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, (heveinafter “OPEIU,” or “the
Union”) of both the July 1, 2010 through June 30, 2013 and the July 1, 2013 through June 30,
2016 agreements, and approval by the Mayor and Boston City Council. This three (3) year
agreement shall not take effect unless and until the 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 of successor collective bargaining to the June 30, 2010 to July 1, 2013
agreement between the City of Boston and OPEIU. This agreement is effective July 1, 2013
through June 30, 2016.

This Memorandum of Agreement (“Agreement”) is made pursuant to Massachusetts
General Laws Chapter 150E between the City of 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 of their Collective Bargaining Agreement
effective July 1, 2010 through June 30, 2013 shall be extended without modification for the
period commencing on July I, 2013 and ending on June 30, 2016

1. Article XVIII (“Compensation™), Section 1. 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, § 1 to reflect a
three (3) year contract with a duration from July 1, 2013 through June 30, 2016.



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

day of , 2012
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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”) of both the July 1, 2010 through June 30, 2013 and the July 1, 2013
through June 30, 2016 agreements, and approval by the Mayor and Boston City Council. This
three (3) vear 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 (“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, 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™)

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 (6) months of
service for which an employee 1s not paid (including as little as one (1) 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.




2. Article 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, Amend Article XII (“Holidays™).

Section 1. The following days shall be considered holidays for the purpose enumerated
below:

New Year's Day Independence Day

Martin Luther King, Jr. Day Labor Day

President’s Day Columbus Day

Veteran's Day
Patriot's Day Thanksgiving Day
Memorial 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 1 of this Article, on each January 1,
full-time emplovees who were City of Boston employees on January 1, 2013 will be eligible for two {2)

“floating holidays™ that must be taken by December 31 at a time or times tequested by the emplovee and

approved by his/her immediate supervisor outside the bargaining unit. Employees who were not City of

Boston emplovees on January 1, 2013, or who separated from service after January 1. 2013 shall not

receive “floatine holidays.”

Section 5. “Floating holidavs” shall be subiject to the same notice and approval requirements as

outlined in Article XII (*“Vacation Leave”) of this Agreement. “Floating holidays” not used by

December 31% of the year in which it was received shall not carry over into the following vear

and may not be redeemed for monetary compensation at any time. In the event an employee

follows the appropriate notice requirements and is denied the use of his/her “floating holiday(s)”

and as a result is unable to use the “floating holiday(s)” by the end of the calendar year, that
2




employee may carry over his/her “floating holiday(s)” to the next calendar year. Any “floating
holiday(s)” carried over must be used by December 31% of the following year.

4. Article XTIV (“Sick Leave™)

Amend as follows:

Amend the second paragraph of Section 1.

Beginning on January {. 2013, sick leave shall accrue at the rate of one (1) 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 vear, in advance of such
vear 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 of this 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 1, 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. ¢. 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 1 of each vear, 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 ful] time employee




who becins emplovment after January 1 but before Julv 1 will be credited with two (2) personal
leave days which may be taken upon completion of the emplovee’s probationary period.”

5. Article XIII (*Vacation Leave™)

Amend Section 2 to provide a sixth (6™ week of vacation for employees with more than
thitty (30) years of service in the bargaining unit as follows:

“More than thirty (30) years of service . . .. ... six (6) weeks”

Amend Section 4 as follows:

“Once an employee has been on leave for over twelve (12) weeks (paid or unpaid) s/he will be eligible to

accrue his/her vacation only upon completion of actual work equal to the length of the authorized absence
or completion of six (6) months of actual work, whichever is less ~ Any period or periods during this six

(6) months of service in which the employee is absent with or without authorization (including as little as

one (1) day) shall extend the effective date of vacation eligibility.

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).

33

Amend § 5, entitled “Pregnancy / 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(¢) 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:

4



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 are receiving benefits under the City’s
workers’ compensation program shall be required to comply with the City of Boston’s Light
Duty policy.” (Attached)

8. Article XVIII (“Compensation’™)

Section 1A Provide base wage increases as follows:
Effective FPP October 2010 — 0 % base wage increase.
Effective FPP October 2011 — 1 % base wage increase.
Effective FPP October 2012 — 2 % base wage increase.

Section 1B. Lump Sum Payment.

Employees who had any portion of their FY2010 base wage increase delayed for the three
hundred and sixty four (364) day period will receive a lump sum payment equal to the actual
dollar value of base wages not earned duting 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 FY'10 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 ($ 14 40) per day.

9. Article XIX, (*Duration”) -- Amend the dates contained in Axticle XIX, § 1 to reflect a
three (3) year contract with a duration from July 1, 2010 through June 30, 2013.

5



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
day of , 2012

CITY OF BOSTON OFFICE AND PROFESSIONAL

PLOYEES INTERNATIONAL UNION,
e W [y e
Thomas M. Menino, Mayor of Boston Evangeli % Maxwell L
AN //d«/“l% /MLWMW“
TE Iy I .' , .;/

Mghtedith Weenick,

John Durilap, “Robert S.Marining
or Relations and Personnel Business Manager

C&J\_/\/b\_/\
Paul Curran, Director

or Relations

A
Vivian Leonard, Director
Office of Human Resources

Apprayed as to form:

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

Attendance Policy

Overview and
Scope

Authorized Use
of Sick Leave

Coming to work is an essential function of each employee’s position
However, employees may need to be absent ficm work on occasion other
than for scheduled vacation periods The City provides a variety of leave
benefits to employess depending on an employee’s length of service and the
specific reason fo1 the leave Various provisions related to employee
attendance and absenteeism ate set forth below In addition, employees
should review the following City Polisies:

--Family & Medical Leave

-~ Small Necessities Leave

--Bereavement Leave

In addition, where applicable, the collective baigaining agreement should be

1eviewed

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

At the start of each shift, each employee must document the actual time
he/she started woik on his/her time sheet, or othet time recording system used
by the department. All employees are expected to complete all time sheets
fully and accurately at 2ll times and are strictly prohibited from falsifying

their own or any other time sheet

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

An employee’s illness or injury or exposue to contagious dissase o1
an employee’s illness o1 disability arising out of or caused by
pregnancy or childbirth,

The serious iliness of a membes of the employee’s immediate family
(Immediate family shall be defined as spouse, child living in the
employee’s household, parent of the employee ot as otherwise
defined by the applicable Collective Baxgaining Agieement)

- The employee’s need to extend bereavement leave for the death of a

membez of the employee s unmedlate famﬂy conszstent with the

Agzeement
Doctor or dentist apnomtments ol the employee or the emplovee’s

nnmednte ‘famll}i_

puIposes, unless exphclﬂy allowed by a collectlve bal gammg aoreement

[ DOCUMENT FUMBER Documw REVISION TSSUE DATE EFFECTIVE DATE
OHR2ML-ATT [ o NA T ¢ DRAFT 3.12.12 o
Attendance o ' Pagelof6




CITY OF BOSTON
OFFICE OF HUMAN RESOURCES

Attendance Policy

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

, %;:i‘eave provide medical documentation substantiating the employee’s use of sick
Req i leave:
equiring

Doecumentation

Whenever there is a pattern of sick leave usage, such as absenteeism
that starts before o1 after weekends, holidays, vacations or around
scheduled time off, and/or repeated usage on the same day of the
week, and/or 1epeated immediate use and depletion of sick time upon
crediting of sick time, Itis important to note that the City may
accelerate the progressive disciplinary process when an employee has

exhibited pattemned absentecism

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 1etun
to work If the employee remains unable to retuin to work then he/she
will be 1equired to provide a completed WH-380E form consistent
with the Family and Medical Leave Policy, and failuze to do so may
result in continued use of sick Jeave being denied Nothing in this
section shall prevent the City fiom requiring o1 2n employee from
providing a WH-380E foum prior to the employee being absent five
consecutive days/shifts. Only employees who meet the eligibility
requizrements for FMLA leave will be eligible for FMLA leave

