
CITY OF FRAMINGHAM 

 
ACKNOWLEDGEMENT OF RECEIPT OF PERSONNEL POLICIES 

 
 
 

I, _______________________________, an employee of the City of Framingham’s 
                     (print name) 

__________________________ Department or office, hereby acknowledge that I have received  
                      (write in department) 

a copy of the City of Framingham Personnel Policies (“Personnel Policies”). 

 I further understand and acknowledge that, except as otherwise explicitly modified by the 

terms of a collective bargaining agreement, contract of employment, provision of the Personnel 

Bylaws or state or federal law, I am an “at will” employee of  the City of Framingham. I further 

understand and acknowledge that neither my receipt of the Personnel Policies nor this 

Acknowledgment constitutes, or shall be deemed to constitute, a contract of employment. I 

further understand that if I am an “at will” employee, I may be terminated at any time by my 

employer so long as I am not terminated for a discriminatory or other unlawful reason. 

 
_______________________________________ 
Signature 
 
_______________________________________ 
Print Name 
 
_______________________________________ 
Date 
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CITY OF FRAMINGHAM 

 
Americans with Disabilities Act (ADA) 

 
Policy Number: 1 

 
 

Policy Number: # 1 Effective date: January 1, 2005 
Revision Date: April 1, 2020 Supersedes: N/A 
Type of policy: New (x)  Amendment (  ) Total Pages: 4 
Level: Department (  )  Division (  )  City Wide (x) 
 
 
Policy Statement: 
 
It is unlawful to discriminate against qualified individuals on the basis of disability in any aspect 
of employment in the City of Framingham. 
 
The existence of this policy does not represent a “contract” for employment between the 
employee and the City. 
 
Policy Description: 
 
The City of Framingham provides an equal opportunity for individuals with disabilities to 
participate in all aspects of employment. Under Title 1 of the Americans with Disabilities Act of 
1990, prohibiting discrimination in employment based on disability, a qualified person with a 
disability is an individual with a disability who “satisfies the requisite skills, experience, 
education, and other job-related requirements for a job.” For the purposes of the ADA, a 
“disability” is defined as a physical or mental impairment that substantially limits one or more 
major life activities. Temporary injuries, such as broken bones or sprains, usually do not qualify 
as disabilities. 
 
It is the policy of the City of Framingham to base candidate evaluations on the individual 
applicant’s qualifications to perform the essential functions of a particular job. The “essential 
functions” of a job are those tasks listed in the job postings and job descriptions and are 
generally the tasks that comprise the majority of the time in performing that job. All other pre-
employment as well as employment information and inquiries shall be related to the performance 
of essential job functions as outlined in the City’s job descriptions and will be conducted on the 
basis of conditional or final offer of employment, and be kept confidential. 
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The City will maintain accurate and detailed occupational requirements for all positions. These 
requirements will be included in the job posting and job description. It is the responsibility of the 
individual to request an accommodation. If an individual applicant or employee believes that he 
or she is entitled to a reasonable accommodation, it is his or her responsibility to request an 
accommodation through the Director of Human Resources. A reasonable accommodation will be 
made for an otherwise qualified individual to the extent that such accommodation will permit the 
individual to perform the essential functions of the job, unless such accommodation will impose 
undue hardship on the City. Those employees or applicants who do not meet the qualifications or 
requirements for the job will not be provided an accommodation. 
 
Applicants and employees should note that under the ADA, the City is not required to provide an 
individual with his or her choice of accommodation and may exercise discretion in choosing a 
reasonable accommodation. The City will engage in an interactive process with the individual to 
identify potential accommodations. The Department Head will work with the Director of Human 
Resources to examine the job involved, determine the essential functions, evaluate the disability 
and determine which, if any, accommodations could be made. Any employee wanting to request 
an accommodation should meet with the Director of Human Resources. The final determination 
of the reasonableness, approval or denial of any accommodation will be made by the Mayor or 
his/her designee. 
 
If anyone feels that the City of Framingham has violated the Americans with Disabilities Act of 
1990 and this policy, the grievance procedure may be utilized to seek resolution. 
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CITY OF FRAMINGHAM 
 

AMERICANS WITH DISABILITIES ACT (ADA) GRIEVANCE PROCEDURE 
 
Employees whose positions are governed by Civil Service Law or collective bargaining 
agreement are subject only to those portions of this policy that are not specifically regulated by 
law or agreement. 
 
Purpose: 
 
The following Grievance Procedure is established to meet the requirements of the Americans 
with Disabilities Act (ADA). It may be used by anyone who wishes to file a complaint alleging 
discrimination on the basis of disability in employment practices and policies or the provision of 
services, activities, programs and benefits by the City of Framingham. 
 
Scope: 
 
This is the internal procedure for dealing with complaints rapidly, discreetly and directly, if 
possible. 
 
How to File a Complaint: 
 
The complaint should be in writing and contain information about the alleged discrimination 
such as name, address, phone number of the complainant and location, date, and description of 
the problem. Reasonable accommodations, such as personal interviews or a tape recording of the 
complaint, will be made available for persons with disabilities who are unable to submit a written 
complaint. Complaints will be treated with confidentiality. 
 
The complaint should be submitted by the grievant and/or his/her designee as soon as possible, 
but no later than sixty (60) calendar days after the alleged violation. 
 
Complaints related to City employment practices and policies, excluding the School Department 
practices and policies, should be submitted to: 
 
Dolores Hamilton, Human Resources Director 
Human Resources Department, Room B-7 
Memorial Building, 150 Concord Street 
Framingham, MA  01702 
Voice (508) 532-5490 
TTY   (508) 620-4851 
 
Other complaints should be submitted to: 
 
ADA Coordinator 
Memorial Building, 150 Concord Street 
Framingham, MA  01702 
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Voice (508) 620-4806 
TTY   (508) 620-4851 
 
Resolution of a Complaint: 
 
Within fifteen (15) days after receipt of the complaint, the complaint receiver will meet with the 
complainant to discuss the complaint and possible resolutions. Technical assistance may be 
sought from members of the Disabilities Commission. Within fifteen (15) days after the meeting, 
the complaint receiver will respond in writing and, when appropriate, in a format accessible to 
the complainant such as audiotape or Braille. The response will explain the position of the City 
of Framingham and offer options for substantive resolution of the complaint. These deadlines 
may be waived by mutual agreement. 
 
Appeal: 
 
If the response by the complaint receiver does not satisfactorily resolve the issue, the 
complainant and/or his/her designee may appeal that decision within fifteen (15) calendar days 
after receipt of the response. The Division Head, Chief Operating Officer, Director of Human 
Resources, and/or ADA Coordinator will serve as the appeal body for all complaints. 
 
Within fifteen (15) calendar days after receipt of the appeal, the appeal body or its designee will 
meet with the complainant to discuss the complaint and possible resolutions. Within fifteen (15) 
calendar days after the meeting, the appeal body or its designee will respond in writing and, 
when appropriate, in a format accessible to the complainant such as audiotape or Braille, with a 
final resolution of the complaint. These deadlines may be waived by mutual agreement. 
 
Records of Complaints: 
 
All complaints received by the City appeal body will be kept by the City of Framingham for at 
least three (3) years. 
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CITY OF FRAMINGHAM 

 
Direct Pay Benefits 

 
Policy Number: 2 

 
 

Policy Number: # 2 Effective date: January 1, 2005 
Revision Date: October 1, 2019 Supersedes: N/A 
Type of policy: New (  )  Amendment (x) Total Pages: 2 
Level: Department (  )  Division (  )  City Wide (x) 
 
 
Policy Statement: 
 
Employees whose positions are governed by collective bargaining agreement or Civil Service 
Statute are subject only to those portions of this policy that are not specifically regulated by law 
or agreement. 
 
This policy shall apply to all City of Framingham regular benefit eligible employees absent from 
work due to any “approved” reason or retired from service to the City. 
 
All leaves/absences must be made in accordance with City of Framingham policy and/or 
collective bargaining agreement. 
 
Policy Description: 
 
Any benefit eligible employee (defined as full-time “regular” and part-time “regular” working a 
minimum of 20 hours weekly), who is on an approved leave of absence for up to twelve (12) 
months will be able to enjoy the split of City contribution and employee contribution, as it exists 
at the time. If an employee is absent more than twelve (12) months, he/she is required to cover 
the full cost of the insurance at 100%. 
 
If the approved leave of absence is or becomes unpaid, the employee is required to arrange for 
payment of benefits, in advance, with the City’s Financial Coordinator. Payment for one (1) 
month must be made the previous month. After two (2) months or sixty (60) days of non-
payment, the insurance will be cancelled on the last day of the second month and a Cobra notice 
will be sent. If an employee’s insurance has terminated due to non-payment, he/she will only be 
able to enroll during open enrollment if past due premiums have been paid. 
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Any retiree, or surviving spouse of a retiree, who does not receive enough money in his/her 
pension check to cover benefits must pay benefit costs directly to the City of Framingham. After 
two (2) months or sixty (60) days of non-payment, the insurance will be cancelled on the last day 
of the second month and a Cobra notice will be sent. 
 
An active retiree who chooses to delay receipt of retirement benefits will be considered a 
“deferred retiree” and will be required to pay 100% of the cost of elected insurances until they 
activate their retirement benefit. 
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CITY OF FRAMINGHAM 

 
Bridging of Service/Prior Service Due to a Reduction in Force for Regular 

Non-Bargaining Employees  
 

Policy Number: 3 
 
 

Policy Number: # 3 Effective date: January 1, 2005 
Revision Date: July 1, 2020 Supersedes: January 1, 2005 
Type of policy: New (  )  Amendment (x) Total Pages: 2 
Level: Department (  )  Division (  )  City Wide (x) 
 
 
Policy Statement: 
 
Employees whose positions are governed by Civil Service Law or collective bargaining 
agreement are subject only to those portions of this policy that are not specifically regulated by 
law or agreement. 
 
The existence of this policy does not represent a “contract” for employment between the 
employee and the City. 
 
Policy Description: 
 
An employee who is terminated due to a reduction-in-force and subsequently is rehired by the 
City within a period of two (2) years shall be credited at that time for his/her prior continuous 
service for the purpose of longevity and vacation eligibility only. Should prior continuous service 
have been worked on a part-time basis, credit shall be given provided the average hours were 
equal to or greater than twenty (20) hours per week over the work period. Said credit for such 
part-time continuous service shall be computed on a pro-rata basis, however: 
 

• Prior service with the City shall be construed to mean any provisional or regular 
employment, full-time or part-time (minimum of 20 hours), with any department under 
the jurisdiction of the City of Framingham. Seasonal employment will not be recognized 
as prior service. 
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This policy shall be effective upon date of passage and applicable to employees laid off from 
July 1, 1989 moving forward and renders null and void any prior policy regarding Reduction-In-
Force for non-bargaining personnel. 
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CITY OF FRAMINGHAM 

 
Bridging of Service 

 
Policy Number: 4 

 
 

Policy Number: # 4 Effective date: January 1, 2005 
Revision Date: July 1, 2020 Supersedes: N/A 
Type of policy: New (  )  Amendment (x) Total Pages: 1 
Level: Department (  )  Division (  )  City Wide (x) 
 
 
Policy Statement: 
 
Employees whose positions are governed by collective bargaining agreement or Civil Service 
Statute are subject only to those portions of this policy that are not specifically regulated by law 
or agreement. 
 
The existence of this policy does not represent a “contract” for employment between the 
employee and the City. 
 
Policy Description: 
 
A non-school employee, in good standing, who voluntarily terminates his/her service with the 
City and is rehired by the City within a period of two (2) years, shall be credited for his/her prior 
service for the purposes of longevity and vacation eligibility. This will be done only upon 
completion of two (2) years of employment after the date of rehire. At that time, his/her date of 
hire, i.e., anniversary date, shall be adjusted to bridge his/her break in service and reflect credit 
for said prior service but only for the purposes of longevity and vacation eligibility. Should prior 
service have worked on a part-time basis, credit shall be given provided the average hours were 
equal to or greater than twenty (20) hours per week over the work period. Said credit for such 
part-time service shall be computed on a pro-rata basis. 
 
Prior service with the City shall be construed to mean any provisional or permanent employment, 
full-time or part-time (20 hours or more), with any department under the jurisdiction of the City 
of Framingham. This policy shall not be applicable to seasonal employment 
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CITY OF FRAMINGHAM 

 
Hours of Work 

 
Policy Number: 5 

 
 

Policy Number: # 5 Effective date: January 1, 2020 
Revision Date: July 1, 2020 Supersedes: October 22, 2018 
Type of policy: New (x)  Amendment (  ) Total Pages: 1 
Level: Department (  )  Division (  )  City Wide (x) 
 
 
Policy Statement: 
 
Employees whose positions are governed by collective bargaining agreement are subject only to 
those portions of this policy that are not specifically regulated by agreement. 
 
The existence of this policy does not represent a “contract” for employment between the 
employee and the City. 
 
Policy Description: 
 
The “regular” day of each full-time non-exempt employee shall be eight and one half (8.5) hours, 
which includes a one (1) hour meal break to be taken in the middle of the workday. At the time 
of this break, the employee shall remove himself or herself from their work site. Any time 
worked outside of the eight and one half (8.5) hour “regular” day will be worked in accordance 
with the City of Framingham Compensatory Time Policy. The workweek shall consist of thirty-
seven and one half (37.5) hours of work unless otherwise agreed upon at the time of hire for 
those employees identified as less than full-time or as determined by the Department Head. A 
Department Head may determine that, based upon the effectiveness and function of the 
Department, an eight (8.0) hour work day with one half (½) hour lunch break may be 
appropriate. Each full-time non-exempt and exempt employee will be paid for seven and one half 
(7.5) hours daily. 
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CITY OF FRAMINGHAM 

 
Compensatory Time for Non-Exempt Employees 

 
Policy Number: 6 

 
 

Policy Number: # 6 Effective date: September 3, 2019 
Revision Date: January 1, 2014 Supersedes: N/A 
Type of policy: New (x)  Amendment (  ) Total Pages: 2 
Level: Department (  )  Division (  )  City Wide (x) 
 
 
Policy Statement: 
 
Employees whose positions are governed by collective bargaining agreement or Civil Service 
Statute are subject only to those portions of this policy that are not specifically regulated by law 
or agreement. 
 
This policy shall apply to all City of Framingham full-time regular employees. 
 
The existence of this policy does not represent a “contract” for employment between the 
employee and the City. 
 
Policy Description: 
 

• Compensatory time is authorized in those instances when the employee is not entitled to 
overtime pay or elects to not be paid for work performed in excess of the employees’ 
normal workweek in accordance with the provisions of the U.S. Fair Labor Standards 
Act. 

• Compensatory time is not an entitlement and is only given with the authorization of the 
direct supervisor and the agreement of the employee. 

• For hours required to be worked* in excess of thirty-seven and one half (37.5) up to forty 
(40), compensatory time will be allowed at the employee’s option at the rate of one (1) 
hour compensatory time for one (1) hour of required work. 

• For hours required to be worked* in excess of forty (40) per week, compensatory time 
will be allowed at the employee’s option at the rate of one and one half (1.5) hours 
compensatory time for one (1) hour of required work. 
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Calculation example: 
 Employee works 42 hours = 4.5 comp hours = 2.5 hours straight time 
 Total hours worked over 40 = 2.0 hours x 1.5 = 3 hours  
 Total compensation hours = 2.5 + 3 hours = 5.5 hours 
 

• Using the Compensatory Time Authorization Form, track and record the project being 
completed and the estimated number of hours being accrued. Keep a copy of the form 
and forward a copy to the Human Resources Department with the department payroll 
paperwork. Accrued compensatory time will be tracked both in the HR Department and 
the employee’s department. 

• Use of any accrued compensatory time must be requested via the usage of a City of 
Framingham Time Usage Request Form and should be requested five (5) days in advance 
of the designated date and will be granted or denied based on staffing and workload 
levels. 

• Compensatory time used within a workweek will not be counted towards time worked in 
computing overtime hours. It is not considered “time worked”. 

• Existence of this policy does not imply the automatic authorization of compensatory 
time. It is ultimately the decision of your direct supervisor as to whether or not you or 
your department is eligible to accrue compensatory time. 

• Compensatory time must be used within three (3) work months of completion of a 
project. If it is not used within this time period, the time will be cashed out. 

• All compensatory time must be used by June 30th of each fiscal year or it will be cashed 
out in the first paycheck after July 1st of each fiscal year. 

• All time worked outside of the workday must be documented and authorized. 
• Maximum accrual of compensatory is thirty-seven and one half (37.5) hours at any given 

time. 
• Seasonal employees are not eligible for compensatory time. Employees whose service is 

governed by civil service law or collective bargaining agreement are subject only to those 
portions of this policy, which are not specifically regulated by law or agreement. 

 
*Holiday pay, sick, vacation or personal leave pay taken within a pay period is not considered 
time worked. In a week where one (1) sick, vacation or personal day was paid, compensatory 
time will not accrue at time and one half until after forty (40) hours. It will accrue at straight 
time. 
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COMPENSATORY TIME AUTHORIZATION / TRACKING FORM 
 
 
Name: __________________________________ Date: _______________________________ 
 
Project / Reason for Compensatory Time Worked: 
______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

 
Total hours worked on this project:  ___________ 

 
 
Work was performed on the following dates for periods of time indicated: 

(Please use for tracking 5 days only. Use new sheet for recording more than 5 days) 
 
Day of the week Date Hours Total Hours 
 From To 

 /________________________________ 

 /________________________________ 

 /________________________________ 

 /________________________________ 

 /________________________________ 

 
Total hours for the week:      =     Compensatory Hours 

 
Total hours worked over 40 =       Compensatory Hours 

 
 
Signature: _____________________________________________________________________ 
 Employee 

 
Authorized: ___________________________________________________________________ 
 Direct Supervisor 

 
 

Use of all compensatory time must be requested by using this City of Framingham 
Compensatory Time Authorization Form 





1 | City of Framingham – Compensatory Time for Exempt Employees # 6A 

CITY OF FRAMINGHAM 

 
Compensatory Time for Exempt Employees 

 
Policy Number: 6A 

 
 

Policy Number: # 6A Effective date: September 13, 2013 
Revision Date: April 1, 2020 Supersedes: N/A 
Type of policy: New (x)  Amendment (  ) Total Pages: 2 
Level: Department (  )  Division (  )  City Wide (x) 
 
 
Policy Statement: 
 
Exempt Employees are not eligible for overtime according to the Fair Labor Standards Act. The 
existence of this policy does not represent a “contract” for employment between the employee 
and the City. Employees whose positions are governed by a Collective Bargaining agreement or 
the Civil Service Statute of the Massachusetts General Laws are only subject to the portions of 
this policy that are not specifically regulated by law or agreement. 
 
Policy Description: 
 
Compensatory time off may be granted to exempt positions. There is no legal requirement or 
obligation by the City of Framingham to grant compensatory time off to exempt employees. A 
division head/supervisor may choose to grant compensatory time off to exempt employees who 
are required to work in excess of forty (40) hours per week for special projects, unusual/irregular 
events or during weekends or any normally scheduled time off. Compensatory time will be 
granted on an hour-for-hour basis. 
 
The Division/Department Heads must pre-approve time to be worked and must sign the 
timesheet is authorizing the payroll department to grant compensatory time off to exempt 
employees only. The supervisor’s approval of the employee’s timesheet will constitute the 
granting of employee’s compensatory time. All employees should record the appropriate time 
worked and time taken on the timesheet. Any employee earning compensatory time for 
responding to an emergency must report nature of emergency and amount of compensatory time 
earned at the start of the next scheduled work day or within twenty-four (24) hours of the 
emergency, whichever is earliest. 
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An employee who has accrued compensatory time and requests use of the time must be 
permitted to use the time off within three (3) months after making the request. Employees must 
request approval to use comp time five (5) days prior to date requested off. Supervisors may 
deny the request if the use of compensatory time will “unduly disrupt" the department's 
operations. Supervisors can require an employee to take compensatory time off in order to 
manage the accrual limitation. 
 
All compensatory time earned by exempt employees in any workweek must be taken during the 
three-month period following the end of the workweek during which the compensatory time was 
earned. Compensatory time must be used prior to using vacation or personal time. 
 
Compensatory time accrued is subject to an accrual limitation of thirty-seven and one half 
(37.5) hours. Employees cannot accrue compensatory hours in excess of thirty-seven and one 
half (37.5) in a three-month period. Compensatory time may not be carried over into the next 
fiscal year without authorization of the Mayor. 
 
Compensatory time must be used in the fiscal year it was earned. All comp time will be cashed 
out on June 1st of each calendar year. Any comp time earned in June must be used or cashed out 
by July 31st of the following fiscal year. 
 
References: 
 
Fair Labor Standards Act and the Massachusetts Wage Act 
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COMPENSATORY TIME AUTHORIZATION / TRACKING FORM 
 
 
Name: __________________________________ Date: _______________________________ 
 
Project / Reason for Compensatory Time Worked: 
______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

 
Total hours worked on this project:  ___________ 

 
 
Work was performed on the following dates for periods of time indicated: 

(Please use for tracking 5 days only. Use new sheet for recording more than 5 days) 
 
Day of the week Date Hours Total Hours 
 From To 

 /________________________________ 

 /________________________________ 

 /________________________________ 

 /________________________________ 

 /________________________________ 

 
Total hours for the week:      =     Compensatory Hours 

 
Total hours worked over 40 =       Compensatory Hours 

 
 
Signature: _____________________________________________________________________ 
 Employee 

 
Authorized: ___________________________________________________________________ 
 Direct Supervisor 

 
 

Use of all compensatory time must be requested by using this City of Framingham 
Compensatory Time Authorization Form 
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CITY OF FRAMINGHAM 

 
Overtime for Exempt Employees 

 
Policy Number: 7 

 
 

Policy Number: # 7 Effective date: January 1, 2005 
Revision Date: July 1, 2020 Supersedes: October 22, 2018 
Type of policy: New (x)  Amendment (  ) Total Pages: 2 
Level: Department (  )  Division (  )  City Wide (x) 
 
 
Policy Statement: 
 
The existence of this policy does not represent a “contract” for employment between the 
employee and the City. 
 
References: 
 
Fair Labor Standards Act and the Massachusetts Wage Act 
 
Policy Description: 
Employees classified as exempt employees are not eligible for overtime except as otherwise 
expressly provided by state or federal law or regulations, including but not limited to the Fair 
Labor Standards Act or corresponding regulations issued by the Department of Labor. 
 
Exempt Categories, as defined by law* are: 
 
Executive Employees:  
  
To qualify for the executive employee exemption, all of the following tests must be met: 
 

 The employee must be compensated on a salary basis (as defined in the regulations) at a 
rate not less than $684* per week; 

 The employee’s primary duty must be managing the enterprise, or managing a 
customarily recognized department or subdivision of the enterprise;   

 The employee must customarily and regularly direct the work of at least two or more 
other full-time employees or their equivalent; and  
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 The employee must have the authority to hire or fire other employees, or the employee’s 
suggestions and recommendations as to the hiring, firing, advancement, promotion or any 
other change of status of other employees must be given particular weight. 

 
Administrative Employees: 
 
To qualify for the administrative employee exemption, all of the following tests must be met: 
 

 The employee must be compensated on a salary or fee basis (as defined in the 
regulations) at a rate not less than $684* per week;  

 The employee’s primary duty must be the performance of office or non-manual work 
directly related to the management or general business operations of the employer or the 
employer’s customers; and 

 The employee’s primary duty includes the exercise of discretion and independent 
judgment with respect to matters of significance. 

 
Professional Employees: 
 
To qualify for the learned professional employee exemption, all of the following tests must be 
met: 
 

 The employee must be compensated on a salary or fee basis (as defined in the 
regulations) at a rate not less than $684* per week;   

 The employee’s primary duty must be the performance of work requiring advanced 
knowledge, defined as work which is predominantly intellectual in character and which 
includes work requiring the consistent exercise of discretion and judgment; 

 The advanced knowledge must be in a field of science or learning; and  
 The advanced knowledge must be customarily acquired by a prolonged course of 

specialized intellectual instruction. 
 
* Note: The Department of Labor revised the regulations located at 29 C.F.R. part 541 with an 
effective date of January 1, 2020. WHD will continue to enforce the 2004 part 541 regulations 
through December 31, 2019, including the $455 per week standard salary level and $100,000 
annual compensation level for Highly Compensated Employees. The final rule is available at:  
 
https://www.federalregister.gov/documents/2019/09/27/2019-20353/defining-and-delimiting-the-
exemptions-for-executive-administrative-professional-outside-sales-and 
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OVERTIME AUTHORIZATION / TRACKING FORM 
 
 
Name: __________________________________ Date: _______________________________ 
 
Project / Reason for Compensatory Time Worked: 
______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

 
Total hours worked on this project:  ___________ 

 
 
Work was performed on the following dates for periods of time indicated: 

(Please use for tracking 5 days only. Use new sheet for recording more than 5 days) 
 
Day of the week Date Hours Total Hours 
 From To 

 /________________________________ 

 /________________________________ 

 /________________________________ 

 /________________________________ 

 /________________________________ 

 
Total hours for the week:      =     Regular / Straight Hours 

 
Total hours worked over 40 =       Overtime Hours 

 
 
Signature: _____________________________________________________________________ 
 Employee 

 
Authorized: ___________________________________________________________________ 
 Direct Supervisor 

 
 

This document must be submitted with the payroll in which the time is being paid. 
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CITY OF FRAMINGHAM 

 
Overtime for Non-Exempt Employees 

 
Policy Number: 8A 

 
 

Policy Number: # 8A Effective date: October 9, 2005 
Revision Date: July 1, 2020 Supersedes: October 22, 2018 
Type of policy: New ( )  Amendment (x) Total Pages: 2 
Level: Department (  )  Division (  )  City Wide (x) 
 
 
Policy Statement: 
 
Employees whose positions are governed by collective bargaining agreement or Civil Service 
Statute are subject only to those portions of this policy that are not specifically regulated by law 
or agreement. 
 
This policy shall apply to all City of Framingham full-time regular employees. 
 
The existence of this policy does not represent a “contract” for employment between the 
employee and the City. 
 
Policy Description: 
 

 Overtime is authorized and paid in accordance with the provisions of the U.S. Fair Labor 
Standards Act. 

 Overtime is not an entitlement and is only given with the authorization of the direct 
supervisor. 

 For hours required to be worked* in excess of thirty-seven and one-half (37.5) up to forty 
(40), straight time will be allowed at the employee’s pay rate for one (1) hour of required 
work.   

 For hours required to be worked* in excess of forty (40) per week, overtime will be 
allowed at the rate of one and one-half (1 ½) hour’s time for one (1) hour of required 
work. 

 Using the Overtime Authorization Form, track and record the project being completed 
and the estimated number of hours being accrued.  Keep a copy of the form and forward a 
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copy to the payroll office with the department payroll paperwork. Overtime will be 
tracked by the employee’s department. 

 Employees who are REQUIRED to come into work, as directed by their Division Head 
and the Mayor or his/her designee, to address an EMERGENCY, which affects the safety 
of the City, will be paid at an overtime rate for hours worked, over forty (40), even when 
a holiday, vacation, sick or personal day has been taken during that pay period.  Approval 
by Division Head and the Mayor or his/her designee must be given for such payment.  
These “Emergency” events must be safety related and worked hours during which other 
staff are either sent home or are not scheduled.   

