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Welcome to the City of Springfield

This manual has been developed to provide you antinformation resource for common work rules, lfigeand
policies of the City of Springfield. For new empé®ss, we hope it will make your transition to Spfielg easy. For
current non-union employees, this handbook attenptgodify the benefits and policies which guideuryo

employment.

Some City positions are covered under collectivegdiaing agreements while others are not. Dependimghe
status of your position, your benefits may vargtdliy from the information listed here. The mangales you an
overview and tries to provide answers to commonstioes and concerns. The contents of this manwainat
intended to create a collective bargaining agre¢meagreement between the City and you. For teosgloyees in
a position covered by a collective bargaining agrest, you should refer to the agreement which gw/eour

terms and conditions of employment.

Complete versions of all personnel policies aret@ioed within this manual and on the City of Spfielgl intranet
site under the Human Resources page. If you haestigns about the policies outlined here, you khoantact

your department manager or Human Resources.

The policies summarized in this manual are suligechange at any time in accordance with the Chitgparingfield
Human Resources Policy, or with the applicableemtiVe bargaining agreement. From time to timey yeay
receive updated information regarding any changgmlicy, or the manual may be updated as necessagflect
changes in policies and procedures and laws. Taerespecific procedures and forms for many of tbkcies
outlined in this guide. Please direct any questittnyour department manager, or go to the HumaroiRess

Department.

Nothing in this manual should be construed as apl&ment contract, collective bargaining agreement,
guarantee of continued employment. These polioiesal create a contract between the City and arplamee or
group of employees. All employees are employed ilitumless covered by separate contract rightsf@eh in

individual contracts or collective bargaining agnemts.



Human Resource Policy Manual

The purpose of Human Resource policies is to dstablsystem of administration that ensures aafgilication of

the policies.

All non-bargaining positions in the City, exceptosle under the jurisdiction of the School Committde
Springfield Retirement Board, elected positionstaie positions for which compensation is on a lbesis, or the

incumbents render intermittent or casual servibadl e subject to the provisions of these policies

Subject to Human Resources Department review aptbagl, departmental regulations that establishdzteds of
performance, conduct or action shall continue t@yelicable. In general, local department regutegtioan expand

on these policies, but it is expected that they mgt contradict them.

These policies are intended to be in accordande alitapplicable state and federal laws. In thenevhat these

policies are inconsistent with the applicable statéederal law, the applicable law shall apply.

It is important to note that this document is irstWe in that it addresses all Human Resource gasliconsidered

effective as of the date of this policy manual.

Right to Amend this Manual

The City’s policies, benefits and rules, as exmdinin the manual, may be changed from time to tase
circumstances, employment legislation, and econ@mizlitions dictate. If and when provisions arargded, non-
bargaining employees will be notified. A copy valso be placed in a highly visible location inleaerk site and

on our City of Springfield (COS) Intranet site.

The policies in this manual are to be considereguédelines. The City of Springfield, at its optianay change,
delete, suspend, or discontinue any part or pattsegolicies in this manual at any time withodbp notice. Any
such action will apply to existing as well as fg@mployees with continued employment being theidanation
between the employer and the employee. No one titha the Mayor may alter or modify any of theigiek in
this manual. No statement or promise by a suparvisanager, or department head may be interpeste@dchange

in policy, nor will it constitute an agreement wdh employee



SECTION I - GENERAL INFORMATION

The City of Springfield endeavors to provide exeellservice to city residents and businesses iost effective
manner, while continually improving the environmeftthe city and its residents. The City of Spfialgl, as
evidenced in the City’s various personnel polid@msnd in this handbook, will not tolerate any foahharassment,

discrimination, intimidation, violent act, or unpessional behavior.

I-1 Equal Employment Opportunity

It is the policy of the City of Springfield not tolerate behavior, harassment, discrimination ejyalice based on
race, color, religion, sex (including sexual hanasst and pregnancy discrimination), sexual oriématgender
identity, national origin, age (40 years of age amdr), genetic information, or disability (phydica mental). We

will also provide reasonable accommodations folliappts and employees with disabilities.

The City of Springfield shall take affirmative amti to insure that applicants and employees ard¢etteaithout
discrimination based on any protected group. Saction shall include, but not be limited to, thdldwing:
employment, promotion, demotion, transfer, recreittnadvertising, layoff, termination, rate of pay, training,

including apprenticeships.

It is the policy of the City of Springfield to maga the diversity of our employees by fostering rmeiusive work
force, building an environment that respects thdividual, promoting respect for diverse ideas, apis, and

experiences, and offering opportunities for all &gpes to develop to their full potential.

The City of Springfield has adopted an Affirmatidetion Plan to implement its policy of equal oppority in
employment. The Chief Diversity and Inclusion Oéfichas the responsibility of assisting in the impdatation of
the Affirmative Action Plan and to monitor the C#yompliance with its Equal Opportunity Policy aAffirmative

Action procedures.

I-2 Code of Conduct
Public employees are held to high standards and yaiessional actions are very much a matter dlipuecord.
Chapter 268A of the Massachusetts General Lawsrgswour conduct as a public employee. The statéc&t
Commission guidelines are generally summarizedliésas:
* You may not ask for or accept anything in exchaiegagreeing to perform or not perform an officiat.
e You may not ask for or accept anything for yourselffour family worth $50 or more in a one yeariper
from anyone with whom you have official dealings.
* You may not hire, promote, supervise or otherwieigipate in the employment of your immediate figmi
or your spouse’s immediate family.
* You may not take any type of official action whighll affect the financial interest of your immedsat

family.



 You may not take any official action affecting yoonwn financial interest or the financial intere$teo
business partner.

» Unless you qualify for an exemption because yougitipm was designated “special”’, you may not have
more than one job with the same municipality.

» Except under special circumstances outlined in@e@0 of the law, you may not have a financiakrest
in a collective bargaining agreement with your pubmployer.

e You may not represent anyone but your public emgaldy any matter in which your public employer has
an interest.

* You may not ever disclose confidential informatialata or material which you gained or learned as a
public employee.

» Unless you make a proper, public disclosure- inclgall the relevant facts- you may not take anyoac
that could create an appearance of improprietyoatdccause an impartial observer to believe yoficiaf
actions are tainted with bias or favoritism.

e You may not use your official position to obtairwarranted privileges or any type of special treatnfer
yourself or anyone else.

e You may not use public resources for political dvgte purposes.

* You may not, after leaving public service, takeoh jnvolving collective bargaining agreements oy an
other particular matter in which you participateddaapublic employee. More information on lengthife

for restrictions can be found wivw.mass.gov/ethics/sumi13.htm

Also see V-5 Conflict of Interest in this manual.

There are exceptions to these rules, and you mely See and confidential legal advice from the &t&thics

Commission Attorney-of-the-Day at 888-485-4766&fer to the site: www.mass.gov/ethics.

Chapter 55 of the General Laws regulates your ipalitactivity. Appointed, compensated employees may

directly or indirectly solicit contributions or athyng else of value for campaigns or other pollitgarposes. There
can be no political campaigning on City propert§.you have questions, or require more informatiamtact the

Office of Campaign and Political Finance at 800-627 3.

I-3 Attendance
Regular attendance is essential to the City’s iefficoperation and is a necessary condition of eympént. When
you are absent from work, schedules and customemitnents fall behind, and other employees mustirass

added workloads.

You are expected to report to work as scheduledoantime. If it is impossible to report for work asheduled or
on time, you should inform your supervisor as eadypossible before your starting time. If youpeswisor is

unavailable, you should leave a voice message @ml¢partment phone line. If you will be absentrfare than



one day or shift, you or a family member shouldttare to notify your supervisor on a daily basi$ess otherwise
arranged. Calling in is the responsibility of gvemployee who is absent. Unreported and unexcalssences are
very serious and may subject you to disciplinayoac up to and including termination. Please s&sisn 111-5 on

the proper procedure for documenting your sickéeav

I-4 Hours of Operation, Work Schedules, and Overtime

The standard workweek for full-time personnel igrtyhseven and one-half (37.5) hours. Note thattage

departments may have a different standard work-v@skd on the unique nature of their work.

Exempt Employees

Employee who are exempt, based on the provisionleofair Labor Standards Act (FLSA), are expettediork
the hours necessary to complete their jobs assigtsnie a professional manner. Department headawh®rized to

exercise discretion in modifying schedules frometitn time in recognition of excess hours worked.

Non-Exempt Employees

Non-exempt employees shall be compensated at thefane and one half times their regular houalg for each
hour or fraction thereof for authorized servicasdered in excess of forty (40) hours in a work weelaccordance
with the provisions of the FLSA. Department heallallsbe responsible for the control and authoraatof

overtime. Overtime shall be authorized at the @isan of a department head.

Adjusted Work Hours

Flextime, adjusted, or part-time alternative scheslunay be approved with benefits prorated by themkh

Resources Director upon recommendation of the depeat head.

I-5 Safety & Workplace Violence

The City of Springfield is committed to maintainiagsafe working environment and promoting work ficas that
will ensure the safety of our employees. The Citi}f make every effort to keep equipment in safe kiog
condition and make sure that all safety devicesnamd&ing properly. Employees who are assigned gafqtiipment
are expected to use that equipment and maintaingivod working condition and report any defectpiipment or
material immediately to their supervisor.

I-6 Workers Compensation

If, in spite of our efforts to ensure safe workic@nditions, an employee has an accident or becdhoesthe job, it
should be reported to the supervisor immediatdlige City is covered by Worker's Compensation law &ilows
strict reporting and filing procedures for all wardated injuries. Police and Fire employees arei for work
related injuries under M.G.L. Chapter 41 sectiorlA.1 Department managers and supervisors will enshat
prompt medical attention is provided for the empleylnjury reports must be completed as soon asrtipoyee is
capable of doing this. The City recommends usingd&atra Urgent Care, which provides specialize@nirgare to

employees who are injured on duty. The Concerddditly is located at 140 Carando Drive, SpringfiélA
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01104. To reach by phone, call 413-746-4006. Hewan cases of emergency, always call 911 torensafe and

quick transport to an emergency facility.

I-7 Probationary Period

The probationary period shall be regarded as agiat part of the examination process and shallitbeed by
supervisors and Department Heads for closely obsgithe employee’s work and conduct, for securimg most
effective adjustment of a new employee, or an eggado a new position, and for separating any epagavhose

performance does not meet the required work stasdar

Every person appointed to a full-time or part-tipgesition will be required to complete successfallgrobationary
period. The probationary period begins immediatglpn assumption of duties or promotion and congrfoe six
(6) months. If an employee’s job is temporarilyeimtipted during the probationary period, upon retthiey will be

required to complete the remainder of the probatipperiod and given credit for the time alreadyed.

During this time new employees are accruing sigtspnal, and vacation time and upon successful lediop of

the probationary period will be allowed to use aecrtime.

I-8  Alcohol and Drug Free Workplace

The City realizes that the misuse of drugs andhaltompairs employee health and productivity. Dargl alcohol
problems result in unsafe working conditions foremhployees and customers. The City is committetiamntaining
a productive, safe, and healthy work environmeet bf unauthorized drug and alcohol use, in campk with the
Drug Free Workplace Act of 1988. Any employee whels assistance through the Human Resources Depdirtm
may be confidentially referred to drug and alcotedlabilitation programs. Employees seeking assistanay also

contact the Employee Assistance Program at 1-8@04355.

Any employee involved in the unlawful use, salenhofacturing, dispensing or possession of contradiglolstances
(including cannabis), illicit drugs and alcohol @ity premises or work sites, or working under thifuence of such
substances or who is impaired at work as a resutie use of lawful substances, will be subjectigciplinary

action up to and including dismissal and referoalgrosecution.

In addition, the City has developed and maintaiesmprehensive Drug and Alcohol Policy and CDL dresting
policy in accordance with the Department of Tramsggmn 1991 Omnibus Transportation Employee Tegshat,

as amended.

As mandated by the Drug-Free Workplace Act of 1@88ployees must, as a condition of employment,eabidthe
terms of the above policy and report any convictimaer criminal drug statutes for violations ocimgron or off
City premises while conducting City business. Aamtf a conviction must be made within five (5ydafter the

conviction.



I-9 Disability Accommodations

The City of Springfield is committed to fully conyihg with the American with Disabilities Act (ADAMWe are
also committed to ensuring equal opportunity in Exyment for qualified person with disabilities. Véenduct all

our employment practices and activities on a naeritninatory basis. The City will provide reasorebl
accommodation to qualified handicapped or disaldpglicants and employees. An accommodation may be

considered reasonable if it does not impose anaihdudship on the City.

I-10 Hiring of Relatives

No department or division head shall hire into avdaworking in their department or division anyavi® is related
to them. Related shall mean the employee’s fatmeother, brother, sister, spouse, child, grandparent
grandchildren, aunt, uncle, niece, nephew and thgl@yee’s spouse’s father, mother, son, daughtandparents,
grandchildren, brother, sister, aunt, uncle, nieephew or other member of the employee’s houdefoolwhom

the employee has the verified status of a legaldjana.

No local official or employee shall be the immediaupervisor, or that supervisor’s immediate supery of a
related person. The Human Resources Departmentvait with affected related persons to resolve iaayes that

exist related to this policy.