If an employee has requested the use of vacation, compensatory, ot
peisonal 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 employese must provide decumentation substantiating

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

An employee, who has eighH8)ten (10) instances of sick leave in the
prior completed twelve (12) month periad, may be required to submit
medical documentation in 1esponse to any additional use of sick leave
regar dless of whether or not the employee provided medical
documentation for any of the prior eight-{Sten (10) instances An
instance is defined as an employee’s absences of one (1) oz less than
orie (1) ‘work shift. An employes who is requited to submit medical
docum\,ntation under this subparagraph must continue to submit

i : 'medical documentation until such time as his/her sick leave usage in
' the pnox completed twelve (12) month period falls below eight(S)ten

GO WUNBER - j DOCUME\T REVISION ] ISSUE DATE EFEECIIVE DATE
- OHR2011-ATT. i _NA | DRAFT3.12.12 -
a | Page2 of 6
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CITY OF BOSTON
OFFICE OF HUMAN RESOURCES

Attendance Policy

(10) instances Emplovees will be notified when thev are 1equired to
submit medical documentation for sick leave usaee pursuant to this

paragraph,

Employees on an approved leave pursuant to the City’s Family & Medical
Leave Policy will not be required to provide this documentation but will be
required to 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-{3yten {10} instances. Please see the Family & Medical Leavé

Policy.

Documentation
All medical documentation required to excuse the specific absence under this
policy must be submifted within ten (10) calendar days of returning to work
The following information must be contained ini medical documentation
required undes this poliey: '
The name of the employee
The name and contact information of the medical provider
When the absence was for the employee’s own illness, injury,
incapacity, the date(s) the medical provider examined the employee in
connection with the employee’s absence(s)
The specific hours and/or date(s) for which the medical provide
believes that the employge needed to be absent from wotk
The date upon which the medical provider belicves the employee will
be able to retmn to work
When the absence was for the illness of the employee’s immediate
family member, the name of the ill family membez, the Ielatlonsmp of
such individual to the employee, and the date(s) the medical provider
determined the employee was needed to care for such individual
It is the employee’s responsibility to obtain adequate medical documentation
within the stated ten (10) czlendar day time pemod It is the Departmment’s
153pons1b111ty to inform an employee within ten (10) calendar days of receipt
of medical docurrentation if it has deemed the documentatmn is nét adequate
10 excuse the absence. Docto:’s notes xecewed aftér ten (10) calendar days
will not be accepted. Bmployees on an appitved leave plirsuant tc the City’s
Family & Medical Leave Policy will not be;requlred ’co pzowde this
documentation but will be required to comp e all necessa:ry documentatlon
to request and substantiate their need for leave
T POCUNMENT NUMEER DCCUDMENT REVISION TSSUEDATE EFFECITVE DATE
OHR—ZOII—ATT NA DRA_FT 31212 ' T
Lo ' Page3o0f6 -

létfendance



CITY OF BOSTON
OFFICE OF HUMAN RESOURCES

Attendance Policy

Use of Vacation
or Personal
Time in Yieu of
Siek Time

Eligible employees may be granted Family and Medical Leave in accordance
with federal law and the City of Bosion Family and Medical Leave Policy
(OHR-2011-FML) If an employee has been granted a leave pursuant to the
Farmnily 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 1esponse to

sick leave usage as detailed above

An employee may only use vacation o1 personal time in place of sick time if
he/she follows the contractual and/or departmental requirements foz
requesting such leave including providing the 1equized prior notice and

obtaining anthorization.

Vecation 1equests must be in wiiting and submitted in compliance with the
Departmental notice requirement, but at all times at léast 48 hours in advance
Use of vacation without 48 hours prior notice will only be authorized in
limited circumstances and must be approved by the Appointing Authority o1

his/her designee

Personal leave 1equests must be made in compliance with the Department
notice requirement and/or consistent with the applicable collective bargaining

agresment
Below are two examples; these examples are illustrative and aze not intended

to be exhaustive:

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

She is scheduled to have & medical procedure in two (2) weeks The
employee 1equests 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 bas acted in accordance with her Department’s procedures for
fequesting vacation time. In addition, please note that the employee may need
to, complete a form consistent with the Family and Medical Leave policy

whera the emp]oyee will be absent from work for an extended period of time.

(2) An empléyée has exhausted his sick time but has vacation time. He calls
mto work at the start of the shift and tells his supervisor he is ill and wants to
use a vacanon déy Inthis mstance the employee has not complied with his

' partrnent 5 pzoceduxes for Icquestmg vacation time, vacation time is not

;éuth6f1zed and the employee will not be pald foz the day and will be subject

cuplme A .
TESUEDATE

DOCU\IEZ\T REVISIO\

FOCUMERT FUMBER. ] - -
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CITY OF BOSTON
OFFICE OF HUMAN RESOURCES

Attendance Policy

Absent without
Leave

Tardy

An employee is only allowed to be excused fiom work if he/she has available

paid leave time and he/she requests to use and nses such leave time in
accordance with the provisions in arrapplicable collective bargaining
agreement and City policies, or if he/she has been granted an authorized leave
of absence, such as z leave pursuant to the Family and Medical Leave Policy,
o1 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 1s not cn 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 alieady attended to personal needs In general, road
construction, transportation delays, personal issues and weather are not
acceptable 1éasons for tardiness A record of tardiness shall be cause for
disciplinary action I-isimperiant-to-nete-thot-the-City may-aeselerate-the
pregressive-diseipline-processfor excessive or-patterned-tardiness:

Furthermore, employees witkmay be subject to discipline for extending a
meal o1 break period(s) beyond the permitted time for such meal o1 break
period and/or for leaving prior to the end of a scheduled shift Meal and/ox
break penods cannot be used to shorien the employee’s woik shift, without

the prior written authorization of a supervisor 01 manager.

If an emploves follows appromzate call in proceduiss and notifies a
supervisor or managet PRIOR to the start of his/her shift of his/her tardiness
arid he/she has available personal time to cover the length of the absence the
employee may use personal time and not have that instance coupt 4as tardy.

If an emplovee follows apploptiate call in procedures and notifies a
supervisor ot manager AFTER the start of his/her shift that he/she will be
tardy the employee who has available personal time may still use personal
time in order to get paid for the tardy time, however. this will count as tardy.

EFFECTIVE DATE

DOCUMENT NUMBER |
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CITY OF BOSTON
OFFICE OF HUMAN RESOURCES

Attendance Policy

Violations will result in discipline consistent with any applicable collective
bargaining agreement or law. The City agrees to apply the concept of
progressive discipline in all but the most serigug cases, At-will employees are
remainded 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 unanthorized
absences, poot attendance, tardiness, and/or unavailability for work

Discipline

NOTE
This policy supersedes all previous Attendance Policies issued by the City’s
Office of Human Resouzces, including the “Managing Attendance Program »

DOCUMERT NUSEER BoCUNENT REVEION T SUEpATE 7] EFFECTIVE DASE
OHR-2011-ATT NA T " DRAFT 3.12.12
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CITY OF BOSTON
OFFICE OF HUMAN RESOURCES

Military Leave Policy

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

Overvievw

All employees may be entitled to Jeave for miljtary service as stated herein
and in accordance with any applicable state&o”f'}fedexal law or collective
bargaining agreement In addition, family; membexs of service members may
be entitled to leave in certain cucumstance@g{z suant to the Family Medical
Leave Act (FMLA) and should xe;%ra tohe Clt}?lg)s:;iﬁ amily & Medical Leave

policy.