 Existence of this policy does not imply the automatic authorization of overtime.  It is 
ultimately the decision of your direct supervisor as to whether or not you or your 
department is eligible to work overtime. 

 All time worked outside of the workday must be documented and authorized. 
 Seasonal employees are not eligible for overtime.   

 
* Holiday pay, sick, vacation or personal leave pay taken within a pay period is not considered 
time worked.  In a week where one (1) sick, vacation or personal day was paid, compensatory 
time will not accrue at time and one half until after forty-eight (48) hours. It will accrue at 
straight time. 



City of Framingham  Human Resources 
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OVERTIME AUTHORIZATION / TRACKING FORM 
 
 
Name: __________________________________ Date: _______________________________ 
 
Project / Reason for Compensatory Time Worked: 
______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

 
Total hours worked on this project:  ___________ 

 
 
Work was performed on the following dates for periods of time indicated: 

(Please use for tracking 5 days only. Use new sheet for recording more than 5 days) 
 
Day of the week Date Hours Total Hours 
 From To 

 /________________________________ 

 /________________________________ 

 /________________________________ 

 /________________________________ 

 /________________________________ 

 
Total hours for the week:      =     Regular / Straight Hours 

 
Total hours worked over 40 =       Overtime Hours 

 
 
Signature: _____________________________________________________________________ 
 Employee 

 
Authorized: ___________________________________________________________________ 
 Direct Supervisor 

 
 

This document must be submitted with the payroll in which the time is being paid. 
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CITY OF FRAMINGHAM 

 
Jury Duty 

 
Policy Number: 9 

 
 

Policy Number: # 9 Effective date: January 1, 2005 
Revision Date: July 1, 2020 Supersedes: October 22, 2018 
Type of policy: New (x)  Amendment (  ) Total Pages: 1 
Level: Department (  )  Division (  )  City Wide (x) 
 
 
Policy Statement: 
 
Employees whose positions are governed by collective bargaining agreement are subject only to 
those portions of this policy that are not specifically regulated by agreement. 
 
The existence of this policy does not represent a “contract” for employment between the 
employee and the City. 
 
Policy Description: 
 
It is the policy of the City of Framingham that employees will be compensated the difference 
between their regular week’s pay and the amount of the court pay voucher as applicable by law. 
This compensation does not take into consideration travel and other allowances paid by the 
court. Employees must submit documentation as provided by the court of demand for jury duty 
and completion of such. 
 
Employees subpoenaed to appear in court on City related business are compensated at their 
regular week’s pay. 
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CITY OF FRAMINGHAM 

 
Longevity 

 
Policy Number: 10 

 
 

Policy Number: # 10 Effective date: January 1, 2005 
Revision Date: July 1, 2020 Supersedes: October 22, 2018 
Type of policy: New (x)  Amendment (  ) Total Pages: 2 
Level: Department (  )  Division (  )  City Wide (x) 
 
 
Policy Statement: 
 
Employees whose positions are governed by Civil Service Law or collective bargaining 
agreement are subject only to those portions of this policy that are not specifically regulated by 
law or agreement. 
 
The existence of this policy does not represent a “contract” for employment between the 
employee and the City. 
 
Policy Description: 
 
All regular full- and part-time (20+ hours) employees are eligible to receive a longevity bonus of 
$200.00 after ten (10) years of continuous service. An additional $50.00 will be added to that 
amount for the completion of each additional five (5) years of continuous service. 
 
Service with the City of Framingham School Department will not be counted towards calculating 
longevity when an employee transfers from the School Department to a City Department. 
 
An employee who elects to take an unpaid leave of absence shall have his/her date of 
employment adjusted for the purpose of calculating longevity. Time while out on any unpaid 
leave (any type of unpaid leave: Sick, Personal, Educational) does not contribute to the 
calculation of continuous service to the City. Unpaid FMLA or Parental Leave is considered 
continuous service to the City. 
 
Employees who have left the City of Framingham, in good standing, and are rehired within a 
period of two (2) years, shall be credited with his/her prior service for the calculation of 
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longevity in accordance with City policy on Bridging of Service. The time worked will be 
calculated on a prorated basis. 
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CITY OF FRAMINGHAM 

 
Pay 

 
Policy Number: 11 

 
 

Policy Number: # 11 Effective date: January 1, 2005 
Revision Date: July 1, 2020 Supersedes: October 18, 2018 
Type of policy: New (x)  Amendment (  ) Total Pages: 3 
Level: Department (  )  Division (  )  City Wide (x) 
 
 
Policy Statement: 
 
Employees whose positions are governed by Civil Service Law or collective bargaining 
agreement are subject only to those portions of this policy that are not specifically regulated by 
law or agreement. 
 
City employees will be paid in accordance with the approved Classification and Pay Plan.   
The existence of this policy does not represent a “contract” for employment between the 
employee and the City. 
 
Policy Description: 
 
Step Increases:  
 
Department Heads and Division Heads wishing to grant a step increase to an employee must 
submit a Human Resources Action Form to the Human Resources Department accompanied by a 
performance review. The Department Head as well as the Director of Human Resources must 
sign the Action Form and the action itself must comply with the appropriate compensation plan.  
 
At the completion of fifty-two (52) weeks of continuous employment in one (1) position and 
upon receipt of a satisfactory performance evaluation, regular full- and part-time employees may 
advance to the next step in grade until reaching the maximum rate set forth in the applicable pay 
plan. The anniversary of this date will be considered the employee’s step date unless other 
circumstances arise as set forth in this policy. Reaching a step date does not automatically entitle 
an employee to a step increase. This movement is based upon merit and performance. 
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Step increases will be included in the employee’s paycheck covering the pay period closest to the 
step date or change. Any payment outside of this time schedule will be made retroactively. 
 
Promotions/Transfers/Acting: 
 
Employees whose rate of pay or step changes as a result of a promotion, reclassification, merit or 
other reason except for annual cost of living wage change or annual step increase shall use the 
date of said change as their new adjusted annual step date. 
 
All promotional and new employment candidates who exceed the minimum entrance 
requirements of a position with two or more years of relevant job experience and/or relevant 
qualifications may be placed at a step deemed appropriate. Each request will be reviewed on the 
merits of each candidate in conjunction with the Human Resources Director, Chief Financial 
Officer and Division Head. 
 
Employees promoted into a higher-classified position with the City shall be placed, at a 
minimum, on the step immediately above their rate prior to promotion or at the minimum step of 
the pay range corresponding with the new position, whichever is higher. 
 
An employee who transfers to a position of equal pay shall retain the same step date for future 
performance evaluations and step increases. 
 
Where an employee is requested to perform the work of a position classified at a higher level in 
the absence of an incumbent, on a temporary basis, he/she is to be considered “acting” in that 
higher position. An acting situation can only be made with the approval of the Human Resources 
Director acting with the Chief Financial Officer as financial advisor. While an employee has 
temporarily assumed the duties of the higher ranked position for fifteen (15) consecutive days 
and a Human Resources Action Form has been submitted and approved by the appropriate 
parties, the “acting” employee will be paid at a higher rate during this period retroactive to day 
one (1) in the post. When the position is filled on a regular basis, the employee is to be returned 
to his/her regular rate of pay. 
 
Work Week/Work Day: 
 
The regular workweek for City of Framingham employees is five (5) seven and one-half (7 ½) or 
eight (8) hour days, totaling thirty-seven and one-half (37.5) or forty (40) hours per week, 
depending on work location. The pay period is Sunday through Saturday. Members of collective 
bargaining agreements follow work week guidelines as set forth in those documents. 
 
Departments may establish irregular work schedules or work hours due to seasonal or other 
workload requirements. In establishing such schedules, Division Heads will, with the approval of 
the Chief Operating Officer, notify all department members, in advance of the change. 
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Pay Day/Pay Check: 
 
It is the employee’s responsibility to account for the accuracy of his/her pay rate and deductions. 
If there is an error discovered by the employee, he/she is required to bring the error to the 
attention of their Department Head who will, in turn, bring it to the attention of the payroll 
coordinator. All payroll errors will be researched, verified and rectified in a timely manner. If the 
Human Resource or payroll staff discovers an error in pay or deductions, the employee will be 
notified and the error will be corrected in a timely manner. 
 
Employee’s paychecks and payroll deductions are directly related to the pay plan and its 
administration. Employees are paid weekly by check covering the period of the previous week.  
Paychecks will reflect payroll deductions mandated by law, including federal income tax, state 
income tax, and contributions to the retirement system. For employees hired after April 1, 1986, 
there is an additional deduction for Federal Medicare. Employees also may select optional 
deductions including medical, dental, vision, supplemental life insurance, deferred compensation 
and credit union. 
 
Employees who report lost paychecks will be issued replacement checks in the next possible 
“regular” payroll in accordance with the payroll schedule. Employees should report lost 
paychecks to the Treasurer’s Office in the Memorial Building. 
 
The City of Framingham’s Merit Pay Policy #21 is null and void with the effective date of this 
policy. 





1 | City of Framingham – Performance Review # 12 

CITY OF FRAMINGHAM 

 
Performance Review 

 
Policy Number: 12 

 
 

Policy Number: # 12 Effective date: January 1, 2005 
Revision Date: July 1, 2020 Supersedes: October 22, 2018 
Type of policy: New ()  Amendment (x) Total Pages: 2 
Level: Department (  )  Division (  )  City Wide (x) 
 
 
Policy Statement: 
 
The City of Framingham Performance Evaluation System will improve the effectiveness and 
efficiency of City services and increase the effectiveness of employees’ job performance by 
providing a tool and process for identifying individual accomplishments as well as areas in need 
of improvement. This document will serve as a tool in determining any employment actions 
and/or salary adjustments. 
 
The existence of this policy does not represent a “contract” for employment between the 
employee and the City. 
 
Policy Description: 
 

A. This policy applies to all staff, both represented and non-represented, excluding Division 
Heads and those groups for whom performance review processes have been collectively 
bargained. It is the intent of this policy that every employee is evaluated at least one time 
annually. Those employees who are in their introductory period may be evaluated just 
prior to the close of that introductory period so as to document those factors, which 
determine whether the employee will be retained as a regular staff member.  

 
B. Each employee of the City shall have his/her performance and attendance reviewed no 

later than 3 weeks prior to his/her anniversary date. This process will not be retaliatory or 
capricious in nature. It is the duty of each Supervisor to record his/her evaluation 
objectively and accurately, on a form designed by the City as the Performance Review 
Form. Detail and clarity should dominate the document using specific examples, where 
appropriate. 
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C. Each employee should have clearly stated goals*, which have been reviewed by both the 

employee and the supervisor. If specific tools and/or training are needed to successfully 
complete those goals, it is the responsibility of the supervisor to supply those tools and/or 
training. These should be clearly stated in the review document. The supervisor shall then 
discuss the review with the employee, seeking to promote mutual understanding of the 
goals set forth. The supervisor may suggest action to improve performance and, where 
necessary, shall discuss action to correct unsatisfactory performance. 

 
The supervisor shall also discuss his/her recommendation concerning a step increase. As step 
increases are dependent upon performance, these changes are not automatic but are earned 
annually. If a step increase is not recommended, the supervisor will outline a course of action 
whereby the employee can improve his/her work performance. 
 
Interim review meetings may be scheduled to ensure the maintenance of the plan of action. 
When a salary change is made, a Human Resources Action Form must accompany the 
performance review. At least three new goals must be listed on the performance review. It is on 
the basis of the completion of these goals (as well as general work performance) that the 
employee will be reviewed in the coming year. After the review has been discussed, the 
supervisor and the employee, indicating that the review has been discussed with the employee, 
shall sign the form. The employee may submit a separate summary in support or rebuttal of the 
supervisory review. This will be included in the personnel file as an attachment to the formal 
review. The review will subsequently be examined and signed by the Department Head and 
forwarded to the Personnel Department for inclusion in the employee’s personnel file and for 
initiation of salary action where so indicated. 
 
* In the case where an employee is completing his/her first year and therefore, has not yet been 
given clearly stated goals, the review shall be based upon performance of the job as stated in the 
job description and during the interview process. During the initiation of this policy, where the 
performance tool is new and each employee may not have been given clearly stated goals, the 
performance review will be based upon prior reviews and expectations of performance stated 
therein. 
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CITY of FRAMINGHAM 
PERFORMANCE REVIEW FORM 

 
Name: Title: 
Department: Date of Hire: 
Date: Type of Review:  Annual 
 
Supervisor must comment on employee’s performance with regard to the following areas. Each area should touch 
upon previously set goals and/or areas in need of improvement as well as areas of success. 
 
 
List of previously set goals: 
(based upon previous review or if this is first year of employment, based upon hire goals) 
 

1. Goal 
2. Goal 
3. Goal 
4. Goal 

 
Please comment on how employee performed in each of the following areas indicating completion of stated goals, 
where appropriate. Where areas are in need of improvement, list examples of how this could be accomplished and 
available tools for successful completion of goal. 
 
Knowledge: How did the employee perform in terms of the skills and knowledge required for the job? 
 
 
 
 
Interpersonal Skills/Customer Service: How did the employee fulfill the City’s Customer Service Policy? How 
does he/she interact with other employees and the public? 
 
 
 
 
Quality of Work: What quality of work does the employee submit? Are assignments/products completed on a 
timely basis? Is work thorough? Accurate? Is the quantity of work appropriate? Are results clear? 
 
 
 
 
Initiative and Dependability: Is employee reliable and dependable? Able to work independently? 
 
 
 
 
Attendance: How is the employee’s attendance record? Is he/she punctual? 
 
 
 
 
Other Areas: Please comment on any other areas which you deem in need of comment. 
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New Goals: List new goals for employee. These goals will be the focus of the next performance review. 
 

1. Goal 
2. Goal 
3. Goal 
4. Goal 
 
 
 
 

 
Overall performance: 
  Excellent 
  Above Average 
  Average 
  Below Average 
  To be Considered for Termination 
 
Growth Potential: 
  Employee possesses capacity to assume greater responsibility 
  Employee should be placed in training to learn to assume greater responsibility 
  Employee possesses capacity to remain in current position or one with equal responsibility 
 
 
 
Supervisor’s Signature: Date: 
 
_____________________________________________________________________________________________ 
 
Employee’s Signature: Date: 
 
_____________________________________________________________________________________________ 
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CITY OF FRAMINGHAM 

 
Bereavement Leave 

 
Policy Number: 13 

 
 

Policy Number: # 13 Effective date: January 1, 2005 
Revision Date: July 1, 2020 Supersedes:  
Type of policy: New (  )  Amendment ( x ) Total Pages: 1 
Level: Department (  )  Division (  )  City Wide (x) 
 
 
Policy Statement: 
 
Employees whose positions are governed by collective bargaining agreement or Civil Service 
Statute are subject only to those portions of this policy that are not specifically regulated by law 
or agreement. 
 
The existence of this policy does not represent a “contract” for employment between the 
employee and the City. 
 
Policy Description: 
 
A. In the event of a death in an employee’s immediate family, he/she shall be eligible for up to 

five (5) days leave with pay. Immediate family as used herein shall consist of (spouse) wife, 
husband, child, mother, father, sister, brother, mother-in-law, father-in-law, sister-in-law, 
brother-in-law, grandparents or legal guardian. 

 
B. When there is a death in the family other than those listed above, bereavement leave may be 

granted at the discretion of the Division Head with the approval of the Mayor or his/her 
designee. 

 
C. The employee must notify his/her supervisor of the death and request bereavement leave, and 

provide the supervisor with a copy of the death notice if requested to do so. 
 
D. For all death related absences that fall outside of this policy, the employee is required to use 

personal or vacation time or not be paid for the day(s). 
 





 
Town of Framingham 
Personnel Policy #14A 
 

Family Medical Leave Policy 
 
 

Issue date: December 19, 2016 
Type of policy:  New (  ) Amendment ( x ) 
Effective date:  April 7, 2015   Department (  ) Division  (  )           Town Wide  ( X  ) 

Policy Statement 
Employees whose positions are governed by Civil Service Law or collective bargaining 
agreement are subject only to those portions of this policy that are not specifically regulated by 
law or agreement. 
 
In accordance with the Family Medical Leave Act of 1993, the Town of Framingham offers 
Family Medical Leave (FMLA) to its employees as stated in this policy. 
 
The existence of this policy does not represent a “contract” for employment between the 
employee and the Town. 
 

Policy Description 
FMLA leave is available to those employees who have worked at least 1,250 hours over the 
twelve months prior to requesting the leave.  These employees may take up to twelve (12) weeks 
of FMLA leave in a twelve (12) month period*.  The Human Resource Department will 
determine eligibility based upon payroll records.  The twelve weeks of leave time may be taken 
in continuous days or intermittently.  Based upon the medical or family need, the employee may 
decide how and when the leave is to be taken.  Employees who meet the eligibility requirements 
are allowed to take Family Medical Leave as prescribed by law for the following reasons:  

 For the birth and care of the newborn child of the employee; 
 For placement with the employee of a son or daughter for adoption or foster care 
 To care for an immediate family member (spouse, child, or parent) with a serious medical 

condition; or 
 To take medical leave when the employee is unable to work because of a serious medical 

condition. 
A “serious health condition” is defined in the Family Medical Leave Act and is certified as such 
by a “health care provider” also defined by the Act. 
Employees must first file a formal request for FMLA leave indicating the reasons for the leave, 
the dates requested and the type of leave (continuous or intermittent) being taken.  This request 
must be given to the appropriate Department Head as well as the Human Resource Department. 



The Town requires that thirty (30) days notice be given for foreseeable leave (childbirth, elective 
surgery for example).  When leave is unforeseeable (serious illness for example), the employee 
should make the request as soon as practicable preferably within one or two business days.   
In return, the employee will be given a medical certification form to be filled out by a health care 
provider if applicable.  In the case of adoption or foster care placement, a formal legal record of 
this action must be provided.  The completed certification form must be filed prior to the 
commencement of the FMLA Leave and given to the Human Resource Department.  If the health 
care provider has certified a “serious medical condition”, the employee will be given a 
confirmation of the leave to be taken. The Town of Framingham will require an employee on 
leave for his/her own health condition to submit certification of fitness to duty from his/her 
medical provider prior to returning from work. 
 
The Town of Framingham allows employees taking Family Medical Leave for their own illness 
to utilize accrued sick leave while out on FMLA Leave.  An employee, during the eight weeks 
immediately after the birth or adoption of a child, in accordance with the Massachusetts Parental 
Leave Act, may, but is not required to utilize her sick time during that eight (8) week period 
only.  If an employee is approved for a Family Medical Leave Act absence to care for an ill or 
injured immediate family member living in the same household (spouse, parents, and children), 
the employee will be allowed to use up to three (3) accrued sick days.  If an employee requires 
more than three (3) days to care for the immediate family member, they may use personal or 
vacation leave or unpaid leave in accordance with collective bargaining agreements and Town 
policy. Those employees who take Family Medical Leave for any other authorized reason may 
elect to utilize their vacation, compensatory and/or personal leave time.  Employees may not 
utilize accrued sick leave for FMLA Leave that does not arise from their own illness or that of a 
family member not residing in the same household.  The election to utilize vacation, 
compensatory and/or personal leave time for non-sick leave must be approved by the immediate 
supervisor. 
 
If the employee does not have any accumulated time for use during the leave, the FMLA leave 
will be unpaid.  Employees may petition the appropriate Sick Bank, if one exists.  Employees in 
an unpaid status must arrange with the Human Resource Department to cover employee share of 
premiums for insurance(s).  Employees on paid status will pay employee contributions to 
insurance(s) through regular payroll deductions.  Exempt employees, who do not have enough 
sick leave hours to cover their absences, will be unpaid for those hours.  These employees may 
retain their exempt status although in unpaid status. 
 
If, at the close of the twelve (12) week FMLA leave time, the employee requires additional time 
for the absence, he/she may request an unpaid leave of absence in accordance with collective 
bargaining agreements and Town policy. 
 
 
An employee returning from Family Medical Leave will be placed in the same position or an 
equivalent one, with equivalent pay, benefits and other terms of employment.  Reinstatement 
may be denied if: 

 The employee fails to provide a fitness-for-duty certificate following a leave for the 
employee’s own serious health condition as required by this policy. 



 The employee would have been laid off if leave had not been taken. 
 The employee tells the Town/Supervisor that he/she is not coming back to work. 
 The employee fraudulently obtained the leave. 

 
Employees may refer to the Family Medical Leave Act of 1993 for definitions and further 
information regarding the Leave and entitlements. 
 
The Town Manager may deny Family Medical Leave to “key” personnel in accordance with the 
law. 
 
*For purposes of tracking eligibility for Family Medical leave, the Town defines this 12 month 
period as a calendar year (January through December). 





                            
Town of Framingham 
Personnel Policy #15 
 

Holiday Leave Policy 
 
 

Issue date: 
Type of policy:  New (  ) Amendment ( X )   
Effective date:  January 1, 2005 
 
Level: Department  (  ) Division  (  )           Town Wide  ( X)    
 
 

Policy Statement 
 
Employees whose positions are governed by collective bargaining agreement or Civil Service 
Statute are subject only to those portions of this policy that are not specifically regulated by law 
or agreement. 
This policy shall apply to all Town of Framingham non-represented, full-time and regular part-
time employees. 
The existence of this policy does not represent a “contract” for employment between the 
employee and the Town. 
   

Policy Description 
The Town of Framingham recognizes the following holidays on the day on which they are 
legally observed by the Commonwealth of Massachusetts.  On said days, full time and 
permanent part time employees shall be excused from all regularly scheduled duty without loss 
of pay, except in cases where the Town Manager or Department Head determines that the 
employee’s service is required to maintain essential services: 
 
New Year’s Day    Martin Luther King Day 
President’s Day    Patriot’s Day 
Memorial Day     Independence Day 
Labor Day     Columbus Day 
Veteran’s Day     Thanksgiving Day 
Christmas Day      
 



In the event that such holidays occur on Sunday, they shall be deemed to occur on Monday.  In 
the event that such holidays occur on Saturday, a floating holiday will be granted to each eligible 
employee. 
 
Non-exempt employees required by their Department Head or Town Manager to work on a 
recognized holiday shall receive time and one-half their regular rate of pay for the hours worked 
on the holiday in addition to payment for the regularly scheduled hours for that holiday.  Exempt 
employees may elect to earn compensatory leave at the rate of time and one-half for all hours 
worked on a recognized holiday, in addition to payment for regularly scheduled hours for that 
holiday. 
 
In order to be eligible for holiday pay, a regular employee must have worked* the last regularly 
scheduled workday before and the first regularly scheduled workday following the holiday 
unless the absence is excused and approved by the Department Head and/or Town Manager.  A 
Department Head may request a doctor’s note as documentation for any sick calls that fall on the 
last regularly scheduled workday before and the first regularly scheduled workday following a 
holiday.  If the absence is not excused, the employee will not be entitled to be paid for either the 
day absent or the holiday. 
 
This policy may be changed in accordance with Federal and State guidelines. 
 
*employees in a no-pay status will not receive holiday pay.  Vacation and personal leave time is 
considered as time worked for the purpose of this policy. 
 
  
 



 
Town of Framingham 
Personnel 
Policy  #16 
 
 

Policy on Parental Leave 
 
 

Issue date:  July 10, 2017 
Type of policy:  New (  ) Amendment ( x ) 
Effective date:  April 7, 2015 
 
Level: Department  (  ) Division  (  )           Town Wide  (X  ) 
 
 

Policy Statement 
 

Employees whose positions are governed by Civil Service Law or collective bargaining 
agreement are subject only to those portions of this policy that are not specifically regulated by 
law or agreement. 
The existence of this policy does not represent a “contract” for employment between the 
employee and the Town. 
 
 

Policy Description 
 
 

A. M.G.L. c. 149, Section 105D. (a) For the purposes of this section, an ''employer'' shall be 
defined as in subsection 5 of section 1 of chapter 151B. 

B. Law applies to all parents, men and women, whose employers have six or more 
employees. Under the law, parents are eligible for 8 weeks of leave per child. If both 
parents work for the same employer, they shall only be entitled to 8 weeks of leave in the 
aggregate for the birth or adoption of the same child. Leave may be with or without pay 
"at the discretion of the employer." 
 

C. An employee who has been employed for at least 3 consecutive months as a full-time 
employee, shall be entitled to 8 weeks of parental leave for the purpose of the birth or for 
the placement of a child under the age of 18, or under the age of 23 if the child is 
mentally or physically disabled, for adoption with the employee who is adopting or 



intending to adopt the child; provided, however, that any 2 employees of the same 
employer shall only be entitled to 8 weeks of parental leave in aggregate for the birth or 
adoption of the same child. The employee shall give at least 2 weeks' notice to the 
employer of the anticipated date of departure and the employee's intention to return, or 
provide notice as soon as practicable if the delay is for reasons beyond the individual's 
control. The employee shall be restored to the employee's previous, or a similar, position 
with the same status, pay, length of service credit and seniority, wherever applicable, as 
of the date of the leave. An employee on parental leave for the adoption of a child shall 
be entitled to the same benefits offered by the employer to an employee on parental leave 
for the birth of a child. The parental leave may be with or without pay at the discretion of 
the employer. If the employer agrees to provide parental leave for longer than 8 weeks, 
the employer shall not deny the employee the rights under this section unless the 
employer clearly informs the employee, in writing, prior to the commencement of the 
parental leave, and prior to any subsequent extension of that leave, that taking longer than 
8 weeks of leave shall result in the denial of reinstatement or the loss of other rights and 
benefits.  

D. The parental leave shall not affect the employee's right to receive vacation time, sick 
leave, bonuses, advancement, seniority, length of service credit, benefits, plans or 
programs for which the employee was eligible at the date of the leave or any other 
advantages or rights of employment incidental to the employment position; provided, 
however, that the parental leave shall not be included, when applicable, in the 
computation of the benefits, rights and advantages; and provided further, that the 
employer need not provide for the cost of any benefits, plans or programs during the 
parental leave unless the employer provides for such benefits, plans or programs to all 
employees who are on a leave of absence. Nothing in this section shall be construed to 
affect any bargaining agreement or company policy which provides for greater or 
additional benefits than those required under this section. 

 
E. Requests for Parental leave of absence shall be submitted in writing to the Department 

Head, at least 4 weeks in advance, including a written statement of the employee’s 
intention to return to work, and accompanied by a doctor’s statement giving the expected 
date of delivery. Adherence to the Town’s policy on Family Medical Leave must also be 
followed (physician’s certification). The Division Head shall then present the request to 
the Director of Human Resources. 

 
F. An employee on Parental leave can utilize accumulated sick leave when physically 

disabled, as evidenced by a doctor’s statement during which time, the employee’s FMLA 
leave will run concurrently with the Parental leave. 

 
G. Benefits will continue to accrue during this leave of absence. 

 
H. The employee, while on paid or unpaid Parental leave, may continue membership in the 

Town’s medical and life insurances for the duration of the leave (8 weeks Parental/12 
weeks FMLA). If absence moves beyond the twelve weeks, the employee will be 
required to pay the entire premium. Any leave taken outside of the maximum eight or 



twelve-week period must be approved either through collective bargaining agreement, 
policy or by-law. If employment is terminated, the employee will be notified of her 
COBRA rights. 

 
I. The employee on Parental leave shall be eligible to advance on the salary schedule per 

the normal time and procedures. 
 