No official or employee of the City shall influenae attempt to influence the hiring, transfer, srspon,

promotion, discharge, reward, discipline, or thpisitnent of grievances of a related person.

No official or employee of the City shall influencer attempt to influence the awarding of a Cityntract to a

related person. No local official or employee shallresponsible for managing a City contract witklated person.

SECTION II —- COMPENSATION

II-1  Classification and Salary Schedules

Most non-union positions are assigned to a Clasdiin and Pay Schedule. There are currently faohs
schedules: Executive Management (EM), Middle Manzgyg (MM), Technical, Professional and Administrati
(TPA), and Operational Support Services (OSS). pbsitions are point-rated and assigned to the cgpiate

schedule at the appropriate grade based on traefgtription.

Permanent Full Time EmployeesRegular service in a position having establistd@nmginimum of 37.5 hours per
week over 52 weeks per year. Some full time pasitiare regularly scheduled 40 hours per week a¥eveeks per

year.
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Permanent Part Time EmployeesRegular service in a position having establisheldss than 37.5 over 52 weeks
per year. Benefits eligible part time employeesragularly scheduled to work a minimum of 18.75fisoper week

over 52 weeks per year.

Temporary Employees:May be either full or part time and are usually @ipped for a set period of time. These
employees are typically a backfill for a permanemiployee on a leave of absence. Temporary emplayees

benefit eligible if working for more than 6 montasd over 18.75 hours per week.

Seasonal Employeedviay be either full or part time and are employeddarticular season lasting no longer than

20 weeks per year.

II-2  Pay and Deductions

Employees of the City of Springfield are paid oweekly basis. The City reserves the right to paylegees bi-
weekly. The City encourages you to use direct ditpoPlease be sure to review your pay advice lyefek
appropriate deductions and pays, City wide nota®s benefits information. Any payroll audit revaglincorrect

pays or deductions will result in a retroactiveustiinent to make up for the incorrect or missed pagsdeductions.

New and rehired employees are required to completEmployee's Withholding Allowance Certificate @yand
the State Income Tax enrollment form. Automatigrpl deductions include Federal and State Withimgdax,
Medicare tax (unless you were hired prior to Afril986 and have not had a break in service), dydRetirement

or OBRA. Social Security taxes are not deductethfpublic employee’s salary.
The City encourages employees to utilize the edeatrdistribution of payroll advices.

II-3  Overtime and Compensatory Time

The Fair Labor Standards Act (FLSA) specifies #hadry position is either covered by its provisionsiot,
generally referred to as “exempt” or “non-exemptn-exempt employees are eligible to receive overpay if
they are assigned to work more than 40 hours irengvork week, in accordance with the FLSA. Uniher
Federal regulations, holiday, vacation, and sigletare not included in hours used to determinetiovereligibility.
Overtime pay equals 1.5 times your regular howatg.rAll overtime must be approved by the departmemager

or designee in advance.

Additionally, the City’s collective bargaining agm@ents have various overtime provisions that magdutitional or
different than that required under the FLSA. Faaraple, an employee may be eligible for overtimeauradunion

collective bargaining agreement, but exempt unigeRL_SA.

II-4  Travel Reimbursement

The City will reimburse employees for travel expenghich are directly related to their City empl@mnh Some

employees have a travel stipend, while othersaimhursed at the approved mileage rate for trasialguyour own
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vehicle for approved City business. Your supervigitiradvise you if you are eligible for travel rmbursement. In
order to receive reimbursement, you must submiersge reports for mileage and tolls. Vehicle useCity

business shall be in accordance with the City Mehise policy.

II-5 Regulations Governing the Administration of the Non Bargaining Salary
Compensation Plan

Section 1: Entrance Pay

On appointment, non-bargaining unit employees sfmlblaced at the entry level of the salary rarsgigaed to the
classification to which appointed. However, witte tprior approval by the Mayor, CAFO, and the Divewmf

Human Resources and Labor Relations or designgejrament may be made at other than entry levetdapon
education and/or experience. The approved rateoofpensation shall be indicated in the offer leterthe

employee.

Section 2: _Change in Classification

When a non-bargaining employee is appointed, prediair transferred to a new classification withighlr salary
range, they shall enter the new classification edta which exceeds their current salary by att18%. If such
employee returns to a position in their old clasatfon, they shall reenter at the salary in thodét classification

which they would have attained had their servicth@old classification remained uninterrupted.

When a non-bargaining employee is appointed osfesred to a new classification with no changeaillaiy range,
they shall enter the new classification with nor@® in salary compensation unless their educatipef@énce in

the new classification warrants an increase. Sumease must be pre-approved by the PRC.

When a non-bargaining employee is appointed, daimatetransferred to a new classification whiclinia lower
salary range, they shall enter the classificatib@ dive percent reduction to their current salprgvided such
amount is within the new salary range. If 5% isl¢éhan the entry rate of pay in the new range, shall enter the
new range at the entry rate of pay. If 5% is abifneemaximum rate of pay in the new range, theyl stmer the
new range at the maximum rate of pay. In no irashould the employee’s salary in the new raxgees their
salary in the old range.

Section 3: Change in Classification to “Acting” Staus

When a non-bargaining employee is appointed toit@¢tstatus in a higher classification, they shaiter the new
classification at the entry level rate of pay, pded that it exceeds their current rate of pay byeast 5 %.
However, with the approval the PRC, appointment haymade at other than entry level based upon #&doca

and/or experience and performance.

Section 4: _Change in Salary Range

All requests for a change in the salary range pbsition must be submitted to the Human ResouragsBment.

Requests must include justification for such asl welan updated Job Content Questionnaire (JCQ)ce Ghe
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position has been reviewed and graded, the reghafitbe submitted to the PRC. If the salary raagggned to a
classification is upgraded, all incumbents in thiassification shall be placed at the same rangetpation in the
new range as they were in the old salary rangdlon@mbents shall receive up to a 5 % increasavaltheir
current rate of compensation provided it is withiire minimum and maximum rates of the new range ssnle

approved otherwise by the PRC.

Section 5: _Compensation Change Request — Salarychease

All requests for individual employee compensatiorcréases must be submitted to the Human Resources
Department. The requests must include the juatiia for such as well as a copy of the employesdst recent
performance evaluation. The requests shall be stdzthto the PRC for review and approval. Comptosa
increases shall generally not exceed 5% and musterceed the maximum rate of pay for the respective

classification. Only one compensation increaseepgployee will be considered per fiscal year.
The Mayor has sole discretion in the approval efhpensation increases for Department Heads.

Section 6: _PRC Meeting Attendance
Department Heads are invited to attend any PRCingeat which they have a pending requisition. Depant

Head (or designee) attendance at a PRC meetirgjisred when the submitted requisition is for a mpasition, is
for a compensation change, is for a reclassificatiba position, or is part of a reorganizatiortludir department.

PRC meetings are held monthly.

Department Heads should contact the HR Departnéot @ such meetings, if the requisition is fobackfill, as

some backfills may be filled without the need fdoemal PRC meeting.
Department Heads will be notified of actions takgrthe PRC after each meeting.

Department Heads are reminded that they are nbbaréd to negotiate salary or vacation benefith wurrent or

prospective employees or promise any salary chaegasy current employees at any time.

SECTION III - BENEFITS

III-1 Vacation

A full time employee shall accrue vacation with gagdited for each full month worked in each catengear in
accordance with the following schedule. The amaintacation time credited each month shall be ovedfth of

the annual vacation accrual. Employees, upon catiopl of six (6) months of continuous service, eligible to

take their accrued time as outlined below. Bersdiifible, part-time employees (see Section IlI-&fall have their
vacation time pro-rated.

Length of Service Annu®acation Accrual

Up to five (5) years of service* Two (2) weeks
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Upon completion of five (5) to

ten (10) years of service Three (3) weeks

Upon completion of ten (10)
to twenty (20) years

of service Four (4) weeks

Upon completion of twenty

(20) or more years of service Five (5) weeks

For new employees, the City may, but is not requib® recognize previous service, regardless ofetnployer,
when determining beginning vacation allowancesl rétognition of previous service must be approbgdthe
department head and Human Resource Director. ditiaw, if a prospective employee has pre-plannedaation
scheduled within the first six months of employmehe hiring manager may, with department Head ldathan
Resources Director approval, negotiate to allowetmployee to use accrued vacation time prior toetie of the 6

month waiting period. The probationary period Wil extended by any vacation time taken during jgeithd.
All vacations are subject to approval by immedmipervisors or their designees in advance.
Vacation time must be taken in minimum incremefitsre (1) hour.

If an employee’s vacation account exceeds 1.5 tithels annual accrual, they will not earn additiotiae until

their account returns to a 1.5 balance.

Employees who have completed their six (6) monttbationary period and who terminate service withtaiting
used their accrued vacation shall be paid an amauhéu of vacation, as required by law.

* Years of service are based on the total accuradlaime.

ITII-2 Personal Time

All full time and benefit eligible part-time emplegs, upon completion of six (6) months of contirsiservice,
shall be allowed to convert up to three (3) dagshed during a calendar year, of unused accumusit&deave to
personal leave during each calendar year. Perdeaad shall not be cumulative from year to year endst be

taken in minimum increments of 1 hour.

Request to use personal leave must be made tovigrsras early as possible and, except in an eaneygor

unforeseeable circumstance, not less than onedting day in advance.

ITII-3 Holidays
Each full time employee shall be granted leave wily on the days designated by law for observarficiheo

following holidays. Benefit-eligible, part-timemployees shall have their Holiday Leaves pro-rated.
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New Year's Day Independence Day

Martin Luther King Day Labor Day
Presidents’ Day Columbus Day
Patriot's Day Veteran's Day
Memorial Day Thanksgiving Day

Christmas Day

In order to receive pay for any of the holidays reptated above the employee must actually work eir thst
scheduled working day immediately preceding andr thest scheduled working day immediately followgjrthe
holiday in question unless prevented from doingf@ovalid reasons, substantial evidence of whichsimoe

submitted to the Department Head.

If a holiday occurs on Saturday or Sunday it shall as determined by State government, observegitioar the

Friday preceding, or the Monday following the haljd

If a holiday occurs during the vacation period ofull time employee, the employee shall not be gkdrfor a

vacation day on the holiday.

If a holiday falls on a normally scheduled work day a benefit-eligible, part-time employee, theptoyee will

receive their normally scheduled hours for that day

The number of hours for which an employee is paidacholiday shall be considered time worked forrtore
purposes. In the event that an exempt employee saarkoliday please see section | — 4: Hours ofr@joms,

Work Schedules, and Overtime.

III-4 Religious Holiday

The City of Springfield does not discriminate agaiemployees because of their religious beliefe Tity will
make reasonable accommodation for the religioustioes of employees including modifying an empldyeeork

schedule to enable the employee to have certais afhy

The City will not compensate the employee for tilos&t due to religious holidays. Employees may usesgnal or

vacation days or take unpaid leave in order to meseeligious holidays.

III-5 Sick Leave
Sick leave is a benefit limited to absences calsedn employee’s illness, injury, exposure to cgitas disease,
illness, or disability arising out of or caused fmggnancy or childbirth and/or illness or injury arfi employee’s

immediate family that requires the employee to éar¢he family member.
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“Immediate” family shall mean father, mother, bmthsister, spouse, child, spouse’s father or mptpmuse’s son
or daughter, grandparents, and grandchildren @ratfember of the employee’s household for whonethployee

has the verified status of a legal guardian.

Subject to limitation in the Human Resource poficiall full time and benefit eligible part-time elopees, upon
completion of six (6) months of continuous sernvicethe City, shall be eligible for up to fifteetX) days of sick
leave annually without loss of pay for absencesseduby legitimate illness or injury. Sick leave Islzcrue
monthly in increments of a day and a quarter pemtmavorked. During any calendar month in whicheamployee
accumulates three (3) or more separate absence® diireess and / or any unauthorized absence wenetfith or

without pay, such employee shall not accrue suetlicnor be entitled to said day and one quarter.

Employees shall be entitled to sick leave withasgsl of pay if the employee has notified their suiger, or
designee, of the absence and general nature theigwoh one hour prior to the start of the workday,as soon

thereafter as practicable.

It is recognized that employees may become siakeed to utilize sick leave during the workday. Saigbloyees
may use sick leave, subject to the same provisidrikis policy, in such instances. Employees shatify their

immediate supervisor before leaving work.

Sick leave may be used in minimum increments of(@péour.

The City requires employees absent from work forartban two (2) consecutive days due to their owa family
member’s illness, injury, or disability to providaeedical documentation concerning the nature, sgyeand
duration of the illness, injury, or disability. &ddition, the City reserves the right to requestmployee to provide
documentation from their physician regarding thiiness to return to work. Also, the City may re@quan
employee to be examined by a City selected physifoa such purpose at the City’'s expense to detexntihe

employee's fitness to return to work.

If an employee has been warned of sick leave alibseCity, in its exclusive discretion, may requaenritten
certificate from a City selected physician estdtitig incapacity, illness, or injury as a conditiwihpayment of sick
leave benefits. The City shall initiate disciplipaaction for employees engaged in sick leave aldfise. employee
uses sick leave for purposes other than legitiniless or injury, the employee may, at the Cigliscretion, be

subject to discipline up to and including discharge

Sick leave payments and credits shall automatidgliyninate on the date of the retirement or sejmardtom

service of the city of an employee.