Scope

T
b,

ANNUAL
Qmeﬁf%?the Commonﬁi‘ eqlth

TRAINING
If an employee serves in the AJm

MA National  (Massachusetts Najfl al (;ruard), the i
1 ar (July 1 - June 30) fox their

Guard maximum of 34 da. . state ﬁscall ;
annual towr of duty : xkf et purpose %ﬁféhset forthin M GL ¢ 33,

sections 38 (emexgenc i ss:stan'é”)*eé%o (mvas 01 Insurrection), 41 (natural
T

disaetew ”'665%(15 day f“—%lmncr) o g?r){ﬂﬁem pergggnel this is not to excesd

5'54 L ) L” i,

{3 Rk S
%&f m fﬁ:ﬁ k- S
Reserve v, : ‘“\m% '
Compenqn‘“?ﬁfw S mp gyees it Tg‘e Teserve %ﬁmpone it of the atmed forces of the United States
the ned mllébe@oud fo“fth it annu a”'m,ag)f duty for up to 17 days in any federal fiscal
03‘\(‘)3 For sworn personnel this is not to exceed

Forces'o %@ yeat (OQE‘ er 1 @}ember
Us. J@@\:& 17 work shy :

7‘;;;, l«fé\ “é%”
'~‘a1* =
ACTIVE £ }
DUTY ‘?‘w m,
«w‘i}w "’? f;»
Wilitary Employeesxim the reserve component of the armed forces of the United States
Personnel who are called to active duty will be pazd the d1ffe:rence between the mxhtaxy
Called to Active pay they receive and their 1egular pay from the City of Bostén for up fo five
DU’E}’ years. Once the employee s military pay ceases the City’s payment of the
‘ differertial between the employee s m1l1ta1y pay and h1s/he1 1egular pay will
also cease : ;
( DGCUMENTNUMEER DOCURENT REVISION | -~ JSSUEDATE EFFECTIVEDAIE
OHR-2011-MIL, A  DRAFT 41311 .
Military ' - Page 1 of 3 —ji




CITY OF BOSTON :
OFFICE OF HUMAN RESOURCES g

Military Leave Policy

An employee must provide advance notice of upcoming military service
Notice of Need  wnless doing so is piecluded by military necessity ot is otherwise impossible
for Leave or unreasonable An employee seeking military leave should notify the Office
of Human Resources as well as his/her Department Head and Supervisor.
Oftficial proof of military compensation in the form of military orders, DFAS
Form 702 o1 other similar documentation will be required for those
employees seeking to be paid by the City during their military leave pursnant

to this policy p 553;?
‘ {éﬁsf}
@?’“ 3 abw“:'\"r
Notice to At the conclusion of military seng%“’-an emplo‘}f/‘ee must report back to work
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¥ cCh 1sten1 with the provisions of the Uniformed Services
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50 - \and Réénimloyment Rights Act (“USERRA™) If not qualified to i

25 petform hls/hérg ob duf¥B a military disability, the employee will be

' Wf@i‘e instated to the ifcnearest comparable job available for which the employes is

3’ alified thhsli"’%e seniority, status o1 pay o1 its closest approximation An

empL%yee hnecil;fox a brief, nomecurring period with no reasonable 'g
cxpectago”ﬁ:oj ‘continued employment or employment for a significant period
is not ehglble for reinstatement _ An employee may not be eligible for
Iéinistatement or other benefits under USERRA if his/het curnulative length of

© leave due o military service excéeds five vears,

If dunng the military leave the employee’s position is eliminated, the
, tuminc eniployes shall be reemployed to layoff status. In addition,
" Iemstatemem may 1ot be granted if circumstances have so changed as to
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CITY OF BOSTON
OFFICE OF HUMAN RESOURCES

Military Leave Policy

Impact of
Military leave
on Accrual of
Paid Time

Ilealth Benefits

Flexible; ﬁ;

Spendm

make such reemployment impossible or unreasonable or if, in certain

chcurnstances provided by USERRA-the-Unifonned-Services Explorinent

a—rd—ReempIe;yﬁeﬁt—Pd#%ﬁAxet—(—US%éﬁ such 1einstatement would

impose an undue hardship.

An employee will continue to accrue his/her regular vacation, sick and
personal days during his/her military leave pald by the City, censistent with
any applicable collective bargaining agzeepy erﬁg‘md USERRA Tn addition,
accrual rates and service credits will be 1B, = as though the employee was
continuously employed during the p%z? df@“ﬁmlhtary leave. Employees will
bs allowed to carry accrued time mdpaﬂ101pat sin buyouts consistent with
the apphcable collective barg o‘e‘af;’m -;e‘agreement O ,ohcy Any payment to the

applicable collective bat gamm %“%eement or;\pohcy
FFr eﬁ» 3

e

2 A ‘;1..‘% ) hEak A
8Hne: age unde'¥1ty s group health plan will
Hleaye less than ﬂ 3;,?g'f“lays Activated mlinaxy

ICSBIV}StS on leave fox lqngex than@?f?@ days maffcontinue to participate in the
g; ealth plan\%’? the (&'}ﬁyi{ 'f?Il:conhnﬁ ieito make its regular

City’ S gzmgp dealh
cogfﬁ guhons oRsuch cove ge ,mp tﬂa‘fgﬁ(’ ats If the employee does not
elett |;Q§Pcont1nu f}rs/her pan fal Jfanon in the é“)'?y ’s group health plan dwing

hls/her‘ [itary %‘ e&e the Cltymwﬂl reinstate the employee’s coverage without
Waltm erfodipon,
‘%?W .

1s/he“§§%1nstatement
;-m o

TSR 2
Emplo é’%é‘gn an {?‘%f)ald m1l1tary leave that have a qualifying family status

Accoun"%sr( S S0
‘Q*?%;i? N change ma¥:t g allowed‘a mid-year tevocation of their elections. In the
adf,% absence of sue&mld yeaf 1evocation, flexible spending accounts will continue

\.%}xb
e

e funded %@‘E‘E‘he extent the employee receives pay from the City.
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CITY OF BOSTON
OFFICE OF HUMAN RESOURCES

Family & Medical Leave Poliey

Overview

Scope

The City providss a variety of different leave periods depending on an
employse’s length of service and the specific reason for the leave of absence
The different provisions applicable to family and medical leaves aie set forth

helow

An employee who has completed his/her probationary period may be eligible
for up to twelve (12) months of unpaid leave when necessary due to a medical
condition, to care for a naw baby, o1 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 of paid and
unpaid, depending on the circumstances as specified in this policy.

In addition, in accordance with the federal Family and Medical Leave Act
("FMILA"), the City will provide ehglble employees with a family or médical
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 léave in a gingle 12-
month period to care for a relative who incurs a serious injury or illness in the
course of active military duty as set forth below. FMLA. leave may be paid,
unpaid, or a combination of paid and unpaid, depending on the ciicumstances as

specified in this policy

f an employee is not eligible for a 12-week FMLA leave o1 a 12-month
parental leave, an eight (8) weel maternity ot adoption leave may be granted in
accordance with Massachusetts state law

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

All leaves above will run concurzently to the extent the employee’s time off
falls within the patameters 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
Jeaves WilI begin on the fizst day of the leave and run concuriently.

Inme off due to a work-related injury will also 1un concurrently with any other

' ; apphcab]e leave provided by this policy

%
¥
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CITY OF BOSTON
OFFICE OF HUMAN RESOURCES )

Family & Medical Leave Policy

Leave Up to 12 Months due to Medical Condition

Eligibility 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 nsed

intermittently.

