. Work schedules as defined herein shall be bid by seniority. Seniority for the
purposes of these bids shall be defined as length of service in the bargaining unit Employees
may bid the same assignment for up to four (4) years .. After four (4) years an employee may not
bid on that assignment for at least one (1) year"

3. AInend AIticle XII ("Holiday£').

Section 1
below:

The following days shall be considered holidays for the purpose enumerated

New Year's Day

Martin Luther King, Ir. Day

President's Day

Patriot's Day

Memorial Day

Independence Day

Labor Day

Columbus Day

Veteran's Day

Tharrksgiving Day

Christmas Day

or the following Monday if any day aforesaid falls on a Sunday.

Add new Section 4 and Section 5 as follows:

Section 4 In addition to the holidays enumerated in Section I of rills Article, on each January I,

full-time employees who were City of Boston employees on January I, 2013 will be eligible for two (2l
"floating holidays" that must be taken by December 31 at a time or times requestedby the employee and
approved by ills/her immediate supervisor outside the bargaining unit. Employees who were not City of
Boston employees on January I, 2013, or who separated from service after January I, 2013 shall not
receive"floating holidays."

Section 5 "Floating holidays" shall be subject to the same notice and approval requirements as
outlined in AIticle XII ("Vacation Leave") ofthis Agreement. "Floating holidays" not used by
December 31st of the year in which it was received shall not carryover into the following year·

and may not be redeemed for monetary compensation at any time. In the event an employee
follows the appropriate notice requirements and is denied the use of his/her "floating holiday(sL
and as a result is unable to use the "floating holiday(s)" by the end of the calendar year·, that
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employee may cany over hislher "floating holiday(s)" to the next calendar year. Any "floating
holiday(s)" canied over must be used by December 3151 of the following year.

4.. Article XN ("Sick Leave"}

Amend as follows:

Amend the second paragraph of Section 1.

Beginning on January 1, 2013, sick leave shall accrue at the rate ofone (12 day for each month of
actual service, not to exceed twelve (12) working days in any calendar year. Employees shall not
be credited with twelve (12} days' sick leave as of January 1 of any year, in advance of such
year having been worked. Sick leave not used in the year in which it accrues, together with any

accumulated sick leave standing to the employee's credit on the effective date ofthis Agreement
and not used in the current year, may be accumulated for use in a subsequent year. Sick leave
not used prior to the termination of an employee's service shall lapse, and the employee shall not
be entitled to any compensation in lieu thereof

Amend Section 2 as follows: "Beginning January I, 2013, every employee covered by this
Agreement shall be required to comply with the City of Boston Attendance Policy beginning
January 1, 2013" (attached)

Add the following second paragraph to Section 3:

"However, an employee who while in the performance of his/her duty receives bodily
injuries resulting from acts of violence of a citizen, documented by a police report, and who as a
result of such injury has been accepted for and is receiving Workers' Compensation payment
pursuant to G.L c. 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 regular 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) calendar
days after a bargaining unit member has been accepted and is receiving Workers' Compensation..
This section shall not apply to injuries caused by another City of Boston employee or injuries
sustained prior to the ratification of this agreement"

Amend the first paragraph of Section 9 ("Personal Leave") as follows: "Beginning in 2013, on
January I of each year, full time employees on the payroll as of that date will be credited with
three (3} paid personal leave days, which must be taken during the same calendar year. In
addition, these employees may take two (2} additional personal leave days to be deducted from
the employee's accrued sick leave balance. These two (2) personal leave days shall not be
considered sick leave for City purposes of monitoring sick leave usage. Any full time employee
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who begins employment after January 1 but before July I will be credited with two (2) personal
leave days which may be taken upon completion ofthe employee's probationary period."

5. Article XIII ("Vacation Leave")

Amend Section 2 to provide a sixth (6th
) week ofvacation for employees with more than

thirty (30) years of service in the bargaining unit as follows:

"More than thirty (30) years of service

Amend Section 4 as follows:

six (6) weeks"

"Once an employee has been on leavefor over twelve (12) weeks (paid or unpaid) s/he will be eligible to
accruehis/her vacationonlyupon completion of actualwork equal to the length of the authorized absence
or completion of six (6) months of actualwork, whichever is less Any period or periods duringthis six
(6) monthsof servicein which the employee is absentwith or without authorization (including as little as
one (1) day) shall extendthe effective date of vacationeligibility

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

6 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 I Maternity Leave." Change title to "Parental Leave"
Amend section to say, "Every employee covered by this Agreement shall be granted

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

'7. Article XVII ("Miscellaneous"}.

Add new Section 9(e} as follows: "The Department will use the attached OPEIU Performance
Review System form for personnel evaluations"

Section 21. Amend the first paragraph of the City's Drug Testing Policy as follows:

Employees who are involved in an accident, while operating City owned vehicle,
shall be subject to an alcohol and drug test following the accident whenever:
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1 the accident involved a fatality; or

2. an individual suffered a bodily injury that required immediate medical
treatment away from the scene of the accident and/or the employee received a
citation for a moving traffic violation arising from the accident; or

3 one of the vehicles involved in the accident was towed away from the
scene and/or the employee received a citation for a moving traffic violation
arising from the accident

Add new § 22, "Attendance" to provide "Every employee covered by this Agreement shall be

required to comply with the City of Boston Attendance Policy beginning January 1, 2013 "

(Attached).

Add new § 23, "Light Duty" to provide "Employees who me receiving benefits under the City's

workers' compensation program shall be required to comply with the City of Boston's Light

Duty policy." (Attached)

8 Article XVIII ("Compensation"}

Section lA 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 IE 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 FYlO wage delay period.

Section 3 Upon the ratification and approval of this Agreement by the Mayor and the City

Council, provide an increase in the Travel Allowance from thirteen dollars and fifty cents ($

13 50) per day to fourteen dollars and forty cents ($ 1440) per day.

9. Article XIX, ("Duration") -- Amend the dates contained in Article XIX, § 1 to reflect a

three (3) year contract with a duration from July 1, 2010 through June 30, 2013
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In witness hereof, the City of Boston and the Office and Professional Employees International
Union, Local 6 have caused the Agreement to be signed, executed and delivered on the
___ dayof ,2012

CITY OF BOSTON

Thomas M, Menino, Mayor of Boston

tD-SL

Ie

Vivian Leonard, rector
Office of Human Resources

A2ded as to form:

~/~~
William F, Sinnott, orporation Counsel

6

OFFICE AND PROFESSIONAL
PLOYEES INTERN IONAL UNION,

LO AL6

Robert S, arming
Business Manager
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CITY OF BOSTON
OFFiCE OF HUMAN RESOURCES

Attendance Policy

---------------
Overview and
Scope

Coming to work is an essential function of each employee's position
However, employees may need to be absent 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 provisions related to employee
attendance and absenteeism are set forth below In addition, employees
should review the following City Policies:
--Family & Medical Leave
.-Small Necessities Leave
.-Bereavement Leave
In addition, where applicable, the collective bargaining agreement should be
reviewed

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

At the start of each shift, each employee must document the actual time
he/she started work on his/her time sheet, 01 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 0 ther time sheet

Authorized Use
of Sick Leave

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

An employee's illness 01 injury or exposure to contagious disease or
an employee's illness 01 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, Ol as otherwise
defined by the applicable Collective Bargaining Agreement)

-_Ihe employee's need to extend bereavement leave for the death of a
member of the employee's i.m.iDediate family consistent with the
City's bereavement policy ~dlor the applicable Collective Bargaining
Agreement ; :. --
Doctor or dentist appointments 01 the employee or the emplovee's
jinmedirite fal'ri'ilz,: ';-

; : ~", ..

Employees are strictly prohibitedfiom using sic~ leave for any other
purposes, unless 'explicitlyallowed by a collective bargaining agreement

. <. . _.. - - ......

DOCUi'rIEi'iT :t'Wi'llBER DOCUMENT REY1SION ISSUE PATE EFFECTrvE DATE

{\UD~TT I NA DRAFT 3.12.12
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-----------

CITY OF BOSTON
OFF1CE OF HUMANRESOURCES

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

Policy

Sick Leave
Usage
Requiring
Documentation

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

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

An employee who has used more than five (5) consecutive days/shifts
of sick leave must provide documentation to substantiate his/her
absence and documentation regarding the employee's fitness to return
to work Ifthe employee remains unable to return to work then he/she
will be required to provide a completed VIJj.·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 01 an employee from
providing a WH-J 80B 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, or personal time was
denied, the employee must provide documentation substantiating
his/her use of sick leave on that day(s)

An employee, who has e:ighE-f87ten (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 (S)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
documentation under this subparagraph must continue to submit

.. 'jri.i:dical documentation until such time as his/her sick leave usage in
, the prior completed twelve (12) month period falls below ei~F' E8)ten, ... <' .. : .,'.. ,'" ...:", .. ,., .'.' ,',- ""

o rc -
".. DOCUiVIEi\'T NtJMBER . I .. '··DOCUMENTREvrSlON J ISSUE DATE EFFECTIVE DATE

OHR''201l-"A1T' I NA I DRAFT 3.12.12
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.Q.Q} instances Emplovees will be notified when they are reauired to
submit medical doclUnentation for sick leave usaQe DUIsuant to this
paragraph.!