If an employee is transferred from one (1) city altyment to another city department, any accruekl Isi&ve shall
be credited to the employee in his/her new departn#n employee who transfers to become a polifieafwill

not be credited with any accrued sick leave aspdlificers have a different sick leave benefit.
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Compensation for Unused Time

Sick time compensation for unused time shall beiaidtered in the following manner:

Upon retirement or death, an employee, irrespedivbe position held, shall be paid the rate atyhdollars ($30)

per day or fifteen percent (15%) of the current’slaalary, whichever is greater regardless of stdfr all sick
leave accrued by said employee at the time of thpl@yee’s death while in the service of the city retirement
from municipal service. Such payment will be mademne (1) lump sum. Further, in the event of destlch sum as
would otherwise have been payable to the employed! e paid to that person whom such employee has

designated as his/her beneficiary on his/her mpaidife insurance policy, and if none, to his ¢sta

Sick leave compensation for unused time will bedgar a maximum of 225 days for all employees hifiexin
November 1, 2008 on. All employees hired beforeévober 1, 2008 will be paid for all accrued time ahall not
be subject to the 225 day cap.

III-6 Maternity/Parental Leave

Parental

A City of Springfield employee is entitled to Pat@n_eave for the birth, adoption, or placementathild. Both
male and female employees are equally entitledarerRal Leave. Under the Massachusetts Materrdgvé Act
(MMLA), an employee who has completed a probatigmariod of three (3) months of service and is exygd on
a regular basis for twenty (20) hours or more peekvshall be granted up to eight (8) weeks of uhpeave. If
both parents are employees of the City, they wilyde entitled to eight (8) weeks of parental kav aggregate
for the birth or adoption of the same child. Le#aken pursuant to MMLA will be counted againsteamployee’s

annual FMLA leave allowance.

Under the Family and Medical Leave Act (FMLA), ammoyee who has been employed with the City fdeast
twelve months and has worked at least 1250 houwiaglthe twelve month period preceding the commeresd of
the leave, may take a total of twelve (12) weeksrgfaid leave for the birth of the employee’s cloiiplacement of

a child with the employee through adoption or foste.

In the event that an employee is eligible for bB#dmily and Medical Leave Act (FMLA) and Massachtsset

Maternity Leave Act (MMLA), that employee’s leavélbe charged to both forms of leave simultanepusl

For proper planning purposes, an employee requelave pursuant to this policy is encouraged tifyntheir

supervisor as soon as possible, except in the efem emergency.

Requests must be made on the form provided by thman Resources Department and must be submittétb to
Assistant Director of Human Resources. The apptingorm for Parental Leave is available on theyGiHuman

Resources web page.
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An employee that requests a leave of absence WillrA will not be required to use any accrued vagatisick,
or personal time during this period. The optiomtd use accrued time during this leave must beadeat the time
of the leave request. In the event that the engadayins out of time under MMLA and elects to camtiriheir
current FMLA for the additional four (4) weeks, tamployee will then be required to use any accneghtion,
sick or personal time. Note: Sick time can onlyused for the duration of the medical disabilitg@sated with
childbirth.

If accrued paid time extends beyond eight (8) we&KgILA) or twelve (12) weeks (FMLA), an employee linbe
entitled to use said leave, if eligible, until embted. In either case, an employee must returmwheir leave
expires, or notify their manager by their returnatork date if they are not returning. An employgealso asked to

advise management, as soon as possible, if theptiatend to return to work.

III-7 Family and Medical Leave Act (FMLA)
Family and Medical Leave Act (FMLA) entitles eliggbemployees of covered employers to take unpaioh |
protected leave for specified family and medicalkns with continuation of group health insurarmescage under

the same terms and conditions as if the employdenbttaken leave.

To be eligible for FMLA leave, an individual musest the following criteria:
* Be employed by a covered employer and work at &sitr within 75 miles of which that employer emoy
at least 50 people;
» Have worked at least 12 months (which do not haveetconsecutive) for the employer; and

» Have worked at least 1,250 hours during the 12 hwimimediately before the date FMLA leave begins.

The FMLA entitles eligible employees of covered éoyprs to take job-protected, unpaid leave for gpecfamily
and medical reasons. Eligible employees are edtith twelve (12) workweeks of leave in any 12-rhgueriod for:
« Birth and care of the employee's child, within gear of birth
» Placement with the employee of a child for adoptiofoster care, within one year of the placement
» Care of an immediate family member (spouse, cpigdent) who has a serious health condition
» For the employee's own serious health condition thakes the employee unable to perform the esgentia
functions of his or her job
« Any qualifying exigency arising out of the fact tithe employee’s spouse, son, daughter, or paseohi
active duty or has been notified of an impendinly @aorder to active duty in the U.S. National @diar
Reserves in support of a contingency operationlifyiny exigencies may include:
o Attending certain military events;
o Arranging for alternative child care;
0 Addressing certain financial and legal arrangements
)

Attending certain counseling sessions; and
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o0 Attending post-deployment reintegration briefings

Twenty-six (26) workweeks of leave during a sin@i2month period are provided to care for a covexexvice
member with a serious injury or illness if the eaygle is the spouse, son, daughter, parent, orafeinh of the
service member (Military Caregiver Leave). A cowkservice member is:

» a current member of the Armed Forces, includingeaniver of the National Guard or Reserves who:

o Isundergoing medical treatment, recuperationherapy;
o Is otherwise in outpatient status; or
o Is otherwise on the temporary disability retirest for a serious injury or illness*

e a veteran who was discharged or released undeiitimomsdother than dishonorable at any time during t
five-year period prior to the first date the eligilemployee takes FMLA to care for the covered nagteand
who is undergoing medical treatment, recuperatiottherapy for a serious injury or illness.*

*The FMLA definitions of “serious injury or illne&dor current service members and veterans aréndisfrom the

FMLA definitions of “serious health condition.”

Employees requesting leave pursuant to this pahimst notify the City at least thirty (30) days prim the
anticipated leave. If such leave is not foreseeabteployees must notify the City as soon as pralstéc For
purposes of calculating entitlement of such ledlve twelve (12) month period begins to run on thst ay FMLA
leave is taken.

In order to be eligible for leave under this polieynployees shall provide certification from a iealare provider

to substantiate any leave due to the health cemddf the employee’s spouse, child, or parent.

Requests must be made on the form provided by thean Resources Department and must be submittéa to

Assistant Director of Human Resources. The requwets are available on the City’s Human Resoureels page.

The City will continue its contributions to grougdith plan premiums for employees on FMLA leave piyees

shall pay their applicable percentage of the premithile on such leave, or risk loss of coverage.

Employees on FMLA leave must use any accrued \atathd personal time, while on such leave. Intaxig
employees must use any accrued sick time in thetekiat they are taking FMLA leave for a purposevitiich sick

time can be used.

The City may request recertification for the sesidealth condition of the employee or the employdamily
member when circumstances have changed significamtlif the employer receives information castohmubt on
the reason given for the absence, or if the empl@geks an extension of his or her leave. OthertyiseCity may
request recertification for the serious health dbonl of the employee or the employee’s family membvery six

months in connection with an FMLA absence, or imednstances more frequently.
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The City may require an employee on FMLA leave @part periodically on the employee’s status andnnto

return to work.

Upon the termination of FMLA leave, employees shadl restored to their same or similar position. oBef
reinstatement, an employee taking leave for an eyegls own serious health condition that rendeesetmployee
unable to perform the functions of their positiomshpresent a certification from a health care ji®vthat the

employee is medically able to return to work.

ITI-8 Cancer Screening

It is the policy of the City of Springfield to pramte and encourage the health and welfare of itsicipat
employees. Cancer is recognized as a major caudeath of adults in the greater Springfield regidhe City
realizes the distinct advantages of regular pre@ascreening. Early detection is essential toptleyention of all
forms of cancer, and Springfield is fortunate to the home to excellent medical facilities dedicatedthe
prevention and treatment of cancer and other ©in€sincer Screening will allow each employee tougséo four

(4) hours of paid time on an annual basis for thppse of undergoing pre-cancer screening.

The types of cancer screening permitted underhbigefit are: lung, colon, breast, prostate, skigrdid, lymph
nodes, oral cavity, reproductive organs, or anyewotform of cancer deemed appropriate for screebyghe

Springfield Department of Health and Human Services

The appointing authority may require submissiomeflical documents to verify the employee’s scregnin

The four-hour period for screening cannot be takdrlocks of time, but rather must be taken in orstance.

II1-9 Bereavement Leave

Employees shall be granted leave of absence wighirpghe event of death in the employee’s immedfataily.
Such leave may extend from the time the employeeives notification of the death to the end offire work day
following the day of the funeral, or memorial seeji not exceeding a period of five (5) work daysthe event that
there is an extended delay before the funeral anoni@l service, with supervisor’'s approval, theefiwork days

may not need to be taken consecutively.

"Immediate family" shall mean the employee’s fathewther, brother, sister, spouse, child, grandypareor
grandchildren, and the employee’s spouse’s fathether, son, daughter, grandchildren and/ or otiembers of

the employee’s household.

In the event the funeral, or memorial service, @ employee’s aunt, uncle, niece, nephew, firssitpispouse’s
brother, sister, or grandparent occurs on a woyk thee employee shall be granted one (1) day ofelegith pay to

attend the funeral or memorial service.
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ITI-10 Attendance Incentive
Incentive days can be earned by all full time amchdfit eligible part-time employees, as detailedble in
recognition for good attendance.
For purposes of earning incentive days, the caleygt is broken down into three (3) incentive pési
1. Period one: The period between January 1 amil 2(¢ inclusive.
2. Period two: The period between May 1 and Au@dstinclusive.
3. Period three: The period between Septembed Dagember 31, inclusive.

An employee who is not absent more than one (1xmee due to a disqualifying absence or who isytaat more
than three (3) instances in excess of fifteen meimyer instance in an incentive period, shall earincentive day

that incentive period.

Such earned incentive day shall be taken within tlest succeeding incentive period. There shall be n
accumulation of an earned incentive day to anyesding incentive period. Such incentive leave dghalgranted
by the employer at such a time as in its' opinidhcause the least interference with the perforceaaf the regular

work of the city. In no event will days earned leaeertible into monetary buyback.

For purposes hereunder, the following are to begmatzed as disqualifying absences:
1. Absence due to sick leave beyond one (1) instanthe incentive period.
2. Absence due to workmen's' compensation lo® tuithin a period.
3. Absence due to unauthorized leave within aogleri

4. Absence due to a leave of absence or matdeaitae within a period.

For purposes hereunder, the following are to begmatzed as qualifying absences:
1. An absence due to authorized vacation leaeeday taken pursuant to this program.
2. An absence due to jury duty.
3. An absence due to authorized bereavement leave.
4. An absence due to holiday leave.
5. An absence due to personal leave.
6. An absence due to authorized military leavéh@ized time for civil service examination, anchéi lost

to attend an industrial accident board meeting.

ITI-11 Small Necessities Leave Act (SNLA)

The Commonwealth of Massachusetts enacted the Steakssities Leave Act in 1998 mandating that oerta
eligible employees be permitted to take up to twdatr (24) hours of unpaid leave during a twelt@)( month
period for purposes specified in the Act. As dethbelow, the City has defined standards for astaring this

leave.
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City Standards for Administering Small Necessitieg. eave Act

The City will grant leave to all employees who mtwet eligibility requirements specified in the Acthe
employee must have been employed for at least en@l2) months by the employer from whom the leave
is requested. And, the employee must have providddast one thousand two hundred and fifty (1,250)
hours of service to the employer during the previtwelve (12) month period.

SNLA leave is unpaid.

The City will grant leave for the purposes spedifia the Act: to participate in school activitiesedtly
related to the educational advancement of a sodaoaghter of the employee, such as parent-teacher
conferences or interviewing for a new school; tocapany the son or daughter of the employee tormeut
medical or dental appointments, such as check-upgaccinations; to accompany an elderly relative
(defined as an individual of at least 60 yearsgd &ho is related by blood or marriage to the eygdo
including a parent) to routine medical or dentap@ptments or appointments for other professional
services related to the elder’s care, such asviet®ing at nursing or group homes.

The City will administer the leave on a rolling fdnth basis. For purposes of calculating entitietie

12 month period begins to run on the first day SNeave is taken. Eligible employees will, therefdoe
eligible for up to twenty-four (24) hours of SNLAdve in each 12 month period.

The City will require that employees take the leawveinimum increments of no less than one (1) hour

The City will allow, but will not require, employséo use any of their accrued paid vacation or lgiake for any of

the SNLA purposes as long as the specific purpsseimally covered by a purpose for which sick ticam be

used.

The City will require a written request for, andrtdecation of leave in accordance with the leachdi
requirements specified in the Act. If the needléave is foreseeable, the employee must requedtdve

not later than seven (7) days in advance. If thednis not foreseeable, the employee must notify the
employer as soon as practicable.

In cases of an emergency, the City will acceptrdalerequest to be followed up with a written resjuat

the earliest practical time.

Departments will submit the completed Request aedification to Human Resources when received to be

filed in the employee’s personnel file.