Concurrent T'o the extent that the cmployea s medical leave also qualifies 25 FMLA leave (as set

Leave forth below) ot the leave is due to a work-related injury for which the employee
receives worker’s compensation benefits, such leave will run concurrently, and the
employes will be expected to comply with the notice and documentatmn requirements

necessary for those types of leave _

Doeurmentation  Ernployees must provide documentation from a health caze provider that
substantiates their need for a medical leave of absence. The City retains the

nght to ask for 2 second opinion The City will pay for any medical exam it
1equires the employee to undergo

Substitution of  Duzing a medical leave, an employee roust use any accmunnlated paid time for
Paid Time which the employee’s leave qualifies. For instance, an employee who takes a
12-month Jeave due to illness or injury must fist use his/her accumulated sick
time and then any additional accumulated vacation and personal time An ;
employvee may chogse to retain up to two (2) weeks (seventy (70) howrs for i
emplovees who work a thirty five (35) howr week or eighty (80) hours for
cmployees who work 2 forty (40) hour week) of gick Hime t0 cover absznces
that may be necessary after return from a medical leave. Ifan employee's paid
leave balance is insufficient to cover the duration ¢f leave, the employee may
elect to use his/het avajlable paid leave in inct ements Jess than hlS/hBl ‘
regulaly scheduled workweek. Inno évent may an émpléyée tisé less than
twenty (20) howss paid leave per week. Any additional leave time will be

unpaid Paid time cannot be used to extend the leave penod beyond tivelve

months.

T OCENTRGEER — | DOCMENT REVEION | ISSUEDATE ] EFFECTWED = “i
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CITY OF BOSTON
OFFICE OF HUMAN RESOURCES

Family & Medical Leave Policy

Health
Benefits

Notice of Need
for Leave

Lifect of Leave
on Vacation
Accrual

The City will continue to make its 1egular contributions to the employee’s
group health plan premiums while an employee is on a medical leave The
employee’s contributions will continue to be deducted from the employee’s
pay duxing any portion of the leave for which the employee uses his/her
accrued paid time off Dwring any unpaid portion of the leave, the employee
must make ax1angements to pay his/her regular share of the premiums to the
City. If payment is mose than thizty (30) days late, the employee's health
insurance may be dropped for the duration of the leave When the employee
returns to work after his/her health insurance has been discontinued, s/he may
be required to wait until the next open enroliment period before s/he may 1e-
enroll in the City’s group health plan if his/her leave of absence extended
beyond any applicable 12 week FMLA leave as provided below

Employees seeking a medical leave of absence pusiant to this policy
provision should contact the Office 0f Human Resources. To the extent that
the employee’s medical leave also qualifies as FMLA leave (as set forth
below), such leave will tun concurrently, and the employee will be expected to
comply with the notice and documentation 1equirements necessary for FMLA

leave.

Once an employee has been on paid or unpajd leave for over twelve (12)
weeks (paidtorunpaidexoluding up 1o iwo (2) weeks (seventy (70) bows for
emplovees who work a thivty five (35) howr week or eighty (80) howis for
emplovees who work a forty (40) hour week) of authorized vacation), s/he will

be eligible to decrue his/her anmual vacation only upon the completion of
actual work equal to the length of the authorized absence oz completlon of six
(6) months of actual work, whichever is less  Actual work gqual to the length
of the authorized absence or six (6) months shall begin to run on the day the

employee returns from the last period of absence. For e‘iaxnple an employee
takes a medical leave for six months commencing August 1, using accrued
vagation time duting the first month of the leave * When the employee retutns
to work on February 1, the employee must work for six months (until August
1) before he will ean the vacation that he would have earned Januvary 1 had he
been: at work at that tzme Any period or periods during this six months for
whmh an emp}oyee 1s ‘ot paid shall extend the six months by that amount of

tlm;a .

il-nodonzersesrne-service-eredittovward-his/her
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CITY OF BOSTON
OFFICE OF HUMAN RESOURCES

Family & Medical Leave Policy

yasatienasemel-rakeo ﬁeh%ﬁa;preﬁ-ea—k*hu leyeehas-beeno nf&}eaore—eﬁ-%e%ee—ép&f“ FE5ET ig

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

on Accrual weeks o1 less (exchiding up io two (2} weeks. seventy (70) howrs fo1

Rate employees who work a thirty five (35) hour week or eighty (80) howrs for
emplovees who woik a forty (40) howr weelk, of anthorized vacation) will

continue to earn service credit toward his/her vacation accrnal yate, However,

an emplovee will cease to earn service credit. for purposes of caleulating the

emplovee’s vacation acorual rate. until an emplovee returns fiom a leaye of

absence longet than twelve (12) weeks (excluding vip to two (2) weeks,

seventy (70) hours for employees who work a thirty five ( 35) howr week ot
eighty (80} hours for emplovees who woik a forty (40) hout week, of

authorized vacation),

In addition. up to one (1) veas of workers’ compensation may be counted
toward service credit fo1 purposes of calculating the emplovee’s vacation

acerual rats,

]
Once an employee on a medical leave of absence is unpaid, o1 paid via a sick

Sick Time
pool, the employee will cease accruing any sick time

Accrual
TRseRENNONEEE | DO CUMERT REVISION ISSUE DATE Eyncrr_r_vi-: D.;\.Tﬁ'._,_:" 7
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CITY OF BOSTON
OFFICE OF HUMAN RESOURCES

Family & Medical Leave Policy

Eligibility

Concurient
Leave

Substitation of

Paid Time

Leave up to 12 Mounths 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 oz
adoption This leave (and its duiation) is subject to the City’s operational
needs This leave cannot be used intermittently

To the exient that the employee’s parental leave also qualifies as FMLA leave
ot leave under the Massachusetts Maternity Leave Act (as set forth below),
such leave will run concurrently, and the employee will be expected to comply
with the notice and documentation requizements necessary for FMLA/MMLA

leave

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

off to cover the absence.

For purposes of determining eligibility for use of accrned sick time during a
leave of absence due to childbirth, a new mother will be considered to be
digabled for the initial twelve weeles following the birth, thus entitling her to
use hex sick time dwing this twelve-week period  Paid time cannot be used to

extend the leaye period

For example, an employee who takes a 12-month leave of absence after she
has 2 new baby may choose to use her sick time for the first eight weeks.
Thereafter, if she has any remaining sick time, she must vise such sick time for
the next fouz weeks, and theleaﬁer must use her accurnulated vacation and
pexsonal time unless she can plovzde documentatlon of continuing medical
issues that would justify use of her sick time An emiplovee may choose to
retain up to two (2) weeks (sevénty (70) hours foi employees who work a
thirty five {35} howr week o1 mch’cy (80) hows for emnlovees who work a forty
{40) hour week) of sxck time to cover absenies that may be necessary after
return from a leave. -If an emplovee’s paid leave balarice'is insufficient {c

S OO NUSHER I S OCUNENT REVSION. S T TSUEDATE " EFFECTIVE DATE _
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CITY OF BOSTON
OFFICE OF HUMAN RESOURCES

Family & Medical Leave Policy

Effect of Leave
on Vacation
Accrual

S&eh .
'I"—HneEfiect of

Lezwe on' !

A;c;pql I%_nte ‘

cover the duration of leave. the emplovee mav elect 1o use his/her available
paid Jeave in inciements less than his/her 1egularly scheduled woikweek. In
no event may an emplovee use less than twenty (20) hours paid leave per

week. except fo1 the initial eight (8) week mateinity or adoption leave in
accordance with Massachusetts state law. . Any additional leave time will be

unpaid

Ermployees seeking a parental leave of absence pmsuant to this policy
provision should contact the Office of Human Resources.