CITY OF BOSTON
OFFICE OF HUMAN RESOURCES

Attendance Policy

Documentation

Employees on an approved leave pursuant to the City's Family & Medical
Leave Policy will not be required to provide this documentation but will be
required to complete all necessary documentation to request and substantiate
their need for such leave In addition, all leave authorized under the FMLA
and/or the City's Family & Medical Leave Policy will not be counted toward
the eight (8)tel1 (l0) instances. Please see the Family & Medical Leave
Policy.

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

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

It is the employee's responsibility to obtain adequate medical documentation
within the stated ten (10) calendar day time peiioc;l·lt is the Department's
responsibility to inform an employeewithin 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 lllter ten (fo) 'c?lendar days
will not be accepted Employees on an apprbved leave pursuant to the City's
Family & Medical Leave Policy will p.ot 1:Jei~ql\iied toprQvicl~this· .•
documentation but will be requir ed to .compiete all peces;;aij documentation
to request and substantiate their need for ieav,;· . . .. -

. '. "" ..~.~



-----------------------

CITY OF BOSTON
OFFICE OF HUMANRESOURCES

Attendance Policy

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-20l1-FML) If an employee has been granted a leave pursuant to the
Family and Medical Leave Policy then he/she shall not have any sick leave
usage that occurs during the authorized absence counted when determining
whether he/she will need to provide medical documentation in response to
sick leave usage as detailed above

Use of Vacation
or Personal
Time in lieu of
Sick Time

An employee may only use vacation or personal time in place ofsick time if
he/she follows the contractual and/or departmental requir ernents for
requesting such leave including providing the required 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 ofvacation without 48 hours prior notice will only be authorized in
limited circumstancesand must be approvedby the Appointing Authority or
his/ber designee

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

Below are two examples; these examples are illustrative and are not intended
to be exhaustive:
Example:
(1) An employee has only a few days of accrued, unused sick time remaining
She is scheduled to have a medical procedure in two (2) weeks The
employee requests the use of 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
requestingvacation time. In addition, please note that the employee may need
to complete a form consistent with the Family and Medical Leave policy
wpere the employee will be absent from work for an extended period of time

(:?) An employee 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
ute avacation day. In this instance the employee has not complied with his
.])epartJj{ent's procedures forrequesting vacation time, vacation time is not

;'dMihb.rized andtheemployee will not be paid for the day and will be subject
tod{s-clpjjrie' ...' .

.. .". ........ ...., ,,:;.<-: . ..' ' . ' .. :;.~ . . ..

DOCUi\'lEi\.'T NUiXIBER -! . DOCUMENT REvrsION rssUEDATE EFFECT1VE DATE
ORR-201l-ATT.. I

..
NA DRAFT 3.12.12_.-
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CITY OF BOSTON
OFFICE 01' HUN.lAN RESOURCES

Attendance Policy

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

Absent without
Leave

Tardy

iIIJ employee is only allowed to be excused Dam W01k ifhe/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, or if he/she has beeo granted an authorized leave
of absence, such as a leave pursuant to the Family and Medical Leave Policy,
01 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 authorized 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 reasons for tardiness A record of tardiness shall be cause for
disciplinary action H-is-imFl&l'Iafl-l WRele thal Ehe-Gtl;Y-m-ay-aeoo!efa-te-{he
px&gr'esswe-4is~]3Hne-]'Jfe6ees-4&F-€*ees&We--er-J*l!!efBee--klr€litlee&

Furthermore, employees will-may, be subject to discipline for extending a
meal or break period(s) beyond the permitted time f01 such meal OJ 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 OT manager,

If an errmloyee follows appromiate caJljn procedUIes and notifies a
supervisor or manager PRIOR to the 'start ofhis/her shift of his/her tardiness
arid he/shehas available personal time to cover the lemrth afthe absence the
emPloyee mav use personal.time and not have that instance COllnt as taI'dy~

Jf an employee follows appropriate call in procedures and notifies a
slipervisor or,mana!!:e! AFTER the start of his/her shift that he/she will be
tardy the employee who has available personal time may still use persomil
tin'!" in order to get uaid for the tardv time, however. this will count astaidy.

.- .

-. :",-.: ; - ;.. . . ,
. DOCUMENTi\'V/1dBER DOCUMEi'lTREV1S!ON ISSUE DATE 'EFFECTIVE DATE

OBR-2011-ATT .1 NA DR<\.FT3.12.12
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CITY OF BOSTON
OFFICE OF HUMAN RESOURCES

Attendance Policy

Discipline

NOTE

Violations will result in discipline consistent with any applicable collective
bargaining agreement or law The City 8!!reeS to applv the concept of
pro!!ressive discinline in all but the most serious cases. At-wiil employees are
reminded that they may be disciplined up to and including termination at any
time Coming to work is an essential function of an employee's position
Subject to applicable laws, employees may be disciplined for unauthorized
absences, poor attendance, tardiness, and/or unavailability for work

This policy supersedes all previous Attendance Policies issued by the City's
Office of Human Resources, including the "Managing Attendance Program"

. DOCU1HENT l\'UiVIBER -, DOCUMENT REVlSION lSSUEDATE EFFECTrVE DATE

OBR-ZOll-ATT 1 NA DRAFT 3.12.12
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CITY OF BOSTON
OFFICE OF HUMAN RESOURCES

Military Leave
-~---=--------,--,

Policy

Overview

Scope

ANNUAl,
TRAINING

Ms.Natlonal
Gnard

ACTIVE
:DUTY

Military
Per sonnel
C~!l~d to Active
Duty

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

All employees may be entitled to leave for military service as stated herein
and in accordance with any applicable stat~,,4ederal1aw or collective
baJgai~ing agreeme.nt In ~9di:ion> famjcJ"ifttmbers of service n;embers.may
be entitled to leave ill certain clIcumstano:l1'~r suant to the Family Medical
Leave Act (FMLA) and should refer~1ife et"' Family & Medical Leave
policy ~ .

,",~.",-9It~~;>..&"ffJrij\fy -"

Employe -in the reserve component of the armed forces of the United States
who are called to active duty will be paid thedifference between the military
pay they receive and their regillm: pay from the'Gity of Boston for up to five
years Once the employee's militarypay ceases the City's payment of the
differential betweenthe employee's military'pay -andhis/herregular pay will
also cease ' '" ' '-' ,

,

.' '." .
DOCUi\lENTNUMBER DOCUl\lENT REVJSIO;-': ISSUE DATE EFFECTIVE DATE

n B-~2-O-:l.J.=JYIIL-.,]
-NA Tm~~'11
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CITY OF BOSTON
OFFICE OF HUMAN RESOURCES

Military Leave Policy
----'.-:........_._-----

An employee must provide advance notice of upcoming military service
unless doing so is precluded by military necessity 01 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 or other similar documentation will be required for those
employees seeking to be paid by the City dud, their military leave pursuant
to this policy

At the conclusion of military service., r emp ; tee mu,st report back to work
~ "'" '~<'Il'l<~

or request reinstatement depenqm ?!'In the durati6"' . f the leave:

1l:i-:e:,ep:tplo ' ' e ' 'J,~d tq~e position in which the employee would
hil"v(f~~Rem ~:/l~ but fo~"fii\li~pys~r~iceOIa positi,on of like seniority,
status i!i:\,i;f,1wY. co ," nt With tHe provlslOns of the UlllfOlmed ServIces
Em iovntlttland R 10UDent Rights Act C'USERRA"l Ifnot qualified to
'ed~omi his7l:£~5~job duel. a military disability, the employee will be

instated to ilifbpearest comparable job available for which the employee is
'q' i:(ied with;~Ir~e'seniority, status or pay 01 its closest approximation An
eriJ.pr6Y,,~e hiif&ffor a brief, nonrecurring period With no reasonable
e~pea~ti~ytontinuedemployment or employment for a significant period
is not eIf~i8ie for reinstatement., An employee may not be eligible far
i6instateri1ent 01 other benefits undel USERRA if his/hel cumulative len!lth of
le~v'e due to' ri1ilitaii service exceeds five years.