J. An employee on Parental leave who returns to her employment within 8/12 weeks of the 
birth shall present a doctor’s clearance to return to work and shall be returned to the same 
or similar position, subject to statutory exceptions. 

 
K. Should there be complications following the birth, extension of leave may be granted at 

the discretion of the Town Manager. 





                            
Town of Framingham 
Personnel 
Policy No.  17A 
 

Policy on Military Leave 
 

Issue date: March 30, 2005 
Type of policy:  New (  ) Amendment ( X )   
Effective date: April 1, 2005  
 
Level: Department  (  ) Division  (  )           Town Wide  ( X)    
 

Policy Statement 
The existence of this policy does not represent a “contract” for employment between the 
employee and the Town. 
This policy represents an amendment to Town of Framingham Personnel Policy #17 issued on 
March 4, 2003.  This amendment is effective on April 1, 2005 for benefits entitlement and July 
1, 2004 for pay differential. 
 

Policy Description 
 

A. Military leave will be granted in accordance with applicable mandatory legislation. 
 
B. Employees required to fulfill military reserve training or serve temporary tours of duty 

are compensated the difference between the military service pay and their regular week’s 
pay for the duration of their active duty.  (Effective 7/1/04) 

 
C. During the period of active duty, the employee’s medical benefits will remain intact and 

the employee contribution will be deducted from their pay.  If there is no pay differential 
(if the military pay is greater than the town pay), then the employee must pay directly to 
the Town for his/her contribution to benefits.  Payment for benefits must be made 
monthly, in advance.  Failure to pay will result in cancellation of coverage.  If the 
employee elects to drop Town coverage and adopt the military medical benefits, he or she 
will be allowed to enroll in Town benefits outside of open enrollment. 

 
D. Notice of intended leave must be given in advance to the department head via the 

employee’s military order and a copy of the military pay voucher must be submitted to 
the Department Head upon return to work. 

 



E. Periods of active duty will not be considered breaks in service for eligibility, vesting, and 
benefits (retirement/health) accrual purposes with the exception of leave accrual. 

 
F. Employees out on extended military leave have the right to apply for re-employment 

upon return from duty in accordance with the following schedule: 
If absent from employment for service 31 days or less, 1 day to reapply 
If absent from employment for service 31-180 days, 14 days to reapply 
If absent from employment for service >180 days, 90 days to reapply 
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CITY OF FRAMINGHAM 

 
Personal Days 

 
Policy Number: 18 

 
 

Policy Number: # 18 Effective date: January 1, 2005 
Revision Date: April 1, 2020 Supersedes: N/A 
Type of policy: New (x)  Amendment (  ) Total Pages: 2 
Level: Department (  )  Division (  )  City Wide (x) 
 
 
The existence of this policy does not represent a “contract” for employment between the 
employee and the City of Framingham. 
 
Policy Statement: 
 
A. Each permanent non-represented full-time and part-time employee shall be granted two (2) 

personal days in each fiscal year in accordance with this policy. Personal time is paid at 
straight time. 

 
B. Newly hired full-time regular employees shall be granted personal days according to the 

following schedule: 
 
 First Day of Employment: Personal Days: 
 July 1 – December 31 2 days 
 January 1 – June 30 1 day 
 
C. Employees whose positions are governed by collective bargaining agreement are subject only 

to those portions of this policy which are not specifically regulated by agreement. 
 
D. Personal days are for personal use without loss of pay. They are to be taken with prior 

approval of the Department Head in order that the employee’s absence does not interfere 
with the operation of the department. 

 
E. In cases where an employee overuses sick time, and there is no sick time available when an 

employee calls in sick, personal time will be docked as paid absent time. If there is no 
personal time available to dock, vacation time will be taken.  
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F. Personal time may not be taken in increments less than two (2) hours. 
 
G. Personal time is not cumulative and must be used in the fiscal year in which it is granted. If 

the personal time is not used within this prescribed time period, it is forfeited. 
 
H. Unused personal time will be paid out at separation of service from the City. 

 
I. Part-time employees who work on a schedule of twenty (20) hours per week or more but less 

than the established weekly hours, will be eligible for personal days (prorated according to 
schedule) as follows: 

 
 First Day of Employment: Personal Days: 
 July 1 – December 31 2 (part-time) days 
 January 1 – June 30 1 (part-time) day 



                            
Town of Framingham 
Personnel 
Policy #19 

Policy on Unpaid Leave of Absence 
 
 

Issue date: January 1, 2005 
Type of policy:  New ( x ) Amendment (  )   
Effective date:  January 1, 2005 
 
Level: Department  (  ) Division  (  )           Town Wide  ( x )  
 
 

Policy Statement 
 

Employees whose positions are governed by collective bargaining agreement or Civil Service 
Statute are subject only to those portions of this policy that are not specifically regulated by law 
or agreement. 
The existence of this policy does not represent a “contract” for employment between the 
employee and the Town. 
 
       

Policy Description 
It is the policy of the Town of Framingham that, after satisfying a six-month introductory period, 
Town employees may be granted an unpaid personal leave of absence for up to one (1) month.  
Requests for leaves of absence will always be at the Town manager’s sole discretion.  The 
Department/Division Head may be consulted for a recommendation in advance of the Town 
Manager’s decision.  All requests for unpaid leaves of absence must be made in writing and be 
submitted thirty calendar days, when possible, prior to the first day of the requested leave time. 
 
This policy covers unpaid leaves of absence for personal reasons, not those related to Family 
Medical Leave, Military Leave, Worker’s Compensation, or Sick Leave. 
 
The employee must return from the unpaid leave at the designated date in order to be guaranteed 
a position in the same classification as that occupied prior to taking the leave.  Benefits will not 
accrue during this absence and it will be considered a “break” in continuous service.  Employees 
may continue their health insurance during this unpaid period yet are required to pay the full 
premium directly to the Town.   
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CITY OF FRAMINGHAM 

 
Sick Leave 

 
Policy Number: 20 

 
 

Policy Number: # 20 Effective date: March 12, 2015 
Revision Date: April 1, 2020 Supersedes: N/A 
Type of policy: New (x)  Amendment (  ) Total Pages: 3 
Level: Department (  )  Division (  )  City Wide (x) 
 
 
Policy Statement: 
 
Employees whose positions are governed by Civil Service Law or collective bargaining 
agreement are subject only to those portions of this policy that are not specifically regulated by 
law or agreement. 
 
The existence of this policy does not represent a “contract” for employment between the 
employee and the City. 
 
Policy Description: 
 
Any regular full-time employee, following completion of his/her first calendar month of service, 
shall be eligible for sick leave at the rate of one and one quarter (1¼) days for each calendar 
month of employment. Regular part-time employees shall accrue sick leave on a prorated basis, 
in the ratio that their part-time employment bear to full-time employment. Said sick leave may be 
accumulated without limit. Upon regular retirement, unused sick leave may be reimbursed in 
accordance with the City of Framingham’s Sick Leave Buy Back Policy. 
 
All non-bargaining staff may elect to donate two sick days to the non-bargaining sick bank (if 
they elect to participate). These days will be taken from each employee’s accrual upon the 
completion of their six-month introductory period, and the sick bank will be maintained in 
accordance with the Sick Bank Policy. Enrollment into this benefit is optional and can only be 
elected at point of eligibility or hire. Participation in the sick leave bank may only be utilized by 
those employees who have elected to donate time and enrolled as a participant. 
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Sick leave shall be used only for personal injury or illness, and medical, dental and optical 
appointments with advanced approval. A physician’s statement may be required to attest to said 
illness or injury or appointment.  
 
Absence due the illness of a member of the immediate household, which necessitates the absence 
of the employee, may be granted under this policy up to three days annually. A Department Head 
may require a physician’s statement attesting to the illness of the member of the household. 
 
If an employee is to be absent by sickness or injury, he/she shall so notify his/her Department 
Head no less than thirty (30) minutes prior to the start of the workday unless otherwise directed 
by the Department Head. 
 
Failure to notify the Department Head shall be grounds for denial of sick leave, and the absence 
shall become unexcused absence. In this case, the non-work day will become an unpaid day and 
the employee may be subject to disciplinary action. 
 
An employee will not accrue sick leave benefits for any calendar month in which he/she was on 
leave without pay, absent without pay, on worker’s compensation for more than five (5) days.  
Should absence for sick leave be three (3) or more consecutive workdays, the employee shall be 
required to submit a doctor’s certificate upon his/her return to work. 
 
In the case where a Department Head has reason to believe that an employee is abusing sick 
leave, the Department Head shall require the employee to provide verification of illness from a 
physician. Any employee who does not provide such documentation, when requested, within five 
(5) working days, shall be denied payment for the absent days in question and may be subject to 
disciplinary action. 
 
An employee who uses no sick leave in his/her anniversary year (based upon date of hire) shall 
accrue five (5) extra sick leave days for that year (or twenty (20) sick leave days for that 
anniversary year).  
 
An employee who exhausts their sick leave shall be docked personal and/or vacation time by the 
number of hours that exceeded the available sick time. This action shall be automatic. If there is 
no vacation or personal time accrued, the days will be unpaid. 
 
In order to ensure fitness to perform the essential functions of their positions, employees may be 
required to submit medical verification of their current ability to perform their essential job 
functions upon return to work following use of sick leave in excess of ten (10) consecutive work 
days, or after hospitalization or surgery. 
 
Sick time use will be tracked by Department Heads and will be kept on file in the Human 
Resource Department and incorporated into the payroll process. 
 
A position will be kept open for twelve (12) weeks while the employee is out on sick leave. 
Return to the same position, after twelve (12) weeks, will be allowed only with the approval of 
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the Mayor or his/her designee. Placement in a similar position may be considered in accordance 
with Federal and/or State Law. 
 
An employee who is terminated, in good standing, as a result of abolishment of his/her position 
and subsequently is rehired to a position eligible for sick leave within six (6) months from the 
date of termination will be credited with his/her unused sick leave. Such unused sick leave will 
be restored after completion of a six (6) month introductory period. 





                            
Town of Framingham 
Personnel 
Policy #21 
 

Policy on Sick Leave Buy-Back 
 
 

Issue date: January 1, 2005     
Type of policy:  New (  ) Amendment ( x )   
Effective date:  January 1, 2005 
 
Level: Department  (  ) Division  (  )           Town Wide  ( X )    
 
 

Policy Statement 
 

Employees whose positions are governed by civil Service Law or collective bargaining 
agreement are subject only to those portions of this policy, which are not specifically regulated 
by law or agreement. 
The existence of this policy does not represent a “contract” for employment between the 
employee and the Town. 
 
       

Policy Description 
 
Upon ordinary retirement or death, the Town will buy back from a non-bargaining unit employee 
or his/her heirs, any unused accumulated sick leave, in accordance with the formula: 
 
Days of unused, accumulated sick leave beyond 100 and up to a maximum of 200 shall be 
subject to buy-back at the rate of one for every five days remaining, with one day defined as a 
normal work day at the employee’s prevailing rate of base pay, and a maximum payment of 
$3000. 
 
Notwithstanding the limits set out above, an employee who takes ordinary retirement, after 
giving the Town at least four months written notice* of his/her intent to retire accompanied by 
the actual filing of his/her retirement papers, shall be entitled to buy back an additional twenty 
(20) days of unused, accumulated sick leave, using the same formula as is set forth above.  In 
such case, the maximum value of such buy-back shall be $6000. 
 



This sick leave buy-back policy will not apply to any person in a deferred retirement status. 
 
 
 
 
*Four month requirement may be waived by the Town Manager. 
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CITY OF FRAMINGHAM 

 
Sick Leave Bank 

 
Policy Number: 22 

 
 

Policy Number: # 22 Effective date: May 11, 2005 
Revision Date: April 1, 2020 Supersedes: N/A 
Type of policy: New (x)  Amendment (  ) Total Pages: 3 
Level: Department (  )  Division (  )  City Wide (x) 
 
 
Policy Statement: 
 
The existence of this policy does not represent a “contract” for employment between the 
employee and the City. 
 
Employees whose positions are governed by collective bargaining agreement or Civil Service 
Statute are subject only to those portions of this policy that are not specifically regulated by law 
or agreement. 
 
The existence of this policy does not represent a short-term or long-term disability benefit for the 
employee. Enrollment in the bank does not guarantee any grant of sick leave time, and sick leave 
time will be granted according to the provisions herein. 
 
Policy Description: 
 
The Sick Bank is available to those employees who are eligible to accrue sick leave in 
accordance with the Sick Leave Policy. Each eligible employee, who has elected to join the Sick 
Bank, must donate two (2) sick days to the non-bargaining sick bank. These days are taken from 
each employee’s accrual upon the completion of their six-month introductory/probationary 
period. Any new employee may not draw from the Sick Bank until this time has been donated or 
after six (6) months of continuous employment is completed. An authorization/participation form 
must be filled out during employee orientation at the hire date. An employee may only join the 
Sick Bank within their first thirty (30) days of employment. Beyond that period, enrollment is 
closed. 
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This bank of time shall be tracked and maintained by the Payroll Department. If the Bank falls 
below one hundred (100) sick leave days, it shall be replenished by the contribution of one (1) 
additional day of sick leave by each eligible employee. Notification will be made to all 
participating employees if this becomes necessary. This time will be taken from each employee’s 
accumulated sick leave. If a participating employee does not have any time available, the time 
will be taken from the next deposit of hours into that employee’s leave bank. 
 
An employee who retires, terminates or otherwise leaves the employ of the City of Framingham 
and who has accrued sick days at the time of the said severance from employment, may donate 
such accrued sick leave days to the Sick Leave Bank up to a maximum of ten (10) days plus one 
(1) sick leave day for each year of the employee’s service with the City. Sick leave hours may 
not be donated to an individual, only to the Sick Bank. 
 
The Sick Leave Bank shall be administered by a Sick Leave Bank Committee. The Committee 
shall consist of three (3) members. These members shall be the Mayor or his/her designee, the 
Director of Human Resources and the Director of the Parks and Recreation Department. This 
Committee may only convene when needed or when a petition for time has been made to the 
Bank and as many times thereafter required to settle the request. Minutes will be taken at each 
meeting and made available to each member of Committee and kept on file in the Human 
Resource Department. 
 
Any employee wishing to request leave time from the Bank must present the request in written 
form and submit it with medical documentation regarding the requirements for their absence. A 
doctor’s note explaining the illness, the day on which the absence will commence and a probable 
return date must be included in the medical documentation. The Committee will review the 
request, the employees’ attendance history and any other information deemed relevant. After 
discussion on the topic and a review of all relevant documents, a decision is made by majority 
vote. The employee will be notified in writing of the Committee’s decision. If granted, the leave 
time will be deposited into the employee’s leave bank via the Human Resource Department. The 
employee’s department will also be notified. If the Committee votes to deny the request, the 
employee may appeal the decision. An appeal is made in writing to the Director of Human 
Resources. The full Committee must meet to hear the appeal, reconsider and decide by majority 
vote. Only one (1) appeal per request for Sick Leave Bank benefits may be made by an 
employee. The decision of the Committee upon the appeal is final and binding. 
 
An employee may be granted up to a maximum of sixty (60) sick leave days per anniversary year 
from the Sick Leave Bank. If an employee is granted less than sixty (60) days and requires an 
extension of leave benefits, he or she may request an extension of benefits from the Sick Leave 
Bank via the same process used to make the initial request. The Committee will convene to 
review the documentation and rule on the extension request. Members must exhaust all accrued 
sick leave before drawing from the Bank. 
 
Serious illness shall be defined as one which, diagnosed by a physician, will result in an 
employee’s absence from work for a minimum of twenty (20) working days. A second opinion, 
by a physician designated by the Sick Leave Bank Committee, may be required. A physician’s 
statement is required for all requests. 
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The available sick bank balance shall be considered as having collective value to all employees 
and shall be treated so by the Sick Bank Committee. The employee’s leave records will be 
examined as part of the decision making process. A record of excess leave use over the course of 
the employee’s employment, will be taken into consideration by the Committee. This will not 
reflect favorably on the decision and may result in ineligibility of sick leave bank benefits. If 
there are extenuating circumstances surrounding the employee’s attendance history, the 
employee should present them with their petition for time. 
 
The Committee may, as part of its decision, grant sick leave from the bank with the 
understanding that the employee will return the “borrowed” time to the bank from subsequent 
sick leave accruals. This will be an option offered by the Committee and may or may not be 
accepted by the employee. A mutually agreed upon payback schedule will be designed and 
implemented upon acceptance. 
 
References: 
 
A Sick Leave Bank was established for non-bargaining personnel by the Personnel Board 
effective February 1, 1983 and amended on February 12, 1986 and on July 6, 1994. 





                            
Town of Framingham 
Personnel Policy #23 
 

Small Necessities Leave Policy 
 
 

Issue date: January 1, 2005 
Type of policy:  New (  ) Amendment (x)   
Effective date:  January 1, 2005 
 
Level: Department  (  ) Division  (  )           Town Wide  ( X  )    
 
 

Policy Statement 
 

Employees whose positions are governed by Civil Service Law or collective bargaining 
agreement are subject only to those portions of this policy that are not specifically regulated by 
law or agreement. 
 
       

Policy Description 
 
In accordance with the Small Necessities Leave Act of 1998, the Town of Framingham, by 
policy, will allow eligible employees to take leave as prescribed by the Act.   
An eligible employee is one who has worked for the Town for twelve months (continuous) and 
has met a minimum number of 1,250 hours worked.   
Eligible employees may take up to twenty-four (24) hours leave per year under this Act for the 
following types of situations: 

- To participate in school activities related to the educational advancement of the 
employee’s child.  School is defined as private or public elementary, secondary, Head 
Start Programs and licensed day care. 

- To accompany the employee’s child to medical or dental appointments, such as check-
ups and vaccinations. 

- To accompany an elderly relative of the employee, who is at least 60 years of age and is 
related by blood or marriage, to medical, dental or other appointments related to 
professional care, i.e. nursing or group homes. 

The Town of Framingham requires employees to use paid vacation or personal leave time for 
these absences.  Sick leave may be utilized only when appropriate as outlined in the Sick Leave 



Policy.  If the employee does not have any available leave time, time taken under the SNLA will 
be unpaid time. 
Employees are required to give seven (7) days notice of the leave, when foreseeable.  Minimum 
notice for this leave is one (1) day.  Supervisors may require certification of the reasons for this 
leave.  Approval of this leave may be given or denied based upon workload, staffing, scheduling 
or other work related circumstances.   
Department Heads and the Human Resource Department will track small Necessities Leave.  
Request for leave must be made via use of the Request for Leave Form. 
 
 



                            
Town of Framingham 
Personnel 
Policy #24 
 
 

Policy on Religious Holidays 
 
 

Issue date: January 1, 2005 
Type of policy:  New (  ) Amendment ( x )   
Effective date:  January 1, 2005 
 
Level: Department  (  ) Division  (  )           Town Wide  (X  )    
 
 

Policy Statement 
 

The existence of this policy does not represent a “contract” for employment between the 
employee and the Town. 
 
 
 

Policy Description 
 

A. Any employee whose observance of a Religious Holiday or Holy Day requires his/her 
absence from work may take the day off without pay or as a vacation or personal day, 
should he/she be eligible for such. 

 
B. An employee who plans to be absent from work on a Religious Holiday or Holy Day  

be required to notify his/her Department Head at least one week in advance. 
 

            C.  This policy shall be applicable to all Town Employees. 
 
 

  
 
 
 

 





                            
Town of Framingham 
Personnel 
Policy #25A 
 

Vacation Leave Policy 
 
 

Issue date: June 1, 2006 
Type of policy:  New (  ) Amendment (x)   
Effective date:  June 1, 2006 
Town Manager: __________________________________________ 
Level: Department  (  ) Division  (  )           Town Wide  ( X)    
 
 

Policy Statement 
The Town of Framingham will grant employees vacation leave to all regular full and part time 
Town Employees in accordance with the policy as described below. 
       

Policy Description 
 

All regular full and part time (20+ hours) employees are eligible to participate in the vacation 
leave benefit as stated in this policy.  Temporary and seasonal workers are not entitled to 
vacation benefits.  Regular part time employees working a regularly scheduled work week of 20 
twenty hours or more but less than 37.5 hours shall be entitled to vacation leave in the same 
proportion that their scheduled hours bear to the regular schedule hours of full-time employees. 

 
Vacation benefits do not accrue while an employee is in unpaid status. 
 
Vacation benefits do not accrue for employees out on Worker’s Compensation for more than one 
continuous month (unless otherwise entitled by law or collective bargaining agreement). 

 
All vacation requests are subject to the approval of the Department Head.  

 
The Town Manager has discretionary powers over granting accrual rates to employees. 
 
Employees who are have left the Town of Framingham, in good standing, and are rehired within 
a period of two years, shall be credited with his/her prior service for the calculation of vacation. 
The time worked will be calculated on a prorated basis.  Any time paid out at separation will be 
considered exhausted. 



 
Subject to the discretion of the Town Manager, vacation time is distributed as follows: 

 
Completion of Continuous Service   Annual Vacation Leave 
 
Less than Five Years     Two weeks 
More than Five Years-Less than Ten   Three weeks 
More than Ten Years-Less than Twenty  Four Weeks 
Twenty Years and beyond    Five Weeks 
 
One day (hours) of vacation leave will be credited to an employees’ bank, proportionate with the 
above listed schedule, on a monthly basis.  Employees will be eligible to accrue vacation leave 
upon completion of their first month of employment although no vacation time will be available 
for use prior to an employee completing six months of service.  If an employee leaves the service 
of the Town before completing one full year of service, that vacation time taken, prior to the 
completion of one year, must be “repaid” to the Town.  Only those who continue employment 
with the Town beyond one year of continuous service are considered to have earned their full 
vacation leave entitlement. 
 
If an employee uses vacation leave that was not earned and leaves the employ of the Town either 
voluntarily or involuntarily, he/she shall be required to pay the time back to the town through a 
payroll action.  Should that employee leave the Town without notice, the last remaining 
paycheck will be docked the appropriate amount of time due back to the Town for used but 
unearned vacation leave. 
 
Use of excess vacation time will result in a no-pay status for the number of hours used beyond 
available vacation time.  
 
Any employee, who exhausts their sick time and is absent from work due to sickness, will be 
docked personal time.  If personal time is unavailable, vacation time will be docked.   
 
Vacation time will be allocated through the Human Resource Department monthly, at the end of 
each month.  Accrual rates will be updated, as appropriate on each corresponding anniversary 
date in accordance with the schedule listed above (5 years, 10 years, 20 years).  This is time 
earned for completion of the prior year of service (ie: an employee must complete five years of 
service in order to be eligible for 15 vacation days).  Vacation time, used and available balance 
will be indicated on each individual’s pay stub and will be tracked in hours, not days. Vacation 
time may not be taken in increments less than two hours at one time. 
 
Amounts of vacation leave listed above are “maximum” amounts to which each employee is 
entitled to use in one employment (anniversary) year. An employee may not, without the written 
consent of the Town Manager, accrue vacation amounts beyond those stated in this policy.  
Employees must use their annual entitlement of vacation leave before their next anniversary date 
 
Vacation leave may not be carried over annually without the written approval from the Town 
Manager or his designee.  Documentation of such approval is mandatory in order for an 



employee to be credited with carry over vacation leave.  Vacation leave, which has been carried 
over, must be used within 90 days of the anniversary date of employment unless authorized by 
the Town Manager.  Vacation leave may only be borrowed within four weeks of the 
accrual/anniversary date of employment. 
 
Vacation may be taken at any time subject to the approval of the Department Head.  Requests for 
Vacation Leave must be made in writing via use of the Town of Framingham Time Usage 
Request Form.  Department Heads may create departmental guidelines regarding staffing levels, 
peak work periods and vacation approval. 
 
When an employee leaves Town service for any reason, he/she will be paid an amount equal to 
the vacation allowance accrued and earned but unused prior to the termination date in accordance 
with Wage and Hour Law. 
 
Employees who leave the Town service in good standing and who return within two years will 
be entitled to receive credit for prior service for the purpose of calculating continuous service for 
vacation accrual.  The length of absence shall not be included in the calculation of continuous 
service. 
 
 Pro-Rata Vacation Policy #16 of March 13, 1986 is null and void with the effective date of this 
policy. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
References:   Massachusetts General Laws, G.L. c.149, Secs. 148-150 (Wage and Hour Law) 
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Leave Request 
and 

Authorization 
 
 

Employee Name: (please print) ___________________________________  Date: _____________________ 
 
Department / Division: __________________________________________________________________ 
 
 
I wish to take the following leave (please check): 
 
Bereavement    Jury Duty    Personal   
 
Compensatory    Military    Sick   
 
Family Sick    No Pay    Small Necessities   
 
Family/Medical Leave    Other    Vacation   
 
 
I wish to take this leave for the following date(s) / time(s): 
 
_____________________________________________________________________________________ 
 
_____________________________________________________________________________________ 
 
_____________________________________________________________________________________ 
 
 
Employee Signature: ________________________________________   Date: _____________________ 
 
 
Department Head Signature:  _________________________________  Date:  _____________________ 
 
 
 
For Leave Requests for Department / Division Heads only: 
 
HR Signature: ______________________________________________  Date:  _____________________ 





 
Town of Framingham 
Personnel 
Policy #26 
 

Personnel Records Policy 
 
 

Issue date: May 1, 2016 
Type of policy:  New (  ) Amendment (x) 
Effective date:  January 1, 2005 
 
Level: Department  (  ) Division  (  )           Town Wide  ( X) 
 
 

Policy Statement 
 
Employees whose positions are governed by Civil Service Law or collective bargaining 
agreement are subject only to those portions of this policy that are not specifically regulated by 
law or agreement. 
 
The existence of this policy does not represent a “contract” for employment between the 
employee and the Town. 
 

Policy Description 
 
The Town of Framingham will protect the privacy and confidentiality of its employees’ 
personnel files and the information contained therein while complying with Federal and State 
laws regarding those files. 
 
All Town of Framingham employees’ personnel, medical and benefit files will be kept and 
maintained by the Human Resource Department. 
 
Personnel files will include applications, evaluations, reports, records, action forms, letters and 
any document related to the individual’s employment. All medical information will be kept in a 
separate medical file. Benefit information including health, life and dental insurances will be 
kept in a separate benefit file. 
 
Employees will be notified within 10 days of the placement of any negative information into the 
employee’s personnel record. An employee will be notified within 10 days, of any information 



that is, has been used or may be used, to negatively affect the employee’s qualifications for 
employment, promotion, transfer, additional compensation or the possibility that the employee 
will be subject to disciplinary action. 
 
If an employee wishes to view his/her file(s), that request must be made in writing. Employee’s 
may review his/her personnel record on two separate occasions per calendar year. If negative 
information is placed in an employee’s file and he/she wants to review the personnel record, that 
occasion will not be counted against the employee’s right to two reviews of the personnel record 
in a calendar year. The “File Review Request Form” should be used for this purpose. The 
employee may review the documents within 5 days of the written request while in the presence 
of a Human Resource Department member. Copies of the file may be made and given to the 
employee if requested. 
 
Human Resource Department members, the Town Manager, attorneys or union representatives 
of the employee who have written authorization from the employee, the Department Head, Town 
attorneys or their agents representing the Town as well as third parties in response to a subpoena 
may view the personnel file. 
 
Employees of the Town, who receive requests for personnel information other than employment 
verification, even that which is public record, should refer such requests to the Human Resources 
Director or his/her designee. 