Once an employee has been on paid 01 unpaid leave for over twelve (12)
weeks (patd-orvapaidexcluding up to two (2) weeks, seventy (70) hours for
employees who work a thirty five (35) hour week or ejghty (80) hours for
enployees who work a forty {40} hour week, of authorized 'V'Lc'ation) s/he will
be eligible to accrue his/her annval vacation only upon the completion of
actual work equal to the length of the authorized absence o1 completion of six
(6) months of actual work, whichever is less. Actual work equal to the length
of the authorized absence or six (6) months shall begin to run on the day the

employee teturns from the Jast period of absence. For example, an employee

takes a parental leave for six months commencing August 1; using accrued

vacation time dixing the first month of the leave. When the employee returns
to work on February 1, the employee must work for six months (until August
1) before she will eain the vacation that she would have earned January 1 had
ghe been at wotk at that time. Any period or penods during this six months for
which an employee is not paid shall extend the six months by that amount of

time.

in-pdditon-au-employeewillne-longer acerveserviceeredit-toward-histher
vacatioracerualrate-oacethe-emploveshas-bean of-a-lenve of absenee-(putd

m#%%&ié}«f%m%ﬁ—w&meek&

%&%ﬁm@%ﬁ%ﬁ%ﬁ%&%&w&%&ﬁw

%%@Wﬂﬂﬁ%ﬁl&m&e—hn employee who is on a paid or unpaid leave of

absence for twelve (12) weeks or less (excluding up to two (2) weeks, seventy

:176) hours for emplovees who work a thirty five (35) hout week or eighty (80)
hoirs for' employees who work a forty (40) hour week. of authorized vacation}
will contmue to earn service credit towaid his/het vacation acer ualrate.”

}—I_v»ever an emvioyee will cedse to ean service credit, foun iposés of

EFFECTIVE DATE
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CITY OF BOSTON
OFFICE OF HUMAN RESQURCES
Family & Medical Leave

Policy

calculating the emploves’s vacation accrual 1ate. until an emplovee returng

ficm a leave of absence longe: than twelve {12) weeks {excludine up to two

{2) weeks. seventy (70) hours for employees who woik a thitty five {35) hour

week or eighty (80) hours for emplovees whe work a forty (403 hour week_ of

aythorized vacation),

In addition_up 10 one (1) year of workeis’ compensation may be counted

toward service credit for pmposes of calgulating the employee’s vacation

accrval rate.

Siclk Time

Accrual accruing any sick time

Once an employee on 2 parental Jeave of absence is unpaid the employee will cease

[ DOCUMENT NUMBER GOCUNMENT REVISION TSSUE DATE EFFECTM D.‘;‘?.E
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CITY OF BOSTON
OFFICE OF HUMAN RESOURCES

Family & Medical Leave Policy

Tligibility

Leave of Up fo 12 or 26 Weeks Under the
Family & Medical Leave Act (FMILA)

The City provides ernployees with time off pursuant to the 1equirements of the
federal Family & Medical Leave Act

To be eligible for FMLA leave, an employee must be ernployed by the City for
at least 12 months o1 52 weeks (not necessarily consecutive) and have worked
at least 1,250 howrs (actual work) during the previous 12-month period

{ consecunve) For employees who are not eligible for FMLA, the City will-
provide leave in accordance with Massachusetts law as well as City policy, and
medical leaves as a reasonable accommodation All leaves will run

concurrently.

Part time employees who meet the eligibility requirements will be gzar'xted
FMLA leave on apro-rata basis In other words, an employsé who is regularly
scheduled to work eight howss per day, four days per week and who hag
wotked 1,250 hours in the previous twelve months will be gxanted twelve
weeks of leave consisting of four days per week o1 a maxinim of 48 days/'i 84

hows

Covered Leaves  FMLA leave may be taken for ore or more of the fbliqwjng 16450058

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

to caré foi 2 'spo“use chiid, o1 parent with a serious health condition;

to take a medma’t leavq when the emp]oyef: is unabla to pexfozm the

DOCUMENTRUMBER )CUMENT REVISION.++ [ " ~JSSUE DA , ;gfzc_:"fivzn.%ﬁ
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CITY OF BOSTON
OFFICE OF HUMAN RESOURCES

Family & Medical Leave Policy

duty (or has been notified of an impending call o1 order to active duty)
in support of a contingency operation
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CITY OF BOSTON
OFFICE OF HUMAN RESOURCES

Family & Medical Leave Policy

Serious Health
Condition

Notices fox
Leave Due to
Sermus Healﬂ:
Condition

Advance Notice

_Eﬁtactive Nptfce

Leave For a “Serious Healih Condifion®

A “serious health condition™ is an iliness, injury, impairment, or physical or
mental condition affecting the employee's o1 family member’s health to the
extent that inpatient care is requized in a hospital, hospice, or residential
medical care facility, o1 2 condition that requizes continuing treatment by a
health care provider, It includes a serious and Jong-term illness which results
inrecunient o1 lengthy absences for treatment or recovery.

A serious health condition involving “continuing treatment” by a health care
provider includes: (1) a period of incapacity of more than three (3) consecutive
calendatr days and any subsequent treatment oz period of incapacity relating to
the same condition; (2) any period of incapacity due to pregnancy ox prenatal
care; (3) any period of incapacity or treatrent due to a chronic serious health

condition (¢ g, diabetes, asthma, epilepsy); and (4) a period of incapacity
which is permanent oz Iong-tezm and for which tieatment may not be effective

{e g, Alzheimer's disease).

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

To receive FMLA leave because of an employea s own senous health
condition or to care for a spouse child or patent Wl'th & serfous health
condition, employees should give the followmg nonces and/or cexuﬁcatlons

A 30-day advance notice of the nced to take FMLA lgave is quuued when the

need is foreseeable If the need for a leave is not foxeseeable because of a lack
of know]edge of appioxmately when 1equ _‘wz]l u1red 1o begm a change
in cir cumstances o1a medlcal emer genc:y, ﬂlgg mployee Tust glve as

depariment. If written got;gg_
not foreseeable, oral notificatl

DOCUMENT REVISION
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CITY OF BOSTON
OFFICE OF HUMAN RESOURCES

Family & Medical Leave Policy

supervisoz and followed up in wiiting as soon as possible thereafter
Employees are not required to name the FMLA when asking for time off o
notifying a supervisor of the need for leave FMLA leave should be
considered in situations in which an employee 1equires extensive use of sick
time o1 if a supervisor 1eceives feedback from other employees about the

employee’s serious health condition or family cizcumstances

Medical Satisfactory medical certification must be submitted with the leave request ox

Certification at least within 15 days of the request for the leave. The certification must
support the need for leave due to a serious health condition affecting the
employee o1 the employee's spouse, child ot parent, and include the daie the
serious health condition began, its anticipated duration, diagnosis, and a biief
statement of treatment, along with a statement of the employee's intent to

return to work

The Office of Human Resources may communicate with the employee’s healih
care provider for authentication oz clarification of the contents of the medical
cértification document. Employees will be expected to authorize such
discussions as necessary for their health care providers to provide information

necessary to complete the medical certification

Authentication
& Claritication

An employee’s failure to provide required notice of the leave oz the

Fallure to
Provide ~ certification necessary to designate the leave under the FMLA may result in
Reqmr ed the 1equest for time off being denied Alternatively, the City may designate an

employee s absence as FMLA leave when it has information sufficient to make
thé designation even if the employee fails to provide the required certification

Sk 01 documcntatlon

Docum entatlon

Inabzhty %o
Woxk £

Need to Pr forleave is to care fox a senously i family membe, the
Cari 'de a statemen‘t that the patlent 1equires assistance and