Notice of Need
for Leave

Notice to
Return to
Work

".:.," ~"",;,;.",:'..""., '.c',_,:, .'
: DOCUi\JENT NUi'fIBER DOCUMENT REVISION ISSUE DATE EFFECTIVE DATE
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CITY OF BOSTON
OFFICE OF HUMAN RESOURCES

Military Leave Policy

Impact of
Military leave
on Accr Uti] of
Paid Time

Health Benefits

make such I eemployment impossible or unreasonable or if, in certain
circumstances provided by USERRA the Uniformed Services Employn:oflt
Gad Reemployment Rights Act ("USER.'Z.N'), such reinstatement would
impose an undue hardship.

An employee will continue to accrue his/her regular vacation, sick and
personal days duiing his/her military leave p~id by the City, consistent with
any applicable collective bargaining agree~~andUSERRA In addition,
accr?al rates and service cr~dits willb~~~~~s though the employee w~s
continuously employed dunng the pel'J'08:j0'fii:Q.rlItary leave Employees WIll
b a1 d jj1Ji"""", ~,);;" b ' the lo",:e to carry a~crued ti~~ U'!J2:artIcIpa.~ ~youts consistent wi
the applicable collective bar¥al . ,. agreement O~Lcy Any payment to the
employee f?1 such accrued :\J; .,;:/ ill be bas~d on th(;~rgeloyee's ,regula.! pay
Iate at the time the employr!!~clUed such time and cd' tent WIththe
applicable collective bargainin~ eernent o olicy

---------;

ity's group health plan will

.. -..•

DOCUiHE!\'T NUi\1BER I DOCUi\IENTREVISION ISSUE DATE .... EFFECTiVE DATE
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CITY OF BOSTON
OFFICE OF HUMAN RESOURCES

Family & Medical Leave Policy

-.'

Overview

Scope

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

An employee who has completed his/her probationary period maybe eligible
for up to twelve (12) months of unpaid leave when necessary due to a medical
condition, to care for a new baby, Ol for adoption of a child An employee's
eligibility for such leave and its duration is dependent upon the City's
operational needs The leave may be paid, unpaid, or a combination ofpaid 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 period,
measured backward from the date an employee uses any FMLA leave Eligible
employees may take up to twenty-six (26) weeks of FMLA leave in a single 12··
month period to care for a relative who incurs a serious injury or illness in the
course ofactive military duty as set forth below FMLA leave may be paid,
unpaid, or a combination of paid and unpaid, depending on the circumstances as
specified in this policy

If an employee is not eligible for a 12·week FMLA leave Ol a 12-month
parental leave, an eight (8) week maternity or 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! easonable accommodation for a disability

All leaves above will run 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.

I ime off due to a work-related injury willalso run concurrently with any other
applicable leave provided by this policy

-, '1/'_:·~.
,

..
.'"

,}:
":".

\
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CITY OF BOSTON
OFFICE OF HUMANRESOURCES

Family & Medical Leave

Leave Up to 12 Months due to Medical Condition

Policy

Eligibility

Concurrent
Leave

Documentation

Substitution of
:Paid Time

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 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.

,----------,--,--

10 the extent that the employee's medical leave also qualifies as FMLAleave (as set
forth below) or the leave is dueto a work-related injuryfor whichthe employee
receives worker's compensation benefits, suehleavewill run concurrently, andthe
employee will be expected to comply withthe noticeanddocumentation requirements
necessary for thosetypes of leave

Employees must provide documentation from a health care provider that
substantiates their need for a medical leave of absence, The City retains the
light to ask for a second opinion The City will pay fOI any medical exam it
requires the employee to undergo '

During a medical leave, an employee must use any accumulated paid time for
which the employee's leave qualifies FOI instance, all employee who takes it
l2month leave due to illness or injury must first use his/her accumulated sick
time and then any additional accumulated vacation and personal time An
employee may, choose to retain up to two (2) weeks (seventy Ub) boins for
employees who work a thirty five CiS) hour week or eightYi802.hours for
employees who wOlk a forty:i40) hour-week) of sick time tii c'oi/er absences
that may be necessary after return fhim a 'meClica11eave, Ifan elnp!oyee's paid
leave balance is insufficient to cover the duration Ofleave, the eU1plovee may
elect to use his/her available Daid leave in inw;nienti:,iess'thaii his!hei
regularIy schedLlled workweek. In no event maY a'li"eniployeei:is';; iess than
twentv (20) houis paid leave per week-Any additional leave time will be
unpaid Paid time cannot be used to extend the leave period bey'iJrid twelve
months ' ','

",.'.,;".

.." .~ ". " ...... '.. ' "

DOCUMENTNUl\lBER -. DOCUMENT REvrSION ISSUE DATE 'EUECTlVEDATE'
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CITY OF BOSTON
OFFICE OF HUMAN RESOURCES

Family & Medical Leave Policy

Health
Benefits

Notice of Need
for Leave

Effect of Le,wc
Q!l.Vacation
Accrual

The City will continue to make its regular contributions to the employee's
glOup 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 fOI 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 share of the premiums to the
City. If payment is more than thirty (30) days late, the employee's health
insurancemay be droppedfor the duration ofthe 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
email in the City's group health plan if his/her leave of absence extended
beyond any applicable 12 week FMLAleave as provided below

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

kcaJdit!o.11,aii "rapla}',,"·',,,illBa laBgcr~6crde-5er'iice credit toward his/het.' .. ,~ ',:,.. . "'. . '

. . ;- ....:.:..
DOCUi\lENTNUhlBER "., I .... DOCUMENT REVISION ISSUE DATE EFFECTrvE DATE
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CITY OF BOSTON
OFF ICE OF HUMAN RESOURCES

Family & Medical Leave Policy

Effect ofLenH
011 Accrun]
Rute

Sick Time
Accrual

yacation a:crua) rate OBce tloe employeehas bee;; DB a le"',e ef::bsenee (paicl
or unpaid) for more ilian 1':,21':e (12) weeks.

An employee who is on a paid or unpaid leave of absence for twelve (l21
weeks OJ less illcludin~ up to 1wO (2)..weeks. seventv (70\ hams f01
employees who work a thirty five (351 hom week or eighty (801 homs for
empjQyees who work a f0l1y (401hoUt week, ofanthorized vacation) will
continue to earn service credit toward his/her vacation accrual rate. However,
an employee will cease10 eam service credit. forl?1g.poses of calculating th~
employee's vacation accmalrate. until an employee returns f10m a leave of
absence longel than twelve (12) weeks (excluding lip to two (21 weeks.
seventy (701 hours fOl' employees who work a thirty five (35\ hour week at
eighty (801 haul'S fOI employees who walk a fOlly (40LhQlII ~veek, of
gLuthOIized vacation).

In addition, up to one (I).. yem of.wolkers' compensationmay be counted
toward service credit f01 ]llli.poses of calculatingthe employee's vacation
accrualjate.

-------------------

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

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

.: :,.: .. ~ . ~. .'

. : DOCUi\'lEl'\Ti\'Ui"dBER I DOCUMENT REVJSIO:-; ISSUEDATE EFFECTrvE DATE'. -
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CITY OF BOSTON
OFFICE OF HUMANRESOURCES

Family & Medical Leave Policy

Eligibility

Concurrent
Leave

Substitutionof
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 or
adoption This leave (and its duration) 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 MassachusettsMaternity Leave Act (as set forth below),
such leave will run concurrently, and the employee will be expected to comply
with the notice and documentationrequirements necessary for FMLAfMMLA
leave

------_._--_.._----_...__.__ .._---_._--
During a parental leave, an employeemust 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 employeemay in his/her discretion use his/her paid time
off to cover the absence

For purposes of determining eligibility for use of accrued 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 her sick time during this twelve-weekperiod 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 sh~ bas' any remainlngsicktime, she must lise such sicktime fen
the next four weeks, and thereafter must use her accumulated vacation and
personal time unless she can piQitide documentation of continuing medical
issues thatwould justify use pi .her sick ti!1?e An enlployee may choose to
retain up to two (2) weeks (siwei,ty(0) hOlirs fot enljiloyeeswho woik a .
thitiv five (35) hour week or eighty (80) hours' fOf eiiiRloyees who wOlk a forty
(40) hour week) of skk time to 'cover absences'that Dlaybe l1ecessary after
retlll11 flom a leave.:-1f aI1eluplo\)i:,?s' paid leave balance'is insufficien't tei

. .-.;. . •. :: : * - :":. ~,- .' ,: , •. ' ".:':':'" • . .".-

," ;:~ ...":. ,.::'.~~.,

' ... '., '". , .
... .. . " .. . ...
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CITY OF BOSTON
OFFICE OF HUMANRESOURCES