I11-12 Family Friendly Benefit Program (FFBP)

All non-bargaining employees working 20 hours orenper week who are parents and/or legal guaraiasshool

age children (preschool through high school) shalhllowed to use four (4) hours of paid time p#o®| year for a

school related activity. The words “school-relagadivities” shall not cover volunteerism in the sots.

It shall be the responsibility of the employee take appropriate arrangements with his/her depattimead for

each absence to ensure adequate coverage. Thig ldélheun concurrently with the Small Necessigikeave Act.
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IT11-13 Personal Leave

In an effort to recognize the need of employees wdmuire time off in addition to other types of \ea the

department head may consider an unpaid personed tdaabsence without pay.

Eligibility

All regular employees employed by the City and hawecessfully passed their probationary periodetigible to
apply for an unpaid personal leave of absence.pdoformance, absenteeism, and departmental recemtsnall
will be taken into consideration before a requesapproved. Approvals of the immediate supervidepartment
director, and human resources are required. Rexjfmstinpaid personal leave may be denied or giafaieany
reason or no reason and are within the sole disoref the City. If approved the employee is respbie for 100%

of the insurance cost during the period of absence.

Process
Employee
An eligible employee should submit a request irtingito his or her immediate supervisor.

Supervisor

The immediate supervisor will:

. Review the request taking workload, scheduling, @geygartmental requirements into consideration.
. Make a recommendation to and obtain a decision ftendepartment director/manager.

. Submit the department-level decision to human nessufor final approval.

. Return a decision to the employee as soon as feaster receipt of the written request.

If the request is approved, the supervisor willmitba Change of Status form to human resourcesoas as
practicable. Once the employee returns, the sugpmmshould complete a Change of Status form retgriihe

employee to active status and submit to human ressu

Return to work or extension of leave

An employee is required to return from the unpadspnal leave on the originally scheduled retute d&the
employee is unable to return, he or she must réguesxtension of the leave in writing. If the exg®n is declined,
the employee must then return to work on the oaifyrscheduled return date or be considered to kaketarily

resigned from his or her employment. Extensionea¥e will be considered on a case-by-case basis.

III-14 Military Leave

All employees who have been called to active dutsstnsubmit a copy of their military orders to theppointing

authority to be able to qualify for the municipanefits detailed in this policy. In accordancehviite Uniformed

Services Employment and Reemployment Rights ActHRBA), the cumulative length of service that causes

employee’s absence from a position may not excaed(®) years and is subject to the provisions &ERRA.
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Eligibility for these benefits is governed by applble state and federal law, including, but notitlch to, the
USERRA.

Compensation
Employees who are called or volunteer for activey duill receive their full pay from the City, in aordance with

M.G.L., Ch. 33, Sec. 59, for the first seventeer) (dalendar days, per federal fiscal year (OctdBer September
30", after their activation. If activated by the Maal Guard, employees will receive full City payr fthe first
thirty-four (34) calendar days, per state fiscary@uly ' — June 30), of activation. Therefore, a City employee
on his/her annual tour of duty as a member of theelR/es or National Guard is entitled to their t@gQity pay for
as many regular work days that fall within thetfgsseventeen (17) calendar days (or within thirtyrf(84) calendar
days if called up by the National Guard) of suadlrtoAfter these periods of full City pay, the Cityll make up any
difference in gross pay between what the emplogeeives from the military (including all entitlentersuch as
housing, subsistence, bonuses, etc.) compared db ttvay would have made in their usual capacity Wik city.
The City rate used for this calculation will be theployee’s regular gross rate of pay, and shdllin@ude any
calculations for lost overtime or other additiosaimpensation such as Quinn Bill payments. It é&sémployee’s
responsibility to submit their military Leave an@rBings Statement to the department head so thaCitly can

provide allowable reimbursements.

Health Insurance

Employees on active duty who are enrolled in thig’€health insurance program will have two (2)iops. They
may elect to discontinue coverage with the City ahthin insurance coverage provided by the fedgraérnment.
Alternatively, they may choose to remain in theityQplan and continue to pay their employee shdardhe
premiums. Employees will be given a form to corntgkeo that they may indicate their desire to rerimainr opt-out
of their respective City plan. An employee whoviemthe City’s health insurance program will be@wakd to re-

enter the program as of the first day of the mdolllowing their return to regular City employment.

Retirement

Employees returning to municipal employment frontivac military duty will be treated as not havingcurred a
break in service with the city. This active mitifaservice will be considered service with the Gity vesting and
benefit accrual purposes. The City will be resjidasfor contributing the employee’s retirement pegnts while
the employee is on active military duty. The emgpl® will be required to repay the City upon theiturn. Per the
USERRA Section 4318 (b) (2), upon reemploymenteimployee has three (3) times the length of ser{riog to

exceed 5 years) to make repayments and the empoljable to fund any resulting obligation of thkan within the

same timeframe.

Basic Life Insurance

The City will continue its contribution to the badife insurance plan that an employee may havbe @mployee

remains responsible for their portion of the premiu
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City Non-Contributory Benefits

The City will not be responsible for assuming arptayee’s payments for any non-contributory plandidztions
that may be in effect while the employee is callpdo active military duty. If an employee receivsesupplemental
check from the City, deductions will be taken frahat check in the following order: State and Fed&xges,
retirement (based only on the supplemental amotlma@jth insurance, flexible spending, whole lifsurance,
supplemental term life, deferred compensation,@ratitable contributions until either all deducsdmave been met
or the supplemental amount has been exhaustedhiah \point the employee is responsible for any taniding
payments. If an employee does not receive a sopgital check from the City, the employee is resji&go

make any payments to the appropriate party.

Return to City Employment

All time spent in military duty will be included furposes of calculating seniority, longevity, dadtotal time of
service used in determining vacation weeks basegkars of services. However, time spent in miitservice will
not be applied to City time worked for purposeseafning the employee’s annual vacation. Vacatiosady
accrued when the employee is called up will notds¢, but will be available to the employee upoeitheturn to

work. The employee will not accrue sick leave acation time while in active military service.

Concurrent City Employment

If an employee wishes to serve his/her military ydaind, without conflict, continue in his/her usualty
employment, the City will allow such an arrangementy if the employee completely satisfies his/ngtitary
commitment and the employee’'s appointing authodtants approval for the employee to continue City

employment. In such a scenario, the employee’mabwages and paycheck deductions will remain umgéé.

IT1I-15 Court/Jury Duty

Employees called for jury duty shall be granted jduty leave. Notice of service shall be filediwibhe department

head upon receipt of a summons. This applies tio fodl-time and regular part-time employees.

If jury fees received by an employee from the caguial or exceed the employee’s regular rate ofpemrsation,
the employee may retain the excess of such feeslaibturn over to the City the regular rate ofmp@nsation with

a court certificate of service and shall be deetodit on leave of absence with pay.

Employees who are summoned to appear as witneaseshalf of the City shall be granted court leantice of

service shall be filed with the department headnupeeipt of a summons. Employees who are on deave for

this purpose and who receive witness fees for eesviluring their regular office hours shall paysthéees to the
City.

If an employee is summoned to appear as a witmeasnatter not related to the City, the employes siot be

granted paid court leave. They may, however, taation or personal time, if available, or timehaitit pay.
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Paid court leave shall not be granted when an eyaplts the defendant, is summonsed as a witnessdefendant
except as above, or is engaged in personal litigatThey may, however, take vacation or persomak tiif

available, or time without pay.

If an employee is called for jury duty or withess\dce and such jury duty or witness service ocalungng the

employee’s vacation, the employee need not paetfers to the City.

I1I-16 Administrative Leave

The term “Administrative Leave” describes the ditua when an employee is temporarily relieved of br her
normal responsibilities, continues to receive ragphy and benefits, and is normally required ioai@ available to

employer during regular work hours.

Reason for Administrative Leave

Administrative leave is used rarely and only whers inecessary to temporarily address a partiaitaation. An
employee is only placed on administrative leave mtiee City determines that the employee cannotilbaved to
remain in the workplace. The most common reasonglézing an employee on administrative leave are:
e As a prudent business practice to secure partlgwansitive information or resources when warrdriig
the circumstances.
» To facilitate the investigation of allegations ofsgonduct, which if true, could place persons oty Ci
resources in jeopardy.
 To remove an individual from the workplace who ishaving disruptively pending assessment of the

situation.

Required Approval

If a situation occurs where it may be necessamyldoe an employee on administrative leave, the rimpeat head
should contact the Labor Relations/Human Resoubiesctor immediately. A determination of the bestise of

action will then be made.

I11-17 Health Insurance Benefits

Through the state run Group Insurance Commissid@)Ghe City of Springfield currently offers sutlsied health
plan options to full time employees and part-timapyees who are regularly assigned to position5.8
hours/week for a 37.5 hour position or 20 hoursknee a 40 hour position for a full time equivalgrasition, and
are employed for more than six consecutive montienéfit eligible part-time employees). All groupsirance
benefits will be administered in accordance with @ity’s Contributory Benefits Rules and Regulasiaand the

rules and regulations of the GIC.

Under the Group Insurance Commission (GIC) reguesti there is a waiting, or hiatus period, for cage to begin
for new employees. Coverage for these employegimden the first day of the month following 60 exadlar days

from the first date of employment or eligibilityr two calendar months, whichever comes first.
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New employees and newly eligible employees mustentl&ir selection within thiérst 10 days of eligibility. Open
enrollment occurs annually in the spring, at whiale employees may choose to join, add or remopemidents, or

change vendors. Open enrollment options will tefkeceon July 1 following the spring open enrollmen

Employees may elect to join or change from familyirglividual plans if a qualifying event has oca&dr such as
marriage, divorce, birth, adoption, or loss of aagge. There is no waiting period for changes mdue to a
qualifying event and the timeframe to make the gleaftom the qualifying event is 50 days. If thed#ys elapse

and no change is made the next eligible time toath& change is during the open enrollment period.

The City currently pays 75% of the cost of all gamhe summary of benefits for each plan can bedan the GIC
Website (www.mass.gov/gic.) In the event the dpson of health insurance benefits set forth ifs tholicy

manual is inconsistent with the terms of the insoesplan, the terms of the insurance plan shallgire

In accordance with Massachusetts Health Reform @mps who are eligible to enroll in a City subzédl plan,

but choose not to enroll or to opt out, must filt @ refusal form.

Questions about the insurance benefits may betdideim the Benefits phone line 413.787.6055 or k=maio
benefits@springfieldcityhall.com.

ITI-18 Consolidated Omnibus Budget Reconciliation Act (COBRA)

COBRA health benefit provisions provide certain azaped employees, spouses, former spouses, anddidspe
children the right to temporarily continue healtisurance coverage at 102% of the total plan cdss. doverage is
only available when coverage is lost due to cerspiecific events. Group health coverage for COBRAigipants
is more expensive than health coverage for actimpl@yees, since the City does not pay a percentdgbe

premium.

ITI-19 Flex Spending

Via pre-tax payroll deduction, an employee can oppra medical or dependent care flexible spendoupuant
(FSA). The medical FSA is used to pay for mediegpenses not paid for by insurance such as dedtkstib
copayments, coinsurance, dental and vision expgpsescriptions, among other medical related itefnmedical
FSA cannot pay for health insurance premiums, ctisrtems, cosmetic surgery, or items that imprégeneral
health". All items must be intended to treat orverdg a specific medical condition; this can be igsiicant as
diabetes or pregnancy, or as minor as skin cuteef@dy, allowable items are the same as thosevalite for the

medical tax deduction, as outlined in IRS publmatb02

Dependent Care FSAs can also be established téopagrtain expenses to care for dependents tatwith you.
While this most commonly means child care, it cko #e used for adult day care for senior citizepeshdents that

live with you, such as parents.

27



The City of Springfield caps the annual contribottoward Medical FSA at $2,500. The Dependent GS8A is
federally capped at $5,000 per calendar year (dveémum allowed under IRS regulations.)

ITI-20 Benefit Information

Other available benefits are further outlined ie tiew hire and open enrollment packages. Employeeslso call
Insurance at 413.787.6055.

III-21 Retirement and OBRA

Membership in the Springfield Retirement Systermandatory for nearly all public employees who @&gutarly
employed and working twenty hours or more, with e@Rrceptions. Employees who began employment after
July 1, 1996 must contribute 9% of the regular cengation, plus an additional 2% on regular comp@rsa
excess of $30,000. Upon becoming an employeeeo€ity of Springfield, “New Member Enrollment Forimaust
be filled out and submitted to our office as sosmassible, as well as your beneficiary informati¢inyou should

have any questions, please contact the SpringRetdement Office.

Normally, an employee working less than 20 houngeak, seasonal or temporary employee, will pay &nefined
Contribution Plan under the Omnibus Budget Recaimh Act (OBRA) and the City does not contribwaay
matching funds. The amount is currently deducted. 5. Upon leaving the employment of the Cityeamployee

may request to have his/her OBRA payments refundedlled into another retirement account.

Full information on the Springfield Retirement syst can be obtained from Springfield Retirement Sysat 413-
787-6090.

III-22 Employee Assistance Program

The City of Springfield is committed to supportiogr employees through difficult times. Job perfone® and
attendance may be negatively affected by issuesdsubf the workplace, including problems with dhén, aging
parents, finances, alcohol or drug addiction, treptife issues. The City encourages you to seslstasice from
EAP, the City’'s Employee Assistance provider. Tikia free and confidential service; EAP can belred@4 hours
per day, 7 days per week at (800) 252-4555. Empkweith health insurance through the Commonweadith o

Massachusetts Group Insurance Commissioner magaédsP through Mass4You at 844-263-1981.