EFFECIIVE DATE
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CITY OF BOSTON
OFFICE OF HUMAN RESOURCES

Family & Medical Leave Policy

Periodic
Reports

Clearance ts
Return to
Work

Intexmmittent
and Rednced
Schedule Yeave

that the employee's presence would be beneficial o1 desirable

Periodic reports may be required during FMLA leave 1egarding the employee's
status, anticipated duation 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 lo an employee's serious health condition

When medlcally necessary, employees may take FMLA leave on an
intermittent basis, o1 by reducing their normal weekly or daily work schedule
to caze for a sick spouse, child or parent, o1 because the employee is seriously
il and unable to work. To be eligible for an intermittent o1 reduced schedule
Jeave, the employee must give thirty (30) days notice, if the leave is

for eseeable and the medical certification must include dates and the duration
of treatment and a statement of medical necessity for taking intermittent leave
o1 Wokag ateduced schedule Fuithey, the employee must discuss with his/her
supervisor the scheduling of such leave to minimize dlsruphon to the City’s
operations, and the City may temporarily ttansfer an employee to an available
alternative position with equivalent pay and benefits if the alternative position
would better accommodate leave on an intermittent or reduced schedule basis

Leave for Birth, Adoption, or Fosfer Care le_:emeiu‘é of a Cl;iid

The FMLA provides eligible employees with up to 12 weeks of Ieave for the
puzpose of childbirth o1 for placement of a child for adoption An employee )

who is not eligible for FMLA leave may nonétheless be ehglble for’ upto'8 e
' iwesks of leéave for childbirth ox adoption provided by the Massachusetts S

| Matexmty Leave Act (“MML ™)

ptlces ior }. -

1SSUE DATE

OCUMENT NUSMBER - -] - DOCUMENT REVISION
FA-338.31 4.20.12°

NA

T Pageizofid |

L OHRZ0I1EMT,

1

Tamily & Medical Leave




CITY OF BOSTON
OFFICE OF HUMAN RESOURCES

Family & Medical Leave Policy

placement

Advance Notice

Content of
Notice

Effective Notice

A 30-day advance notice of the need to take FMLA leave is required
when the need is foreseeable. If the need for a leave is not foreseeable

because of a lack of knowledge of approximately when leave will be
requized to begin, a change in circumstances, o1 a medical emergency,

then the employee must give as much notice as is possible under the
particulat circumstances jnvolved

The notice must include the emplayee'’s intention to 1eturn to worlk
following the leave, and appropriate documentation from a physician
for childbixth, ot other appropriate entity for adoption ox foster care
placement should accompany the notice and request for leave A birth
certificate will suffice as sufficient proof of childbixth

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

passport with 1-551 stamp.
Sufﬁcient pxoof for foster cate placement is the employee’s certified
fostef care licénse a and céitified paperwork showing the child’s
placement

Notice is given when the employee subm1ts a written yequest for a leave with
applopnate documentatlon to h1s hex supesto: and/ot the Office of Human

Resomces
Use of Time Off While on ad app;:ov
‘With Pay any accrued smk days

employee i phs
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CITY OF BOSTON
OFFICE OF HUMAN RESOURCES

Family & Medical Leave Policy

Continuons
Leave During
12-Ilonth
Period

Spouses Both
Employed by
City

Reinstatement

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

the leave period.

A leave for birth or placement for adoption or foster care must conclude within
12 months of the birth or placement Such a leave ruist be taken 2ll at once

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

adoption or foster care

Upon return from a twelve week matemlty/adoptmn/fostel care leave under
the FMLA, the employee will be xeinstated to his/her previous, or a similar
position with the same status, pay and length of service credit, wherever
applicable, as of the date of the leave, unless there has been a layoff or other
changes in opetating conditions affecting employment during the period of

such leave.

FMLA Leave to Care for an Injured or Tl Sexvicemember

Ehglble employees may take up to twenty six (26) weeks of leave ina single
12-month pericd to care for a cunient meriber of the Armed Foxces, including
the National Guard or Reserves, or amember of the Armed Forces, the
Natlonal Guard or, Reserves WhO is on the temporary disability Icmed list, who

iy has & sericus ijIY or iliress incuried in the line of duty on active duty for

'ch he oz she 1s under gomg mechcal treatment, recuperation, or ﬂnempy, 01
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CITY OF BOSTON
OFFICE OF HUMAN RESOURCES

Family & Medical Leave Policy

of 26 weeks of FMLA leave for any qualifying 1eason; the employee is entitled
to no more than 12 weeks of leave for FMLA-qualifying 1easons other than to
care o1 an injured or ill servicemember For example, an eligible employee
may take 14 weeks of FMLA leave to care for an injwred servicemember and
12 weeks of FMLA leave to care for a newborn child, for a combined total of

26 weeks of lsave.

A “serious injury or illness” means an injury oz illness incurred by a covered

servicemember in the line of duty on active duty that may 1ender the
servicemember medically unfit to petform the duties of his or her cffice, grade,

Serious Ilness
or Injury of a

Servicemember
rank o1 zating
Family In order to care for a covered servicemenber, an eligible employee must be the
Member spouse, child, parent, or next of kin of a coveted servicemember
Leave Period 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 and ends 12 months after that date.

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

An sligible employse may take twelve weeks of FMLA leave while the
employee’s spouse, child, o1 parent is on covered active duty for certain

quahfymg exigencies

C.overk_ar_'l Acﬁye “Caovered active duty” for & member of the regular A;tmed For ces means
deployment in a foreign counhy and, for a membe: of the zese;ves deployment

Duty |
to & for elgn country under a call to active duty undex certam fedezal Tast_ :

: Leave may be taken for one of the following qualzfymg ex1gen01es ?

defined by the applicable regulations: (1) short not
. mlhtary events and related activities, (3) to axzange alt

' Qualiting
‘Exigencies
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CITY OF BOSTON
OFFICE OF HUMAN RESOURCES

Family & Medical Leave Policy

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

(7) to attend post-deployment activities.

An eligible employee can take up to 12 weeks of leave under this policy curing

Conditions

Applicableto  any 12- month period. For leaves that do not involve an injured

ALL FMLA servicemermber, the City will measwe the twelve month period as 2 rolling 12-
Leaves month period measured backward from the date an employee uses any leave

under this policy. For leaves involving an injuied servicemember, the City
will measure the single 12 month period beginning on the fizst day the
employee takes the leave and continuing for twelve months thereafter

Each time the employee takes a leave for one of the reasons covered by the
FMLA, the City will deduct the leave fiom the 12 {or 26) weeks available.
FMIA leave may include absences for which the employee has 1eceived paid
sick oz other leave, or all or part of absences for conditions which progress into
serious health conditions to the extent that the leave meets FMLA

requitements.