Family & Medical Leave Policy

Covel the duration of leave. the employee mav elect to use his/her available
paid leave in increments Jess than his/hel legularly scheduled wOlkweek. In
no event mayan employeelise less than twenty (20) hours paid leave pel
week. except fOI the initial eight (8) week maternity 01 adoption leiwe in
accordancewith 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

I

Effect of Leave
Q!1"yacation
Accrual

Once an employee has beenon paid 01 unpaid leave for over twelve (12)
weeks (paid or ufijJaidexcluding lip to two (2) weeks, seventy(70) hOllIS for
employ&es who wOlk a thirty five (3Si hom week OJ: eightyJ80) hours for,
emoloyees who work a fortyJ40) hOI!Lweek, 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' ofthe authorized absence or completion ~f six
(6) months of actual wade, whichever is less Actual work equal to the length
of the authorized absence or six (QLmonths shall begin to run on the daY-1hJ:;
employee 1etulns flom the last period ofabsence. For example, an employee
takes a parental leave for six months commencingAugust 1; using accrued
vacation time during the first month of the leave When the employee returns
to work on February 1, the employeemust 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 01 periods duringthis six months for
which an employee is not paid shall extend the six months by that amount of
time

hl-aaafflBB;--a±1-frfflf>!B:Yee-wH1-+w-I-engoHlec-Rle--sorviee-6fet1+HewaF,l-hisffleF
¥aea1i~-a€€1!ool-Tale-B:Fl&e-Jfle-et~oe-fl.aB-13eoH-et~ a leave of absenee-EImitl
e-HH1j3oid) for more than-lWe:We-wook&

------------,,------,

SieJ,
'Fhn<>Effect of
L~nY~ '0"11' .
AcC,lial:R~ t"

0 ••• '_,_,,_

9.aee-a71-frfflf>!oyce on a parcr;ta! leave of assenoe is unpaid the employoe v:iII
~e o'coi'aing allY sick time-An employee villo is On a paid Olunpaid leave of

,abse;1ce 'fOI tweive (12) weeks' 01 less (excluding up to two (2) ""eeks, seventy
'-(0) hOUl'S for employees who'woik a thirty five (35) hom week or eightVi11.Ql
hO-tll's fo(el;mloyees who worka forty (40) hour week. ofauthoriied vacationi
\villcontinue to earn sen ice credit toward nis/her vacation accrllal rate. '
,HQ,vever_an 'employee will ce'Rse to earn service cledit. for ptil"Poses of

-'i;kt::.. -+:,;-;~'-'-'-"':-'-", .:~",~~'------~~-----~--------

,:',·,DOCUi\JENTNUi\lBER· ·1' ,"DOCVMEi'iTREYJSIOX
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CITY OF BOSTON
OFFICE OF HUMAN RESOURCES

Family & Medical Leave Policy

r r

Sick Time
Accrual

calculating the emolovee's vacation accl11al rate. until an emoloyee returns
from a leave of absence longer than twelve (]2) weeks (excluding up to two
mweeks. seventy (70) hours for employees who work a thirty five (35) hom
week or eighty (80) hours for employees who work a forty (40) h011l week. of
author ized vacation).

In additioJl., up to one (11 yem of workers' compensation may_be counted
towar d service credit for pUlposes of calculating the emplolli's vacation
accrual rate.

Once an employee on a parental leave ofabsence is unpaid the employee will cease
accruing any sick time

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

'Il
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CITY OF BOSTON
OFFICE OFHUMANRESOURCES

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

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

Policy

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

To be eligible for FMLA leave, an employeemust be employedby the City for
at least 12 months 01 52 weeks (notnecessarily consecutive) and have worked
at least 1,250 hours (actualwork) duringthe previous 12-monthperiod
(consecutive) For employeeswho me 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 run
concurrently"

Part time employeeswho meet the eligibilityrequirements win be granted
FMLA leave on apro-rata basis In other words, an employee who is regularly
scheduledto work eight h.oUIS pel day, four days pel week and who has
worked 1,250 hours in the previous twelve months willbe granted twelve
weeks of leave consistingof four dayspel week or a maximum of 48 days/384
hours .

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

Covered Leaves FMLA leave may be taken fOI one or more of the following reasons;.. . " ", ' ~ '.' , , . . ' .' . .

• tor: the birth or phicementof it child for adoption or foster care;

., to care for aspouse, child, 01 parent with a serious health condition;
. .., '". .

• to take a medicaJ ie~ve when the employeeis unable to peifoirn the
fi.llictioii{Si fiisJiih'posiilon'because of aseiiouk·h~althc~riditlon;
":"':'"~~:': '.';:';:~:·~':;"·"·:·;~?2~;~~;·:"·::':'.....". ,. ...... ," ,',,~ .: ' .. '-""~ '.' , .

. '~;:' L~;.:. ;.I:-.":f~:."-....;::';:: .. ~>:: :'.;-' ~' ',.. ,;::'_.,', ., <: .," . ... .. ,... .... .... ..
- .. . .. ..".,-~ ---"')0': •.•-,..,."., •• ,,;. ,. ',. .•.• '"-. "." .... ..,' - ...." . ., -_.--.. '; ..-:. .. ,.
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ClTY OF BOSTON
OFFICE OFHUMAN RESOURCES

Family & Medical Leave Policy

·:1 :

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

:~': t: -: ,:;
" .

,',:'. '.,
". :~' "
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CITY OF BOSTON
OFFICE OFHUMANRESOURCES

Family & Medical Leave Policy

Leave For a "Serious Health Condition"

Serious Health
Condition

A "serioushealth condition" is an illness, injury, impairment, or physical or
mental conditionaffecting the employee's or familymember's health to the
extent that inpatient careis required in a hospital, hospice, or residential
medical care facility, or a condition that requires continuing treatment by a
healthcareprovider. It includes a serious and long-term illness which results
in recurrent or lengthy absences for treatmentor recovery,

A serious health condition involving "continuingtreatment" by a health care
provider includes: (1) a period of incapacityofmore than three (3) consecutive
calendar days and any subsequent treatmentOr period of incapacity relating to
the same condition; (2) anyperiod of incapacitydue to pregnancy O! prenatal
care; (3) any period ofincapacity or treatmentdue to a chronic serious health
condition (e g, diabetes, asthma, epilepsy); and (4) a period ofincapacity
which is permanent or long-term andfor which treatment may not be effeotive
(e g, Alzheimer's disease),

Employees with questions aboutwhether a particular situation qualifies as a
serious health condition shouldoonsult with the Office of Human Resources

-,_.----------------_.---..:..._-,_._--------'.__ .._--_._.•-

Notices for
Leiwe Due to
Serious Health
C~'ndition '

Toreceive FMLA leavebecause of an employee'sown seiiou~.heaith
condition or to care for a spouse, child or parent with aserious health
condition, employees shouldgive the foilovlirig'riotlci¥s arid/or certifications:

--::-"-.--.--'-
A 30 day advancenotice of the need to take FlvILA lea~e iSJeq~ired when the
needis foreseeable if the need for a leave is ;;otfor:;;se~able because of a lack
of knowledge of ap:ph)~lmafelywheh')eav~'wiU b~'~~g\.iii~<1 to ij¢gin.; ; 6h~ge
in cllctW.stance.s, 01 a~eqlcaie.ir;lel~~i1S1~:W~R9i§o~WH9y~~;t#?~t ~iy~ as .
muchnotice as 1S possible under the partioirlar'cll'cUrnstanoes involved
.. . . . . " : '.' , "~ ":'. ":..:,;~:;..~ ;..,t.~j~~~~~~ ·1·~~~~~:~;l;:.~1j!:·~~~~::;r :~.:':'{ ~::.\" ..>~)..,

i ,." . ., }},::,:~:' ..}~·~l~:·~;'?:3?;f:~l;~t;t:;~'·!.:/r .;:;:t~ '''': ',:/ ': ,.',': .: .'; . :,' :
Notice is given whenthe einplo'yeesubiriitSiViIitieD:ieqiiest fora leave to the,

Se~:~~~~~~a:f::~~:tt~)~t~~t~1f6iw;tJl.ri~IE~~D~!.~~~\~~:rwa~:
not foreseeable, oral n6tlfication:$hQul~;'\ie,\'glv~~'i.ii:03~gi~t~!J\tiLWifijlp)oyee's •

.. ':,:,:)~~:'.~. :t.:;~:~;;~ ... :.8~(:};.1f.:~~~ ~:. ,~:}:.:'.~~k~/~:t~!~·~::i~'·;{~·::;:::=;, :i:::~:2\~;,~':: " .,'..