SECTION IV — POLICIES

IV-1 Information Technology Policy

This document sets forth the City of Springfiel€ity”) policies and guidelines regarding the acedj use of City
information technology resources, including the w$ecomputers, electronic mail (“E-mail”) and thetdrnet
connection. Included also are the City’s policies maintaining the security of the City’s networdngers and

personal computers, and ensuring compliance witttiwace licenses and applicable copyright laws. €hes
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guidelines apply to the use of any of the City'®imation technology resources, including Compuigernet and

E-mail access, by any employee, contractor, stud@stn, guest or other authorized users.

Definition

As used in this document, the term “informationhtealogy resources” refers to all of the City's infation
technology systems and accessories. These inchudeare not limited to, the local area networksdevarea
network, the Internet connection, personal computerinters, servers, access to research databadeservices,
other communications equipment or peripheralswsoft programs and data. As used in this documleatterm
“user” refers to employees, contractors, studentsyns, volunteers, and guests or other authonmeds of the
City.

User Responsibilities

Use of Information Technology Resources is condélaipon and subject to these policies. Any quastiegarding
appropriate use of information technology resoustesild be directed to the office of the Chief mnfiation Officer
of the Information Technology Division (ITD). Inddition to the policy contained herein, usage musstin

accordance with applicable City policies that govait forms of communication and expression andiepile state
and federal laws and collective bargaining agreéspencluding but not limited to, M.G.L. c. 266, 8A and
120F; the Federal Computer Abuse Amendment Act4 18 Federal Electronic Communication Privacy; Actd

the U.S. Copyright Act, all as amended.

Use and Care of Information Technology Resources

The City has invested considerable funds in itsvogts, hardware, computers, including laptop commjtand
software. Employees shall exercise caution and icansing, transporting, securing, and otherwisedtiag office-
owned computers and software. Laptops are partlguidabject to damage and theft and employeeslirayeith a
laptop shall take reasonable precautions to predantage and theft of the laptop. Report any theftydur
department head and the Director of ITD as soopaassible. Users must also exercise reasonable yii@es in
order to prevent the introduction of a computeusimnto the network.

Software Piracy/Copyright Infringement

The City is committed to providing each employe¢hvthe tools to do his or her work, including a qarter and
appropriate software. The City will only do so, hemer, in compliance with all of its vendors’ licessand
applicable copyright laws. Computer programs artellgctual property and software publishers licemtiseir

programs to protect their property rights from imflement. In addition, legal protections can algistefor any
information published on the Internet. The Citypeds the rights of intellectual property ownersinder no
circumstances may employees, contractors, studetdsns, volunteers, guests or other authorizedsugnlawfully
copy or distribute any software or copyrighted mfation. The use of software from unauthorized sesircould
also present security threats or interfere withftimetionality of the network and such softwarel wibt be installed
or used on City computers. No employee, contrastoident, intern, volunteer, guest or other autaariuser shall

download or install software from the Internet ay ather source or save software attached to E-medsages to
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their workstation or the network server without theor written approval of the Director of the Cg#ylTD
Department.

No Expectation of Privacy

City information technology resources, including thternet connection and E-mail, are the propefrthe City. As
such, City retains the right to inspect any useomputer and the files contained within. The firdvb@tween the
Internet and the network automatically checks athdnoving between the network and the Internegtitiying the
sending and receiving destinations. Individual vetekion activity is logged and users should asstivaeany files
they create or receive, any messages they sendceive, and any web sites that they access areciuty
monitoring. No employee, contractor, student, imterolunteer, guest or other authorized user shbalk any

expectation of privacy while using City informatitechnology resources.

Assessments, Audits, and Removal of Unauthorized fdoare or Accessories

The Chief Information Officer of the ITD or his/hdesignee may make assessments of software ussyrared
and unannounced audits of City computers, and aalyeother actions considered necessary to assumpliemce
with this policy. The Chief Information Officer dlie ITD or his/her designee shall remove from amyguter any
unauthorized software found for which a valid liseror proof of purchase is not available. No peafp owned
software, peripheral or other accessory shall bed ua or attached to any City computer equipmerthauit
permission from the Chief Information Officer oktiCity’s ITD.

Unacceptable Uses of Information Technology Resowgs

It is unacceptable for any employee, contractaidestt, intern, volunteer, guest or other authoraser to use any
of the City’s information technology resources:

» in furtherance of any illegal act, including viotat of any federal or state laws or regulations;

« for any political purpose;

« for any commercial purpose;

< toinfringe any intellectual property rights;

e to send threatening or harassing messages;

« to libel or otherwise defame any person;

* to access or share sexually explicit materials;

« to distribute chain letters;

« to intercept communications intended for other pess

e to gain, or attempt to gain, unauthorized accessiyocomputers or networks;

- for any use that causes interference with or disvopof network users and resources, including

propagation of computer viruses or other harmfagpams;
* to misrepresent either the City or a person’s iokde City; or
* in any manner that is prohibited by this policyaory other policy of the City, or in

any unprofessional manner.
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Harassment of any kind is prohibited. No messag#sderogatory or inflammatory remarks about anviaial or
group’s race, age, religion, national origin, plegsiattributes, gender, or sexual preference \giltransmitted. The
list of activities is not intended to be exhaustarel all questions regarding licenses, copyrigivs)ar appropriate
use should be addressed to the Chief Informatidicéfof the City’'s ITD.

Acceptable use of E-mail and the Internet Connectio

The City encourages the widest possible use ofrttegnet to pursue the administration’s goals abpatives. In
addition, employees, contractors, interns or othéhorized users may utilize the Internet in puretijob-related
professional or educational development, reseanth analysis activities. While the City does not cfieally
prohibit use of the Internet or E-mail for persgnabn-business uses, such use should be limitedshadld
otherwise be consistent with this policy’s sectimmgarding Unacceptable Uses of Information Techyplo
Resources. Personal, nonbusiness use of the Ihtehoald not interfere with a user's prescribedietutand
responsibilities. Personal, non-business usethéethe Internet or E-mail is limited to areas wehéhere is no
additional, easily quantifiable cost to the Citysdds are not authorized to make personal, and isoréss use of
any Internet sites that result in additional chag€ity. It is the user’s responsibility to be aaavhether additional

cost is involved. If a charge is incurred, the usesst reimburse the City for such.

Office or System Wide E-mail Broadcasts

No employee, contractor, student, intern, voluntggiest or other authorized user may send a SYSTHME
broadcast without first obtaining the approval dii€@ Information Officer of the City’'s ITD. No empyee,
contractor, student, intern, volunteer, guest beptuthorized user may send an OFFICE WIDE braadeithout

first obtaining the approval of his/her departmiesad.

Charitable Solicitations

Prior to issuing any such broadcast, a user irtiedeis notifying colleagues of a charitable purpeie E-mail or
any other City system must make a formal requesidther department head or Chief Information @ifiof the

City’s ITD. These requests will be considered imdlixally and a determination made on a case by leasis.

Protocol

All Internet communications identify the user tbsites accessed. City E-mail addresses assignehpioyees and
other authorized users identify the sender as abraeof the City. Internet access and E-mail, likether forms of

communication, reflect upon the City and users Ehonaintain a professional and courteous tone, rebsg the

rules governing conduct of employees. A user emgpgi personal use of the City Internet for E-nsdibuld make

it clear that his or her communication is not beiisgd for official City business.

E-mail and Record Preservation

E-mail created or received by an employee of a gowent unit may constitute a public record andedfae may
be subject to public access through the Public Riscbaw. The Supervisor of Public Records has éefiia-mail as
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“messages created and received on an electronicsysaéém.” The E-mail messages may be text or yoodessing
documents, spreadsheets or any other data corop#atransmitted through the network. A determimats to
whether an E-mail message is exempt from disclodapends upon the content of the message. Additjors

mail messages may be discoverable in litigation mag be admissible. Like all electronically creased! stored

records, E-mail is subject to the rules of evidesuwee a judge will rule on its admissibility.

E-mail Retention

E-mail records are subject to the same rules raganmecord retention and disposition as are papeords. The
value and treatment of each E-mail message mustebermined individually and records retention sciesl

applied accordingly.

All documents requiring preservation should be tednand stored in the appropriate case or subjattentile and
subsequently deleted from the computer systemirngt@iectronic files or messages on a computer Hake or
floppy disk is not considered an adequate meatangfterm record preservation. See Supervisor bfi€&Records

Bulletin No. 1-99 for specific information and résgments.

Data Confidentiality

In the course of providing services to the publid a0 other government agencies, City employeestractors,
students, interns, volunteers, guests or otheroaiatdd users often have access to confidentiakimfdion such as
personal data about identifiable individuals. Undercircumstances is it permissible for employessitractors,
students, interns, volunteers, guests or otheroaatd users to acquire access to confidential datass such
access is required by their job. Under no circuntsta may employees, contractors, students, inteohsnteers,
guests or other authorized users disseminate amydeatial information unless such disseminatiomeiguired by
their jobs, or if permission has been granted leydtvners of the confidential information. Even Elnsacured

with encryption technology can be shared with athierprint or by being forwarded.

Network Security

Users must take particular care to avoid compramishe security of the network. Most important, galsswords
should be kept confidential. In addition, users wilb be leaving their personal computers unattehfibe extended
periods should log off or lock their workstationtte network. Finally, no user is allowed to acdbgsinternet or
other external networks via a modem unless they haceived specific permission from the Chief Infation
Officer of the City’s ITD.

General Security

All messages created, sent or retrieved over ttegriat are the property of the City, and shoulddmesidered public
records. The City reserves the right to use anywsoé to access and to monitor all messages aesl dih the
computer system as deemed necessary and apprdpadging but not limited to blocking site softvearinternet
messages are public communication and are nottpriznployees have no reasonable expectation wdqyiin E-

mail communications or internet usage occurringQity computers or in the workplace. All communiocais
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including text and images can be disclosed to lafereement or other third parties without prior sent of the
sender or the receiver. Upon the transfer to anatbpartment, lay off, suspension, leave of absent¢ermination
(voluntary or involuntary) of an employee/user watiny computer or internet access on the City’s agemmnetwork
the department head and Human Resources Directmsttify the Chief Information Officer of the @is ITD on

the same day or on the next business day thatséreisino longer an employee of the City. Departrheads shall
request, in writing, for individual employees toshaaccess to a computer, the internet and E-nrailigh the City’s

system, certifying that said employee has businessls for such access.

After this policy is adopted, no employee shalleige authorized access to internet or E-mail sysiatih he or she
has received, reviewed, and agreed, in writingamply with this policy. Such documentation shallretained in

employee’s personnel file and ITD file.

Violation of Policy

Violation of this policy may result in limiting aevoking use of the City’s information technologsources and/or
disciplinary action up to and including terminatidhnecessary, the City will advise appropriatgadeofficials of
any illegal violations. The City reserves the ritfhichange this policy at any time, with such rati€ any, as may
be reasonable under the circumstances. You mapa@orAuman Resources or the ITD for any questionsmay

have regarding this policy.

IV-2  Sexual Harassment Policy

It is the goal of the City of Springfield to proreoa workplace that is free of sexual harassmeekxu& harassment
of employees occurring in the workplace or in othettings related to their employment is unlawfud avill not be
tolerated by the City of Springfield. Further, amyaliation against an individual who has compldiatout sexual
harassment or retaliation against individuals fmoperating with an investigation of a sexual haresg complaint
is similarly unlawful and will not be tolerated.oBchieve the City’s goal of providing a workpldose from sexual
harassment, the conduct that is described in wlisypwill not be tolerated and the City has pradda procedure
by which inappropriate conduct will be dealt withencountered by employees. Because the Citypoingfield
takes allegations of sexual harassment seriousWillirespond promptly to complaints of sexual &ssment and
where it is determined that such inappropriate aohdthas occurred, it will act promptly to elimingtee conduct
and impose such corrective action as is necesisatyding disciplinary action where appropriatelede note that
while this policy sets forth the City’s goals ofpnoting a workplace that is free of sexual harasgnike policy is
not designed or intended to limit our authoritydtscipline or take remedial action for workplacendoct which the

City deems unacceptable, regardless of whethectratuct satisfies the definition of sexual harassim

Definition of Sexual Harassment

In Massachusetts, “sexual harassment” means sexivainces, requests for sexual favors, and verbphgsical
conduct of a sexual nature when: (a) submissiar tejection of such advances, requests or coridunade either

explicitly or implicitly a term or condition of enipyment or as a basis for employment decisions;(lor,such
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advances, requests or conduct have the purposéeat ef unreasonably interfering with an individigsawork
performance by creating an intimidating, hostilerriliating or sexually offensive work environmeritinder these
definitions, direct or implied requests by a sujpsw for sexual favors in exchange for actual avnpised job
benefits such as favorable reviews, salary incgeageomotions, increased benefits, or continued leynpent
constitutes sexual harassment. The legal definitib sexual harassment is broad and, in additiothéoabove
examples, it includes other sexually oriented cahdwhether it is intended or not, that is unweleoamd has the
effect of creating a work place environment thatastile, offensive, intimidating, or humiliating tnale or female
workers may also constitute sexual harassmentfdlluaving are some examples of conduct, which ifvefcome,
may constitute sexual harassment depending upatotidéy of circumstances including the severifytiee conduct
and its pervasiveness:

» Unwelcome sexual advances — whether they involysipal touching or not;

» Sexual epithets, jokes, written or oral referertoesexual conduct, gossip regarding one’s sex life;

 Comment on an individual’'s body, comment aboutralividual's sexual activity, deficiencies, or prage

» Displaying sexually suggestive objects, picturestaons;

« Unwelcome leering, whistling, brushing against thedy, sexual gestures, suggestive or insulting

comments;
* Inquiries into one’s sexual experiences; and,

» Discussion of one’s sexual activities.