If the employee has acciued paid leave, the employee must nse paid leave fixst
and take the yemainder of the twelve (12) weeks as unpaid leave. _An
employee may choose to retain up to two (2) weeks (seventy (70) howrs for
employees who work a thirty five (35) hour week o1 eighty (80) hours for
er'noloyees who woik a forty (40} hour week) of sick time to cdver absences
that Thay be netéssary after retuin from a medical leave (except for a female
employee s first eight weeks of matefnity leave dwing which the employee

may choose to nse such paid leave or not)

Substitution of
Paid T.eave

Whlle on an approved FMLA leave, an employee must use any earned but
:unused pald time. o:Ef avaﬂable 1f the reason for the leave qualifies for the paid
‘time off beneﬁt £ the léavé is on account bf the placement of a chzld for
adoption of fostex ca:re o cate foI a spouse, child o1 parent with a serious
o1 the employee has used all of his/het available eamed sick

-tu'ﬁ‘e foi :h /h E \;"m‘senous hea}ﬂl condraon the employee must uso vacat1on
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CITY OF BOSTON
OFFICE OF HUMAN RESOURCES

Family & Medical Leave Policy

Benefit
Continuation

Toffect of Leave
on Vacation
Accrual

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

not be used fo exiend the leave period

The City’s contiibution 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
centinue 1o 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 late than thirty (30) days following the beginning
of the month  If payment is more than thirty (30) days late, the employee's
health insurance may be dropped for the duration of the leave In some
instances, if an employee fails to return from a FMLA leave, the City may
recover premiums it paid to maintain health coverage for the employee.

months by that amount of time

. &ﬂ%ﬁ%ﬂ@lﬁﬂ&ﬂh&@%&ﬁ@@p&e%ﬁ&ﬁ%&ﬁ&%ﬁ%&h@?&e{ '

Once an employee has besn on paid o1 1npaid leave for mote than twelye
weeks (paid-orvrpaidexcluding up 1o two (2) weelks (seventy (70) hours for
employvees who work a thitty five (35} howr week or éighty (80) hours for
employees who work a forty (40) hour week) of authorized vacation) s/he
must actally wozk for the lesser of the length of the leave o1 six (6) months
before s/be will be eligible to accrue hisher annual vacation. Actual work
eqm] to the length of the leave of absence or six (6) months shall begin fo xun
on the day the employee returns fiom the last period of absence. .For ekample,
an émployee takes a medical leave for six months commencing Auguost 1,
using accrued vacation time during the first month of the leave When the
employee returns to work on February 1, the employee must work fot six

months (until August 1) before he will earn the vacation that he would have

sarned J anuaxy 1 had he been at work at that time. Any period o1 periods
duiring this six months for which an employee is not paid shall extend the six ™
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CITY OF BOSTON
OFFICE OF HUMAN RESOURCES

Family & Medical Leave Policy

An employee who is ¢n a paid or unpaid leave of absence for twelve {12)
weeks ot Jess fexcluding up to two (2) weeks. seventy (70) hours for
employees who work a thirty five (35) hour week or eighty (80) howrs for
employees who work a forty (40) how week. of authorized vacation) will
continue to eamn service credit toward his/her vacation accrual rate. However,
an employee will cease to earn service miedit, fo1 purposes of calculating the
employee’s vacation accrual 1ate, uniil an emplovee returns from a leave of
absence longer than twelve (12) weeks (excluding un to two (2) weeks,
seventy (70) hours for employees who work a thirty five {35) hour week or
eighty {80) hows for empioyees who work a forty (40) hour week, of

authorized vacation).

Effect of Leave
o Accrual
Rate

In addition, up to one (1) year of workers’ compensation may be counted
toward service oredit for purposes of calculatmg the emplovee’s vacation

accrual rate,

Once an employee on a leave of absence is unpaid, er paid via a sick pool, the

Sick Time
employee will cease acciuing any sick time

Accrual

v
1

All employees on an approved FMLA or family leave will be restared to an
equivalent or the same position at the conclusion of the twelve or twenty-six
weeks of leave with the same pay, benefits and other employment terms and
conditions. The position will be the same or one which entails substantially
equxvalent skill, effort, xesponsibility and authority. However, an employee
has no greater right to reinstaterment ox to other benéfits and conditions of
employment then if the employee had been continuéusly employgd during the

Restoration to
Position

leave period

If an employee retuins fiom a leave of longer than twelve/twenty-six weeks (as
applicable) o1 12 months, as apphcable his/her posmon may not be available
Howevez, the City will make an effort io ﬁnd a compazable posztmn Failure
to retwin from a leave of absence on the a.nhmpated daie of ;cetum will

constitute a 1381gnat1on

The City retains its right to place an em plovee oh unpald leave whilé hé/she

appeals dxscommuatlon of Woxkexs Comgensahon ‘benefits. ﬁ agphmble
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CITY OF BOSTON
OFFICE OF HUMAN RESCURCES

Family & Medical Leave Policy

Forms

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

leave 2t issue:

Parental Leave:
® Form WH 380E (for the birth of a child)

* Form Wi 380F (for adoption, foster cate placement, parental leave)

Employee Medical Leave:

» Form WH 380E
Leave to Care for Family Member With Sexious Health Condition

e Form WH 380F
Military Caregiver Leave:

» Form WH 385
Qualifying Exigency Leave:

» Form WH 384

The City issues the following forms to employees in 1esponse to requests for

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

Form WH 382 — Designation Notice
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Light Duty for Emplovees on Workeis Compensation

A Pursuant to applicable law, the City may provide light duty assignments to tiansition

D.

employees who aie 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

When an independent medical examiner (IME) selected pursuantto GL ¢ 152, or the
employee’s treating physician determines that the employee is fit for light duty, the
employee must return to work, subject to the availability of a light duty assignment as

determined by the City pursuant to applicable law

Light Duty assignments may include, but are not limited to, a shortened workday or
cletical 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
assigniments will be as similar to the employee’s original position as possible with minot
modification, consistent with the restrictions recommended by the IME o1 employee’s

treating physician.

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

An employee who fails ot refuses to report for light duty is absent without leave (AWOL)
and may be subject 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 1equirements
are consistent with the medical restiictions 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 1ight to assign employees to any position within the
baigaining unit When necessary, the City shall also provide job specific training foi
those assigned outside of their regular scope of duties and responsibilities



F

H

- The City may require an employee who is assigned to 11'ght duty to periodically fnnish a
written statement, fiom his ot her tieating physician or an IME.

Light duty assignments shall not exceed 3 months in duration, without expless 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

petform light duty

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

The Workers’ Compensation Division shall provide the employee with written notice of
his/her light duty assignment and 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 ot IME who determined the employee was fit to perform

light duty

It is understood that assignment to light duty pursuant to this Section is temporary in
nature. The City understands its obligations pursuant to the Collective Bargaining
Agreement and Civil Service law with regards to temporary service and ptomotions The
Depaitment retains and reseives its 1ight relative to involuntary disability retirement or to
separate an employee consistent with applicable law Nothing herein shall limit the
City’s or the employees’ statutory rights An employee’s filing for voluntary disability
tetitement shall not prevent the Department from requiting the employee to perform light

duty, if applicable
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CITY OF BOSTON
OPEIU PERFORMANCE REVIEW SYSTEM

Employee’s Name:

Job Title:

Department

Evaluator’s Name: Date:

How Long Under Your Supervision:

Period of Evaluation:

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

1) to provide an objective, consistent, and fair systemn 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 workforee, identifying employes
potential, and establishing priorities for training and education

Instructions for Evaluators
The Rating Guide will provide the basis on which all employees wil! be rated. Each category and the criteria must be

objectively applied to each employee to ascertain whether or not the standards have beer met. Follow these guidelines
in evaluating the employee:

Judge each employes 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 desciibe an employee’s strengths in the area.

If you have given the employee a rating of “does not meet expectations™ or “partially meets expectations™ in any
category, you must identify the areas for improvement in order for the employee to successfully meet expectations
Clarify your expectations.

Use the Development Action Plan section to outline new goals, training and development suggestions, additional
skills, coaching youw'll provide, possible mentoring, etc.