City of Framingham  Human Resources  Request ‐ Personnel File Review 

S:\Personnel Files (info, forms, reqs, etc)\Personnel File ‐ Request to Review form 2020.07.docx  Rev. 2020.07 

 
CITY of FRAMINGHAM 

REQUEST to REVIEW PERSONNEL FILE 
 
 
Employee Name: (please print) ______________________________________________________ 
 
Department: ___________________________ Date of Request: _________________________ 
 
 
 

I wish to review / copy my      Personnel      Medical      Benefits   file(s). (please check) 
 
I prefer to receive the file(s) as      Hard Copy (in an envelope)     or      PDF (via email)* 
 
* Please email the file to the following email address: _________________________________________ 
 
 
 
I have reviewed the City of Framingham policy regarding review of personnel files and will 
comply with its directives. 
 
______________________________________________________________________________ 
Employee Signature      Date 
 
 
 
 
I give          , as my attorney or union 
representative, permission to review my personnel file. I have reviewed the City of Framingham 
policy regarding review of personnel files and will comply with its directives. 
 
______________________________________________________________________________ 
Employee Signature      Date 
 
______________________________________________________________________________ 
Attorney or Union Representative Signature    Date 
 
 
 
 
** Please present valid photo identification (driver’s license) with this request in order for it to be 
processed. 





                            
Town of Framingham 
Personnel 
Policy #27  
 

Policy on Recruitment and Hiring 
 
 

Issue date: January 1, 2005 
Type of policy:  New ( x ) Amendment (  )   
Effective date:  January 1, 2005 
 
Level: Department  (  ) Division  (  )           Town Wide  (x)    
 
 

Policy Statement 
 

The Town of Framingham will, by policy and adherence to law, hire the most qualified 
candidates for vacancies within the Town.   
Employees whose positions are governed by Civil Service Law or collective bargaining 
agreement are subject only to those portions of this policy that are not specifically regulated by 
law or agreement. 
The existence of this policy does not represent a “contract” for employment between the 
employee and the Town. 
 
 
       

Policy Description 
 
After following the Policy on Personnel Requisition, if a position is approved for recruitment and 
hire, the Human Resource Department will post the position internally, on-line and, when 
appropriate, externally.  The posting shall be based upon the official job description, grade and 
current salary information and shall remain open for five working days.  If, at the close of the 
five-day period, there are a sufficient number of qualified applicants for interview, the posting 
will be closed.  If there are not a sufficient number of qualified applicants for interview, the 
posting will be extended.   
 
All resumes forwarded in response to the posting will be copied (unless number deems this step 
unreasonable) and forwarded to the Department Head or the Appointing Authority.  He/she will 
review the resumes and screen for matching qualifications and experience.  Qualifications will be 



measured as listed on an applicant’s resume in relation to the minimum qualifications listed on 
the job posting.  It may be the decision of the Town Manager to waive any requirements or 
substitute experience for degree qualification.  Candidates selected will be contacted and 
scheduled for interview.   
An interview committee will be convened, if deemed necessary by the Department Head and the 
Director of Human Resources.  Depending on the level of the vacant position, the committee 
may include up to six members.  This committee will meet, in advance of the interviews, to 
determine interview questions.   These questions must be used to interview all candidates.  There 
may be different follow-up questions for each candidate which focus on that candidate’s 
strength, experience, and weakness.  Interviews should be scheduled for one-hour intervals 
devoting forty-five minutes to the interview and fifteen minutes to discussion for the committee.   
If appropriate, candidates may be scheduled for second interviews.  Those candidates screened 
out and not selected to move forward in the process should be sent letters notifying them of non-
selection.  These letters may be sent out by the Human Resource Department.  Notify HR by 
sending the list of names and request the non-selection letter sent. References should be checked 
and documented on those candidates in the final round of interviews.  The Department Head may 
wish to conduct the second interview with one other supervisory staff member or Town 
Manager.  The full committee should not necessarily be involved in the final round of interviews. 
 
When a selection is made, the Human Resource Director should be consulted for assistance in 
making the final employment offer.  Once an offer has been made and accepted, the same offer 
must be made in writing, again, with the guidance of the Human Resource Director.  The offer 
should include date of hire, title, salary and entitlement to benefits. 
 
The new employee should be scheduled for orientation with the Human Resource Department.  
Prior to this date, the Department Head must forward a Human Resource Action Form to the 
Human Resource Department indicating a new hire to be placed on payroll.  The form should be 
signed by the Department Head and the Human Resource Director.  It should include pertinent 
personal information of the new employee as well as start date, title, salary and departmental 
budgetary identifiers.   
 
 
 
 
 
 



                            
Town of Framingham 
Personnel 
Policy #28 
 

Policy on Professional Memberships 
 
 

Issue date: January 1, 2005 
Type of policy:  New (x) Amendment (  )   
Effective date:  January 1, 2005 
 
Level: Department  (  ) Division  (  )           Town Wide  ( X)    
 

Policy Statement 
 
Employees whose positions are governed by Civil Service Law or collective bargaining 
agreement are subject only to those portions of this policy that are not specifically regulated by 
law or agreement. 
       

Policy Description 
 

All regular professional and management employees may join and participate in organizations 
and/or associations related to their municipal position.  The Town of Framingham, as the 
employer, may use discretion in determining the approval of the payment of dues and/or 
expenses as well as absence from the workplace associated with these memberships.  
Memberships approved should be limited to those created to encourage professional 
development for members and should be specific to the employee’s appropriate discipline.  
Attendances at conferences held by such organizations, which require absence from work must 
be approved, in advance, by the Division Head or Town Manager, as appropriate.. 
 
Subject to appropriation, Division Heads or Town Manager may authorize payment of 
registration fees, expenses, dues, and paid leave from work for attendance at in-state conferences 
held to promote the training, education, or the professional development of participants.   
Payment for travel or expenses for any activity or membership, which falls outside of the 
definition prescribed in this policy, must be approved by the Town Manager.  
 
Division Heads may authorize attendance at out of state conferences, which are not educational 
in nature.  In this case, employees are required to pay out of pocket for all expenses and are 
required to use accumulated leave time for the absence. 





 
 
 

 
 
 
AUTHORIZATION FOR ABSENCE/TRAVEL  
 
 
I, ___________________________________, request authorization to be absent from work to 
attend the conference/meeting described below.   
 
Name of Conference: _________________________________________________________ 
 
Sponsor: ___________________________________________________________________ 
 
Location: __________________________________________________________________ 
 
Date(s): ___________________________________________________________________ 
 
Cost: _____________________________________________________________________ 
 
Method of Travel: ___________________________________________________________ 
 
Accommodations: ___________________________________________________________ 
 
Comments: 
______________________________________________________________________________
______________________________________________________________________________ 
 
 
Signed: 
_________________________________________________________________________ 
Employee Name      Date 
 
Authorization  (circle one) Yes  No 
 
 
Division Head/Town Manager    Date   





                            
Town of Framingham 
Personnel Policy #29 
 

Policy and Procedures For The Elimination of Sexual Harassment 
In The Workforce 

 
 

Issue date:  
Type of policy:  New (X ) Amendment (  )   
Effective date:   
 
Level: Department  (  ) Division  (  )           Town Wide  ( X )    
 
 

Policy Statement 
 

This memorandum establishes the policy of the Town of Framingham regarding sexual 
harassment in the workplace by managers, supervisors, employees, vendors, contractors and 
members of the public who use “Town facilities.  This memorandum also describes examples of 
conduct that may constitute unlawful sexual harassment and sets forth a complaint procedure to 
be followed by persons who believe that they are victims of unlawful sexual harassment and/or 
retaliation due to a sexual harassment complaint. 
 

References 
 
 

Special Terms 
 
       

Policy Description 
POLICY 
 
The Town’s goal is to promote a workforce that is free of sexual harassment. The Town fully 
supports the rights of all persons to hold employment in or enjoy access to the Town of 
Framingham without suffering sexual harassment or discrimination. This policy applies to all 
phases of employment: including but not limited to recruitment, hiring, transfer, promotion, 
salary negotiations, training, and/or termination. Sexual harassment by managers, supervisors, 
employees, vendors, contractors and members of the public who use Town facilities is unlawful 
and will not be tolerated. Further, any retaliation against an individual who has complained about 



sexual harassment or retaliation against individuals for cooperating with an investigation of a 
sexual harassment complaint is similarly unlawful and will not be tolerated. 
 
DEFINITION OF SEXUAL HARASSMENT 
 
A. The legal definition of sexual harassment 
 
Sexual harassment is a form of sex discrimination that is illegal under both Title VII of the Civil 
Rights act of 1964 and Massachusetts General Laws chapter 151B, sections 3A and 4. These 
laws provide that unwelcome sexual advances, requests for sexual favors, and other physical or 
verbal conduct of a sexual nature constitute sexual harassment when: 

a. Submission to or rejection of such advances, requests or conduct is made, either 
explicitly or implicitly, a term or condition of an individual’s employment or for 
employment decisions affecting the individual; or 

 
b. Such advances, requests, or conduct have the purpose or effect of interfering with an 

individual’s work performance by creating an intimidating, hostile, humiliating or 
sexually offensive work environment. 

 
B. Examples of conduct that may constitute sexual harassment 
 
Sexual harassment does not refer to conduct or occasional complaints of a socially acceptable 
nature. It refers to behavior that is not welcome, that is personally offensive, and that fails to 
respect the rights of others. Sexual harassment occurs in a variety of situations that share a 
common element: the inappropriate introduction of sexual activities or comments into the work 
environment. 
 
The victim does not have to be the person at whom the unwelcome sexual conduct is directed. 
The victim may be someone who is affected by such conduct even though it is directed at 
another person. For example, the sexual harassment of one employee may create an intimidating, 
hostile, humiliating or offensive work environment for a co-worker. In addition, consensual 
sexual behavior in the workplace between two employees may be offensive to a third employee 
or result in favoritism that harms the third employee.  
 
Sexual harassment often involves relationships of unequal power. Such situations may contain 
elements of coercion, such as when compliance with a request for sexual favors become a 
criterion for granting privileges or favorable treatment on the job. However, sexual harassment 
may involve relationships among “equals”, such as when repeated advances or demeaning verbal 
comments by a co-worker towards another co-worker have a harmful effect on a person’s ability 
to perform his or her work. Sexual harassment can also involve employee behavior directed at 
non-employees or non-employee behavior directed at employees. 
 
While it is not possible to list all those additional circumstances that may constitute sexual 
harassment, the following are some examples of conduct which, if unwelcome, may constitute 
sexual harassment, depending upon the totality of the circumstances, including the severity of the 
conduct and its pervasiveness: 



 
 -repeated offensive sexual flirtation, advances, or propositions, 
 
 -continued or repeated verbal abuse or innuendo of a sexual nature 
 
 -uninvited physical contact such as touching, hugging, patting, or pinching 
 

-verbal comments of a sexual nature about an individual’s body or sexual terms         
  used to describe an individual, 
 
-display of sexually suggestive objects, pictures, or cartoons, 
 
-jokes or remarks of a sexual nature in front of people who find them offensive, 
 
-gossip regarding one’s sex life, comments about an individual’s sexual activity 
 
-prolonged staring or leering at a person, 
 
-making obscene gestures or suggestive or insulting sounds, 
 
-the demand for sexual favors accompanied by an implied or overt threat          
concerning an individual’s employment status or promises of preferential treatment, 
 
-indecent exposure 
 

C. Dispelling common myths about harassers and victims 
 
Contrary to popular belief, sexual harassment is not limited to prohibited behavior by a male 
employee towards a female employee or by a supervisory employee towards a non-supervisory 
employee. Sexual harassment can be found in any of the following less “traditional” situations: 
 

1. A man as well as a woman may be the victim of sexual harassment, and a woman as 
well as a man may be the harasser. 

 
2. The harasser does not have to be the victim’s supervisor. He or she also may be a 

supervisory employee who does not supervise the victim, a co-worker, or, in some 
circumstances, a non-employee such as a member of the public who uses Town 
facilities. 

 
3. The victim does not have to be of the opposite sex from the harasser. 

 
       4.   Sexual harassment does not depend on the victim’s suffering an economic                                            

      injury, such as losing promotion, as a result of the harasser’s conduct. As the                            
      examples of improper conduct listed above show, sexual harassment can  
      occur whenever unwelcome conduct of a sexual nature creates an     
      intimidating, hostile, humiliating or offensive work environment. 



 
IV. EMPLOYEE, SUPERVISOR AND MANAGER RESPONSIBILITIES 
 
Each employee, supervisor and/or manager of the Town is personally responsible for ensuring 
that his or her conduct does not sexually harass any other employee or non-employee in the 
workforce. Each employee, supervisor, and manager is responsible for cooperating in any 
investigation of alleged sexual harassment if requested to do so by the person conducting the 
investigation. 
 
Supervisors, managers or department heads who become aware of instances of sexual 
harassment in their departments, even in the absence of a formal complaint, should notify the 
Human Resources Director. 
 
V. ADMINISTRATION OF POLICY 
 
The Town of Framingham shall administer this policy and accompanying procedures in the 
following manner. 
 
A. The Human Resources Department shall identify at least two investigators, one of whom 

shall be the Affirmative Action Officer. At all times there will be a female and male 
investigator. 

 
B. All such investigators shall be trained in sexual harassment investigatory techniques. Such 

training shall include interviewing techniques and conflict resolution. 
 
VI. SEXUAL HARASSMENT COMPLAINT PROCEDURES 
 
If any employee believes that he or she has been subjected to sexual harassment, the employee 
has a right to file a complaint with the Human Resources Department. This may be done in 
writing or orally. 
 
To file a complaint you must contact: 
 
 Dolores Hamilton      
 Human Resources Director     
 Human Resources Department   
 Memorial Building     
 150 Concord Street     
 Framingham, MA 01702    
 (508) 532-5490            
 
Confronting the harasser directly may be too intimidating or uncomfortable, particularly when 
the harasser is an immediate supervisor.  If you feel you are unable to confront the harasser you 
should report directly to the Human Resources Director. 
 
  



-Firmly confront whoever is doing the harassing. 
 
 -State that his/her conduct offends, intimidates, and/or embarrasses you 
 
 -Describe how the harassment negatively affects your work. 
 
 -Request that he or she stops the conduct immediately 
 
 -Say things like: 
 
 “Please don’t touch me. I don’t like it. It makes me feel uncomfortable.” 
 

“I don’t think jokes like that are funny. Please don’t tell them when I’m in the room.” 
 
“I’d like it much better if you’d comment on the quality of my work rather than the way I 
look.” 
 
“My name is _________, not Honey.” 

 
Supervisors, managers or department heads who become aware of instances of sexual 
harassment in their departments, even in the absence of a formal complaint, should immediately 
notify the Human Resources Director. 
 
VII. SEXUAL HARASSMENT INVESTIGATION 
 
When the complaint is received, the allegation will be investigated promptly in a fair and 
expeditious manner. The investigation will be conducted in such a way as to maintain 
confidentiality to the extent practicable under the circumstances. The investigation will include a 
private interview with the person filing the complaint and the witnesses. The investigator will 
also interview the person alleged to have committed sexual harassment. 
 
When the investigation is complete, the Human Resources Director will, to the extent 
appropriate, inform the person filing the complaint and the person alleged to have committed the 
sexual harassment. 
 
If it is determined that inappropriate behavior has occurred, the Human Resources Director will 
act promptly to eliminate the offending conduct, and, where appropriate, recommend disciplinary 
action to the Appointing Authority. 
 
VIII. DISCIPLINARY ACTION 
 
Please note that while this policy sets forth the Town’s goals of promoting a workplace that 
is free of sexual harassment, the policy is not designed or intended to limit the Town’s 
authority to discipline or take remedial action for workplace conduct which the Town 
deems unacceptable, regardless of whether that conduct satisfies the definition of sexual 
harassment.   



 
A. If an investigation of a complaint of sexual harassment reveals that an employee, supervisor, 

manager or department head has engaged in conduct constituting sexual harassment, 
disciplinary action will be taken. The disciplinary action taken will depend upon the 
seriousness of the violation. Such action may range from counseling to termination from 
employment. 

 
B. Any employee, supervisor, manager or department head who prevents an individual from 

making a complaint of sexual harassment, or who fails to cooperate with or interferes in any 
way with the investigation of such complaint, will be subject to disciplinary action. 

 
C. Any employee, supervisor, manager or department head who retaliates or discriminates in 

any way against an individual who makes a complaint of sexual harassment or assists in the 
investigation of such complaint will be subject to disciplinary action. 

 
D. Disciplinary action will be taken in accordance with applicable collective bargaining 

agreements. 
 
E. Any non-employee found to have committed an act of sexual harassment may be removed 

from Town premises, or other appropriate action, including the filing of criminal charges, 
may be taken. 

 
F. Any employee subjected to sexual harassment has available civil and criminal remedies as 

well as a cause of action for sex discrimination under Title VII of the Civil Rights Act of 
1964. 

 
VIX. STATE AND FEDERAL REMEDIES 
 
In addition to the above, if you believe you have been subjected to sexual harassment, you may 
file a complaint with either or both of the government agencies set forth below. Using the 
Town’s complaint process does not prohibit you from filing a complaint with these agencies. 
 
a. The United States Equal Employment Opportunity Commission (EEOC) 

1 Congress Street – 10th Floor 
Boston, MA 02114 
(617) 565-3200 
   

b. The Massachusetts Commission Against Discrimination (MCAD) 
One Ashburton Place 
Boston, MA 02108 
(617) 727-3990 

 
 
 



                            
Town of Framingham 
Personnel 
Policy #30 
 

Policy on Smoking in the Workplace 
 
 

Issue date: January 1, 2005 
Type of policy:  New ( x ) Amendment (  )   
Effective date:  January 1, 2005 
 
Level: Department  (  ) Division  (  )           Town Wide  (X )    
 
 
 

Policy Description 
 
In accordance with the Massachusetts Smoke Free Workplace Law, smoking is prohibited in the 
Town of Framingham work sites.  Smoking is not permitted anyplace considered a Town of 
Framingham worksite, including all common work areas, elevators, hallways, Town vehicles, 
restrooms, eating areas, conference and meeting rooms, offices and all other enclosed or outdoor 
areas of the workplace.   
 
Each Town Building has designated an outdoor smoking space.  This space is physically 
separated from the enclosed workplace and is a place where smoke does not migrate into the 
enclosed workplace.  Fire safe waste receptacles will be available at these locations. 
 
Smoking breaks may only be taken in accordance with the Town of Framingham policy on hours 
of work.   
 





 
Town of Framingham 
Personnel 
Policy #31 
 

Educational Tuition Reimbursement Policy 
 

Issue date:  January 1, 2015 
Type of policy:  New (  ) Amendment (x) 
Effective date:  January 1, 2015 
 
Level: Department  (  ) Division  (  )           Town Wide  ( X ) 
 

Policy Statement 
 

Employees whose positions are governed by Civil Service Law or collective bargaining 
agreement are subject only to those portions of this policy that are not specifically regulated by 
law or agreement. 
Availability of Tuition Reimbursement funds is subject to budgetary appropriation annually. 
The existence of this policy does not represent a “contract” for employment between the 
employee and the Town. 
 

Policy Description 
 
All regular full time Town of Framingham employees may receive up to $900.00 in educational 
reimbursement for a bachelor’s level course, $1100.00 for a graduate level course, per fiscal 
year, upon successful completion of a pre-approved course which must be part of a degree 
program and/or related to your field of employment with the Town. The money may be applied 
to tuition, fees, books and registration. 
 
A “Request for Course Approval” form (attached) must be filed with the Human Resource 
Department prior to starting in the course. The form must be signed by both the Department 
Head and the Human Resource Director indicating approval of the course. When authorization 
has been completed, a copy of the signed form will be returned to the employee so that he/she 
may begin the registration process. 
 
Employees must receive a “B” grade or higher in an undergraduate class and a “B” grade or 
higher in a graduate level course in order to receive reimbursement. Proof of payment, copy of 
credit card bill, receipt or cancelled check along with an official grade report must be submitted 



to the Human Resource Department within thirty (30) days of completing the class. The Director 
of Human Resources must approve any exceptions to this timeline. 



City of Framingham  Human Resources  Request 

S:\Tuition Reimbursement\Tuition Reimbursement Request and Approval form 2020.docx  rev 2020.07 

 
 

EDUCATIONAL INCENTIVE TRAINING 
Request and Authorization 

 
Request is hereby made for: 
 
Employee Name:              Department:             
 
Job Title:                Date of Request:           
 
Name of College/University/Accredited Agency: 
 
                           
 
Location/Campus:                         
 
Course Title:                           
 
Course Number:            Number of Course Credits:           
 
Course Description:                         
 
                           
 
                           
 
Starting and Ending Dates of Course:                   
 
Graduate or Undergraduate:              Cost of Course:         
 

************************************************************************************* 
 
                           
Employee’s Signature            Date 
 
                           
Department Head’s Signature          Date 
 
                           
Human Resources Department Head’s Signature     Date 





 
 
 
Town of Framingham 
Personnel 
Policy #32 
 
 

Policy and Procedures for Workers’ Compensation 
 
 

Issue date: July 1, 2005 
Type of policy:  New (  ) Amendment (x ) 
Effective date:  July 1, 2005 
 
Level: Department  (  ) Division  (  )           Town Wide  ( x ) 
 
 

Policy Statement 
 
Town of Framingham is committed to providing a work environment that is safe for all 
employees. If a work related injury occurs, the procedures and guidelines contained within must 
be followed to insure compliance. It is the Town’s desire to assist all employees in receiving 
wage replacement benefits and medical treatment for any work related injury. In order to be 
considered a work-related injury, an injury that arise out of and in the course of their 
employment during working hours. 
 
This policy applies to all Town employees excluding public safety employees (police officers 
and firefighters). Employees whose employment is regulated by bargaining agreement are 
subject only to those portions of this policy which are not specifically governed by law or 
agreement.  
 

References 
 

 Massachusetts General Law, Chapter 152. 
 
 

Special Terms 
 

 



 
Policy Description 

 
IF AN INJURY DOES OCCUR 

 
The first priority after an accident or injury occurs is to assure that the employee involved receives 
the necessary medical treatment. If medically appropriate, 9-1-1 should be called immediately.  
Employees with life threatening work related injuries should be taken to the nearest Emergency 
Room at the hospital. After an employee is released from the emergency room, employees must 
schedule an appointment with the Town’s Medical Provider. Otherwise, injured employees who 
are not ambulatory should seek treatment from the Town’s Medical Provider. If an injury occurs 
outside of the Town’s Medical Provider’s hours, treatment should be sought at the Emergency 
Room or Urgent Care Center at the hospital. The supervisor must place a call to the Town’s 
Workers Compensation Coordinator to report work related injuries when an employee has gone 
to the emergency room. When an employee sees a doctor or other health-care professional, make 
sure to inform them that you are seeking treatment for a work-related injury. 
 
 
Clinic: AFC Urgent Care 
 945 Worcester Street 
 Route 9 Westbound 
 Natick, MA 01760 
 Phone: 508-650-6208 
 
 AFC Urgent Care 
 42 Boston Post Road West or West Main Street 
 Marlborough, MA 01752 
 Phone: 508-658-0764 
 
Hospital: MetroWest Medical Center 
 Framingham Union Hospital 
 115 Lincoln Street 
 Framingham, MA 01701 
 Phone: 508-383-1000 
 
Town Medical Provider:  Please contact Human Resources for name and location or see notice 
 

REPORTING THE ACCIDENT   
 
An employee injured on the job must report the injury to their supervisor and fill out an accident 
report as soon as possible. (Attachment A). The accident report begins the claims process and 
should be done immediately. Supervisors must complete all sections of the Supervisor’s accident 
investigation report. (Attachment B). Fill out the forms as completely as possible. Missing 
information can cause delays in processing of the claim. Be as specific as possible when 
describing how the accident occurs, the nature of injury and body parts injured. This will help the 



Town properly investigate the claim, make a fair determination of benefits and rectify any unsafe 
condition. 
 
The accident reports must be submitted to the Workers’ Compensation Agent, in the Human 
Resources Department located in the Memorial Building, 150 Concord Street, Room B-7, 
Framingham, MA 01702. This accident report must be delivered to the Human Resources 
department within 24 hours of the injury. Failure to complete these forms promptly could result 
in the Town being fined by the Department of Industrial Accidents for a late filing as well as 
possibly jeopardizing an employee’s right to receive benefits. 
If the employee is unable to fill out the accident report due to the injury the supervisor is 
responsible for filling out the accident report and submitting it to the Workers’ Compensation 
Agent in the Human Resources Department in a timely manner. 
 
 
The Human Resources Department will not be able to process medical bills or lost wages 
without an accident report. 
 
 
It is the responsibility of the supervisor to report all work related injuries to the 
Workers’ Compensation Agent immediately. Failure to report injuries may result 
in disciplinary action. 
 

LOST TIME FROM WORK 
 
Each department will designate an employee who will communicate any and all lost time to the 
Workers’ Compensation Agent. 
 
Once the employee is absent five (5) days, and said employee will be out of work as determined 
by the Town’s Medical Care Provider with the appropriate documentation for a longer period of 
time, the employee will be placed on Workers’ Compensation benefits in accordance with MGL 
Chapter 152. These five days will be paid out of the employee’s accrued sick leave benefit. If the 
employee remains out of work for a continuous twenty-one (21) days, those five days will be 
reinstated to the employee’s leave bank. 
 
The employee will receive a letter from the Workers’ Compensation Agent outlining the process 
and detailing the administration of benefits. A notification from the Town’s Workers’ 
Compensation Agent and a guide to the Massachusetts Workers’ Compensation System will also 
be sent. 
 
Once placed on Workers’ Compensation benefits, the employee will receive 60% of their 
average weekly wage. The average weekly wage is calculated by taking the gross wages from the 
preceding twelve months and then dividing that by fifty-two. This 60% portion is not taxable 
which will be reflected on the employee’s paycheck. 
 
In accordance with MGL Chapter 152 the employee may supplement 40% of their regular 
weekly wage with benefit leave (e.g., sick, vacation or personal leave).The 40% supplement is 



taxable and will be reflected on the employee’s paycheck. To receive the supplement you must 
complete and sign the Workers’ Compensation Wage Supplement Request Form and submit to 
the Workers’ Compensation Officer. (Attachment C) 
 
Workers’ Compensation checks will be mailed to employees. 
 
 
 

FAMILY AND MEDICAL ACT OF 1993 
 

In accordance with the Family Medical Leave Act of 1993 (FMLA), your Workers’ 
Compensation and FMLA entitlement of 12 weeks will run concurrently. 
 
 
 
 
 

 
HEALTH AND LIFE INSURANCE DEDUCTIONS 

 
If the employee is expected to be on workers’ compensation for less than a month, the employee 
must make payment for the insurance premiums on the date of the deduction would have been 
made, had the employee been paid wages (e. g. each Friday). 
 
If the employee is on workers’ compensation for more than one month, the employee must make 
payment for insurance premiums at least one month in advance of coverage. 
 
Payment should be made by check payable to the Town of Framingham and mailed to the 
Human Resources Department, Benefits Office, Memorial Building, 150 Concord Street, Room 
B-7, and Framingham, MA 01702. Payment must be received regularly and in the manner 
described or your coverage’s will be cancelled in accordance with the Town of Framingham 
Direct Pay Policy. 
 