The complainant does not have to be the personhatmwthe unwelcome sexual conduct is directed. The
complainant, regardless of gender, may be a witteeasd personally offended by such conduct. Tdradser may

be anyone including a supervisor, a co-worker, noemployee, such as a recipient of public sesvir vendor.

All employees should take special note that, aledtabove, retaliation against an employee whocbasplained
about sexual harassment and retaliation againsvidgls for cooperating with an investigation ofxsal

harassment complaint is unlawful and will not blettated by the City of Springfield.

Complaints of Sexual Harassment

If any City of Springfield employee believes thaey have been subjected to sexual harassmentnibleyee has
the right to file a complaint. This may be donewnting or orally. Employees should immediatelgport
harassment to their supervisor or the Chief Ditgrand Inclusion Officer. Employees may file a qdaint with
the Chief Diversity and Inclusion Officer, at (41836-5119. The CDIO office is located in Room 4Qg&y Hall,
36 Court Street. All allegations of harassment bé investigated. The investigation will be coothd in such a
way as to maintain confidentiality to the extenagiicable under the circumstances. Any retaliatigainst an
individual who has complained about sexual harassmeretaliation against individuals for coopemgtiwith an

investigation of sexual harassment complaint islamg unlawful and will not be tolerated.
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State and Federal Remedies

In addition to the above, if an employee believesythave been subjected to sexual harassmentntbgyfile a
formal complaint with either or both of the govemmh agencies set forth below. Using the City’s ptzimt
process does not prohibit an employee from filirgmplaint with these agencies. Each of the agsritas a short
time period for filing a claim (EEOC — 300 days; MO — 300 days).
1. The United States Equal Employment Opportunity Cassimn (“EEOC”) 475 Government Center,
Boston, MA 02203, (617) 565-3200 or (800) 669-4000.
2. The Massachusetts Commission Against DiscriminatiCAD”) Boston Office: One Ashburton Place,
Room 601, Boston, MA 02108, (617) 994-6000. Sgiahg Office: 436 Dwight Street, Room 220,
Springfield, MA 01103, (413) 739-2145.

Sexual Harassment Investigation

When a City department receives a complaint it wibmptly investigate the allegation in a fair axpeditious
manner. The investigation will be conducted by @tdef Diversity and Inclusion Officer in such ayvas to
maintain confidentiality to the extent practicableder the circumstances. The investigation witlude a private
interview with the person filing the complaint anéth witnesses. The Chief Diversity and InclusiOfficer will

also interview the person alleged to have commisiexbial harassment. When the investigation is tetegh the
City will, to the extent appropriate, inform therpen filing the complaint and the person allegetidee committed
the conduct of the results of that investigatidhit is determined that inappropriate conduct basurred, the City

will act promptly to eliminate the offending conduand where it is appropriate will impose disaipliy action.

Disciplinary Action

If it is determined that an employee has engagethappropriate conduct, the City will take suchi@ctas is
appropriate under the circumstances. Such actepnnange from counseling to termination from theplyment,

and may include such other forms of disciplinarijaacdeemed appropriate under the circumstances.

IV-3 Non-Harassment Policy

The City is committed to an environment that pesraitnployees to develop and pursue opportunities fre

from harassment on the basis of national origiteracolor, sex/ gender, age, religion, sexual ¢at@n or
disability. An employee who feels that they are thébject of harassment or that they have witnessed
harassment should immediately contact their supervor the Chief Diversity and Inclusion Officet13-886-
5119), City Hall Room 405, 36 Court Street. If same in the employee's direct chain of command ésatleged
harasser, the employee may proceed outside the ohaiommand and take their complaint directly e Chief
Diversity and Inclusion Officer, at the telephonedaaddress stated above. All complaints of harassmwill be
promptly investigated. The City will preserve tenfidentiality of harassment complainants and @gses as much
as possible consistent with a thorough investigatichere will be no retaliation against any empkyéo reports
harassing conduct. Prompt, corrective actionoupnid including termination of employment will tzkén when an

investigation of a harassment complaint confirmes dlegations. Consistent with the City's overdijeatives, it is
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the policy of the City of Springfield to maintairvark environment free from all forms of harassmamd to insist
that all employees are treated with dignity, respaed courtesy. This policy extends to commentsanmduct of a

sexual nature, where such behavior tends to threateffend a fellow employee.

IV-4 Disciplinary and Corrective Action Policy

The City of Springfield is committed to administagiequitable and consistent discipline for unsatigfry conduct
in the workplace. The best discipline or cornetineasure is the one that does not have to becedfand comes
from good leadership and fair supervision at alpkryment levels. The City’'s own best interest liesensuring
fair treatment of all employees and in making darthat disciplinary actions are prompt, uniforrdampartial.
The primary purpose of any disciplinary action @ dorrect the problem, prevent recurrence and peefize

employee for satisfactory service in the future.

Although employment is based on mutual consentlaid the employee and the City have the right toiteate
employment at will, with or without reason or netiche City may use discipline, including progressiiscipline,

at its discretion. This policy does not alter taewill” nature of employment.

When disciplinary action becomes necessary, thg @iay utilize a progressive approach which may udel
counseling, verbal warning, written warning, sugienm with or without pay, or termination of emplogn,
depending on the severity of the problem and thabmar of occurrences. All forms of disciplinaryiaat beyond
counseling will be documented in the employee’spenel file. Any disciplinary action involving qaension or
termination must be approved by the Director of ldarResources. Circumstances may warrant the sijmdione

or more steps, or immediate termination.

While it is impossible to list every type of behawithat may be deemed a prohibited offense, upgones the
Human Resources Department can provide examplesobfems that may result in disciplinary actionlirtng
termination of employment. Other offenses or usfattory conduct may lead to disciplinary actiam;luding

termination, as well.

IV-5 Conflict of Interest

The City of Springfield adheres to the conflictinferest provisions stated in Chapter 268A of thesb&chusetts

General Laws.

Specifically, employees must avoid conflicts ofeirstst between their obligation to the City and rthegrsonal
affairs. An actual or potential conflict of intsteoccurs when an employee is in a position taérite a decision
that may result in a personal gain for that empdoge for a relative as a result of the City’s bes# dealings.
Personal gain may result not only in cases wherengployee or relative has a significant ownership firm with

which the City does business, but also when an @yepl or relative receives any kickback, bribe,, gift special
consideration as a result of any transaction omless dealings involving the City. No employeeudtichave an

economic interest in, hold a position in, or maiimta relationship with any firm, person or corpaatwith which
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the City does business or competes that could jdaeathe City’s interest. In general, the useggobd judgment,
based on the highest ethical principles, will guataployees with respect to lines of acceptable gond If a
situation arises where a conflict may develop oemghit is difficult to determine the proper courdeaction, the
matter should be discussed openly with the empleysepervisor and Human Resources Director as smon
possible so that safeguards can be establishedotecp all parties. In addition, an employee wifhestions,

concerns, or issues related to conflicts of intemesy contact the State Ethics Commission.

Compliance with this policy of business ethics andduct is the responsibility of every employedsr&garding or
failing to comply with appropriate business ethaegl conduct could lead to disciplinary action, a@mnd including

termination of employment.

Nothing in this Policy shall be construed to cariflivith Chapter 268A of the Massachusetts Geneaabsl_for

conflicts of interest.

The successful operation of City business andépatation of the City are built upon the principtédair dealing
and ethical conduct among employees. Our reputdtip integrity and excellence requires carefulayisgance of
the spirit and letter of all applicable laws anduiations, as well as a scrupulous regard for thkdst standards of

conduct and personal integrity.

Our continued success in serving the City of Spidétd) and its citizens is dependent upon our maiirig the trust
of our citizens, vendors and service providers, wadare dedicated to preserving that trust. Enmgssyowe a duty
to the City to act in a way that will merit conta trust and confidence. The City regards ethgcalduct with
those organizations providing goods and servicetheoCity, and those organizations to which we mewoods

and services, as paramount to the establishmeart effective working relationship.

The City will comply with all applicable laws anégulations and expects its officials and employeesonduct
business in accordance with the letter, spirit, iateht of all relevant laws and to refrain fromryalfegal, dishonest,
or unethical conduct. The integrity of all emplegeis an indispensable source of goodwill and mestain

unquestioned.

IV-6 Domestic Violence Policy

This policy sets forth the conditions under whichedigible employee may take time off, in accordamdgth the
Massachusetts Domestic Violence Leave Act, M.G l. Z50 of the Acts of 2014.

Eligibility
An employee may be entitled to Domestic Violencaueif:
A. The Employee, or a family member of the employge, victim of abusive behavior;
B. The Employee is using the leave from work to adsligsues directly related to the abusive

behavior against the employee or family membeheféamployee; and
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C.

Definitions

The Employee is not the perpetrator of the abubeBavior against such employee’s family
member.

A. Employee: An individual who performs services fordaunder the control and direction of the City of

Springfield for wages or other remuneration, inahgd full-time, part-time, seasonal, and temporary
employees. Employees of the Springfield School Brement shall be covered under the Domestic
Violence Leave Policy adopted by the Springfielth&d Committee.

B. Abuse:
a.
b.

C.

d.
e.
f.

Attempting to cause or causing physical harm;

Placing another in fear of imminent serious phyidigam;

Causing another to engage involuntarily in sexaldtions by force, threat or duress or engaging
or threatening to engage in sexual activity withe@endent child;

Engaging in mental abuse, which includes threatsnidation or acts designed to induce terror;
Depriving another of medical care, housing, foodtier necessities of life; or

Restraining the liberty of another.

C. Abusive Behavior:

a.
b.

C.

d.

Any behavior constituting domestic violence;

Stalking in violation of section 43 of chapter 265,

Sexual assault, which shall include a violationsettions 13B, 13B %2, 13B %, 13F, 13H, 22,
22A, 22B, 22C, 23, 23A, 23B, 24, 24B, 26D, 50 ord@lchapter 265 or sections 3 or 35A of
chapter 272; and

Kidnapping in violation of the third paragraph ettion 26 of chapter 265.

D. Domestic Violence: Abuse against an employee oethployee’s family member by:

a.
b.

C.

A current or former spouse of the employee or thpleyee’s family member;

A person with whom the employee or the employearsily member shares a child in common;
A person who is cohabitating with or has cohabitatéth the employee or the employee’s family
member;

A person who is related by blood or marriage toehwployee; or

A person with whom the employee or employee’s fgnmiember has or had a dating or
engagement relationship.

E. Family Member:

a.
b.

C.

Persons who are married to one another;

Persons in a substantive dating relationship anol nekide together;

Persons having a child in common regardless of wérethey have ever married or resided
together;

A parent, step-parent, child, step-child, sibliggandparent or grandchild; or

Persons in a guardianship relationship.
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Qualified Reasons for Leave

A. To seek or obtain medical attention, counselingtimi services or legal assistance;
Secure housing;

Obtain a protective order from a court;

Appear in court or before a grand jury;

Meet with a district attorney or other law enforearhofficial; or

nmoow

Attend child custody proceedings or address oswres directly related to the abusive behaviomatjéte

employee or family member of the employee.

Requesting Leave

Employees must request leave in advance. Regomestsbe made on the form provided by the Human iRees
Department and must be submitted to the Assistarécidr of Human Resources, along with documentatio
evidencing that the employee or employee’s famigmber has been a victim of abusive behavior andliedeave

is being taken for a qualified reason. (A lisagcteptable forms of documentation is attached beret

If there is a threat of imminent danger to the theahd safety of an employee or the employee’slfamémber, the
employee shall not be required to provide advanuatite of leave; provided, however, that the empéoghall

notify the employer within three (3) workdays thia¢ leave was taken or is being taken under tHisypo

Leave Entitlement

Eligible employees may be entitled to up to fifte@®) days of paid leave in any calendar year. Arpleyee
seeking leave under this policy shall not be remliito exhaust annual or vacation leave, persoaskland sick
leave (if eligible) available to the employee, ptio requesting or taking leave under this section.

City Departments are authorized and encouragednitutequired) to grant up to six (6) months of aidpleave to
an employee who is a victim or whose children aotims of domestic violence where the employeeas the
perpetrator of the abusive behavior. City Departisishall offer the same or similar position to sachemployee

upon the employee’s return from leave.