Ai]vance Notice

Effective Notice

" ....; ;f:;';::-~;';:'n,: ,,;::..-:._,",::-::' .::_~ .. :.• -:....~ ,:,-:J;:'~:.,-,','. ;::-':'::,.-:;. ':",.c;:·.·,~.,,~! ...'.~ ,'"
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CITY OF BOSTON
OFFICE OF HUMANRESOURCES

Family & Medical Leave Policy

-._------:================-
supervisor and followed up in writing as soon as possible thereafter
Employees are not required to name the FMLA when asking foi 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 feedbackfrom other employees about the
employee's serioushealth condition or family circumstances

Medical
Certification

Satisfactorymedical certificationmust be submitted with the leaverequest Ol

at least within 15 days of the request for the leave The certification must
support the need for leave due to a serious health conditionaffecting the
employee or the employee's spouse, child Ol parent, and include the date the
serious health conditionbegan, its anticipated duration, diagnosis, and a brief
statement oftreatment, along with a statement of the employee'sintent to
return to work

------_.'---, .._-,-------------------_.._--,
Authentication
& Clarification

The Office of Human Resourcesmay communicatewith the employee's health
careprovider for authenticationor clarification of the contents of the medical
certification document. Employeeswill be expected to authorizesuch
discussions as necessaryfor their health careproviders to provide information
necessary to complete the medical certification

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

Failure to
Provide
Reqriiied
Documcntp..tioii

# employee's failure to provide required notice ofthe leave 01 the
certificationnecessary to designatethe leave under the FMLA may result in
jp§ request for time off being denied Alternatively, the City may designatean
employee's,absence as FMLA leave when it has informationsufficient to make
th~ designation even if the employee fails to provide'the required certification

,' ordccumentation '

..~~:.:: -, o:" ,.' "._"'",';

lniibiiify io':".~¥f(thh~4il~sti6i leave is due to the employee's own serious health condition,
Work.' :'" :ri;Iil:i~r.eitilii~d rne!llcZiI certificationmust also include a statement that the

.':, ';':Y'(;~ITiploy~'~jsilliabl~'t6perform the essential functions of the employee's
;;:i~~,h;!p.~"sitlci!i,$.)~ ~hqiJ.!d note any type of activitiesthe employee canperform

" ;: :~?(,:·\~~r~~),~),~;,~r:u~tr;~Y: ,:', " : : ; ,
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CITY OF BOSTON
OFFICE OF HUMAN RESOURCES

Family & Medical Leave

that the employee's presence would be beneficial 01 desirable

Policy

Periodic
Reports

Clearance to
Return to
Work

Intermittent
and Reduced
Sched uleLeave

Periodic 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 required certifying the employee's ability to
return to work from a leave due to an employee's serious health condition

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

When medically necessary, employees may take FMLA leave on an ,
intermittent basis, 01 by reducingtheir normal weekly or daily work schedule
to care for a sick spouse, child 01 parent, 01 because the employee is seriously
ill and unable to work To be eligible for an intermittent 01 reduced schedule
leave, the employee must give thirty (30) days notice, if the leave is
foreseeable, and the medical certificationmust include dates and the duration
of treatment and a statement of medical necessity for taking intermittent leave
or working a reduced scheduleFurther, the employee must discuss with his/her
supervisor the scheduling of such leave to minimize disruption to the City's
operations, and the City may temporarily transfer an employee to an available
alternative position with equivalentpay and benefits ifthe alternative position
would better accommodate leave on an intermittent or reduced schedule basis

---"--:-;'------

Leave for Birth, Adoption, or Foster Car e Placement of II chiid

,
,<

The FMLA provides eligible employees with up to 12 weeks of leave for the
,. purpose of'childbnth 01 for placement of a child for f).d~ptj.on. 41,), ep1;pl.oyee ,
who is not eligible for FMLA leave may nonetheless be eligible fOi'1:Ipio8 '
weeks of leave for childbirth or adoption provided by the Massachusetts
Maternity Leave Act ("MMLA") , '. '), :- ". ,.. '". .~".,- ,.",." ": , ~.

, ",f,' . .; ",::i'~~:);~',I;.'~'::;" .,..-;:", ' '.' '. ~

: '''\,~ .~ '" , ....",,", ..,:.:; ",'",;;,.",'.,~";,;,,,-.'•.;,;'-",;,:,::,,',;,'\,
'. ." -; . "~:~:::':7:!"?~~1:,\Y:':_;, ., . ,,:.-. , "' .".

.;:';,N~ti~es ~br ';,' ' , To receive time off because of a birth, adoption, or placement ,9f.~:clijJ:d._ in ; ,,;:·;;tdL,:;~:
':'::' >., C::r.;e~ve for biith.. ' foster care, employees should give the following notice's ctBdlot}'eTiif;l6iitions: X'o'-'?J'L\'\;'!l:'"

~fl~7:~t'!&t"~ "~m",,, ~'Mn' ··:.~!!W"f;til:l·
I ,., ''\nn '7n1;(..,k'1VfT I NATA 8.18,11 4,20.12 ~"";:"''-''''::-:,' " '," '·'\'~i,:,'."
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CITY OF BOSTON
OFFICE OF HUMAN RESOURCES

Family & Medical Leave Policy

.__._-=================-
placement

Advance Notice A 3D· day advance notice of the need to take FMLA leave is required
when the need isforeseeable If the need for a leave is not foreseeable
becauseof a lack ofknowledge of approxima-tely when leave will be
required to begin, a changein circumstances, or a medical emergency,
thenthe employee must give as much notice as is possible under'the
particular circumstances involved

-------_. -------------
Content of
Notice

The notice must include the employee's intention to return to work
following the leave, and appropriate documentationfrom a physician
for childbirth, or other appropriate entity for adoption or foster care
placement shouldaccompanythe notice and request for leave A birth
certificatewill suffice as' sufficientproof ofchildbirth

Sufficientproof of adoptionincludes a certified birth certificate or U S
citizenship documentation and a certifiedcopy of the original final
judgmentor decree ofadoption If the child is adopted internationally,
sufficientproof of adoptionincludes a certified copy of the original
foreign adoptiondecree(and a certifiedEnglish translation) and an
original foreign birth certificate (and a certifiedEnglish translation)
alongwi1:4 one of the following: the child's green card or foreign
passport with 1·551 stamp .

Sufficientproof for foster care placementis the employee's certified
foster care license arid certifiedpaperworkshowing the child's
placement '. . " . .

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

Effective Notice Notice is giveo when t)1'!,~rgploye~~ubmitsa written request for a leave with
appropriate documeIltatiop t? his"he{supeivlsor and/or the bffic~ Of Human
Resources

Use of Time OlI
With Pay

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

While on a~ .'}p;;~~~i~~~~r(~;lKiJ;J~e to.9hil~bhih., an employeemay use
any accrued si.~kdaysdujipithepepod of the, rgat\'i,,)tyleave when the
employee is pJiY$ic~llY~\ip~~iHo.i&o.jE: Emp!cryees may also use earned but

unused vad,a~EP:~f~ri,~li~~~J~%~;,~~~r~~~~t1lf~i Yr~~kS.of leave due
.- ,,' • - ,-: :,: ~'-~7.:- ,~:-:-: . '. ~'. '.:.' --:~... l:r;~~:"; "".".' .•...... ~.,. ~i ....,";:.. "': ,- ., .. ' .. --. ~.< ~";>-:"i-7,;:,:·,"-~~.:'·~:?~~i",.:::.., .'; .,L'.....,....; .' .';,.=..;.':'. '-'"': .'~:;_.;=,: "':'-'~~".;: '.,:,,'; " :.; • . ..

.DOCUi\lENT NUMBER I DOCUMENT REVISION ';.' ''' .•:. ·,·:/JSSUEDATE EFFECTIVE DATE
I nrm 201'-",M' I ·····NA··""·····:· 'T:I: SAS.ll 4.20.12'·' .

-
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CITY OF BOSTON
OFFICEOFHUMAN RESOURCES

Family & Medical Leave Policy

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

Continuous
LeaveDuring
12-1'I1onth
Period

A leave for birth or placement for adoption or foster care must conclude within
12 months of the birth or placement Sucha leave must be taken ~]J at once

Spouses Both
Employed by
City

If both spouses are employed by the City, they ale entitled to a combined total
of twelve weeks/months of leave for the birth or placement of a childfor
adoption Or foster care '

Reinstatement Upon return from a twelve week maternity/adoption/foster care leave under
the FMLA, the employee will be reinstatedto his/her previous, or a similar
position with the same status, pay and length of service credit, wherever
applicable, as ofthe date of the leave, unless there has been a layoff O! other
changes in operating conditions affecting employment duringthe period of
such leave

FMLA Leave to Care for an Injured or III Servicemember

:i.