BENEFIT LEAVE 
 
Employees who are receiving Workers’ Compensation payments shall not accrue earned leave 
(e.g., sick or vacation leave) during the period in which the workers’ compensation is paid, 
except as otherwise provided in a collective bargaining agreement.  

 
MEDICAL APPOINTMENTS 

 
Employees must attend all medical appointments. Employees who do not attend scheduled 
appointment will be assessed a $50.00 fee. 
 

RETURN TO WORK 
 



Once the employee has medical clearance to return to work, the employee must provide a copy 
of that medical documentation to the Worker’s Compensation Agent. The Workers’ 
Compensation Agent will issue a letter to the employee approving the return to work status. No 
employee should report to work without written authorization from the Workers’ Compensation 
Agent. 
 
 
 
 
 
 
Supervisors who fail to comply with this directive by allowing an employee to 
return to work with out written authorization from the Workers’ Compensation 
Agent may result in disciplinary action. 
 

 
INSURER 

 
The Town of Framingham is self-insured for Workers’ Compensation, which means that we are 
directly responsible for all medical bills and payment for lost wages due to a work related injury. 
 





General Workers Compensation Claim Questions and Answers Town of Framingham 
Workers Compensation Coordinator, Rich Lamb 508-532-5494 

Q: What is workers compensation? 

A: Workers compensation is a state regulated system which provides benefits designed to help 

you if you are injured on the job or develop a work-related illness. The benefits typically pay 

for your medical treatment and/or a portion of your lost earnings (60% of your average weekly 

gross wages) if you are unable to work due to your injury or illness. Generally checks are sent 

2-4 weeks after your injury or illness.  

Q: Who do I contact if I have questions about workers compensation or its benefits? 

A: You should contact the Town Workers Compensation Coordinator. (508-532-5494) 

Q: Do I receive any benefits from workers compensation? 

A: If it is determined that your work-related injury or illness claim is compensable under 

Massachusetts Workers Compensation laws, you are entitled to receive weekly compensation 

and medical treatment. Workers compensation helps protect your income by replacing a 

portion of your lost earnings should you lose time from work because of your work-related 

injury or illness. Also, workers compensation pays the medical bills associated with treatment 

for your injury so you will have no out of pocket costs.    

Q: Who pays for Medical Treatment or Lost Wages? 

A:  The Town of Framingham has workers compensation insurance to cover lost wages and 

medical bills. In any event, there is no cost to you. If it is determined that your claim is 

compensable, and depending upon the  Massachusetts’s  Workers Compensation System, the 

benefits may cover related medical bills, a portion of lost earnings, mileage reimbursement for 

driving to your medical appointments and elsewhere, prescriptions related to you injury, and 

other related expenses. The Town Workers Compensation Coordinator can provide answers to 

your questions regarding specific benefits you may be entitled to.  

Q: Can I see my own doctor or change the doctor I am treating with? 

A: You may see your own doctor for treatment or change your treating physician depends on 

the rules and regulations. You should speak to the Town Occupational Nurse or Town Workers 

Compensation Coordinator to discuss whether treatment with your personal doctor will be 

approved. 



Q: What do I need to return to work? 

A: You need a medical release from your treating doctor to return to work. You should return 

to work as soon as you have been given this release and should provide the Return to Work 

Medical Release to your supervisor. It is important to stay in contact with your supervisor and 

or Workers Compensation Coordinator throughout the claim process and during recovery, even 

when you are disabled from work.  

Q: What happens when I return to work? 

A: Your employer may return you to your current assignment if your doctor releases you to 

return to work without any medical restrictions. If you are given medical restrictions by your 

doctor, you should immediately contact your supervisor to determine if there is an alternate 

job within your medical restrictions that you may do on a temporary basis until a doctor 

releases you to work without restrictions. 

Q: Can I ask my employer to do another job if my doctor said I am unable to do my 

current job? 

A: You may ask your supervisor to perform an alternate job until you are well enough to return 

to your original position, providing your doctor has released you to return to work with medical 

restrictions. 

Q: What do I do if I receive a bill from a treating doctor, medical clinic or collection 

agency? 

A:  Send all Bills to: Human Resources Department Workers Compensation Coordinator 150 

Concord Street Room B7 Framingham, MA. 01702 Fax # 508-532-5497. You should have no 

out of pocket expense. 

NOTE: 

Massachusetts Workers’ Compensation provides that a person injured on the job must 
miss 5 calendar days before becoming entitled to workers’ compensation benefits 
which are payable as of the 6th day, and not before. If a person is out of work due to 
an industrial accident for more than 21 days, then the insurer is required to pay for 
the first 5 days. If an injured work misses more than 5, but less than 21 days, then 
payment is made only for the days missed after the fifth day. 
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City of Framingham 
150 Concord Street 

Framingham MA 01702 
 
 

Supervisor’s Accident Investigation Report 
Please Type or Print Please Type or Print 

Employee Name (Last, First, M.I.): Job Title: Department:  
 

Date of Injury: 
 
       /           / 
 

Description of the Accident: 

Cause of the Accident:  

Recommendations to Prevent Reoccurrence: 

What specific action has been taken to prevent a similar accident: 

Additional Comments: 

Employee Signature:                                                                                      Date:                          /               / 

Supervisor’s Signature:                                             Title:                           Date:                          /               / 

 
Supervisor’s should complete immediately and submit to the Human Resources Department. 

 
All sections/questions on this form MUST be completed. 

Human Resources 
Room B-7 

(508) 532-5494 
fax (508) 532-5497 





S:\Workers Comp & Safety\Accident forms\Accident Form (Employee's) 2020.07.docx  rev 2020.07 

City of Framingham 
150 Concord Street 

Framingham MA 01702 
 
 

Accident Report 
Please Type or Print Please Type or Print 

Employee Name (Last, First, M.I.): Home Telephone #:  

(        )          -      

Social Security #: 

                  -                     -    

Home Address (#, Street, City, State, Zip): 
 
 

Marital status:   [    ] Married  [    ] Single  

 Sex:   [    ] Male  [    ] Female 

 Number of Dependents: 

 Date of Hire:  
             /            /      

Date of Birth: 
        /           / 

Department/Division: Regular Occupation: 

Date of Injury: 

            /            /   

Time: 

[    ] AM  [    ] PM 

First Day of Disability:  (Date) 

              /                / 

Injured On Employer Premises? 
   [    ] Yes  [    ] No 

Source of Injury (What caused the injury): 

Briefly Describe How Injury/Exposure Occurred and Body Part(s) involved: 
 
 
Person to Whom Injury was Reported (name & title): Date Reported: Date Reported as Work Related: 

What Was The Nature of The Injury? (i.e., Sprain, Bruise, Cut) What Parts of The Body Were Injured? 

Was There Any Witness To The Accident or Injury?   [    ] Yes  [    ] No      If Yes, give name and address?                                  
 

Did You Receive Medical Care Due To Your Injury?   [    ] Yes  [    ] No 
 
If Yes, By Whom?                                                                  Where? 

Have You Returned to Work?   [    ] Yes  [    ] No                                    Date Returned:            /            / 
Have you Returned to your regular occupation?   [    ] Yes  [    ] No     Date Returned:            /            / 
Employee’s Signature:                                                                                  Date:                            /            / 

Supervisor’s Name (Printed) and Signature:                                              Date:                          /             / 

 
All Employees must fill out an accident report for any injury or incident which occurs while in the course of their employment 
with the City of Framingham. All reports should be filled out immediately if possible. They should be signed by the supervisor 
and returned to the Human Resources Department.  
 

All sections/questions on this form MUST be completed. Incomplete forms will only delay the processing of claims. 

Human Resources 
Room B-7 

(508) 532-5494 
fax (508) 532-5497 









                            
Town of Framingham 
Personnel Policy #33 
 

Request for Personnel Policy 
 
 

Issue date: September 24, 2001 
Type of policy:  New ( ) Amendment (  )   
Effective date:  September 24, 2001 
 
Level: Department  (  ) Division  (  )           Town Wide  ( X )    
 
 

Policy Statement 
 

The Human Resource Department is responsible for monitoring the fair and equitable treatment 
of all current and prospective employees.  The department has the primary responsibility of 
coordinating the recruitment, screening, and hiring of new employees.  The personnel requisition 
policy and procedure ensures communication between affected parties, necessary record keeping, 
compliance with applicable local, state and federal law and the employment of personnel as 
replacements or new employees, as well as provides proper controls on employee complements.   

References 
The Town of Framingham, Human Resources Department, Request for Personnel 
 

Special Terms 
Requisition is the act initiating the employment process and refers to the Request for Personnel 
Form. 
       

Policy Description 
 
The employment function is centralized in the Human Resources Department.  HR works closely 
with all other departments in filling open positions. 
Individual requisitions will be used for each position to be filled. 
 

1. When an opening exists or is contemplated, the Division or Department Head will 
complete a requisition and forward it to the Human Resource Director. 

2. The Human Resource Director will review the requisition for conformance to established 
Town policies and by-laws, government regulations, applicable collective bargaining 
agreements and salary ranges.  If the information is not clearly understood or is 



nonconforming, the Human Resource Director will contact the Division or Department 
Head for clarification or revision.  A decision will be made regarding the requisition 
within three (3) business days.  It will then be forwarded to the Chief Financial Officer. 

3. The Chief Financial Officer will review the requisition to ensure that there is adequate 
funding to full the position. The Chief Financial Officer will have three (3) business days 
to render a decision and forward the requisition to the Town Manager for approval or 
disapproval. 

4. The Town Manager, the appointing authority, will have three (3) business days to render 
a decision and forward the requisition to the Human Resource Department. 

5. The Human Resource Department will notify and send a copy of the requisition form to 
the affected department upon receipt from the Town Manager. 

 
• If the requisition is denied, the position will not enter the recruitment and 

selection process. 
• Once a requisition is approved, the Human Resource Director will commence the 

recruitment and selection process. 
 
If no recruitment or selection action by the requesting department is taken on an approved 
requisition within a 30-day period, a new Request for Personnel form must be completed and 
forwarded to the Human Resource Director, and the process will be re-initiated. 
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CITY OF FRAMINGHAM 

 
Alcohol and Drug 

 
Policy Number: 34 

 
 

Policy Number: # 34 Effective date: April 1, 2006 
Revision Date: July 1, 2020 Supersedes: April 1, 2006 
Type of policy: New (  )  Amendment (x) Total Pages: 8 
Level: Department (  )  Division (  )  City Wide (x) 
 
 
Policy Statement: 
 
The City of Framingham has a strong commitment to its employees to provide a safe work place 
and to establish programs promoting high standards of employee health. Consistent with the 
spirit and intent of this commitment, the City of Framingham has established this policy 
regarding drug and alcohol use or abuse. Our goal will continue to be one of establishing and 
maintaining a work environment that is safe and free from the effects of alcohol and drug use. 
 
While the City has no intention of intruding into the private lives of its employees, the City does 
expect employees to report for work in condition to perform their duties. The City recognizes 
that employee off-the-job involvement with drugs and alcohol can have an impact on the work 
place and on our ability to accomplish our goal of an alcohol and drug-free environment. 
 
Policy Description: 
 
A. General: 

 
1. The illegal use, sale or possession of narcotics, drugs, or controlled substances while on 

the job or on City property is an offense warranting discharge. Any illegal substances will 
be turned over to the appropriate law enforcement agency. 

 
2. Employees who are under the influence of alcohol or narcotics, drugs or controlled 

substances, either on the job or when reporting for work, or who possess or consume 
alcohol or drugs during work hours have the potential for interfering with their own, as 
well as their co-workers’ safe and efficient job performance. Consistent with existing 
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City of Framingham policies and practices, such conditions will be proper cause for 
administrative action up to and including termination of employment. 

 
3. Off-the-job illegal drug activity which could adversely affect an employee’s job 

performance or which could jeopardize the safety of other employees, the public, or City 
property or equipment is proper cause for administrative or disciplinary action up to and 
including termination of employment as additionally provided for in the Omnibus 
Transportation Act of 1991. In deciding what action to take, management will take into 
consideration the nature of the charges, the employee’s present job assignment, the 
employee’s record with the City and other factors relative to the impact of the employee’s 
arrest upon the conduct of City business. 

 
4. Some of the drugs which are illegal under federal, state or local laws include, among 

others, marijuana, heroin, hashish, cocaine, hallucinogens and/or depressants not 
prescribed for current personal treatment by a licensed physician. 
 

5. Employees are expected to follow any directions of their health care provider concerning 
prescription medications, and must immediately notify their supervisor if any prescription 
drug is likely to have an impact on job performance and safety. In addition, notification 
must be given at the time of any testing or screening as to any drugs or medicine being 
taken. 

 
6. Any employee, while on City property or during that employee’s work shift who 

consumes or uses, or is found to have in his or her personal possession, in his/her locker 
or desk or other such repository, alcohol or drugs which are not medically authorized or 
is found to have used or to be using such alcohol or drugs, will be suspended 
immediately, without pay, pending further investigation. If use or possession is 
substantiated, disciplinary action, up to and including discharge, will be imposed. Second 
violations will result in discharge. 
 

7. Any employee who voluntarily requests assistance in dealing with a personal drug 
addiction or alcohol problem may participate in the Employee Assistance Program (EAP) 
without jeopardizing his or her continued employment with the City of Framingham. 
Because the program is being offered confidentially, an employee may utilize the 
program without the City’s knowledge. If an employee chooses to notify the City or 
request assistance from the City regarding an alcohol or drug problem, that notice or 
request will not jeopardize his or her continued employment, provided the employee 
stops any and all involvement with the substance being abused, and maintains adequate 
job performance. While the EAP is a valuable source in dealing with personal problems, 
participation in the program will not prevent disciplinary action for a violation of this 
policy. 
 

8. This statement is to clarify the City of Framingham’s operational stance and to provide 
for prompt effective reaction to any alcohol or drug related situation which has or could 
have any impact on operations. It does not alter in any way the policy of assisting 
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employees in securing proper treatment or extending the coverage of the health benefits 
plan as indicated for problem drinking, alcoholism, or other drug dependencies. 

 
B. Omnibus Transportation Employee Testing Act of 1991:  Testing for Drugs and 

Alcohol 
 
It is the policy of the City of Framingham to comply fully with the Rules issued by the US 
Department of Transportation under the 1991 Omnibus Transportation Employee Testing Act 
dealing with limitations on alcohol and drug use by transportation workers, drug and alcohol 
testing of such workers and the reporting/record-keeping requirements relative to such 
testing. The Rules found in 49 C.F.R. s382.100 et seq. apply to all interstate and intrastate 
truck and motor coach operators, including, but not limited to school bus drivers and all City 
employees with commercial driver’s licenses. 
 
The following conduct is prohibited: 
 

• Reporting for duty or remaining on duty requiring the performance of safety-sensitive 
functions with a breath/blood alcohol content of 0.04 percent (or higher) 

• Use of alcohol within the four (4) hours prior to performing a safety-sensitive 
function like driving 

• Use of alcohol on the job 
• Use of alcohol during the eight (8) hours following an accident or until tested 
• Possession of any medication or food containing alcohol while driving a vehicle 
• Refusal to take a required test 
• Use of controlled substances on or off duty unless a doctor has prescribed the 

controlled substance and the doctor has informed the employee that the substance 
does not adversely affect the employee’s ability to operate a vehicle safely and 
provided that the employee is using the medication as prescribed and is not misusing 
the substance 

 
C. Procedures:  Alcohol and Drug Testing Pursuant to 49 C.F.R. s382.100 et seq. 
 

Types of Tests. The following tests are required: 
 
1. Pre-Placement Testing for Controlled Substances and Alcohol: All applicants for 

employment in covered positions, or candidates for transfer or promotion to such 
positions, as well as those covered employees returning from layoff, are subject to 
screening for use of alcohol or controlled substances. All applicants who test positive for 
either drugs or alcohol will not be offered employment, promoted or returned to service 
with the City of Framingham. 

 
2. Post-Accident: All covered employees shall be tested for alcohol and drugs after an 

accident under the following conditions: When the accident has involved a fatality; or 
when the accident has resulted in an injury to any party involved in the accident that 
requires immediate treatment away from the scene of the accident; when the accident 
results in a citation being issued to the employee, when the accident  caused significant 
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property damage, or when the circumstances preceding the occurrence of an accident are 
inexplicable to a supervisor. 

 
Tests for alcohol use should be conducted within two (2) hours, but in no case more than 
eight (8) hours since the accident, while tests for controlled substances shall be conducted 
within thirty-two (32) hours of the accident. Employees must refrain from all alcohol and 
controlled substance use until the tests are complete. Employees are obligated to 
cooperate in such testing or will be deemed to have refused to take the test and will be 
treated as a positive test result. It is the employee’s responsibility to make him/herself 
available for testing. 

 
Generally, the employee will be accompanied to/from the testing site by a City of 
Framingham employee/supervisor. If the employee tests positive on the alcohol test, 
he/she is not allowed to drive back home or to the workplace. If not accompanied by a 
City of Framingham employee or supervisor, the employee shall call, or have called for 
him/her, a supervisor to arrange for transportation. The employee will immediately 
suspended without pay until further action is taken in accordance with this policy. 

 
3. Reasonable Suspicion: An employee shall be tested when a supervisor or manager 

observes behavior, speech, appearance or odor that leads to a reasonable suspicion that 
the employee has violated Numbers 1-7 of Section II of the guidelines or has been or is 
using controlled substances without a doctor’s prescription. In the case of alcohol use, the 
observation shall be made during, preceding or after the workday. No such limitations are 
placed on observations for impermissible use of controlled substances. Tests for alcohol 
use shall be conducted within two (2) hours, but in no case more than eight (8) hours, 
after the observation is made. If a test cannot be administered, the driver must be 
removed from performing safety sensitive duties for at least 24 hours. 

 
4. Random: Employees shall be tested for the use of alcohol and controlled substances on a 

random, unannounced basis just before, during or after performance of safety sensitive 
functions for alcohol or at any time for controlled substances. Each year, the number of 
random alcohol tests conducted by the City must equal at least 25% of all the covered 
employees. Random drug tests conducted by the City must equal at least 50% of all 
covered employees. 

 
5. Return to Duty and Follow-Up: An employee who has violated the prohibited alcohol or 

drug standards shall be tested for alcohol and/or drug use prior to his/her return to 
performing safety sensitive duties. Follow-up tests are unannounced and at least six (6) 
tests must be conducted in the first twelve (12) months after an employee returns to duty. 
The City of Framingham agrees to bear the expense of the six (6) follow-up tests. Follow-
up testing may be extended for up to sixty (60) months following the return to duty. 

 
D. Conducting Tests: 
 

1. Alcohol: Department of Transportation (DOT) rules require breath testing using 
evidential breath- testing (EBT) devices. Two breath tests are required to determine if a 
person has a prohibited alcohol concentration. A screening test is conducted first.  Any 
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result less than 0.02 alcohol concentration is considered a “negative” test. If the alcohol 
concentration is 0.02 or greater, a confirmation test must be conducted. Refusal of an 
employee to complete and sign the breath alcohol testing form shall be deemed to be a 
refusal to test. In addition, blood alcohol testing can be used in reasonable suspicion and 
post-accident testing where an evidentiary breath testing device is not available or where 
an employee is not capable of producing adequate breath.  
 

2. Drugs: Drug testing is conducted by analyzing an employee’s urine specimen, and must 
be conducted through a U.S. Department of Health and Human Services certified facility. 
Specimen collection procedures and chair of custody requirements ensure that the 
specimen’s security, proper identification and integrity are not compromised. DOT rules 
require a split specimen procedure. Each urine specimen is subdivided into two bottles 
labeled as primary and split. Both bottles are sent to the laboratory. Initially, only the 
primary specimen is opened and used for the urinalysis. The split specimen remains 
sealed at the laboratory. If the analysis of the primary specimen confirms the presence of 
illegal controlled substances, the driver has seventy-two (72) hours to request that the 
split specimen be sent to another DHHS certified laboratory for analysis. 
 
Testing is conducted using a two-stage process. First, a screening test is performed. If the 
test is positive for one or more of the drugs, a confirmation test is performed for each 
identified drug. Sophisticated testing requirements ensure that over-the-counter 
medications or preparations are not reported as positive results. 
 
All drug tests are reviewed and interpreted by a physician designated as a Medical 
Review Officer (MRO) before they are reported to the employer. If the laboratory reports 
a positive result to the MRO, the MRO will contact the employee and conduct an 
interview to determine if there is an alternative medical explanation for the drugs found 
in the urine specimen. For all the drugs listed above, except PCP, there are some limited, 
legitimate medical uses that may explain a positive test result. If the MRO determines 
that the drug use is legitimate, the test will be reported to the City as a negative result. 
 

3. Refusal to Participate/Tampering: Any refusal to participate in any of the types of alcohol 
and/or drug tests authorized in this policy will be treated as indicative of a positive result. 
 
If there is any evidence that an employee engaged in sample tampering, such conduct 
shall be treated as a refusal t participate in testing for purposes of imposing discipline. 

 
E. Consequences of Alcohol/Drug Misuse: 

 
1. Safety-sensitive employees/Drivers who have an alcohol concentration defined between 

0.02 and 0.04 who tested just before, during, or just after performing safety-sensitive 
functions must be removed from performing such duties for twenty-four (24) hours and 
will be suspended without pay for any lost work time. Employees of the City, in any 
capacity, who test positive for alcohol during work time, will also be suspended without 
pay until further action is taken. All will be required to be evaluated by a substance abuse 
professional and comply with any treatment recommendations to assist them with an 
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alcohol or drug problem. Employees may be placed on non-occupational sick leave or 
leave without pay during the treatment period. Once a treatment program has been 
successfully completed, and/or the employee is cleared to return to duty by the treatment 
program, he/she must be tested for alcohol prior to return and placed in the continued 
testing program as outlined by this policy. 

 
Drivers/Safety Sensitive employees as well as all other City employees, who test positive 
for alcohol (any level of concentration, at the second offense is considered a positive) a 
second time shall be terminated from employment with the City of Framingham. (See #2 
below) This second positive may be either alcohol or drug induced. A second 
positive of any kind is grounds for termination. 
 

2. Drivers who have an alcohol concentration of 0.04 or greater, must be immediately 
removed from safety-sensitive functions and will be suspended without pay until further 
action is taken in accordance with this policy. 
 
Employees, including drivers, who wish to continue employment with the City of 
Framingham must be evaluated by a substance abuse professional and comply with any 
treatment recommendations to assist them with an alcohol or drug problem. Employees 
may be placed on non-occupational sick leave or leave without pay status during the 
treatment period. 
 
Employees, including drivers, who have been evaluated by a substance abuse 
professional, who comply with any recommended treatment, who have taken a return to 
duty test with a result less than 0.02, and who are then subject to unannounced follow-up 
tests may return to work. 
 
Said employees will be subject to random alcohol testing for a minimum period of 
one year. 
 
Employees, including drivers, who have returned to work under these conditions and who 
subsequently test positive for alcohol or drugs in accordance with this policy will be 
terminated from employment with the City of Framingham. Any level of concentration, 
at the second offense is considered a positive. This second positive may be either 
alcohol or drug induced. A second positive of any kind is grounds for termination. 
 

3. Prohibited alcohol and drug conduct shall also include using alcohol or having an open 
container inside a City vehicle. Said conduct shall constitute just cause for disciplinary 
action up to and including termination of employment with the City of Framingham. 

 
4. Any employee, including drivers, who have tested positive for drug use will be 

suspended without pay until further action is taken in accordance with this policy. Said 
employee, who wishes to continue employment with the City of Framingham, must be 
evaluated by a substance abuse professional and comply with any treatment 
recommendations to assist them with a drug problem. The payment for any recommended 
treatment will be strictly at the expense of the employee (or his/her health insurance 
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program, if applicable). Employees may be placed on non-occupational sick leave or 
leave without pay status during the treatment period. 

 
Employees, including drivers who have been evaluated by a substance abuse 
professional, who comply with any recommended treatment, and have taken a return to 
duty test with a negative result, will be subject to unannounced follow-up tests for a 
minimum of one year following the date after which they return to work. 

 
Said employees will be subject to random drug testing for a minimum period of one 
year. 

 
Employees, including drivers, who have returned to work under these conditions 
and who subsequently test positive for drugs, or alcohol (being a second positive test 
result, in accordance with this policy will be terminated from employment with the 
City of Framingham. 

 
F. Information/Training: 
 

1. All current and new employees will receive written information about the testing 
requirements and how and where they may receive assistance for alcohol or drug misuse. 
All employees must receive a copy of this policy and sign the Confirmation of Receipt 
(Attachment 1). 

 
2. All supervisory and management personnel in the Departments of Public Works, Parks 

and Recreation, and the Fire and Police Department’s Deputy Chiefs must attend at least 
two hours, total, of training on alcohol and drug misuse symptoms and indicators used in 
making determinations for reasonable suspicion testing. 

 
G. Record Keeping: 
 

1. The City is required to keep detailed records of its alcohol and drug misuse prevention 
program. 

 
2. Employee alcohol and drug testing records are confidential. Test results and other 

confidential information may only be released to the employer, the employee, the 
substance abuse professional, the MRO, and any arbitrator of a grievance filed in 
accordance with this policy. Any other release of this information may only be made with 
the employee’s consent. 

 
H. Pre-Employment References: 

 
1. The City must obtain and review the following information from each employer that the 

prospective driver worked for, in a safety-sensitive position, during the previous two 
years; information about a test in which the employee’s blood alcohol was 0.04 or 
greater; information about a positive drug test; and information about any refusal to 
participate in the alcohol and drug testing program. 
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2. The prospective employee must provide the former employer with a written release 

allowing the release of this information or he/she may not be hired. 
 

3. If the previous employer indicates that a positive result was received, or that the 
employee refused to participate when selected for an alcohol or drug test, the applicant 
my not be appointed unless he/she has consulted with a substance abuse professional, 
received recommended treatment, and tested negative in a return-to-duty test series. 

 
4. The City of Framingham must provide the same information to subsequent employers of 

current/former City employees when provided with a written release. 
 
I. Questions: 

 
Questions about this policy should be referred to the employee’s Division Supervisor, 
Department Head, and/or the Human Resource Department. 
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CITY OF FRAMINGHAM 

ALCOHOL AND DRUG POLICY 

CONFIRMATION OF RECEIPT 

 

 

I have received a copy of the City of Framingham’s Alcohol and Drug Policy. I understand that I 
am subject to the provisions of Part I of this Policy. I also understand that, if I have a 
Commercial Driver’s License and use it in the course of my employment with the City of 
Framingham, that I am subject to Part II of this Policy as well as Part I. I further understand that 
if I violate any of the provisions of this Policy that apply to me, I will be subject to the Alcohol 
and Drug Policy of the City of Framingham and the Omnibus Transportation Employee Testing 
Act of 1991. 

 

 

 

Employee Signature:  ____________________________________________________________ 

 

 

Date:  ________________________________________________________________________ 

 

 

 

 

 

 

 

 

 

 

Employee Copy 
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CITY OF FRAMINGHAM 

ALCOHOL AND DRUG POLICY 

CONFIRMATION OF RECEIPT 

 

 

I have received a copy of the City of Framingham’s Alcohol and Drug Policy. I understand that I 
am subject to the provisions of Part I of this Policy. I also understand that, if I have a 
Commercial Driver’s License and use it in the course of my employment with the City of 
Framingham, that I am subject to Part II of this Policy as well as Part I. I further understand that 
if I violate any of the provisions of this Policy that apply to me, I will be subject to the Alcohol 
and Drug Policy of the City of Framingham and the Omnibus Transportation Employee Testing 
Act of 1991. 