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



Section 1: CORE PERFORMANCE CATEGORIES AND CRITERIA

JOB KNOWLEDGE/TECHNICAL SKILLS
[ Significandly | {_] Above ] Successfully "] Partially [ Does Not Meet | [_] Not
Above Expectations Meets Meets Expectations Applicable
Expectations Expectations Expectations
Demenstrates Has become expert | Demonstrates Needs to obtain Lacks knowledge to be
extensive in requircments of knowledge and more professional, able to parform the
knowledge required | the job; can skills required to administrative, job; does not
to perform the job, anticipate work perform the job; supervisory and/or understand principles
including new needs and always understands specialized & procedures; applies
technology where follows appropriate | principles & knowledge to knowledge only after
applicable; easily procedure procedures and can | satisfactorily repeated explanation
applies principles & apply to work perform the job or with close
procedures to assignments without supervision
complex close supervision
assignments, needs
little supervision;
keeps informed of
new developments,
readily acquires new
skills 2nd
technology where
applicable
_}

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

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

volume of work the job and meets difficulty falls to meet deadlines;

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

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

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

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

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

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

3%




QUALITY OF WORK

[ Significantly ] Abave (] Successfully [ ] Partially (] Does Not Meet | [} Not

Above Expectations Meets Meets Expectations Applicable
Expectations Expectations

Expectations

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

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

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

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

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

Comments/Explanation;

If Partially Meets Expectations or Does Not Meet Expectations |

s selected, please identify areas for improvement

INITIATIVE & RESPONSIBILITY
[1 Significantly (1 Above [} Successtully { ] Partially [ ] Does Not Meet | [_] Not
Above Expectations Meets Meets Expectations Applicable
Expectations Expectations Expectations

Sometimes does not

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

Sometimes seeks
ou{ hew or
additional tasks,
projects or
responsibilities;
willingly accepts
addjtional work
with positive
attitude; follows
through on action
items, suggests
improvements for
efficiency

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

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

perform
responsibilities within

job requirements, even

when directed,;
requires prodding and
monitoting to finish
projects, duties or
responsibilities; does
nat follow through on
action items in a
timely fashion to
ensure results on the
job

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

[E%)




CUSTONER SERVICE

['T] Significantly
Above
Expectations

(! Above
Expectations

(] Successfully
Meets
Expectations

{ ] Partially
Meets
Expectations

[_] Does Not Meet
Expectations

Demonstrates
exceptional empathy
and understanding
with customers,
internal & exiernal;
response to
customer needs is
abways timely and
thorough; takes
action beyond what
is required to help
the customer when
appropriate

Demonstrates
empathy and
understanding
toward customers,
internal & external;
provides complete
and accurate
information and
service 10
customers; places a
priority on customer
needs, and always
responds within 24
hours

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

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

Sometimes yses
inappropriate or
unprofessional
language, conduct or
demeanor when
communicating with
customers, internal &
external, gives
inadequate service or
information; fack of
willingness to help
customers; lacks
follow through on
complaints , does not
return calls in timely
manner

[ Not

Applicable

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

ATTENDANCE & PUNCTUALITY
| [ Significantly (] Above {1 Successfully { ] Partially [] Does Not Meet [] Not
Above Expectations Meets Meets Expectations Applicable
Expectations Expectations Expectations
Exceeds # of absences

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

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

|

Acceptable # of
absences within
Attendance Policy
guidelines; rarely
late if at al};
observes break
times and lunch
times; usually
punctual at meetings
and appointments

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

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

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




TEAMWORK & RELATING TO OTHERS

] Significantly [ Above 7] Successfully [ Partially [ Does Not Meet | ] Not

Above Expectations Meets Meets Expectations Applicable
Expectations Expectations

Expectations

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

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

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

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

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

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

RESPECTFUL INTERACTIONS & VALUING DIVERSITY ‘

[ [] Significantly [ ] Above [ ] Successfully {_{ Partially [l Does Not Meet | ] Not
Above Expectations Meets Meets Expectations Applicable
Expectations Expectations Expectations
Demonstrates 2 very | Demonstrates Displays ability to Needs assistance or | Falls short of
high lavel of sensitive and interact education in standards for sensitive
sensitivity in respectful language | appropriately with understanding how | and respectful
language and and behaviors all members of the to interact behavior toward all

members of the

behavior toward all
membets of the
workforce and
public regardless of
racial or ethnic
erigin, gender, age,
sexual orientation,
religion or
disability; Works to
promote
understanding of
diversity by others
at work

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

wortkforce and
public regardless of
racial or ethnic
origin, gender, age,
sexual orientation,
religion or disability

appropriately with
members of the
workplace and
public concerning
racial or sthnic
otigin, gender, age,
sexual orientation,
religion or disability

wotkforce and public;,
Demonstrates
inappropriate language
or behaviors dealing
with racial or ethnic
origin, gender, age,
sexual orientation,
religion or disability

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




Section 2: PERFORMANCE CATEGORIES AND CRITERIA FOR SUPERVISORS AND

MANAGERS

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

PERFORMANCE MANAGEMENT

[ Significantly [] Above [T Successfully ] ] (] Not
Above Expectations Meets Partially Meets Does Not Meet Applicable
Expectations Expectations Expectations Expectations

Fails to adequately

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

Sets and
communicates high
standards of
performance;
develops employees
through training and
coaching; provides
ongoing
performance
coaching as well as
annual review

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

Needs to more
clearly establish
performance
expectations; should
provide more on the
job training and
coaching; does not
give adequate and
timely feedback to
employees on a
regular basis; needs
to ¢onduct more
thorough
performance
reviews

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

Comments/Explanation:

If Partially Meets Expectations or Does Not Meet Expectations

PLANNING & ORGANIZING SKILLS

is selected, please identify areas for improvement

[] Significantly
Above
Expectations

[] Above
Expectations

[] Successfuliy
Meets
Expectations

[ Partially
Meets
Expectations

[} Does Not Mest
Expectations

I Not
Applicable

Exceptionally good
at planning and
orgenizing
work/projects;
forecasts needs and
plans accordingly;
innovative in
managing the
workload;
schedules work for
self and employees
to meet and
sometimes exceeds
organizational goals

Fully plans &
organizes
work/projects;
resourceful in
managing the
workload;
schedules work
for self and
employees to mest
organizational
goals

Sufficiently plans
and organizes
wotlk/projects;
able to manage an
unusual workload
when required,
schedules work
for self and
employees to meet
organizational
goals

Sometimes does
not plan and
organize wotk
work/projects
adequately;
occasionally falls
behind in
workload; needs
assistance with
setting priorities
and controlling
progress of the
work/project

Often fails to plan
and organize
wotlk/projects
eftectively; work/
projects fall behind
regularly; very slow
to complete
objectives; does not
adequately schedule
own time or
employees work;
works on low
priorities instead of
more important
work

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




SUPERVISORY LEADERSHIP & DELEGATION
[] Significantly | [_] Above { ] Successfully [ ] Partially [ 1Does Not Meet | ] Not
Meets Meets Expectations Applicable

Above
Expectations

Expectations

Expectations

Expectations

[nvolves staff in
building goals and
objectives and
establishing
expectations; .
solicits and uses
new ideas; delegates
work in a way that
inspires
subordinates to go
beyond what is
expected in
achieving
organizational
objectives

Articulates goals,
chjectives and
expectations; is
able to delegate
work to inspire
subordinates to
willingly achieve
organizational
objectives

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

Neads to better
communicate goals,
objectives and
expectations for
work unit;
subordinates tend to
resist direction;
needs to delegate
waork more
effectively

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

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

Date for follow up of any Areas for Improvement

)ptional)

Discuss with the e

fnployée opporiunities for how

théy migﬁt develop their strengths and skills [dentify 2-3 SMART

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. Goal/Action Steps




3. Goal/Action Steps

Date for follow up of Development Action Plan




Section 4: SIGNATURES AND COMMENTS

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

Employee’s Signature:

Manager/Supervisor’s Signature:

Date:

Non-OPEIU Manager/Supervisor: Date
(only where applicable)

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

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