'j

, -,

Eiigibie employees may take \lP to twenty-six (26) weeks of leave in a single
12-monthperiod to care for a currentmember of the AImed Forces, including
the National Guard or Reserves, or a member of the Armed Forces, the
National Guard 01 Reserves who is on the temporary disability retired list, who

,. hils a'serious iiij~r'y oi illnessIncurred in the line of duty on active duty for
t, }vliich J1e6fshe is undergoiiigmedical treatment, recuperation, or therapy; or

" ::;ofll~rwise iriouip'aHent status, Leavemay also betaken to care for a veteran
:" /,;'0hoi8 'iillderg6ing medical tieatment, recuperation, or therapy for a serious

\'. ;;:!"';A~]i:iiy(ji:lllrie~~-~(!whowas it member of the Armed Forces at any time
'~',;)·{}i,1.i#ngihe p~H6d 'iJf five (5) years preceding the date on which the veteran

'i~¥lili~~~;M",J~~ wtiHemonl', lim,,,' t" 'em"ON "t"
-:lYf~""·,~~:'·:~:::';:~;~:2:':':!· j;;:f~;'-i ';~::-·t::;:rY~·:;3;:~'~. ~:~.':"::,.:: ;i;! .;~. ::~,~~; :>::::~ -.

"

-"j:
"~·:··:DOG:tJi""lENTNUMBER:-,,-,; Y. DOCU"IE~'TREYrSION rssus DATE EFFECTlYE DATE; "

; ,v"IR-2011Fn
, d 7h

" -
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CITY OF BOSTON
OFFICE OF HUMAN RESOURCES

Family & Medical Leave Policy

Serious Illness
Or Injury of a
Servicemernber

Family
Member

Leave Period

of 26 weeks of FMLA leave for any qualifying nason; the employee is entitled
to no more than 12 weeks of leave for FMLA-quaUfying reasons other than to
care for an injured or ill servicemernber FO! 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 newborn child, for a combined total of
26 weeks of leave

A "serious injury or illness" means an injury or illness incurred by a covered
servicemernber in the line of duty on active duty that may render the
servicernember medically unfit to perform the duties of his or her office, grade,
rank or rating

---_._-

In order to care for a covered servicemember, an eligible employee must be the
spouse, child, parent, or next of kin of a coveredservicemernber

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 servicemember ~d ends 12 months after that date,

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

Cover eg Active
Duty

FMLA Leave Due to Qualifying EXigencies for Families of Member s of
theAr med Forces '

An eligible employee may take twelve weeks of FMLA leave while the
employee's spouse, child, 01 parent is on covered active duty for certain
qualifying exigencies

."-'-"-"',";,.-,---,----,-,---

"covered active duty" for amember of the regular Aimed Forces means
.dejJl6'yment in a foreign comity and, for a member 6Hhe i;;se;ves; 'deployment
:to aforeign country under' acall to active duty Under'ceItahifed.era1)ai,Ys, , .

• • • " ,e •• ,:",,' .', •••

. " ',".::.
.~...' ". .....
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CITY OF BOSTON
OFFICE OF HUMAN RESOURCES

Family & Medical Leave Policy

Conditions
Applicable to
ALLFMLA
Leaves

school activities, (4) to make financial or legal arrangements, (5) to attend
counseling, (6) to spend time with a resting or recuperating servicernernber, 01

(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 .. FOl leaves that do not involve an injured
servicernernber, the City will measure the twelve month period as a rolling 12­
month period measured backward from the date an employee uses any leave
under this policy FOI 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 fOI twelve months thereafter

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

Substitution of
Paid Leave

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
employeemay choose to retain up to two CfLYIeeks (seventy (70) hours fa I.

employees who work a thhtifive Ci2.LhoUI week or eighty (80) hOlilli for.
erilployees who work a forty (40) hour week) of sick time to cover absences
that·mai be necessarY after reiuin from a medical leave (except fOI it fen"1ale
employee's first eight weeks ofmaternity 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
,ur,iilsed paid time,off available 'if the reason fOI the leave qualifies fOI the paid
time~ff1:i~$¥fit' If the le~-v.6i~ 9~ account of the placementof a c~ild fOI
adoptiqiJ.'01 to~\ei ca,r~,t~ care for a SPOllSe, child or parent with a serious
healtiiconalti6'n6i'the employee has used all ofhis/heI available earned sick
p,wei?!hj@~f;iimi,~~ijg?~4i,~~,,?}isiti,~I1; fu:empioyee ~ust,B~~yacaticin
OJ any oth~rp<udho~lday,'I~C91l1pen~atoIY time" or personal time available ,H
an emp]oye~~s'ptiid leave balance is 'insufficientto cover' the duratimi of leav~
thE'iimp]ove'e rniy,;;jecttoTiie'iiisrhe;: ava'U,lble paid leave in increments less '
than'hisih'e'i'feg\niifl<i:'ii6hedulei:! VloihVee](;::Inno event may an employee use

'~.~:~1:~:(~::,~~~;}~:f.~~}~~~ft:if~~)\~:~(:J_~!:~~·~<~}~-t; ~;~~~~ ,-:,<:-:..' .,. :t''~.., ..>.. .
.... ,'''; .-!" ,'.:..~\".-\..,:..;.'~ ~:;'."·,';··'>:.1.;.··~::'''' '....,••"; •. :: ....;..;"'" ;::: ,'; .;";t.:.:-r:...:.~..."., :,: : .' ,. "
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CITY OJ BOSTON
OFFICE OF HUMANRESOURCES

Family & Medical Leave Policy

.less than twenty (20) hours paid leave per week except for the initial eight ill
week maternity or adopti"on leave in accordance with Massachusetts state law.
However, use ofpaid time, including sick, vacation or personal paid time, may
not be used to extend the leave period.

Benefit
Continuation

The City's contribution toward group health insurance will be continued
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 required contribution prior to the first day of the month for which
coverage is extended, but no later than thirty (30) days following the beginning
ofthe month If payment is more than thirty (30) days late, the employee's
health insurance may be dropped for the duration ofthe 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 paie! 01 lillpaidJeave for male than twelve
weeks (pai4-erunpiricl.exc1uding up to twg...f2) weeks (seventy ilQ) hours for
ell)QlQyees who work a thhtyjiYQi35) hour week or eightL(80) hours f01
emplgyees who work a fortL.(40ihour week) ofauthoJized vacation), s/he
must actuallywork for the lesser of the length of the leave 01 six (6) months
before 'slbe will be eligible to accrue his/her annual vacation. 'Actual work
eglral to the length of the leave of absence or six.{6) months shall. begin fo lUll

on the clay the einployee returns fi om the last period of absence. ·For example,
an employee takes a medical leavefor six months commencing August 1, .'
using accrued vacation time during the first month of the leave When the

. employeereturns to work on February 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 or periods
qiidng this six months for which an employee is not paid shall extend the six
months by that amount of time . '

I
I

Eflect ofLeave
all Vacation
Accrual

l: .,~

.-
'.,':i11adciition, an Bft1pl¥e~';,>,i11no lOHgeF-accftw sonice credit toviard his/hop , . ;'::'!:, .,.::.­

:' :;~:~~atio~'a~6iJal rate 6;,00.4;l1e employee has boofl-en a jeavo-ef.aese,.w~.d:o:!j;D::";·;.J.':'?:

;,\\~""';~ &;m,d" to_ woo,. ." al~~ti

~;~::~..:::~r':::'.~;::·;~,:";"':;·:r-i~;/.::·:~'-;~"":~~;·';'~~':-,',;' ~.':, ';". "-'" - '. .". " :t:;'t!.~.,,,,p;,:~. '._ ... -
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CITY OF BOSTON
OFFICE OF HUMAt'l RESOURCES

Family & Medical Leave Policy

EfJect of Leave
on Accrual
Rate

An employee who is on a paid or unpaid leave of absence for twelve (] 2)

weeks or less (excluding up to two (2) weeks. seventv (70) hours fO!

employees who work a thirty five (35) haUl week or eighty (80) hours for
emnloyees who work a forty (40) haUl week. of authorized vacation) 'will
continue to eal11 service credit toward his/her vacation accrual rate. However.,
an emnloyee will cease to eam service credit, foi purposes of calCuhiting the
emnloyee's vacation accmal rate, until an employee retmns from a leave of
absence longer than twelve (]2) weeks (excluding UR to' two (2) weeks,
seventv....CZQl.hol1ls for employees who wOlk a thirty fiveill) hour week or
eigl1ty (80) hOllIS for employees who work a fOlty (401.hol1l week, of
authorized vacation)..

In ac!djtion, up to one ilLYear of workers' compensation may be_counted
toward service credit fOI..lli!lposes of calculating the employee's vacation
acc!llal rate,.