 

 

 

Employee Signature:  ____________________________________________________________ 

 

 

Date:  ________________________________________________________________________ 

 

 

 

 

 

 

 

 

 

 

City Copy – File in Employee’s Personnel File 
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CITY OF FRAMINGHAM 

 
Criminal Offender Record Information Policy and Procedure 

 
Policy Number: 35 

 
 

Policy Number: # 35 Effective date: February 10, 2006 
Revision Date: December 1, 2019 Supersedes: N/A 
Type of policy: New (  )  Amendment (x) Total Pages: 5 
Level: Department (  )  Division (  )  City Wide (x) 
 
 
Policy Statement: 
 
This policy is applicable to the criminal history screening of prospective and current employees, 
subcontractors, vendors, volunteers, and interns, professional licensing applicants, rental or 
leased housing applicants, and state, county, and municipal employees and applicants as those 
terms are defined in M.G.L. c. 268, 1. 
 
The City of Framingham seeks to provide a safe and productive environment for employees, 
visitors, and customers. In order to accomplish this goal, the City performs criminal history 
record checks for certain positions to identify individuals who have committed serious crimes 
and are disqualified from employment by law or because their presence in the work place would 
create an unacceptable risk to the City. 
 
Definition: 
 
For purposes of this policy, evidence of a criminal history includes any conviction or plea of 
guilty, a plea of no contest, a suspended imposition of sentence, any suspended execution of 
sentence, any period of probation or parole, or any other action (other than an arrest record) 
involving a finding that an individual committed or attempted to commit a crime. 
 
References: 
 
M.G.L. c. 6, 167-175 
 
Policy Description: 
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This policy is applicable to all applicants for full-time, part-time, or temporary, staff and 
volunteer positions where it is required by law to complete a criminal history record check and 
exclude persons with a criminal history from employment. 
 
The City of Framingham currently conducts criminal history record checks for all applicant 
positions in public safety, and those positions with duties that involve direct clients. The City 
reserves the right to perform criminal history record checks for other positions or in individual 
circumstances whenever it is deemed appropriate to protect the interests of the City. 
 
When Criminal Offender Record Information (CORI) and other criminal history checks may be 
part of a general background check for employment, volunteer work, licensing purposes, or the 
rental or leasing of housing, the following practices and procedure will be followed. 
 
Conducting a Criminal Offender Record Information Screening: 
 
CORI checks will only be conducted as authorized by the DCJIS and M.G.L. c. 6, 172, and only 
after a CORI Acknowledgement Form, page 8-9, has been completed. If a requestor is screening 
for the rental or leasing of housing, a CORI Acknowledgement Form shall be completed for each 
and every subsequent CORI check. 
 
A CORI Acknowledgement Form shall be completed on an annual basis for checks submitted for 
any other purpose, provided, however, that the requestor has adopted the language from the 
DCJIS CORI Acknowledgement Form. This Form notifies individuals that their CORI may be 
requested at any time within the one (1) year that the Acknowledgement form is valid. If the 
requestor has not adopted the DCJIS CORI Acknowledgement Form language, then it must 
ensure that an Acknowledgement Form is completed for each and every subsequent CORI check. 
 
Access to CORI: 
 
All CORI obtained from the DCJIS is confidential, and access to the information must be limited 
to those individuals who have a “need to know.” This may include, but not be limited to, hiring 
managers, staff submitting the CORI requests, and staff charged with processing job 
applications. The City of Framingham must maintain and keep a current list of each individual 
authorized to have access to, or view, CORI. This list must be updated every six (6) months and 
is subject to inspection upon request by the DCJIS at any time. 
 
CORI Training: 
 
An informed review of a criminal record requires training. Accordingly, all personnel authorized 
to review or access CORI at the City of Framingham will review, and will be thoroughly familiar 
with, the educational and relevant training materials regarding CORI laws and regulations made 
available by the DCJIS. 
 
Additionally, if the City of Framingham is an agency required by M.G.L. c. 6, s. 171A, to 
maintain a CORI Policy, all personnel authorized to conduct criminal history background checks 
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and/or to review CORI information will review, and will be thoroughly familiar with the CORI 
Policy. 
 
Use of CORI in Background Screening: 
 
CORI used for employment purposes shall only be accessed for applicants who are otherwise 
qualified for the position for which they have applied. 
 
Unless otherwise provided by law, a criminal record will not automatically disqualify an 
applicant. Rather, determinations of suitability based on background checks will be made 
consistent with this policy and any applicable law or regulations. 
 
Verifying a Subject’s Identity: 
 
If a criminal record is received from the DCJIS, the information is to be closely compared with 
the information on the CORI Acknowledgement Form and any other identifying information 
provided by the applicant to ensure the record bellows to the applicant. 
 
If the information in the CORI record provided does not exactly match the identification 
information provided by the applicant, a determination is to be made by an individual authorized 
to make such determinations based on a comparison of the CORI record and documents provided 
by the applicant. 
 
Questioning a Subject About His/Her Criminal History: 
 
In connection with any decision regarding employment, volunteer opportunities, housing, or 
professional licensing, the subject shall be provided with a copy of the criminal history record, 
whether obtained from the DCJIS or from any other source, prior to questioning the subject 
about it. The source(s) of the criminal history record is also to be disclosed to the subject. 
 
Determining Suitability: 
 
If a determination is made, based on the information as provided in Section 5 of this policy, that 
the criminal record belongs to the subject, and the subject does not dispute the record’s accuracy, 
then the determination of suitability for the position or license will be made. Unless otherwise 
provided by law, factors considered in determining suitability may include, but are not limited to 
the following: 
 

• Relevance of the record to the position sought; 
• The nature of the work to be performed; 
• Time since the conviction; 
• Age of the candidate at the time of the offense; 
• Seriousness and specific circumstances of the offense; 
• The number of offenses; 
• Whether the applicant has pending charges; 
• Any relevant evidence of rehabilitation or lack thereof; and 



4 | City of Framingham – Criminal Offender Record Information # 35 

• Any other relevant information, including information submitted by the candidate or 
requested by the organization. 

 
The applicant is to be notified of the decision and the basis for it in a timely manner. 
 
Adverse Decisions Based on CORI: 
 
If an authorized official is inclined to make an adverse decision based on the results of a criminal 
history background check, the applicant will be notified in accordance with DCJIS regulations 
803 CMR 2.18, 2.19, 5.14, 11.12. The subject shall be provided with a copy of the organization’s 
CORI policy and a copy of the criminal history (unless a copy was provided previously). The 
source(s) of the criminal history will also be revealed. The subject will then be provided with an 
opportunity to dispute the accuracy of the CORI record. Subjects shall also be provided a copy of 
DCJIS’ Information Concerning the Process for Correcting a Criminal Record. 
 
Secondary Dissemination Logs: 
 
All CORI obtained from the DCJIS is confidential and can only be disseminated as authorized by 
law and regulation. A central secondary dissemination log shall be used to record any 
dissemination of CORI outside this organization, including dissemination at the request of the 
subjects. 
 
City of Framingham Process: 
 
1. The Human Resources Department will initiate a criminal history record check after 

finalist has been selected for which review is required, or for which Human Resources 
determines that a criminal history record check is in the best interests of the City. 

 
2. A request for a criminal history record check form will be completed and signed by the 

employee or candidates who are applying for those positions subject to mandatory 
criminal history record checks by law. Human Resources will use only the approved 
request forms and document that individuals have been provided all required notices. 

 
3. The request form will be completed once interviews are completed and finalist has been 

selected. Conditional job offers may be extended pending the results of the criminal 
history record check. 

 
4. If a criminal history record check is reported affirmatively, Human Resources will 

determine whether or not the employee or candidate should be disqualified from 
employment due to legal requirements or other considerations. Except where 
employment is expressly prohibited by law, the City will review each individual’s 
criminal history record. In the case of a disagreement among these parties on whether 
there are grounds for disqualification, the Human Resources Director will review the case 
and make the final decision. 
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5. Prior to taking any adverse employment action based on information contained in a criminal 
history record check report, Human Resources will provide the employee or candidate a copy 
of the report. The employee or candidate will have reasonable opportunity to submit 
information to Human Resources disputing the accuracy or completeness of the report before 
a final decision is made and communicated. 

 
6. If a candidate did not disclose a criminal history on his/her application and is found to have 

such a record, a job offer may be rescinded or employment terminated due to falsification. 
Human Resources will notify the department and the candidate as soon as possible after the 
decision is made. 

 
7. A list of positions that are subject to a criminal history check report, though not inclusive, 

are: 
 
All Library Department Positions 
All Police Department Positions 
All Recreation Employees 
Arena Assistant  
Arena Cashier 
Arena Laborer 
Backflow/Meter Supervisor 
Backflow/Meter Technician 
Board of Health Director 
Building Commissioner 
Building Inspector 
Deputy Building Commissioner 
Director of Veterans Services 
Firefighter 
Heavy Equipment Operator 
Medium Equipment Operator 
Pump Station Operations Manager 
Pump Station Technician 
Sanitarian 
Sewer Technician 
Wastewater Operations Manager 
Wastewater Systems Supervisor 
Water & Sewer Director 
Water Meter Reader 
Water Operations Manager 
Water Systems Supervisor 
Water Technician 
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CITY OF FRAMINGHAM 

 
Discriminatory Harassment 

 
Policy Number: 37 

 
 

Policy Number: # 37 Effective date: August 31, 2017 
Revision Date: June 1, 2020 Supersedes: October 1, 2018 
Type of policy: New (  )  Amendment (x) Total Pages: 5 
Level: Department (  )  Division (  )  City Wide (x) (Excluding Schools) 
 
 
Policy Statement: 
 
This policy supplements the Personnel Policy of the City of Framingham regarding harassment 
in the workplace by managers, supervisors, employees, vendors, contractors, and members of the 
public who use “City facilities”. This policy also describes examples of conduct which may 
constitute unlawful harassment, and sets forth a complaint procedure, to be followed by persons, 
who believe that they are victims of unlawful harassment and/or retaliation due to a harassment 
complaint. 
 
References: 
 
M.G.L. c. 151B; Title VII of the Federal Civil Rights Act of 1964; M.G.L. c. 272 §.92A (Public 
Accommodations); 42 U.S.C. §§ 12111-12117 (Americans With Disabilities Act) and the 2008 
ADA Amendment Act; 29 U.S.C. § 621 (Age Discrimination in Employment Act); City of 
Framingham Personnel Policy Elimination of Sexual Harassment in the Workforce; A.D.A. 
Grievance Procedure; Maternity Leave; Religious Holidays; Board of Selectmen Affirmative 
Action Policy. 
 
Special Terms: 
 
This policy recognizes that persons are protected from discriminatory harassment under both 
Federal and State laws as referenced herein and that persons have rights under both Federal and 
State laws regarding discriminatory harassment. It is the intent of this policy to be consistent 
with these laws and in all respects to provide equal protection offered by these laws. This policy 
supplements and does not supersede the City Personnel Policy governing Sexual Harassment. 
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Policy Description: 
 
It is the goal of Framingham to promote a workplace that is free of discriminatory harassment of 
any type, including sexual harassment. Discriminatory harassment consists of unwelcome verbal 
or physical conduct that is based on a characteristic or category protected by State and Federal 
laws. Characteristics or categories include; gender, gender identity, race, color, national origin, 
ancestry, religion, age, disability, genetics, military status, sexual orientation, and persons who 
are retaliated against because they are or have been complainants or cooperating witnesses in 
discriminatory harassment matters. Framingham will not tolerate harassing conduct that affects 
employment conditions, that interferes unreasonably with an individual’s performance, or that 
creates an intimidating, hostile, or offensive work environment. 
 
Discriminatory harassment of employees occurring in the workplace, or in connection with 
work-related travel, and/or work-sponsored events will not be tolerated. Further, any retaliation 
against an individual who has complained about harassment or retaliation against individuals for 
cooperating with an investigation of a discriminatory harassment complaint is similarly unlawful 
and will not be tolerated. 
 
Because the City of Framingham takes allegations of discriminatory harassment seriously, we 
will respond promptly to complaints of discriminatory harassment. Upon receipt of complaints 
where it is determined that conduct which violates this policy has occurred, we will act promptly 
to eliminate the conduct and impose such corrective action as is necessary, including disciplinary 
action where appropriate. 
 
While this policy sets forth City goals of promoting a workplace that is free of discriminatory 
harassment, the policy is not designed or intended to limit the authority of authorized City 
officials to discipline or take remedial action for workplace conduct which authorized City 
officials deem unacceptable, regardless of whether that conduct satisfies the definition of 
harassment. 
 
Definitions: 
 
Discriminatory harassment is a form of discrimination which includes unwelcome conduct, 
whether verbal or physical, that is based on a characteristic protected by law.  Discriminatory 
harassment includes, but is not limited to: 
 

• Display or circulation of written materials or pictures that are degrading to a member of a 
protected category or class of persons as previously described. 

• Verbal abuse, slurs, derogatory comments, or insults about, directed at, or made in the 
presence of an individual or group as previously described. 

 
Sexual harassment is a form of sex discrimination which includes unwelcome sexual advances, 
requests for sexual favors, and other verbal or physical conduct of a sexual nature between 
members of the opposite sex or of the same sex when: 
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• Submission to such conduct is made either explicitly or implicitly a term or condition of 
an individual’s employment; or is used as a basis for decisions affecting an individual’s 
employment; or 

• Such conduct has the purpose or effect of unreasonably interfering with an individual’s 
work performance by creating a hostile work environment. 

 
Gender identity is a person’s internal, deeply-felt sense of being male, female, or something 
other or in-between, regardless of the sex they were assigned at birth. Everyone has a gender 
identity. 
 
Unwelcome sexually oriented conduct that has the effect of creating a work environment that is 
hostile, offensive, intimidating or humiliating to either male or female workers may constitute 
sexual harassment. 
 
The following examples of workplace conduct may constitute sexual harassment. The following 
examples include unwelcome conduct which, depending upon the totality of the circumstances, 
including the severity of the conduct and its pervasiveness, may violate this policy: 
 

• Unwelcome sexual advances – whether they involve physical touching or not; 
• Sexual epithets, jokes, written or oral references to sexual conduct, gossip regarding 

one’s sex life; sexually oriented comments on an individual’s body, comments about or 
discussion of an individual’s sexual activity, deficiencies, or prowess; 

• Displaying sexually suggestive objects, pictures, cartoons, leering, whistling, brushing 
against the body, sexual gestures, and suggestive comments; 

• Inquiries into one’s sexual experiences; and/or 
• Retaliation against an individual who has complained about sexual harassment, and 

retaliation against individuals for cooperating with an investigation of a sexual 
harassment complaint is unlawful and will not be tolerated by this organization. 

 
For further information and clarification of prohibited conduct, please consult City Personnel 
Policy - “Policy and Procedures for the Elimination of Sexual harassment in the Workforce”. 
 
Complaint Procedures for Discriminatory Harassment: 
 
All officials, whether appointed or elected, employees, managers, and supervisors of the City 
share responsibility for preventing, discouraging and reporting any form of discriminatory 
harassment. The primary responsibility for ensuring proper investigation and resolution of 
harassment complaints rests with the Director of Human Resources or his/her designee, who will 
administer the policy and procedures described herein as well as the City’s Affirmative Action 
Policy and the Personnel Policy on Elimination of Sexual Harassment in the Workplace. 
 
If any City employee believes that while performing their City duties he or she has been 
subjected to discriminatory harassment by any person, the employee has the right to file a 
complaint with the person(s) appointed under this policy as the investigating officer(s). This may 
be done in writing or orally. In addition, persons who believe they have been subjected to 
discriminatory harassment by City employees or officials, while using or attempting to use City 
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public accommodations such as recreational facilities, parks, and meeting places may also file a 
complaint with the City using the procedures described herein. 
 
Prompt reporting of discriminatory harassment is in the best interest of the City and is essential 
to a fair, timely, and thorough investigation. Accordingly, complaints should be filed as soon as 
possible following the incident(s) at issue. Complaints may be made by contacting the Director 
of Human Resources or the Chief Operating Officer/EEO Officer. The City Human Resources 
Director may be contacted at (508) 532-5490 and the Chief Operating Officer may be contacted 
at (508) 532-5404 or they may be visited in City Hall at 150 Concord St., Framingham, MA. 
 
Complaint Investigation: 
 
When we receive a complaint, the City Human Resources Director shall determine if an 
investigation is necessary, and if so, whether the complaint should be investigated by the Human 
Resources Department, other in-house personnel, or an outside investigator, and shall designate 
an investigative officer. If the complaint pertains to the City Human Resources Director, the 
Chief Operating Officer shall make this determination and designation. The designated 
investigative officer will promptly investigate the allegation in a fair and expeditious manner to 
determine whether there has been a violation of City policy. The investigation will be conducted 
in such a way as to maintain confidentiality to the extent practicable under the circumstances. 
Our investigation will include private interviews with the person filing the complaint, with the 
person alleged to have committed the discriminatory harassment, and with any first hand 
witnesses. Every employee, whether they are the complainant, the person alleged to have 
committed harassment, or a witness are expected to fully cooperate with all aspects of an 
investigation. The investigating officer shall determine whether attorneys are permitted to be 
present or participate in the complaint investigation. When we have completed our investigation, 
we will, to the extent appropriate, inform the person filing the complaint and the person alleged 
to have committed the conduct of the results of that investigation. 
 
Notwithstanding any provision of this policy, we reserve the right to investigate and take action 
on our own initiative in response to behavior and conduct which may constitute discriminatory 
harassment regardless of whether an actual complaint has been filed. 
 
If it is determined that conduct which violates this policy has occurred, we will act promptly to 
eliminate the offending conduct, and where it is appropriate authorized City officials may also 
impose disciplinary action. 
 
Disciplinary Action: 
 
As a result of a complaint and investigation, if it is determined that during the course of their 
working duties or official duties a City employee or official has engaged in conduct  in violation 
of this policy, authorized City officials may take such action as is appropriate under the 
circumstances. Such action will be in compliance with any and all applicable disciplinary 
procedures of Local and State laws, City policy, and applicable collective bargaining agreements 
and may range from counseling to termination from employment, as well as such other forms of 
disciplinary action as authorized officials deem appropriate under the circumstances. 
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State and Federal Remedies: 
 
In addition to the above, a person who believes they have been subjected to discriminatory 
harassment of any type, including sexual harassment, may file a formal complaint with either or 
both of the government agencies set forth below. Using the City complaint process does not 
prohibit a person from filing a complaint with these agencies. Each of the agencies requires that 
claims be filed within specified time periods as relates to the complained of incident therefore a 
person who wishes to make a complaint to these agencies should  promptly contact these 
agencies to verify how the deadlines apply to the complaint and to be advised of any filing 
procedures. 
 

United States Equal Employment Opportunity Commission (“EEOC”) 
J.F.K. Federal Building 
Government Center 
4th Floor, Room 475 
Boston, MA  02203 
(800) 669-4000 
(617) 565-3200 
TTY (617) 565-3204  (M-F 8:30-5:00) 
 
Massachusetts Commission Against Discrimination (“MCAD”) 
Boston Office: 
One Ashburton Place, Room 601 
Boston, MA  02108 
(617) 727-3990  (M-F 8:45 – 5:00)  www.mass.gov/mcad 
 
Springfield Office: 
424 Dwight Street, Room 220 
Springfield, MA  01103 
(413) 739-2145 
 
Worcester Office: 
22 Front Street, 5th Floor 
P.O. Box 8038 
Worcester, MA  01641 
(508) 799-6379 





 
Town of Framingham 
Personnel Policy 

Whistleblower Policy 
 
 

Issue date:  December 11, 2017 
Type of policy:  New ( X ) Amendment (  ) 
Effective date:  December 11, 2017 
 
Level: Department  (  ) Division  (  )           Town Wide  ( Y ) (Non-Bargaining) 
 
 

Policy Statement 
 

This Whistleblower Policy is intended to encourage and enable employees to report an activity, 
policy or practice by the Town or by another employer with whom the Town has a business 
relationship that he/she reasonably believes to be a violation of law, or a rule or regulation 
promulgated pursuant to law, or which the employee reasonably believes poses a risk to public 
health, safety or the environment, without fear of retaliation. Employees whose positions are 
governed by collective bargaining agreement or Civil Service Statute are subject only to those 
portions of this policy that are not specifically regulated by law or agreement. 
 
The existence of this policy does not represent a “contract” for employment between the 
employee and the Town. 
 
References:  G.L. c. 149, §185 
 

Special Terms 
 
For the purposes of this policy, the following terms mean as follows: 
 
“Employee” means any individual who performs services for and under the control and direction 
of the Town for wages or other remuneration. 
 
“Public body” means any of the following: 
 

- The United States Congress, any state legislature, including the General Court, or any 
popularly elected local government body, or any member or employee thereof; 



- Any federal, state or local judiciary, or any member or employee thereof, or any grand or 
petit jury; 

- Any federal, state or local regulatory, administrative or public agency or authority, or 
instrumentality thereof; 

- Any federal, state or local law enforcement agency, prosecutorial office, or police or 
peace officer; or 

- Any division, board, bureau, office, committee or commission of any of the public bodies 
described above 

 
“Retaliatory action” means the discharge, suspension or demotion of an employee, or other 
adverse employment action taken against an employee in the terms and conditions of 
employment. 
 
“Supervisor” means any individual to whom the Town has given authority to direct and control 
the work performance of the affected employee or who has authority to take corrective action 
regarding the violation of the law, rule or regulation of which the employee complains or any of 
the following persons or their successors, who are designated by the Town pursuant to G.L. c. 
149, §185(c): 
 
Yvonne M. Spicer, Mayor 
150 Concord Street 
Framingham, MA 01702 
 

Dr. Robert A. Tremblay, Superintendent 
Framingham Public Schools 
73 Mt. Wayte Avenue, Suite #5 
Framingham, MA 01702 
 

Dolores Hamilton, Director of Human 
Resources 
150 Concord Street, Suite # B7 
Framingham, MA 01702 
 

Inna Kantor London, Assistant Superintendent 
of Human Resources 
Framingham Public Schools 
73 Mt. Wayte Avenue, Suite #5 
Framingham, MA 01702 
 

 
Policy Description 

 
In accordance with the Massachusetts Whistleblower Statute, G.L. c. 149, §185, the Town of 
Framingham, including the Framingham Public Schools (hereinafter, the “Town”), shall not take 
retaliatory action against an employee of the Town because the employee does any of the 
following (“Whistleblower Activities”): 
 
1. Discloses, or threatens to disclose to a supervisor or to a public body an activity, policy or 
practice of the Town, or of another employer with whom the Town has a business relationship, 
that the employee reasonably believes is in violation of a law, or a rule or regulation promulgated 
pursuant to law, or which the employee reasonably believes poses a risk to public health, safety 
or the environment; 
 
2. Provides information to, or testifies before, any public body conducting an investigation, 
hearing or inquiry into any violation of law, or a rule or regulation promulgated pursuant to law, 



or activity, policy or practice which the employee reasonably believes poses a risk to public 
health, safety or the environment by the Town, or by another employer with whom the Town has 
a business relationship; or 
 
3. Objects to, or refuses to participate in, any activity, policy or practice which the 
employee reasonably is in any violation of law, or a rule or regulation promulgated pursuant to 
law, or which the employee reasonably believes poses a risk to public health, safety or the 
environment. 
 
In order to be protected against retaliatory action for the Whistleblower Activities described in 
#1 above, the employee must provide a supervisor with written notice of the violation and afford 
the Town a reasonable opportunity to correct the alleged violation. An employee is not required 
to provide written notice, however, if any of the following conditions exist: 
 

- He/she is reasonably certain that the activity, policy or practice is known to one or more 
supervisors of the Town and the situation is emergency in nature; 

- He/she reasonably fears physical harm as a result of the disclosure provided; or 
- The employee, for the purpose of providing evidence of what he/she reasonably believes 

to be a crime, makes the disclosure to either (a) a federal, state or local judiciary, or any 
member of employee thereof, or any grand or petit jury; or (b) a federal, state or local law 
enforcement agency, prosecutorial office, or police or peace officer. 

 
The employee has neither the authority nor the responsibility for investigating any questionable 
activity or determining fault or corrective measures. 
 
All complaints of retaliation for Whistleblower Activities should be reported to a supervisor. 
When a complaint is received, the Town Human Resources Director or Chief Human Resources 
Officer (depending on whether the complaint relates to a Town employee or a School 
Department employee) shall determine whether the complaint should be investigated by the 
Human Resources Department, other in-house personnel, or an outside investigator, and shall 
designate an investigative officer. If the complaint pertains to the Town Human Resources 
Director or Chief Human Resources Officer, the Town Manager (for the Director of Human 
Resources) or Superintendent (for the School Department’s Chief Human Resources Officer) 
shall make this determination and designation. The designated investigative officer will promptly 
investigate the allegation in a fair and expeditious manner to determine whether retaliation in 
violation of this policy has occurred. The investigation will be conducted in such a way as to 
maintain confidentiality to the extent practicable under the circumstances. The investigation will 
include private interviews with the person filing the complaint, with the person alleged to have 
committed the retaliatory act, and with any first hand witnesses. The complainant, the person 
alleged to have committed retaliation, and all witnesses will be urged to fully cooperate with all 
aspects of an investigation. The investigating officer shall determine whether attorneys are 
permitted to be present or participate in the complaint investigation. When the investigation is 
completed, the Town will, to the extent appropriate, inform the person filing the complaint and 
the person alleged to have committed the conduct of the results of that investigation. 
 



Notwithstanding any provision of this policy, the Town reserves the right to investigate and take 
action on its own initiative in response to behavior and conduct which may constitute retaliation 
for Whistleblower Activities regardless of whether an actual complaint has been filed. 
 
If it is determined that conduct which violates this policy has occurred, the Town will act 
promptly to eliminate the offending conduct, and where it is appropriate authorized Town 
officials may also impose disciplinary action. False accusations can have a serious effect on 
innocent employees. If after investigation, it is clear that an employee falsely accused another of 
engaging in unlawful activity or engaging in retaliatory conduct for Whistleblower Activities and 
made such allegations knowing they were false or without any good faith basis, the accuser will 
be subject to disciplinary action, up to and including termination of employment. 
 
Employees aggrieved by a violation of the Whistleblower Statute, G.L. c. 149, §185 may 
institute civil action in the Superior Court within two years of the alleged violation. Pursuant to 
G.L. c. 149, §185(f), an employee who institutes such a civil action shall be deemed to have 
waived any rights such an employee may have under any collective bargaining agreement, 
contract, common law, or any other state law, rule or regulation. 
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CITY OF FRAMINGHAM 
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Policy Number: # 39 Effective date: November 1, 2019 
Revision Date: N/A Supersedes: N/A 
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Employees whose positions are governed by collective bargaining agreement are subject only to 
those portions of this policy that are not specifically regulated by agreement. 
 
The existence of this policy does not represent a “contract” for employment between the 
employee and the City. 
 
Policy Statement: 
 
In the event of inclement weather conditions, unless otherwise notified by the Mayor or 
authorized designee, employees are to consider City offices open and operating during normally 
scheduled business hours. Employees should prepare for winter weather by: 
 

• Ensuring their personal vehicle is safe or finding alternate sources of travel such as public 
transportation, arranging car pools or other alternate means of transportation. 