Confidentiality
Any documentation provided to an employer undes tholicy may be maintained by the employer in the

employee’s employment record, but only for as lasgrequired for the employer to make a determinadi® to
whether the employee is eligible for leave undés slection.
All information related to the employee’s leave anthis section shall be kept confidential by tihepoyer and
shall not be disclosed, except to the extent tisdabure is:

A. Requested or consented to, in writing, by the esg#o

B. Ordered to be released by a court of competergdiation;

C. Otherwise required by applicable federal or state |

D. Required in the course of an investigation autletiby law enforcement, including, but not

limited to, an investigation by the attorney gehesa
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E. Necessary to protect the safety of the employesthars employed at the workplace.

IV-7 Drug Free Workplace Policy

The Drug-Free Workplace Act of 1988 requires fedgoaernment contractors to take specific and iiditive steps
to ensure a drug-free workplace. One of the Awtdral provisions requires employers to prepatedistribute an
anti-drug policy statement prohibiting any drugatet activity in the workplace. The City of Spfietd’s policy

regarding the work related effects of drug use thiedunlawful possession of controlled substanceSipnproperty
is as follows:

 Employees are expected and required to report td wo time and in appropriate mental and physical
condition for work. It is the City's intent andligation to provide a drug-free, healthful, safel a®ecure
work environment.

» The unlawful manufacture, distribution, dispensatipossession, or use of a controlled substandgitgn
premises or while conducting City business off Gitgmises is absolutely prohibited. Violation bist
policy will result in disciplinary action, up to drincluding termination and may necessarily invdkegal
action.

 As mandated by the Drug-Free Workplace Act of 1988ployees must, as a condition of employment,
abide by the terms of the above policy and repayt@nviction under criminal drug statutes for wibns
occurring on or off City premises while conducti@gy business. A report of a conviction must bedma
within five (5) days after the conviction.

* The City recognizes drug dependency as an illnedsaamajor health problem. The City also recognize
drug abuse as a potential health, safety, and iseqioblem. Employees needing help in dealinghwit
such problems are encouraged to use the City'sdy@plAssistance Program and health insurance plans,

as appropriate. Conscientious efforts to seek haghwill not jeopardize an employee's job.

IV-8 Smoking in the Workplace Policy
In accordance with the provisions of Massachuséttseral Laws, Chapter 270, Section 22 there stelhd

smoking permitted in any public building in the YCitf Springfield.

This policy is not only promulgated to comply witke law, but also for the purpose of promoting fa sad healthy
environment in work areas of the City. It is inteddo reduce the health risks associated with expa® tobacco

smoke.

All employees are encouraged to exercise undelistaraf the views of others and to cooperate in dffective
application of this policy. Problems or disputeisiag out of the implementation of this policy dHa¢ referred to

the Human Resource Department for resolution.
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IV-9 Workplace Violence Policy

The City of Springfield maintains a Zero ToleranRelicy toward acts of workplace violence by any iisf

employees.
Employee is defined as any person employed fuk timpart time by the City of Springfield.

Employees are directed to go to their immediateestigor, or call the public safety officials, if pqopriate, to

report an act of workplace violence.

The City will promptly respond to reports of workpk violence and upon notice of an incident takenédfiate
action to protect the safety of employees. Indslari workplace violence will be reported to appriage public

safety personnel when incidents involve potentighinal conduct.

After investigation, where a determination has bewde that an employee has committed an act of plaré

violence, the employee will be disciplined by thigy@ip to and including termination.

IV-10 Motor Vehicle Use Policy

The City has an extensive policy and proceduregigorg the use of City motor vehicles. Any emplojfest uses a
City vehicle regularly or for a single instancesighject to abide by and sign off on the Motor Vihidse Policy.

This policy can be found on the Human Resources pader Forms and Policies.

IV-11 Inclement Weather Policy

The purpose of this policy is to set forth the gliites to be followed in the event that snow, otieather-related

events, or emergency situations cause the closifimibed staffing of municipal departments.

Applicability
This policy applies to general government managémadministrative, professional, and support penstn
regardless of work location. It does not applydbaol department, essential public safety persotibeary, or non-

administrative Department of Public Works personnel

Policy
» Itis the policy of the City of Springfield to compsate employees who cannot report for work when th
municipal building they work in is closed due t@wnor other weather related event.
e If a snow or other weather-related event occursreebr during morning commute hours, employees
should take a reasonable amount of time necessayrivve at work safely. Employees who prefer te us
accumulated vacation, personal or incentive leawe,tin lieu of reporting to work, should be allcivio

do so.
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Iv-12

Unless the municipal building is closed by the GQifySpringfield, employees who do not report to kvat

all must use their own accumulated vacation, peaisonincentive leave for all hours they were sahed

to work for the day.

In the event that a decision is made by the Citgmfingfield not to open the building, or to schieda late
opening, employees shall check the local newsostairior to the start of their workday for delaysda
closings.

Employees will be compensated for the period thatrhunicipal building in which they work is closed.
However, employees who were previously scheduldaketon vacation, sick, or other leave for thatquri
will be charged the appropriate leave.

The Mayor of the City of Springfield may make reaable changes in this policy based on weather and/o

emergency conditions or the needs of the City.

CORI Policy

The purpose of this policy is to establish the prhoal requirements for obtaining criminal offendecord

information for employees, volunteers and contnactehose work for the City brings them in contadthwouth,

the elderly and disabled people.

Applicability
All general government departments are subjedtagtovisions of this policy.

Policy

The City endeavors to ensure the safety of theipukhich it serves, while protecting the civil righof its

employees, volunteers and contractors. Where Cain@ffender Record Information (CORI) checks aret ph a

general background check for employment, voluntesk or contracting purposes, City departments piiticeed

in accordance with the rules set forth by the QmathHistory Systems Board (CHSB).

Procedures

CORI checks will be conducted by the Human Resaubepartment or designated departments, and as
authorized by CHSB. All applicants will be notifiglat a CORI check will be conducted. If requestid,
applicant will be provided with a copy of the CORlicy.

Because an informed review of a criminal recordunexs adequate training, all personnel authorized t
review CORI in the decision-making process will theroughly familiar with the educational materials
made available by CHSB.

Any and all decisions not to hire an employee ayagre the services of a volunteer or contractordase

an adverse CORI report will be made in concurrenmitk the City Human Resources & Labor Relations

Director.
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» Unless otherwise provided by law, a criminal receftil not automatically disqualify an applicant. tRar,
determinations of suitability based on CORI cheekt be made consistent with this policy and any
applicable law or regulations.

» If a criminal record is received from CHSB, the harized individual will closely compare the record
provided by CHSB with the information on the CORfuest form and any other identifying information
provided by the applicant, to ensure the recorakeslto the applicant.

e If the City is inclined to make an adverse decidi@sed on the results of the CORI check, the agpulic
will be notified immediately. The applicant sha# provided with a copy of the criminal record ahd t
organization's CORI policy, advised of the part(s}he record that make the individual unsuitaloiethe
position or license, and given an opportunity tepdte the accuracy and relevance of the CORI record

» Applicants challenging the accuracy of the polidyals be provided a copy of CHSB's Information
Concerning the Process in Correcting a Criminaldré:clf the CORI record provided does not exactly
match the identification information provided bytapplicant, the City will make a determinationdzhsn
a comparison of the CORI record and documents geavby the applicant. The City may contact CHSB
and request a detailed search consistent with CptsiBy.

e As prohibited above, if the City reasonably belgvbe record belongs to the applicant and is ateura
then a determination of suitability for the pogitior license will be made. Unless otherwise proditg
law, factors considered in determining suitabifitgy include, but not be limited to the following:

(a) Relevance of the crime to the position sought;

(b) The nature of the work to be performed;

(c) Time since the conviction;

(d) Age of the candidate at the time of the offense

(e) Seriousness and specific circumstances offtease;

() The number of offenses;

(g9) Whether the applicant has pending charges;

(h) Any relevant evidence of rehabilitation or lablkreof;

(i) Any other relevant information, including infoation submitted by the candidate or requested

by the hiring authority.
The City will notify the applicant of the decisiamd the basis of the decision in a timely manner.

IV-13 Residency

Residents and non-residents of the City of Spreldfimay apply and shall be considered for appointme
Appointees must establish residency within twell2) (months of the start of employment, be a residéthe City
of Springfield, and shall not cease to be a residaring their employment by the City in accordamégh Chapter

73-8 Residency Requirements — Condition of Emplaymenless they have been issued a residency waive
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IV-14 Personnel File Maintenance and Access
All official personnel files, including Civil Serge files, will be centrally located in City Hall.Due to their
confidentiality, official employee files should lk@pt in secured (locked) cabinets or in an aretithaccessible

only to authorized personnel.

Official employee file keepers are responsibledivictly ensuring that no inappropriate items bacptl in the files.

From time to time, files may be audited or requet$te the Law Department to respond to subpoenas.

File Access

Mass. Gen. Laws Ch. 149, sect. 52c¢ requires anam@plo give an employee the “opportunity to revigheir
official personnel record within 5 business daysaakquest. It also requires employers to progidemployee
with “a copy of their personnel record” within fiy®) business days of the employee submitting #tewrirequest
for such records. A member of management, or amoaigzed Human Resource representative, should dsept at

all times when an employee is reviewing their fildles removed by authorized personnel shall gees out.

IV-15-Social Media Policy

Purpose: At the City of Springfield (“Department”), we undgand that social media can be a fun and rewarding
way to share your life and opinions with familyiefids, co-workers, or others around the world. Etmav, use of
social media also presents certain risks and cawiih it certain responsibilities. To assist ypoumaking

responsible decisions about your use of social myedt have established this policy.

We are committed to ensuring our employees’ usmoial media does not violate Federal or stateapyiv
copyright, defamation or discrimination laws. e@ample, City Departments are required under tredthle
Insurance Portability and Accountability Act of BEHIPAA”) to ensure that any protected healthoimhation
(“PHI”) that we create, receive, use, or storedsimproperly used or disclosed through any meimesding the
Internet. We are also committed to, and have ditegie interest in, protecting our provision of\dees our
working relationships with other organizations, canfidential and proprietary information, and eeting

favorably on our professional status as public eygds and administrators.

This policy is not intended to restrict your legghts, such as your right to engage in responsibtgal media
discussions about things such as wages, benaditiss hor working conditions. Rather, this polisydesigned to
help avoid claims against the Department or itsqemnel for things like: HIPAA violations, invasiaf privacy and
breach of contract, defamation, unlawful discrintior, and unlawful harassment. Put simply, it bgdpotect you
and our Department and helps ensure our membedsicbthemselves in a manner consistent with thg<Cit
mission of service and core values of respect agitgl toward the public, personnel we work withdao each
other.

This policy will not be applied or construed in amgy that might limit or improperly interfere witmy applicable

legal rights of Department employees, includingd, it limited to, any rights under Federal or stater laws,
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federal or state constitutions, nor to restricgrade or modify the rights of union members undéstieg collective
bargaining agreements.

Scope:
This policy applies to all Department staff incladibut not limited to; employees, volunteers, ingeand other

Department personnel. The policy applies to agtion the Internet including, but not limited tocgal media sites
such as Facebook, Twitter, Flickr, YouTube, Insdagretc., as well as other websites (such as web blegs)

basically any Internet site where you can postrmfition and/or images and communicate electromicall

Definitions:
“Confidential or Proprietary Information” includes, but is not limited to, any informatidrat is not publicly
known: internal reports, internal Department cdefitial communications, patient lists, confidenitidibrmation

about the health of other staff members, discipjirtions or contract negotiations.

“Protected Health Informatiofi is any individually identifiablénformation that is received, created, maintained o
transmitted by the Department in any form or médiactronic, paper, or oral) and relates in any tagn
individual's healthcare. Individually identifiableformation is information that either identifigge individual or

for which there is a reasonable basis to belieearitbe used to identify the individual.

“Social Medid are Internet-based sites or tools that faciliiafermation sharing among individuals, includirogt
not limited to, sites such as Facebook, Twitteickf] Instagram, YouTube, and other social medihsas web

blogs.

“Social Networking” is any means of communicating or posting informato content of any sort on the Internet,
including to your own or someone else’s web lo@log, journal or diary, personal web site, socitworking or

affinity web site, web bulletin board or a chatmgonvhether or not associated or affiliated with Bepartment.

Procedure:

In general, staff members should think carefullfobe posting online, because most online sociafqias are
open for all to see. Despite privacy policiesffsteembers cannot always be sure who will view,rehar archive
the information that is posted. Before postingthimg, you should remember that you are responéibleshat you
posted online. It is always best to carefully édesthe risks and rewards with respect to eactippsand to use
your best judgment and exercise personal respdihsilvthen posting to any social media sites. lbymave any
doubt about what you are about to post onlines, litatter not to post it, since once somethingased in

cyberspace, it is difficult to retract the messagemage.