._._---,---_._..._--
Sick Time
Accrual

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

._. ._.__. --------;-.-_' .0. -------_._-_.

Restoration to
Position

All employees on an approved FMLA or family leave will be restored to an
equivalent 01 the same position at the conclusion of the twelve O! twenty six
weeks of leave with the same pay, benefits and other employment terms and
conditions The position will be the same 01 one which entails substantially
equivalent skill, effort, responsibility and authority. However, an employee
has no greater right to reinstatement or to other benefits and conditlons of
employment than if the employee had been continuously employed during the
leave period

. ~ .~. .,"''', ,.,

If ari employee returns from a [eave of longer 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 effortto find a comp!Uable position Failure
to return from a leave of absence on the anticipated d~t~ of return will
constitutea resignation . . . . '.',' " ."

The City retains its right to place an enipioyee on ti~k~idi;a;;ii~vhilehe/she
appeals discontinuation of Workers '.Compensation·benefits: IfaDplicable.'

'. .. ,.. ;~;-;:~._. " ' ':.',"}l-:::{ '.;;'.~~ ,::~,,;-.:;~~~...:.:._.. ...:......:.,...;...__---'-

... . . ';:":.:..'--!. ~.".+~-'~_:._:..' .:..". ';' ...... .'. .. ,
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CITY OF BaSTON
OFFICE OF HUMAN RESOURCES

Family & Medical Leave Policy

Forms The City requires the following certificationforms depending on the type of
leave at issue:
Parental Leave:

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

Employee Medical Leave: .
- Form.WH 380E

Leave to Care for Family Member With SeriousHealth Condition
- Form WH 380F

Military Caregiver Leave:
- Form WH385

QualifyingExigency Leave:
-Form WH384

The City issues the following forms to employees in response to requests fOI
FMLAleave:
Form WH 381 - Notice of Eligibility, Rights & Responsibilities
Form WH 382 - Designation Notice

--"--'---

l:". : '/.::,", '."
;- ': '"
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Light Dutv fell EmQ)Qvees on Workers Compensation

A Pursuant 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 Whcn an independent medical examiner (IME) selected pursuant to G L c 152, or the

employee's treating physician determines that the employee is fit for light duty, the

employee must return to work, subject to the availability of a light duty assignment as

determined by the City pursuant to applicable law

C Light Duty assignments may include, but me not limited to, a shortened workday or

clerical or administrative duties, such as filing, operating the computer, answering

phones, data input, assisting with the reception desk, minor modifications to existing job

functions and/or other similar department-related duties If available, light duty

assignments will be as similar to the employee's original position as possible with minor

modification, consistent with the restrictions recommended by the IME or employee's
treating physician

D. An employee who is assigned to light duty shall not be assigned to any duties, even

temporarily, that would require the employee to perform duties that me not within the

restrictions recommended by the IME or the employee's treating physician

E An employee who fails or refuses to report for light duty is absent without leave (AWOL)

and may be subject to discipline If the employee's department has no appropriate tasks

available for the injured employee, the Office of Human Resources Workers'

Compensation Division will survey other departments to determine if they have a light
duty assignment consistent with such recommended restriction An employee may be

assigned light duty work in any position within the bargaining unit even if such position

is in a different department/work location/schedule so long as the position requirements

are consistent with the medical restrictions recommended by either the employee's

treating physician or IME, whoever determined the employee was fit to perform light
duty. The City shall endeavor to assign employees to light duty within their department
as a preference, but retains the right to assign employees to any position within the

bargaining unit When necessary, the City shall also provide job specific training for

those assigned outside oftheir regular scope of duties and responsibilities

1



F - The City may require an employee who is assigned to light duty to periodically finnish a
written statement, from his or her treating physician or an IME

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

H Employees on a light duty assignment will not be authorized to work overtime hours or
perform out of grade assignments in a higher grade

The Workers' Compensation Division shall provide the employee with written notice of
his/her light duty assignmentand a copy will be provided to the Union The light duty
assignment shall be consistent with the medical restrictions recommended by either the
employee's treating physician or IME who determined the employee was fit to perform
light duty

J It is understood that assignment to light duty pursuant to this Section is temporary in
nature The City understands its obligations pursuant to the Collective Bargaining
Agreement and Civil Service law with regards to temporary service and promotions The
Department retains and reserves its right relative to involuntary disability retirement or to
separate an employee consistent with applicable law Nothing herein shall limit the
City's 01 the employees' statutory rights An employee's filing for voluntary disability
retirement shall not prevent the Departmentfrom requiring the employee to perform light
duty, if applicable

2
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CITY OF BOSTON
OPEIU PERFORMANCE REVIEW SYSTEM

Employee's Name: _

Job 'Litle: _

Departmentj, _

Evaluator's Name: Date: _

How Long Under Your Supervision: _

Period of Evaluation: _

1he PRS Evaluation Form was developed to meet the following goals:
1) to provide an objective, consistent, and fair system for measuring employee performance;
2) to inform employees of the quality of their work, to identify those areas needing improvement, to set

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

3) to assist department heads and managers in evaluating their workforce, identifying employee
potential, and establishing priorities fortraining andeducation

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 theemployee:
• 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 havegiven the employee a rating of "does not meetexpectations" or"partially meets expectations" in any

category, you must identify the areas for improvement in order for the employee to successfi.rlly 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, possiblementoring, etc

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



Section 1: CORE PERFORMANCE CATEGORIES AND CRITERIA

JOB KNOWLEDGEITECHNICAL SKILLS
o Significantly o Above o Successfully o Partially o Does Not Meet ONot
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
knowledge required the job; can skills required to administrative, job; does not
to perform the job, anticipate work perform the job; supervisoryandlor understand principles
including new needs and always understands specialized & procedures; applies
technology where foliows appropriate principles & knowledge to knowledge only after
applicable; easily procedure procedures and can satisfactorily repeated explanation
applies principles & apply to work perform thejob or with close
procedures to assignmentswithout supervision
complex close supervision
assignments, needs
little supervision;
keeps informed of
new developments;
readily acquires new
skills and
technology where
applicable

--

Commen ts/Exp lanation:
IfPartially Meets Expectations or Does Not Meet Expectations is selected, please identify areas for improvement

PRODUCTIVITY & USE OF lIME
o Significantly o Above o SuccessfuIiy o Partially o Does Not Meet o Not
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 work required by reluctance or expected output; often
requirement on or volume of work thejob andmeets difficulty fails to meet deadlines;
ahead of established required or deadlines completing assigned does not work on
deadline completesahead of consistently workload; needs several responsibilities
Demonstrates deadline; manages Demonstratesability assistance working simultaneously but
exceptionalability several to manage on several tends to do ODe at a
to manageseveral responsibilities responsibilities responsibilities at time
responsibilities simultaneously, simultaneously; once; needs
simultaneously; effectively manages manages time to assistance with
managestime to time to produce produce required managing time to
produceand often required results results meet deadlines
exceed required
results

Comments/Expfall ation:
IfPartially Meets Expectations or Does Not Meet Expectations is selected, please identify areas lor improvement

2



QUALITY OF WORK
o Significantly o Above o Successfully o Partially o Does Not Meet o Not
Above Expectations Meets Meets Expectations Applicable
Expectations Expectations Expectations
Demonstrates Work is consistently Work is accurate Work is generally Quality of work is
innovation and accurate and and thorough, rarely accurate and below required
creativity in doing thorough and rarely requiring revisions thorough but standards of accuracy
work; work is needs revisions or or further direction occasionally and thoroughness;
a1 ways accurate and further direction of from supervisor; inaccurate or supervisory direction
thorough anddoes supervisor; accepts and lacking in ignoredor not sought
not need revisions sometimes develops implements new thoroughness; needs
or involvement of improved new and ideas for doing the additional direction
supervisor; often better ways of doing work or assistance from
develops new and the work supervisor
improved ways of
working

Com11tetits/Exp Ia11atio11,,"

IfPartially Meet' Expectations or Does Not Meet Expectations is selected, please identify areas for improvement

INITIATIVE & RESPONSIBILITY
o Significantly UAbove o Successfully o Partially U Does Not Meet o Not
Above Expectations Meets Meets Expectations Applicable
Expectations Expectations Expectations
Seeksout new or Sometimes seeks Monitors tasks, Sticks closelyto job Sometimes does not
additional tasks, out new Of' projects or routine; reluctant to perform
projects or additional tasks, responsibilities take on additional responsibilities within
responsibilities; projects or independently, with duties as required; job requirements,even
follows through on responsibilities; minimal need for needs assistance in when directed;
actions items, willingly accepts supervision, follows monitoring projects; requires prodding and
exerting effort well additional work through on action follow throughon monitoring to finish
beyondwhat is with positive items in timely action items is slow projects, duties or
expected; attitude; follows manner; accepts and sometimes responsibilities;does
anticipatesproblems through on action additional work as holds up results not follow through on
or opportunities and items, suggests requested action items in a
works to devise improvementsfor timely fashion to
solutionsor efficiency ensure results on the
improvements job