• Anticipating weather conditions and weatherize automobiles accordingly. 
• Making every attempt to report to and remain at work. It is not the intent of this policy, 

however, to suggest that employees should risk danger or possible injury to person or 
employee property in order to travel to and from work. 

 
In the event inclement weather conditions hamper or prevent travel, the following compensation 
guidelines will apply to all full-time regular employees and (regular) part-time employees with 
the understanding that said employees shall be compensated only for regularly scheduled work 
hours on any given day. 
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Definitions: 
 

• Inclement/Adverse Weather – Weather conditions that can make travel in and around 
the City limits of Framingham hazardous for the employee or weather that may endanger 
the public, including weather causing major disruption to transportation and the operation 
of businesses and schools. Some examples of inclement weather include hurricanes, 
floods, blizzards, heavy snow and ice storms, and excessive heat. 

• Critical Need Employees – An employee whose job functions require that he/she be at 
work during normally scheduled work hours (regardless of environmental factors) to 
provide essential service to the public, or provide direct leadership or support. These are 
departments that typically operate on a 24-hour a day rotating schedule, or play a critical 
role in maintaining the safety and services to the City. 

• Secondary Employees – Made up of both non-exempt and exempt personnel who are 
not classified as a critical need employee and are typically considered working in an 
administrative or in non-public safety function. 

 
Critical Need Departments and Functions: 
 

• Police Department – All sworn/public safety personnel are designated as Critical Need 
employees. Sworn administrative personnel may be assigned to patrol functions or other 
duties to assist with maintaining traffic control or public safety. Civilian personnel may 
be designated by the Chief of Police as Neither Critical need or secondary, based on 
support needed for the police department to remain functional. 

• Fire Department – All public safety personnel are designated as Critical Need 
employees. Civilian personnel may be designated by the Fire Chief as either Critical 
Need or secondary based on support needed for the fire department to remain functional. 

• Public Works – All are assigned and expected to report to work as part of the response 
team based on the type of adverse weather forecasted. 

• Technology Services Department – All personnel are designated as Critical Need to 
ensure that communication equipment and other technology equipment remains 
functional. The Technology Services Director may determine if services could be 
maintained via remote or on-site monitoring. 

 
Procedure: 
 

• The Mayor or designee has the responsibility for making the determination regarding 
closure of City facilities no later than two (2) hours before the facility is scheduled to 
open to allow sufficient time for notifications. In making such determination both the 
continuance of service to the public and the safety of employees will be taken into 
consideration. 

• If the City buildings/facilities will be closed for an entire day, the Mayor or designee will 
notify media and post an alert on the City's webpage one and one half hours (1.5 hours) 
before a facility is scheduled to open. The notice will also be posted to an employee call-
in (hotline) number. That number is (508) 532-5488. 
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Compensation: 
 

Employee arrives late to work due to adverse 
weather 

As stated above, employees are expected to make 
every attempt to report to and remain at work. If an 
employee follows the guidelines of this policy and 
makes a good faith effort in reporting to work, 
while using discretion about their personal safety 
and the safety of others, they will not be charged 
leave for being tardy. If one's tardiness is outside 
what is determined to be a good faith effort or if 
one has not followed the guidelines of this policy, 
absence is charged to vacation or personal leave, 
comp time (with employee permission) or unpaid 
leave if no appropriate accrued leave is available. 

Employee does not report to work due to 
adverse weather 

Absence for the full day is charged to vacation or 
personnel leave, comp time (with employee 
permission) or unpaid leave if no appropriate 
accrued leave is available for the number of hours 
of scheduled work for the day. 

Supervisor approves employee's request to 
leave early due to adverse weather 

Remaining scheduled work hours are charged to 
vacation leave, comp time (with employee 
permission) or unpaid leave if no appropriate 
accrued leave is available. 

Employee is sent home early by supervisor by 
the direction of the Mayor or designee due to 
adverse weather 

Employee is paid for the entire scheduled workday. 
There is no charge to leave if, you are at work and 
the building closes (time sheet shows inclement 
weather.) 

City offices are closed or there is a delayed 
opening due to adverse weather by direction of 
the Mayor 

Employee is paid for entire scheduled work day, 
no charge to leave accrual (time sheet shows 
inclement weather.) 

Employee is unable to leave after their work 
shift due to adverse weather and, with 
permission of their supervisor, continues to 
work. 

Employee is paid for all actual hours worked, 
including overtime if applicable. At the discretion 
of the employee’s supervisor, the employee may 
be allowed to flex within the same pay period and 
report late or leave early from work on a 
subsequent day to make up for the additional 
hours worked. 

 
Note: An employee who has previously scheduled, submitted, and been approved for paid leave 
prior to a paid time-off inclement weather event, will have his/her absence charged against the 
originally approved leave accrual. 
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Policy Statement: 
 
The City of Framingham is an equal opportunity employer. In accordance with anti-
discrimination law, it is the purpose of this policy to effectuate these principles and mandates. 
The City of Framingham prohibits discrimination and harassment of any type and affords equal 
employment opportunities to employees and applicants without regard to race, color, religion, 
age, sex, national origin, disability status, genetics, protected veteran status, sexual orientation, 
gender identity or expression, or any other characteristic protected by federal, state or local laws. 
 
Scope: 
 
The policy of equal employment opportunity (EEO) and anti-discrimination applies to all aspects 
of the relationship between the City of Framingham and its employees, including: 
 

• Recruitment 
• Employment 
• Promotion 
• Transfer 
• Training 
• Working Conditions 
• Wages and salary administration 
• Employee benefits and application of policies 
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The policies and principles of EEO also apply to the selection and treatment of independent 
contractors, personnel working on our premises who are employed by temporary agencies and 
any other persons or firms doing business for or with the City of Framingham. 
 
Dissemination and Implementation of Policy: 
 
The HR Director of the City of Framingham will be responsible for the dissemination of this 
policy. Directors, managers and supervisors are responsible for implementing equal employment 
practices within each department. The HR department is responsible for overall compliance and 
will maintain personnel records in compliance with applicable laws and regulations. 
 
Procedures: 
 
The City of Framingham administers our EEO policy fairly and consistently by: 
 

• Posting all required notices regarding employee rights under EEO laws in areas highly 
visible to employees. 

• Advertising for job openings with the statement "We are an equal opportunity employer 
and all qualified applicants will receive consideration for employment without regard to 
race, color, religion, sex, national origin, disability status, protected veteran status, or 
any other characteristic protected by law." 

• Posting all required job openings with the appropriate state agencies. 
• Forbidding retaliation against any individual who files a charge of discrimination, 

opposes a practice believed to be unlawful discrimination, reports harassment, or assists, 
testifies or participates in an EEO agency proceeding. 

• Requires employees to report to a member of management, an HR representative or the 
general counsel any apparent discrimination or harassment. The report should be made 
within forty-eight (48) hours of the incident. 

 
Promptly notifies the general counsel of all incidents or reports of discrimination or harassment 
and takes other appropriate measures to resolve the situation. 
 
Harassment: 
 
Harassment is a form of unlawful discrimination and violates the City of Framingham policy. 
Prohibited sexual harassment, for example, is defined as unwelcome sexual advances, request for 
sexual favors and other verbal or physical conduct of a sexual nature when: 
 

• Submission to such conduct is made either explicitly or implicitly a term or condition of 
an individual's employment. 

• Submission to or rejection of such conduct by an individual is used as the basis for 
employment decisions affecting such individuals. 

• Such conduct has the purpose or effect of substantially interfering with an individual's 
work performance or creating an intimidating, hostile or offensive working environment. 
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Harassment also includes unwelcome conduct that is based on race, color, religion, age (40 or 
older), sex, national origin, disability status, genetics, protected veteran status, sexual orientation, 
gender identity or expression, disability or genetic information or any other characteristic 
protected by federal, state or local laws.  
 
Harassment becomes unlawful where: 
 

• Enduring the offensive conduct becomes a condition of continued employment, or 
• The conduct is severe or pervasive enough to create a work environment that a reasonable 

person would consider intimidating, hostile, or abusive. 
 
The City of Framingham encourages employees to report all incidents of harassment to a 
member of management or the HR department. The City of Framingham conducts harassment 
prevention training for all employees, and maintains and enforces a separate policy on 
harassment prevention, complaint procedures and penalties for violations. The City of 
Framingham investigates all complaints of harassment promptly and fairly, and, when 
appropriate, takes immediate corrective action to stop the harassment and prevent it from 
recurring. 
 
Remedies: 
 
Violations of this policy, regardless of whether an actual law has been violated, will not be 
tolerated. The City of Framingham will promptly, thoroughly and fairly investigate every issue 
that is brought to its attention in this area and will take disciplinary action, when appropriate, up 
to and including termination of employment. 
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Policy Statement: 
 
It is the policy of the City of Framingham to provide a workplace that is free from intimidation, 
threats, or violent acts and conducive to personal safety and security. Workplace violence 
undermines the integrity of the workplace and the personal safety of affected employees. All 
employees are responsible for establishing and maintaining a work environment that promotes 
professionalism and respect and is free from all forms of workplace violence and intimidation. 
Accordingly, the City maintains a “ZERO TOLERANCE” policy towards workplace violence, 
including but not limited to violent acts, threatening, harassing, or intimidating behavior by any 
of its, former employees, elected officials, customers, the general public, and/or anyone who 
conducts business with the City. While this policy sets forth City goals of promoting a workplace 
that is free of workplace violence, the policy is not designed or intended to limit the authority of 
authorized City officials to discipline or take remedial action for workplace conduct which 
authorized City officials deem unacceptable, regardless of whether that conduct constitutes a 
violation of this policy. 
 
Policy Description: 
 
This policy applies to all full-time and part-time employees of the City of Framingham, members 
of the public, vendors, interns, contractors, consultants, and others who do business with the 
City, whether in a City facility or off-site location where City business is conducted, other than 
those positions under the supervision and control of the school committee. Employees subject to 
Massachusetts Civil Service Laws and/or collective bargaining agreements are subject only to 
those provisions in this policy which are not specifically regulated by civil service law, G.L. c. 
31, collective bargaining agreements or G.L. c. 150E. 
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Definition of Workplace: 
 
For the purposes of this policy, “workplace” is defined as: 
 

 Any City of Framingham owned or leased property; 
 Any location where City business is conducted; 
 Vehicles or equipment (whether owned by the City or otherwise being used for City 

business); or any location where violence has resulted from an act or decision made 
during the course of conducting City business. 

 
Definitions: 
 
Workplace violence and aggression includes but is not limited to the following: 
 

 Physical assault and/or battery regardless of absence or presence of resulting injury such 
as hitting, pushing, punching, pinching, kicking or holding; 

 Threats and/or acts of intimidation communicated by any means (written, oral or 
electronic) that cause an employee fear for his/her own physical safety or that of a 
colleague or customer; 

 Destruction or attempted destruction of City owned or leased property including, without 
limitation, Information Technology and electronic systems; 

 The use of City property, services, or equipment such as phones, faxes, copiers, 
computers, vehicles etc. for the purpose of threatening any individual with physical harm 
or an act of violence including acts of criminal harassment, sexual assault and stalking in 
violation of G.L. c. 265, and domestic violence in violation of G.L. c. 209A, stalking in 
violation of G.L. c. 265 § 43, or the violation of an abuse prevention order; 

 Disruptive, physically aggressive or intimidating behavior, such as throwing objects, 
pounding on an object, intentionally interfering or blocking the movement of another 
person, screaming, verbal abuse, stalking, or making oral or written statements that a 
reasonable person would interpret as threatening, intimidating or humiliating and/or that 
cause a disruption of work productivity; 

 The possession, transporting or use of a weapon either on the person or in a vehicle while 
on City property including imitation firearms, explosives, flare guns, instrument or 
material to damage City property, or harm or threaten an employee, customer, client, 
vendor, contractor, agent, or representative of the City of Framingham is strictly 
prohibited. Any other object that may be construed to be a dangerous weapon as defined 
under G.L. c. 269, § 10 or items possessed with the expressed intent to harass or injure 
others are likewise prohibited. The prohibition against weapons shall not apply to 
specifically authorized City employees, such as police officers and animal control 
officers; 

 Any form of retaliation against anyone who, in good faith, reports a possible violation of 
this policy or cooperates in any internal investigation by the City or by law enforcement. 

 
Workplace Protections for Domestic Violence, Sexual Assault and Stalking Victims: 
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 The City recognizes that domestic violence, sexual assault and stalking occurring outside 
of the workplace may lead to violence and disruption at work with the risk of potential 
harm to targeted victims and other employees in the workplace. These effects may 
include a disruption of workplace productivity for victims and other employees. In an 
effort to afford victims of domestic violence, sexual assault, and stalking the ability to 
protect themselves while at work, and to ensure the safety of all employees, the City of 
Framingham has established the following guidelines for managers and employees for 
addressing reports and allegations of domestic violence, sexual assault and stalking 
involving City employees. These guidelines are in accordance with M.G.L. Chapter 260; 

 Managers shall foster a climate in which victims can be comfortable disclosing abuse, 
including posting resource information where victims and abusers can go for assistance; 

 Managers and employees shall report crimes related to G.L. c. 209A which occur in the 
workplace which they believe to be domestic violence, sexual assault or stalking to local 
police; 

 When appropriate, managers shall work with impacted employees to ensure workplace 
safety plans are completed in response to reports of domestic violence, sexual assault, 
and stalking; 

 Managers and employees shall respect the privacy of victims and preserve confidentiality 
to the extent practicable, in dealing with non-emergency situations involving sexual 
assault, domestic violence or stalking; 

 When notified of a restraining order in effect, managers shall utilize all reasonable efforts 
to address the employee’s concerns about safety and report any workplace violations of 
such order to the police. 

 
In coordination with Human Resources, managers shall provide employees/victims with 
workplace safety remedies and options including but not limited to; screening calls, 
temporary work station relocation and appropriate referrals to domestic violence 
confidential resources (Voices Against Violence). 
 
In coordination with Human Resources, whenever applicable, managers shall provide 
employees/victims with flexible work schedule arrangements including up to fifteen (15) 
days of paid or unpaid leave in a calendar year, to address issues related to domestic 
violence, sexual assault or stalking, including obtaining medical attention, accessing the 
courts, and receiving counseling and support services. 
 

 Employees with active abuse prevention orders are strongly encouraged to promptly 
notify and provide a copy of any order to their Department Head and/or the Director of 
Human Resources, or his/her designee. 

 The Human Resources Department shall provide assistance and support to managers and 
employees in response to reports of domestic violence, sexual assault and stalking. To the 
fullest extent permitted by law, all information in such reports shall be treated as 
confidential, kept separate from employee personnel files, and shared strictly on a “need-
to-know” basis for the purposes of workplace safety incident management. 

 
Roles and Responsibilities: 
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Department Heads, Division Heads, Managers and Supervisors shall: 
 

 In coordination with Human Resources and the City of Framingham’s Workplace Safety 
Committee, ensure that each employee receives and signs a copy of the Workplace 
Violence Prevention Policy; 

 Foster a climate in which victims feel comfortable reporting incidents of workplace 
violence and aggression; 

 Contact 9-1-1 immediately if the act or altercation constitutes a violent act/threat or life-
threatening emergency; 

 Promptly respond to and report allegations of workplace violence to appropriate 
personnel, including but not limited to immediate supervisor, law enforcement and/or 
Human Resources; 

 Take appropriate and immediate actions to address employees’ safety concerns including, 
but not limited to, the development of specific workplace security protocols and safety 
plans to minimize risks associated with workplace violence; 

 Cooperate in any investigation involving workplace violence; 
 Participate in mandatory City facilitated trainings focusing on violence prevention; 
 Ensure reports of workplace violence are kept confidential to the extent practicable; 
 Provide resources and referrals to victims of workplace violence and aggression to 

include the availability and contact information for the City’s Employee Assistance 
Program (EAP); local domestic violence, sexual assault and stalking program resources 
(Voices Against Violence), and the Middlesex District Attorney’s Victim Witness 
Program. 

 
Employees shall: 
 

 Contact 9-1-1 immediately if the act or altercation constitutes a violent act/threat or life-
threatening emergency; 

 In non-emergency situations, promptly report allegations of workplace violence to 
appropriate personnel including but not limited to immediate supervisor, and/or Human 
Resources; 

 If a manager/supervisor is the source of the alleged conduct, reports may be made 
directly to the Human Resources Department; 

 Participate in City facilitated mandatory trainings focusing on violence prevention; and, 
 Cooperate in any investigation of alleged workplace violence. 

 
Workplace Safety Team: 
 
The role of the Workplace Safety Team is to monitor and review the administration of the policy, 
including training and the issuance of any/all procedures and guidelines including the 
coordination of emergency safety response operations to help ensure consistent, coordinated 
responses to acts of workplace violence. When necessary, the team may provide risk assessment 
and recommendations relating to specific incidents/threats, ensure appropriate liaison with law 
enforcement, and develop, direct and evaluate the City’s crisis response systems. The Safety 
Team, co-chaired by the Chief of Police and the Director of Human Resources, shall include 
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select Department Heads and/or senior representatives from City departments as determined by 
the Chief of Police in coordination with City Administrators. 
 
Guidelines for the Reporting, Investigation, and Discipline Involving Policy Violations: 
 

 Any City of Framingham employee, contractor, volunteer, intern or visitor may report 
violations of this policy to their immediate supervisor verbally and in writing. If the 
supervisor is the source of the threat or violence, the information shall be reported to the 
next available supervisor or to Human Resources. If the act or altercation constitutes a 
violent act/threat or life-threatening emergency, employees are directed to immediately 
call 9-1-1 and notify the City of Framingham’s Police Department. In the event that a 
violation of this policy is committed by a member of the general public against a City 
employee, the response should be the same. 

 All reports of workplace violence will be investigated promptly by an investigator 
designated by Human Resources. Internal investigations of workplace violence will be 
conducted in a manner that is sensitive to the safety concerns and privacy of the 
victim(s), the alleged perpetrator, and witnesses. All reports of violations of this policy 
will be treated seriously and handled with the highest degree of discretion possible under 
the circumstances. Reports, regardless of whether they are communicated verbally or in 
writing, shall be investigated promptly and fairly by an investigator designated by the 
Director of Human Resources. 

 Any violation of the above prohibitions by a City employee shall subject the individual to 
appropriate disciplinary action up to and including termination, consistent with any 
applicable collective bargaining agreement and the City’s Personnel Bylaws. 

 In the interim, between a complaint and the final disposition of a workplace violence 
case, managers and supervisors shall take appropriate actions to address employees’ 
safety concerns. This may include a written or verbal safety plan that addresses the 
immediate and ongoing workplace safety needs of the impacted employee(s). In addition, 
depending on the severity of the charge, such action may include placing the alleged 
perpetrator on leave with or without pay. 

 
Corrective or disciplinary action may be taken against employees who are arrested, 
convicted or issued a permanent abuse prevention order as a result of domestic violence 
when such action has a direct connection to the employee’s job duties. 
 
Contact with the Media: 
 
Any call or request from the news media concerning an act or threat of workplace violence as 
defined within this policy will be immediately forwarded to the City of Framingham’s Mayor’s 
Office. Only the Mayor’s Office is authorized to provide information to the news media. For 
additional information, please refer to the City’s Critical Incident Policy. 
 
References: 
 
City of Framingham Personnel Policy No. 29, Policy and Procedures for Elimination of Sexual 
Harassment in the Workforce; 
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City of Framingham Personnel Policy No. 35, Policy and Procedures for Criminal History 
Checks; 
 
City of Framingham Personnel Policy No. 37, Policy on Discriminatory Harassment; G.L. c. 
209A; G.L. c. 258E; G.L. c. 265, § 43, G.L. c. 266, § 120; G.L. c. 269, § 10; 
 
Workplace Violence Prevention and Intervention, ASIS International and the Society for Human 
Resource Management, September 2011; 
 
Workplace Violence Prevention and Response Guideline, ASIS International, 2005. 
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Policy Statement: 
 
On Wednesday, March 18, 2020 the President signed into law the “Families First Coronavirus 
Response Act (FFCRA or Act)”. This Act requires certain employers to provide their employees 
with paid sick leave and expanded family and medical leave for specified reasons related to 
COVID-19. These provisions will apply from April 1, 2020 through December 31, 2020. 
 
Policy Description: 
 
A. Eligible Employees: 

 
An employee is entitled to take FFCRA leave, which is related to COVID-19, if the 
employee is unable to work, including unable to telework, and provides notice and sufficient 
documentation to the City that they meet one of the six qualifying reasons, as further defined 
and explained in 29 CFR 826, set forth below. 
 
A part-time employee is eligible for leave based on the number of hours he/she is normally 
scheduled to work, calculated pursuant to 29 CFR 826. 

 
B. Emergency Paid Leave Act Information: 

 
Employees may receive up to two weeks (80 hours), or a part-time employee’s two-week 
equivalent, of paid sick leave based on their average regular rate of pay, as calculated under 
29 CFR 826.25, paid at: 
 
• 100%, up to $511 daily and $5,110 total, for the following qualifying reasons: 
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1. Employee is subject to a Federal, State, or local quarantine or isolation order related 

to COVID-19. 
2. Employee has been advised by a health care provider to self-quarantine related to 

COVID-19, because of a belief that the employee has COVID-19, may have COVID-
19 due to known exposure or symptoms, or is particularly vulnerable to COVID-19. 

3. Employee is experiencing COVID-19 symptoms and is seeking a medical diagnosis. 
 

• Two-thirds, up to $200 daily and $2,000 total, for the following qualifying reasons: 
 

4. Employee is caring for an individual subject to an order described in (1) or self-
quarantine as described in (2). 

5. Employee is caring for his or her child who is under the age of eighteen (18), or who 
is eighteen (18) years of age or older and is incapable of self-care because of a mental 
or physical disability, or whose school or place of care is closed (or child-care 
provider is unavailable) due to COVID-19 related reasons. Only if no other suitable 
person is available to care for the child during the period of such leave, and only 
unless, but for a need to care for the child, the employee would be able to perform 
work for the City, either at the employee’s normal workplace or by telework. 

6. Employee is experiencing any other substantially-similar condition specified by the 
U.S. Department of Health and Human Services. 

 
C. Emergency Family Medical Leave Act Information: 

 
Employees who have been employed by the City for at least thirty (30) calendar days prior to 
the day that the employee’s leave would begin, may be eligible for up to an additional ten 
(10) weeks of partially paid expanded family and medical leave. This will be paid at: 
 
• Two-thirds the employee’s average regular rate of pay, calculated pursuant to 29 CFR 

826.25, up to $200 daily and $10,000 total, for the following reason: 
 

1. Employee is caring for his or her child who is under the age of eighteen (18), or who 
is eighteen (18) years of age or older and is incapable of self-care because of a mental 
or physical disability or whose school or place of care is closed (or child-care 
provider is unavailable) due to COVID-19 related reasons. Only if no other suitable 
person is available to care for the child during the period of such leave, and only 
unless, but for a need to care for the child, the employee would be able to perform 
work for the City, either at the employee’s normal workplace or by telework. 

 
An employee’s use of Family Medical Leave Act leave during the twelve-month period 
under the City’s Family Medical Leave Policy for other FMLA-qualifying reasons in 
advance of the requested expanded family and medical leave shall be deducted from the 
eligible period of expanded family and medical leave. For example, if an employee used his 
or her full FMLA leave entitlement for the birth of a child during the applicable twelve-
month period, they would not be entitled to take expanded family and medical leave. 
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D. Process to Request Time: 
 
If you would like to request leave under the Emergency Paid Leave Act and/or the 
Emergency Medical Leave Act, please contact Human Resources at (508) 532-5490 or email 
dhamilton@framinghamma.gov. 

 
E. Additional Information Regarding Pensionable Monies: 

 
PERAC has indicated that FFRCA payments of emergency paid sick leave should be treated 
the same as an employee’s other paid sick leave, and regular compensation should be 
charged for these days. 

 
If you have any questions regarding this matter, you are welcome to contact Human Resources. 

 





Human Resources 
150 Concord Street, B7  

Framingham, MA 01702 
Phone: 508-532-5490 

Fax: 508-532-5497 
Email: jcaron@framinghamma.gov 

 
City of Framingham 

 
Employees Request for Expanded Sick Leave and/or 

 
Family or Medical Leave related to COVID-19 

 
The Families First Coronavirus Response Act (FFCRA) provides certain employees with expanded 
Family Medical Leave access and emergency paid sick leave. More information on these benefits can be 
found here: https://www.dol.gov/sites/dolgov/files/WHD/posters/FFCRA Poster WH1422 Non-
Federal.pdf 
 
This Eligibility Determination Request Form will be submitted confidentially to the Human Resources 
Department to request FMLA job protections as available for COVID-19 purposes, as well as emergency 
paid sick leave. Please submit this request as soon as possible. A late submission of this form may delay 
the job protections provided by FMLA. 
 
FMLA request forms for any other purpose (unrelated to COVID-19) can be found here:  
https://www.framinghamma.gov/2220/FMLA-Forms  
 

 
Department / Work Location: ________________________  Direct Supervisor: ____________________ 
 
Employee’s Full Legal Name: 
_____________________________________________________________________________________ 
 
Email: _________________________________ Best Phone Number to Reach You: ________________ 
 
In an effort to serve you in the best possible way due to COVID-19, all responses will go to the email you 
provide on this form.  
 

 
Use this section to apply for Federal Sick Leave under the FFCRA. 

 
You may request up to 2 weeks for medical purposes including quarantine and/or isolation. 

 
Requested Leave Start Date: ___________________ Tentative Leave End Date: ____________________ 
 
I hereby request leave for the following reason(s): 
 

1. I am subject to a Federal, State, or Local quarantine or isolation order related to COVID-19;  
Name of the issuing Government Agency for the quarantine or isolation order and effective 
dates- documentation attached. 

 
 
 
 
 
 
 



 
2. I have been advised by a health care provider, and/or Local Board of Health or Public Health 

Department, to self-quarantine due to concerns related to COVID-19; Name of health care 
provider advising me to self-quarantine and effective dates - documentation attached.  

 
3. I am experiencing symptoms for COVID-19 and seeking a medical diagnosis; Name of health 

care provider from which I am seeking medical diagnosis and applicable appointment and 
testing dates - documentation attached.  

 
4. I am caring for an individual who is subject to one of the orders as described in #1 or #2 above;  

Name of health care provider advising the individual I am caring for to self-quarantine 
and effective dates - documentation attached. 

 
5. I am experiencing another substantially similar condition, (such condition must be approved by 

the U.S. Department of Health & Human Services to qualify). Documentation attached.  
 
*Individual(s) for whom you are providing care: (Must provide full name, date of birth, and 
relationship) 
 
_____________________________________________________________________________________ 
 
_____________________________________________________________________________________ 
 
Documentation must be provided to support your need for leave:  
Documentation includes quarantine or isolation orders, diagnosis, or doctor’s recommendations. Multiple files 
may be attached. Leave will only be granted upon receipt of sufficient supporting information. 
 

Use this section to apply for Public Health Emergency Leave under the FFCRA. 
 

You may request up to 12 weeks’ childcare reasons. 
 