Each Department will apply this policy in a fairdanon-discriminatory manner, consistent with aplagable laws.
Keep in mind that any conduct that adversely a$fgour job performance, the job performance of rosteff

members, the public, or entities we work with (irdihg others who work on behalf of any Departmemt),
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otherwise adversely affects the legitimate busiigesests of a municipal Department, may resuttarrective

counseling or disciplinary action up to and inchgltermination, subject to protections under exgstiollective

bargaining agreements.
A. What You May NOT Post On the Internet and Social Méia

Posting the following types of information on thtdrnet is specifically prohibited under this pgland may

lead to corrective counseling and discipline upard including termination:

1. Protected Health Information. You may not post or otherwise disseminate proteltadth information

(PHI) on the Internet or social media site in aosnf (text, photo, audio, or video). Informatiomtlyou

learn and/or collect about patients while perforgriluties for any municipal Department is genergtiing

to fall under the category of PHI whenever it idfies or reasonably could be used to identify agudt

Things that identify a patient include, but are loited to, a patient’s:

First, last or full name

Street address, city, county, or zip code
Date of birth

Phone number

Social security number

Medical record number

Health plan number

Account number

Driver’s license number

Specific Incident

Comments regarding outcome or prognosis
Vehicle identification number or license plate n&@mnb

Image or video where the image or video shows #tiept’s face or other identifying feature

In addition, any information that might reasonaidlgntify someone who is a patient could also be.PHI

For example, images or videos of a patient’s badyoaly parts, information about specific response

locations and destinations, or information aboatrihture of an illness, injury, or incident coulldnough

to identify a patient and could constitute PHIede refer to the definition of PHI in this polieyd ask

your Department’'s HIPAA Compliance Officer if ybiave any questions about what is PHI. A good

guestion to ask in order to determine whetherif@mation is PHI is this\Would someone who knows

the patient be able to identify the patient from the information? If so, as a general rule you should not post

it.

2. Confidential or Proprietary Information about a municipal Department. You may not post

confidential or proprietary information about the@rtment or any organization or person that the

Department interacts with in conducting busineBlis means you should not be sharing things like

46



undisclosed details that are not publicly knowmbtainable, about our contractual arrangementsharo
confidential business information with other pastidlease refer to the definition of confidential
proprietary information in this policy, and you megnsult with a supervisor if you have any question

about what information might fall under this defion.

Explicit or Obscene Sexual Images or ContentYou may not post lewd or obscene photographs, @sag
or any content (text, images or videos) of a sdywadplicit nature while in any municipal Departnten

uniform or with any City or Departmental equipmeniogos in view.

Unauthorized Postings Portrayed as Being From thDepartment. You may not represent that you are
speaking or posting on behalf of any municipal Depant without the permission of the Department
Head. You should never represent yourself as kesp@rson for the Departmantless you are

designatedas a spokesperson for the Department.

Content That Unlawfully Harasses, Threatens, or Digriminates Against Others. You may not post
content that violates our policies against unlavafatassment and discrimination. Carefully reagdehe
policies and ensure your postings are consistehtttvem. Postings that include discriminatory rekea
harassment, and threats of violence or similarwiiulaconduct will not be tolerated. Examples irdgu
inappropriate sexual comments about other staff loeesnor discriminatory comments based on age, race,
sex, sexual orientation, national origin, ethnicdtisability, religion, veteran’s status or othegéally

protected class, status, or characteristic.

Sensitive Personal Information about Others.To reduce the risk of identity theft, Medicare and
Medicaid fraud, illegal stalking, and other similegal conduct, you should not disclose persgnall
identifiable information (such as contact informatiobtained from Department files or records), &oci
Security numbers, credit or debit card or finanaiount numbers, medical insurance or account atsnb

or other similar information about staff memberatignts, or vendors on the Internet.

Use ofCity of Springfield or any Department Logo and Uniforms in Images or Video. You should not
use the City of Springfield Seal or any Departniegb, trademark, uniform patch or proprietary giaph

in any way. For example, you should not createcéatmedia page using the City of Springfield oy ar

its Department’s logo as this might suggest to eesithat the City is sponsoring the page. You shoot
post images or videos of yourself or your co-woskéiat identify you as City staff members or tHaivs

you in a municipal Department uniform when that@aar video depicts you or your co-workers engaging
in what appears to be illegal or immoral conduatfsas acts of violence or the use of illegal dyugis

violations of Department policy, even if it is bgidone as a joke.

Any social media activity should not violate anytieé City’'s Personnel or Department’s publishedeRul

and Regulations or Standard Operating Guidelines.
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9. Any conduct which under a Department rule is imgssible if expressed in any other form is
impermissible if expressed through social media.
B. General Rules About Social Networking Related to th Workplace

1. No Expectation of Privacy on Agency DevicesYou should be aware that any Internet activitsfqrened
on City-owned, operated, or controlled equipmentiarCity Internet (hard-wired or wireless) may be
monitored at any time and without notice to ensum@pliance with the law, this policy and other City
computer use policies This includes City workstasi, laptops, mobile data terminals, smart phoaed,

other electronic devices.

2. No Access to lllegal or Pornographic SitesYou may not access any unlawful sites or any lewd
sexually explicit sites (such as pornography sitesjugh City equipment or through the City’s Imietr
connection (hard-wired or wireless) at any time.adidition, you may not access such sites withqoeils

equipment while on City premises or at any timetigh City hard-wired or wireless networks.

3. No Social Networking during Working Time. You should not engage in social networking atigsi
while engaged in patient care activities, whilefpening work duties (including when operating City
vehicles or while in a City vehicle even when novitig) or when work assignments are not completed.
However, you are permitted to access the Intemsgftooir own personal equipment when you are not on

working time (rest periods and meal breaks).

4. No Taking Videos or Images during Responses or Intr&as Where PHI May be Exposed.To avoid
the potential risk of improper disclosure of PHi,veell as to avoid unsafe distractions, you shoefdiin
from taking any images or videos of any kind whitean incident response, while treating patients or
otherwise engaged in work activities unless expyesasthorized to do so by your Department Head.

Remember, your main focus should be public semratthe incident itself.

5. Posting onSpringfield Sites. The City or any of its Departments may use variotsrnet and social
networking tools to communicate with and engageptiitdic and our staff members. The following
procedures apply:
= Only designated personnel may post on any Citypoingfield or City Department social media site at

the behest of the Department head or appropriéitenf The content of said posting must be

reviewed by the appropriate officer prior to pogtin

= On any official sites, pages, or blogs, the Citil afiits discretion delete spam and commentsahat

off-topic or inappropriate, and will reply to ensménd comments when deemed appropriate.

C. Guidelines for Posting On the Internet and Social Mdia

1. Make it Clear you are Speaking on Your own Behalf.If it is not obvious from the content, if you post

any comments about the City or its Department ennternet you should consider:
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» Disclosing your connection with the City or anyitsfDepartments.
e Using a personal email address (not your City quddement address) as your primary means of

identification and contact.

Whenever possible, you should make it clear yotspeaking for yourself and not on behalf of they @it

any of its Department when posting any contentedl#o the City or any of its Departments.

Where it is not clear or obvious from the contéwitttthe post is your own opinion or view and natt thf

the City or any of its Departments, you should édersusing the following disclaimer:

"The views expressed on this [post; blog; website]my own and have not been

reviewed or approved by my employer."

Retaliation is Prohibited. The City of Springfield prohibits taking advesetion against any staff
member who makes a good faith report of a possiblation of this policy or for cooperating in an
investigation. Any staff member who retaliatesiagisanother staff member for reporting a possible
deviation from this policy or for cooperating in Enwvestigation may be subject to disciplinary actiop to

and including termination from employment.

Any Questions, Contact a Supervisor.If you have any questions about the details or eadhis policy,
please contact your supervisor. If you are ungwme&omment or image you are about to post is @tetde
or not acceptable under this or any other Departipelicy, you are always welcome to discuss it with

your supervisor or the Head of the Department.

IV-16 Dress Code

The City, at its discretion, may designate cenaisitions which must wear uniforms. Employees wieoret required

to wear uniforms shall wear neat, clean busingge.dEmployees are expected to dress in a mahaeis normally

acceptable in similar work environments.

Employees should not wear suggestive attire, jegthtetic clothing, shorts, flip flops, T-Shirtspvelty buttons,

baseball hats, and similar items of casual attia¢ o not present a business like appearance.dyegd who do

not work in an office must not wear sandals or ofpexl shoes.

Hair should be clean, combed and neatly trimmear@nged. Shaggy, unkept hair is not permissilgandiess of

Sideburns, moustaches, and bears should be neathged
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Tattoos above the neckline are prohibited. Tattbasare below the neckline which are offensivenappropriate
as solely determined by the Department Head musbbered and not visible while working. Body piexgs (other

than earrings) should not be visible.

Department Heads are authorized to designate positihich are exempt from the provisions of thisgyadue to
the nature of the work (e.g. employees who worthénfield may wear jeans and work boots or emplsyee

summer programs may wear athletic clothing andimdkkats).

Department Heads are authorized to waive provisidiisis policy on certain days (e.g. fund raiserether special

occasions to give employees a “dress down” day).

IV-17 Pregnant Workers Fairness Act

The Pregnant Workers Fairness Act (“the Act”) anseth@ current statute prohibiting discriminatioremployment,
G.L. c. 151B, 84, enforced by the Massachusettsriiesion Against Discrimination (MCAD). The Act, efftive on
April 1, 2018, expressly prohibits employment distnation on the basis of pregnancy and pregnaakated
conditions, such as lactation or the need to eggre=mast milk for a nursing child. It also descsikenployers’
obligations to employees that are pregnant ortiagtand the protections these employees areeshtitl receive.
Generally, employers may not treat employees onjiglicants less favorably than other employeesdan

pregnancy or pregnancy-related conditions and hawbligation to accommodate pregnant workers.

Under the Act:
 Upon request for an accommodation, the emplogeram obligation to communicate with the employee
in order to determine a reasonable accommodatiotinéopregnancy or pregnancy-related conditions Thi
is called an “interactive process,” and it mustlbee in good faith. A reasonable accommodation is a
modification or adjustment that allows the emplogegob applicant to perform the essential funcion
the job while pregnant or experiencing a pregnametated condition, without undue hardship to the

employer.

» An employer must accommodate conditions reladgarégnancy, including post-pregnancy conditions
such as the need to express breast milk for anqciild, unless doing so would pose an undue hgrds
on the employer. “Undue hardship” means that piiagithe accommodation would cause the employer

significant difficulty or expense.

* An employer cannot require a pregnant employet@pt a particular accommodation, or to begin
disability or parental leave if another reasonaaieommodation would enable the employee to pertbem

essential functions of the job without undue haimlsh the employer.

» An employer cannot refuse to hire a pregnantgjpplicant or applicant with a pregnancy-related
condition, because of the pregnancy or the pregnegiated condition, if an applicant is capable of

performing the essential functions of the positidth a reasonable accommodation.
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« An employer cannot deny an employment opportumitiake adverse action against an employee because
of the employee’s request for or use of a reasenattommodation for a pregnancy or pregnancy-eklate

condition.

* An employer cannot require medical documentatibout the need for an accommodation if the
accommodation requested is for: (i) more frequestroom, food or water breaks; (ii) seating; (ii)its
on lifting no more than 20 pounds; and (iv) privaten-bathroom space for expressing breast milk. An

employer, may, however, request medical documemtddir other accommodations.

» Employers must provide written notice to emplayeéthe right to be free from discrimination doe t
pregnancy or a condition related to pregnancyuticlg the right to reasonable accommodations for
conditions related to pregnancy, in a handbook,gidet, or other means of notice no later than Abyil
2018.

» Employers must also provide written notice of éagpes’ rights under the Act: (1) to new employats
or prior to the start of employment; and (2) toeamployee who notifies the employer of a pregnancy o

pregnancy-related condition, no more than 10 dé&gs such notification.

The foregoing is a synopsis of the requirement®utite Act, and both employees and employers areusaged to
read the full text of the law available on the Gah€ourt’'s website here:

https://malegislature.gov/Laws/SessionLaws/Actsi2CGhapter54.
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SECTION V — Employee Acknowledgment

V-1 Acknowledgment

This Human Resources Policy Manual describes irapbihformation about the City of Springfield. Eloyees should consult

with City management and /or Human Resources regasahy question not answered in this manual.

The Human Resources Policy Manual does not andtigitended to create a contract of employment eetwthe City and any

of its employees, nor is it to be construed to tituie contractual obligations of any kind. Rathtée Human Resources Policy

Manual is provided for employee guidance only. Phevisions of the policies have been developethatdiscretion of City

management and, except for its policy of employmatitwill, may be amended, modified, revoked, irded or added to at any

time, in the City's sole discretion. This Manualed not and is not intended to create any enfolee#hts or promises of any

kind with respect to the terms and conditions oplayment.

I acknowledge that the City of Springfield may makgisions to the information, policies and bersefiescribed
in this Manual from time to time. All such changesll be communicated through official notices ahd
understand that revised information may superseddjfy or eliminate existing policies.

I understand that | have entered into my employmelationship with the City of Springfield voluntigrand
acknowledge that there is no specified length gbleyment. Accordingly, either the City or | canrténate the
relationship at will, with or without reason, atyatime, as long as there is not a violation of aygtile federal or
state law. | acknowledge that no oral or writteatesments or representations regarding my employoanalter
the foregoing.

I acknowledge that this Manual is not a contractrmployment.

| specifically acknowledge that | have reviewed Herassment Policy in this Manual. | understarat,tin the
event that | believe | have been subjected to idigeation or harassment, including sexual harassntieat there
is an internal complaint resolution process avédlab me (Reference Policy #'s 16 & 17)

I understand that my signature below indicates thadave received a copy of the City of Springfi¢gldman
Resources Policy Manual, and | understand thatrty responsibility to read and comply with its ystoons and
any revisions made to it. | have read and undedsthe above statements.
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