Cornments/Explanation:
IfPartially Meet' Expectations or Does Not Meet Expectations is selected, please identify areas far improvement
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CUSTOMER SERVICE
o Significantly o Above o Successfully o Partially o Does Not Meet DNot
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 understanding acceptance toward lack of patience or unprofessional
with customers, toward customers, customers, internal empathy with language, conduct or
internal & external; internal & external; & external at all customers, internal demeanor when
response to provides complete times; provides & external; communicating with
customer needs is and accurate complete and information and customers, internal &
always timely and information and accurate information service not always external; gives
thorough; takes service to and service to complete or inadequateservice or
action beyond what customers; places a customers; makes accurate the first information; lack of
is required to help priority on customer self available to time; occasionally Willingness to help
the customer when needs, and always respond to customer fails to follow up on customers; lacks
appropriate responds within 24 needs; demonstrates problems/complaint follow through on

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

Comments/Explanation:
IfPartially Meets Expectations or Does Not Meet Expectations is selected, please identify ateas for improvement

ATTENDANCE & PUNCTUALITY
o Significantly LJ Above o Successfully o Partially o Does Not Meet DNot
Above Expectations Meets Meets Expectations Applicable
Expectations Expectations Expectations
Has had one or more Acceptable # of Acceptable # of Exceeds # of Exceeds # of absences
quarters of perfect absences within absences within absences acceptable acceptable within
attendance, rarely Attendance Policy Attendance Policy within Attendance Attendance Policy
absent; observes guidelines; rarely guidelines; rarely Policy guidelines; guidelines; frequently
breaks or absent from work; late if at all; late arrival at work late; absences cause
occasionallyworks seldom late if at all; observes break sometimes causes hardship to
during breaks in a punctual at meetings times and lunch hardship to department; does not
heavy workload; and appointments times; usually department; consistently adhere to
always punctual at punctual at meetings occasionally takes breaks or lunch times
meetingsand and appointments extended breaks
appointments

Comments/Explanation:
IfPartially Meets Expectations or Does Not Meet Expectations is selected, please identify areas for improvement
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TEAMWORK & RELA11NG 10 OTHERS
o Significantly o Above o Successfully o Partially o Does Not Meet ONot
Above Expectations Meets Meets Expectations Applicable
Expectations Expectations Expectations
Excellent work Maintains positive Maintains effective Sometimesshows Does not work well
relationship with work relationship work relationship reluctance or with others to
supervisor and with supervisorsand with supervisorsand friction in working accomplish group
coworkers to coworkers to coworkers to with supervisors goals; often creates
accomplish goals; accomplish goals; accomplish goals; and/or coworkers friction in working
has a noticeably assists and supports assists and supports with supervisor or
positiveeffect on others as requested others as requested coworkers; has been
workgroup; with enthusiasm disciplined for
voluntarily assists behavior
and supportsothers

Conuuents/Explanation:
IfPartially Meets Expectations or Does Not Meet Expectations is selected, please identify areas for improvement

RESPECTFUL INTERAClIONS & VALUING DIVERSITY
o Significantly o Above o Successfully o Partially o Does Not Meet ONot
Above Expectations Meets Meets Expectations Applicable
Expectations Expectations Expectations
Demonstrates a very Demonstrates Displays ability to Needs assistance or Falls short of
high level of sensitive and interact education in standards for sensitive
sensitivity in respectful language appropriately with understanding how and respectful
language and and behaviors all membersofthe to interact behavior toward all
behaviortoward all toward all members workforceand appropriately with members of the
members of the of the workforce public regardless of members of the workforce and public;
workforce and regardless of racial racial or ethnic workplaceand Demonstrates
public regardless of or ethnic origin, origin, gender, age, public concerning inappropriate language
racial or ethnic gender, age, sexual sexual orientation, racial or ethnic or behaviors dealing
origin,gender, age, orientation, religion religion or disability origin, gender, age, with racial Or ethnic
sexual orientation, or disability sexual orientation, origin, gender; age,
religionor religion or disability sexual orientation,
disability; Works to religion or disability
promote
understanding of
diversity by others
at work

Comments/Exp Ianation:
IfPartially Meets Expectations or Does Not Meet Expectations is selected, please identify areas for improvement
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Section 2: PERFORiVIANCE CATEGORIES AND CRITERIA FOR SUPERVISORS AND
MANAGERS

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

PERFORMANCE MANAGEMENT
o Significantly o Above o Successfully 0 0 o Not
Above Expectations Meets Partially Meets Does Nat Meet Applicable
Expectations Expectations Expectations Expectations
Does exceptional Sets and Sets and clearly Needs to more Fails to adequately
job ofsetting and communicates high communicates clearly establish train new employees
communicating high standards of realistic performance or adequately provide
standards of performance; performance expectations; should needed on thejob
performance; develops employees expectations; provide moreon the training; does not
identifies employee through training and evaluates jobtraining and assist employees in
strengths and coaching; provides performance coaching; does not improving work
developsthem ongoing objectively; give adequate and habits; does not
through training, performance provides timely, timely feedback to provide counseling for
coaching and coaching as well as candid feedback; employeeson a progressive discipline
mentoring; provides annual review provides on thejob regular basis; needs when needed; fails to
developmental coachingas needed; to conduct more conduct regular
coaching as well as conducts regular thorough performance reviews
annual review performance performance

reviews reviews

Comments/Explanation:'
IfPartially Meets Expectations or Does Not Meet Expectations is selected, please identify areas [Of improvement

PLANNING & ORGANIZING SKILLS
o Significantly o Above o Successfully o Partially o Does Not Meet oNot
Above Expectations Meets Meets Expectations Applicable
Expectations Expectations Exoectations
Exceptionally good Fully plans & Sufficiently plans Sometimes does Often fails to plan
at planning and organizes and organizes not plan and and organize
organizing work/projects; work/projects; organize work work/projects
work/projects; resourceful in able to manage an work/projects effectively; work/
forecasts needsand managing the unusual workload adequately; projects fall behindplans accordingly;
innovative in workload; 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 employees to meet employees to meet assistance with adequately schedule
self and employees organizational organizational setting priorities own time or
to meetand goals goals and controlling employees work;
sometimes exceeds progress ofthe works on low
organizational goals work/project priorities instead of

more important
work

Commetus/Explanotion:
IfPartially Meets Expectations or Does Not Meet Expectations is selected, please identify areas for improvement
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SUPERVISORY LEADERSHIP & DELEGA IlON
o Significantly o Above o Successfully o Partially o Does Not Meet o Not
Above Expectations Meets Meets Expectations Applicable
Expectations Expectations Expectations
Involves staff in Articulates goals, Clearly Needs to better Lacks goals,
building goals and objectives and communicates communicate goals, objectives and
objectives and expectations; is goals, objectives objectivesand expectations forthe
establishing able to delegate andexpectations to expectations for workunit and/or does
expectations; work to inspire meetorganizational work unit; noteffectively
solicits and uses subordinates to objectives; able to subordinates tend to communicate them;
new ideas; delegates willingly achieve get subordinates to resist direction; does notdelegate work
work in a way that organizational follow directives to needs to delegate effectively;
inspires objectives achieve workmore subordinates resist
subordinates to go organizational effectively participation
beyond what is objectives
expected in
achieving
organizational
objectives

Cotmnents/Explanation
IfPartially Meets Expectations Of Does Not Meet Expectations is selected, please identify areas [Of improvement

Date for follow lip of any Areas for Improvement

$~~~tQ!\[~;'iID:~~!1I[QRME~[;fJi~tQprf![i!]11
Discuss with the employee opportunities for how they mIght develop their strengths and skills Identify 2-3 SMARI
goals (Specific, Measurable, Attainable, Relevant, Time-Based) This may involve setting priorities, new projects or
responsibilities, training (on the job, courses offered by the City), coaching that you offer, mentoring, etc

Goal/Action Steps

2. GoalJAction Steps
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3. Goal!Action Steps

Date for follow up of Development Action Plan _
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Section 4: SIGNATURES AND COMMENTS

Ihave reviewed this evaluation and it has been discussed withme r understand that rmay answer all or any part of this
evaluation and that my answer will be attached to this review

Employee's Signature: _

Manager/Supervisor's Signature: . _

Date: _

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

____________Date. _

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

(date)
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