Requested Leave Start Date: ___________________ Tentative Leave End Date:____________________ 
 
I hereby request leave for the following reason(s): 
 

6. I am caring for my son or daughter, younger than 18 years of age, whose primary or secondary 
school or place of care has been closed, or my childcare provider is unavailable, due to 
COVID-19 precautions.  

 
7. I attest that no other suitable person will be providing care for my child(ren) during the period 

for which I am receiving family medical leave.  
 

Due to: _______________________________________________________________________ 
 

8. I attest to special circumstances requiring my need for leave to care for my son or daughter ages  
15-17. 

 
Special circumstances are:  
_____________________________________________________________________________ 

 
 
 
 
 
 
 
 



 
*Individual(s) for whom you are providing care: (Must provide full name, date of birth, 
and relationship) 
 

 
1. ______________________________________________________________________________ 

 
2. ______________________________________________________________________________ 

 
3. ______________________________________________________________________________ 

 
4. ______________________________________________________________________________ 

 

 
Name and address of School(s) or Childcare Provider(s): 
 

1. ______________________________________________________________________________ 
 

2. ______________________________________________________________________________ 
 

3. ______________________________________________________________________________ 
 

4. ______________________________________________________________________________ 
 
Documentation must be provided to support your need for leave:  
If you are requesting leave to care for a child whose school or place of care is closed, you are required 
to provide that documentation only if closed beyond the Governor's stated date of closing (currently 
5/4/2020).  
 

 

Signature required here for all FFCRA Leave Requests. 
 
I hereby certify that the information given above is true and correct to the best of my knowledge. I 
understand that misrepresentation or omission of the reason for leave or any of the facts supporting the 
need for leave will result in denial of the leave and disciplinary action up to and including discharge. I 
certify that I am requesting this leave because I am unable to work (onsite or remotely) due the reason(s) 
stated above. I authorize my employer to obtain medical or other information to support my request for 
leave. 
 
Employee Signature: _____________________________________ Date: _________________________ 
 
Printed Employee Name: _________________________________ 
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CITY OF FRAMINGHAM 

 
Diversity in Hiring 

 
Policy Number: 44 

 
 

Policy Number: # 44 Effective date: August 25, 2020 
Revision Date:  Supersedes:  
Type of policy: New (x)  Amendment (  ) Total Pages: 2 
Level: Department (  )  Division (  )  City Wide (x) 
 
 
Policy Statement: 
 
The City of Framingham is committed to fostering, cultivating and preserving a culture of 
diversity, equity and inclusion. The City values and celebrates the diversity of the community, 
recognizing the contributions from all of our employees and citizens. This has enriched the 
character and quality of life in Framingham. Therefore, to best serve all residents, the 
government of the City will promote, as well as respect and accommodate, diversity in its 
workforce. 
 
Policy Description: 
 
This policy applies to all City department’s hiring managers when filling full-time, part-time, 
seasonal, or temporary positions. Employees whose positions are governed by collective 
bargaining agreements are subject only to those portions of this policy that are not specifically 
regulated by agreement. Positions governed by G.L. c. 31, the Civil Service Law, will be hired 
pursuant to the requirements of the Civil Service Law. 
 
The existence of this policy does not represent a “contract” for employment between the 
employee and the City. 
 
The goal of the City during the hiring process is to fill vacancies with the most diverse candidate 
with the appropriate skill set and motivation available from all candidates. The City will adhere 
to the principles of Affirmative Action and Equal Employment Opportunity. It is the City’s 
policy to comply with the Americans with Disabilities Act and all State and Federal laws in all 
phases of the hiring process, including making reasonable accommodations. 
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Hiring managers will work with the Human Resources Department to advertise the vacant 
position to intentionally attract a larger, more diverse pool of qualified candidates. The City will 
actively seek a culturally and linguistically diverse candidate pool. It is the policy of the City of 
Framingham not to discriminate against any employee or applicant for employment because of 
age, race, color, religion, sex, marital status, sexual orientation, gender identity, national origin, 
disability, or Veteran status. 
 
The Human Resources Department, in conjunction with the hiring manager and division head, 
shall use both traditional and non-traditional sources and methods of recruiting applicants for 
employment as may be deemed effective in affirming the City’s commitment to equal 
employment opportunities for all individuals regardless of protected status. The City shall also 
provide reasonable accommodations to job applicants with disabilities when necessary to enable 
such applicants to complete the job application process, and if hired, to enable them to perform 
the essential functions of the job. The Human Resources Department shall review job 
descriptions and job postings to ensure that job specifications and qualification standards 
accurately reflect essential requirements for the position. The Human Resources Department 
shall ensure that all interviews and background investigations are conducted consistently and in 
accordance with Federal and State laws, the City’s Discriminatory Harassment Policy, and other 
applicable laws. 



                            
Town of Framingham 
Personnel Policy #___ 
 

Policy on Employee Professional Conduct 
 

 
 

Issue date:  
Type of policy:  New ( X ) Amendment (  )   
Effective date:   
 
Level: Department  (  ) Division  (  )           Town Wide  ( X )   Not Schools 

 
Policy Statement 

 
 
While engaged in their duties for the Town, employees are expected to act honestly, 
conscientiously, reasonably, and in good faith at all times having regard to their responsibilities, 
the interests of the Town and the welfare of its residents. 
 

References 
 

MGL.C.268A;Chapter 27 of the Acts of 1996; 
Town Bylaws Art. IV 

 
Special Terms 

 
This policy does not supersede any other Town personnel policies including but not limited to 
leave policies  and hours of work policies, nor does it supersede Board of Selectmen policies 
including but not limited to policies on  Ethical Conduct and Customer Service. 
       

Policy Description 
 
 
Employees have an obligation to be present at work as required and to be absent from work only 
with proper authorization; to carry out their duties in an efficient and competent manner 
including maintaining all required professional qualifications; to maintain specified standards of 
performance; to comply with reasonable employer instructions and policies; to respect the 



privacy of individuals as required by applicable laws, and to access or  use confidential 
information only if authorized and only  for purposes for which access is permitted; to neither 
use, nor allow the use of Town property, resources, or funds for other than Town purposes; and  
to incur no liability on the part of the Town without first obtaining  any necessary authorization.   
 
The intent of this policy is to ensure that: 1) employees meet the Town’s legitimate expectations 
in the areas of performance and behavior; and 2) to assure that  employees whose performance or 
behaviors are deficient are provided with the necessary assistance and motivation to meet the 
Town’s expectations. 
 
Failure to behave in a manner consistent with the standards of conduct and policies included 
herein may result in disciplinary action being initiated against the offending employee.  
 
This policy applies to all employees other than those positions under the supervision and control 
of the school committee. Employees subject to Massachusetts Civil Service Laws and / or 
collective bargaining agreements are subject only to those provisions in this policy which are not 
specifically regulated by civil service law, MGLc.31 or collective bargaining agreements and 
MGLc.150E. 

 
 

This policy is intended to be consistent with MGLc.268A,the conflict of interest 
law, and with Town Bylaws especially Article IV ,the Personnel Bylaw and in the 
event of any conflict or inconsistency the state law and the Town Bylaws shall 
supercede  this policy. This policy is further intended to be consistent with the 
personnel powers of the Town Manager,the Personnel Board, and the Human 
Resources Director under Chapter 27 of the Acts of 1996  and under Article IV of 
the Town Bylaws.    
 
 
 
 
2009.06.24 Professional Conduct (606-18) 
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Town of Framingham 

Personnel 

 

Policy and Procedures for Domestic Violence Leave 
 

 

Issue date:  January 29, 2015 

Type of policy:  New (X ) Amendment (  )   

Effective date: January 29, 2015  

 

Level: Department  (  ) Division  (  )           Town Wide  ( X )    

 

 

Policy Statement 
 

The Town of Framingham is committed to providing victims of domestic violence job protected 

leave to all employees, full or part time, in accordance with the Commonwealth of Massachusetts 

Act Relative to Domestic Violence signed into law on August 8, 2014 and effective immediately 

(codified at G.L. c. 149, §52E).  

 

References 
 

G.L. c. 149, §52E 

 

Special Terms 

 
For the purposes of this policy, the term “employee” is any full or part time employee, regardless of 

hours and/or length of service, and/or an employee’s “family member” refers to a parent/step 

parent, a child/step child, a sibling, grandparent or grandchild, a guardian relationship, having a 

child in common, dating/engagement or reside together. 

       

Policy Description 
 

The purpose of this policy is to create an awareness of domestic violence and provide guidelines for 

addressing domestic violence by assisting employees who are victims in finding appropriate 

resources, and by assisting abusers in finding treatment programs. In August 2014, the governor 

signed “An Act relative to domestic violence” into law and referred to as “A.R.D.V.” (codified at 

G.L. c. 149, §52E.  
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Definitions 

 

The terms “abuse,” “abusive behavior,” “domestic violence,” “employees” and “family member” 

are as defined in G.L. c. 149, §52E(a).  

 

Policy: 

 

The Town of Framingham will provide up to fifteen (15) days of job protected leave in any twelve 

(12) month period for an employee if the following conditions are met: 

 

1. The employee, or a family member of the employee, is a victim of abusive behavior; 

 

2. The employee is using the leave from work to:  seek or obtain medical attention, counseling, 

victim 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 enforcement official; or 

attend child custody proceedings or address other issues directly related to the abusive behavior 

against the employee or family member of the employee; and 

 

3. The employee is not the perpetrator of the abusive behavior against such employee’s family 

member. 

 

Except in cases of imminent danger of the health or safety of an employee or family member, an 

employee seeking leave from work under this policy shall request such leave at least 3 days in 

advance as set forth in the procedure section below.   In situations that involve imminent danger, 

employees (or any representative of the employee as permitted under G.L. c. 149, §52E(d)) must 

notify the Town within three workdays after the leave has been taken that the leave is being taken as 

“domestic violence leave” using the procedure set forth below.  Employees may use sick, vacation 

or personal time for this leave or, if the employee has exhausted all such leave, may take the time 

unpaid. 

 

Any full or part time employee is eligible for this leave regardless of length of service or number of 

hours worked. 

 

In addition, the town will provide appropriate support and assistance to employees who are victims 

of domestic violence.  This includes a confidential means for seeking help, resource and referral 

information, adjustments to work schedule or an alternative work schedule, and a leave of absence 

or other reasonable accommodations.  The Town of Framingham cannot treat domestic violence, 

but it can provide information for victims and/or abusers by connecting with the appropriate 

resources.   No employee will be disciplined, retaliated against or penalized for being a victim of 

domestic violence or for exercising their right to domestic violence leave under this policy and G.L. 

c. 149, §52E. 

 

The Town of Framingham will not tolerate domestic violence by or against any employee or visitor 

while in Town buildings or at work sites.  Any Town employee, who threatens, harasses or abuses a 

family member by using Town equipment or resources, such as, work time, work phones, fax 

machines, mail, e-mail, voice mail or other means will be subject to disciplinary action up to and 

including termination.  The Town considers domestic violence that occurs during the employee’s 
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normal duties as a Town employee (whether or not it results in an arrest, conviction or issuance of 

an  injunction) to be just cause for disciplinary action, up to and including termination. 

 

 

An employee who is an abuser may be provided with and encouraged to seek assistance with 

regards to counseling and certified treatment resources, such as a batterers’ intervention program, 

and may be provided with a leave of absence or other reasonable accommodation to receive 

treatment at the employee’s request, and subject to the Town’s right to impose disciplinary action if 

appropriate under the preceding paragraph.   

 

Procedure:   

 

It is important for all employees to be aware of domestic violence, to know their rights under G.L. 

c. 149, §52E, and to know the best way to respond to the effects of domestic violence.   

 

 Employees and supervisory staff will be given the Town of Framingham’s domestic violence 

policy and an opportunity to attend training programs. 

 The Town will post information about domestic violence in work areas,  on Town message 

boards, the Town’s website, in the Human Resources Department and private places, such as 

restrooms, break rooms and locker rooms. 

 

 Additional Resource information will be available in the Human Resources Department.

To Request a Leave of Absence under this policy: 

 

 

1. Any full or part time employee (union and non-union) is eligible to request this leave 

beginning on date of hire if: 

 The employee or a family member of the employee is a victim of domestic violence; 

 The employee is using the leave from work to address issues directly related to the 

domestic violence against the employee or family member of the employee; 

 The employee is not the perpetrator of the domestic violence against another 

employee or the employee’s family member; 

 

2. Employee may fill out the Request for Leave Form: 

 If the employee chooses to use accrued paid time, such as vacation, personal or sick 

time, they may and return the form to a supervisor or to Human Resources; 

 Employee may fill out the Request for Leave Form and check other if the employee 

prefers to take the time unpaid and return the form to a supervisor or to Human 

Resources. 

 Leave of Absence requested under this Act cannot be denied. 

 

3. Employee must request leave with 3 days advance notice (unless there is a threat of 

imminent danger).  An employee who does not give advance notice must notify the 

employer within three work days of taking leave that the leave was being taken under the 

Act’s leave provisions.  
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4. Employee must provide documentation to show that they are eligible for a leave.  This 

documentation may be submitted to a supervisor or to Human Resources.  Acceptable 

documentation under this act includes any one of the following documents: 

 

(1) A protective order, order of equitable relief or other documentation issued by 

a court of competent jurisdiction as a result of abusive behavior against the 

employee or employee’s family member.   

 

(2) A document under the letterhead of the court, provider or public agency 

which the employee attended for the purposes of acquiring assistance as it 

relates to the abusive behavior against the employee or the employee’s family 

member. 

 

(3) A police report or statement of a victim or witness provided to police, 

including a police incident report, documenting the abusive behavior 

complained of by the employee or the employee’s family member.  

 

(4) Documentation that the perpetrator of the abusive behavior against the 

employee or family member of the employee has: admitted to sufficient facts 

to support a finding of guilt of abusive behavior; or has been convicted of, or 

has been  

adjudicated a juvenile delinquent by reason of, any offense constituting 

abusive behavior and which is related to the abusive behavior that 

necessitated the leave under this section.  

 

(5) Medical documentation of treatment as a result of the abusive behavior 

complained of by the employee or employee’s family member. 

 

(6) A sworn statement, signed under the penalties of perjury, provided by a 

counselor, social worker, health care worker, member of the clergy, shelter 

worker, legal advocate or other professional who has assisted the employee 

or the employee’s family member in addressing the effects of the abusive 

behavior. 
 

(7) A sworn statement, signed under the penalties of perjury, from an employee 

attesting that the employee has been the victim of abusive behavior or is the 

family member of a victim of abusive behavior   

        

5. All information related to the employee's leave under this policy shall be kept confidential 

by the Town and shall not be disclosed, except to the extent that disclosure is: 

(1) requested or consented to, in writing, by the employee; 

(2) ordered to be released by a court of competent jurisdiction; 

(3) otherwise required by applicable federal or state law;  

(4) required in the course of an investigation authorized by law enforcement, 

including but not limited to an investigation by the attorney general; or 

(5) necessary to protect the safety of the employee or others employed at the 

workplace. 
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6. The Town shall not coerce, interfere with, restrain or deny the exercise of, or any attempt to 

exercise, any rights provided under this policy or G.L. c. 149, §52E or to make leave 

requested or taken hereunder contingent upon whether or not the victim maintains contact 

with the alleged abuser.   

 

7. The Town shall not discharge or in any other manner discriminate against an employee for 

exercising the employee’s rights under this policy or G.L. c. 149, §52E.  The taking of leave 

under this policy shall not result in the loss of any employment benefit accrued prior to the 

date on which the leave taken under this section commenced. Upon the employee’s return 

from such leave, the employee shall be entitled to restoration to the employee’s original job 

or to an equivalent position. 

  

If you think you may be a victim or know someone who may be a victim of domestic violence: 

 

 Tell a trusted co-worker, supervisor, or manager and ask for help 

 Contact the Human Resources Department at (508) 532-5490 and ask for assistance 

Contact the Employee Assistance Program Coordinator, Keith Crochiere at 1-800-333-

6624  or email at kcrochiere@eapnetworkonline.com  

 Call the Domestic Violence Hotline 1-877-785-2020 

 Call your local police 

 Ask your supervisor or the Human Resources Department for a leave of absence under 

G.L. c. 149, §52E and inquire about your options 

 If you believe your safety is a concern, submit a recent photograph of the abuser and 

provide a copy of your protection order to assist the Town in identifying the abuser 

should he/she appear in your workplace. 

 

If you think you may be a perpetrator of domestic violence or know someone who may be: 

 

 Tell a trusted co-worker, supervisor, or manager and ask for help 

 Contact the Human Resources Department and ask for assistance 

 Contact the Employee Assistance Program Coordinator  

 Obtain a referral to a certified domestic violence perpetrators treatment program from 

the EAP 
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Resources: 

 

For victims:  (most of these numbers are 24-hour hotlines) 

 The Support Committee for Battered Women Hotline 1-800-899-4000 

 Casa Myrna Vasquez Hotline     1-800-992-2600 

 www.casamyrna.org 

National Domestic Violence Hotline    1-800-799-SAFE 

 http://www.thehotline.org/ 

Voices against Violence       

 http://www.smoc.org/voices-against-violence.php 

Fenway Violence Recovery Program    1-888-242-0900 x311 

http://www.fenwayhealth.org  (Services for gay, lesbian and bisexual survivors) 

 

For perpetrators: 
 Emerge       1-617-442-1550 

 www.emergedv.com  

Common Purpose      1-617-739-3831 

  www.commonpurpose.com 

 

The information in this policy does not modify or supersede the provisions of existing collective 

bargaining agreement. 
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Leave Request 
and 

Authorization 
 
 

Employee Name: (please print)   __________________________________  Date:  _____________________ 
 
Department / Division:  __________________________________________________________________ 
 
 
I wish to take the following leave (please check): 
 
Bereavement    Jury Duty    Personal   
 
Compensatory    Military    Sick   
 
Family Sick    No Pay    Small Necessities   
 
Family/Medical Leave    Other    Vacation   
 
 
I wish to take this leave for the following date(s) / time(s): 
 
_____________________________________________________________________________________ 
 
_____________________________________________________________________________________ 
 
_____________________________________________________________________________________ 
 
 
Employee Signature:  ________________________________________  Date:  _____________________ 
 
 
Department Head Signature:  _________________________________  Date:  _____________________ 
 
 
HR Signature: ______________________________________________  Date:  _____________________ 





  

        

    
       

    

        

 

            
            
            
              

               
             

             
              

         

               
            

 
                 

           
           



 

               
    

              
                  

             
                  















                            
Town of Framingham 
Board of Selectmen 
 

Policy on Customer Service 
 
 

Issue date: May 1, 2000 
Type of policy:  New ( X ) Amendment (  )   
Effective date:  May 1, 2000 
 
Level: Department  (  ) Division  (  )           Town Wide  ( X )    
 
 

Policy Statement 
 
The Town of Framingham is committed to operating in an efficient customer service orientated 
manner throughout its entire operation. Excellent customer service results in an organization 
meeting the needs of its customers in a consistent and professional manner. 
 
 

References 
        

None. 
 
 

Special Terms 
 

None. 
       
 

Policy Description 
 
 
I. Employee Responsibility 
 
All employees of the Town of Framingham are to be made aware of the importance of customer 
service within the Town’s operation. Employees should be clearly aware that customer service 
abilities in all levels of their work will greatly impact employment evaluations and promotional 



opportunities. The Town of Framingham will recognize employees for excellence in customer 
service through the Employee Recognition Program. 
 

A. Supervisors and Management Personnel 
 

Leadership by example is a key component to excellence in customer service. Town 
management must continually promote in their actions, words, and writing the 
paramount importance of customer service standards. Performance evaluations of 
management personnel will be substantially impacted by the ability of a manager to 
provide high levels of customer service and the ability to train and supervise employees 
to do the same. 
 

 
II. Standards of Performance 

 
The Town recognizes that for a successful interaction with a customer not only must the end 
result be satisfactory, the entire experience must be reflective of a quality organization. There 
are many aspects of our operations that must clearly be based in the ideal of excellent customer 
service. 
  

A. Processes 
 
There are many processes within Town government that require formal procedures be 
followed. Departments must strive to make these processes as simple as possible to 
access and complete. Simplification of forms, easy to understand directions and short 
time lines are key examples of efforts that should be put forth to assure customer 
service orientated processes are in place. 
 
B. Marketing and Communication 
 
The Town provides information and services to residents on an ongoing basis. 
Communication with the public be it oral or written, must be clear, concise, consistent 
and easy to access. Departments should strive to utilize all communication 
possibilities as efficiently as possible to assure that the residents remain informed and 
aware on a regular basis. 

 
C. Printed Material 
 
All printed material issued by the Town of Framingham should be professional in 
appearance.  
 
D. Phone and Written Inquiries 
 
All inquiries by either phone or writing will be responded to by the proper person in 
an expedient manner. 
 



Phone calls placed to a specific person are to be taken whenever possible. Initial 
phone messages must be returned within a 24-hour period. Employees at all levels 
must adhere to this timeline. If an employee is not available, the caller should be 
given that information and informed when the person will be available. Alternative 
help should of course be offered in the interim. 
 
All written inquiries, be they complaints, compliments or suggestions should be 
acknowledged in an appropriate manner. The initial response should be within no 
more than three days of receipt of a letter. 
 
The value of automated phone answering systems should not be discounted solely in 
the pursuit of excellence in customer service. Any department that has such a device 
must assure that it can be easily bypassed to achieve direct contact with the office. 
 
E. Information and Referral 
 
Many times residents will inquire at Town Hall for issues that are not within our 
domain. Every effort should be made to refer them to the governmental agency or 
community service agency that is best able to handle their concern. All referrals 
should include a phone number or location of the suggested agency if at all possible. 
 
Internal referrals should be handled in a similar manner. If a person on the phone is 
being referred to a different department the caller should be given the direct dial 
number for future reference and then automatically transferred through the Centrex 
system. Customers should not be made to call back at that time.  
 
If a referral is made to another Town department, there must be certainty that the 
referral is correct. If there is some doubt as to the proper referral, the referring 
department should ascertain the appropriate contact before connecting or directing the 
customer. If this information is not obtainable the customer should be directed to a 
supervisor in the initiating department. 
 
 

III. Internal Service Departments 
 
Several Town departments are in the existence to serve other Town departments directly and 
not the general public. The Town’s customer service standards are fully applicable to our 
internal service departments. The ability of the Town to meet its own needs in a professional, 
efficient and customer service orientated manner is a key ingredient to offering such a service 
to the public. 
 
IV. Measurement 
 
The Town of Framingham is committed to continual improvement of its operations based on 
the philosophy of excellence in customer service. Proper measurement of customer service 
initiatives is vital to this goal. 



A. Complaints 
 
Each department must have a complaint log. Whether a complaint is formal or 
informal, written or verbal it must be entered into the complaint log. The substance of 
the log is up to individual departments, but must include at minimum the name of the 
complainant if available, the time and date of the complaint, the nature of the 
complaint, the employee handling the situation and the disposition of the situation. 
 
B. Monitors 

 
From time to time the Town will utilize monitors for the express purpose of 
evaluating customer service responses from various Town agencies. The monitors 
will file a complete report of their experience, describing any perceived strengths and 
weakness in detail, with the Town Manager and the involved agencies. The purpose 
of this program is to be instructive in nature and not punitive. 
 
C. Customer Service Evaluation Card 
 
Every department will have available at each customer service point a return mailer 
card, which allows input on our performance. These cards should be prominently 
displayed with easy customer access. 
 

  
   
   
 
 

 



                            
Town of Framingham 
Board of Selectmen 
 
 

Policy on Ethical Conduct 
 
 

Issue date:  March 19, 2003 
Type of policy:  New ( x ) Amendment (  )   
Effective date:  March 26, 2003 
 
Level: Department  (  ) Division  (  )           Town Wide  ( x )    
 
 

Policy Statement 
 

The purpose of this policy is to: 
 

• ensure, along with the State Conflict of Interest Law (“COIL”), that private financial 
interests and personal relationships of persons serving the Town, whether as paid 
employees or elected or appointed volunteers, (“TOWN Employees”) do not conflict with 
their public obligations, 

• inform Town Employees of the importance of acting in ways that do not create either 
actual conflicts or the appearance of conflicts, 

• emphasize those aspects of the “COIL” that are of particular concern as a matter of policy 
to the Board of Selectmen,  

• inform Town Employees of the ways in which conflicts or the appearance of conflicts 
may lawfully be avoided or, if having occurred, may be cured, and 

• inform the public in non-technical terms of certain important provisions of the “COIL” as 
it may apply to matters of local concern and of the importance that the Board of 
Selectmen attaches to the fair and effective application of that law.  

 
This policy is not intended to replace or to contradict the provisions of state law. It is a summary 
of certain provisions of the “COIL” which the Board of Selectmen believe should be part of the 
basic knowledge about town government of all Town Employees. It is not meant to serve as 
formal advice or as a substitute for either private legal counsel or for the methods provided by 
the “COIL” by which Town Employees can obtain opinions or guidance from Town Counsel or 
the Ethics Commission. Town Employees who are uncertain how the COIL applies to them or 
what their responsibilities under that law may be are encouraged to seek such guidance. 



 
Town Employees should take particular note of the provisions of this policy that appear in large 
bold face type. Those provisions are summary statements of basic principles to be observed by 
all Town Employees.  
 
 

References 
 

Massachusetts General Law, Chapter 268A (Conflict of Interest Law) 
 
Section 17:    Receiving gifts or compensation from someone other than the Town, or  

  acting for others than the Town. 
Section 19:    Participating for the Town in matters in which Town Employee has a       

  financial interest.  
Section 20:    Having a financial interest in a Town contract. 
Section 21:    Canceling official actions influenced by Town Employee misconduct, and  

  other sanctions. 
Section 23(b) (3): Avoiding giving reasonable grounds for belief that improper conduct has 

  occurred. 
 
Massachusetts General Law, Chapter 268B (Public Disclosure by Public Officials and Employees) 
   Section 3 (g): Advisory Opinions of State Ethics Commission 
 
State Ethics Commission Rules of Practice and Procedure, 930 CMR    
   Section 1.03   Advisory Opinions to Municipal Employees   
 
 

Special Terms 
 
Town Employee: A person performing services for or holding an office, position, employment, 
or membership in a Town agency, whether by election, appointment, employment, whether 
serving with or without compensation, on a full, regular, part-time or consultant basis, but 
excluding Town Meeting Members when acting as such. 
 
Participate: To act on behalf of the Town as a Town Employee in any of the following ways: 
approving, disapproving, deciding, recommending, advising, investigating or otherwise.  

 
Immediate Family: The Town Employee or the employee’s spouse, parents of the employee or 
employee’s spouse, children, brothers and sisters.  
 
Special Town Employee: A Town Employee who has been expressly classified by the Board of 
Selectmen and who is eligible for such classification under the COIL. 
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Policy Description 
 
I. THREE COMMON TYPES OF CONDUCT THAT MUST BE AVOIDED 
 
The Conflict of Interest Law (“COIL”) is concerned primarily with conduct which may affect the 
ability of persons who are serving the Town as Town Employees to render such services with 
undivided loyalty to the interests of the Town and its residents. In addition, the law requires such 
persons to not engage in conduct that could reasonably lead objective observers to believe that a 
violation of the law might occur, the so-called prohibition against “the appearance of conflict.” 
 
In some situations conduct that might violate the law can be made harmless by the person 
making a public disclosure of the circumstances. In some cases the disclosure alone is sufficient. 
In other cases a person holding an appointed position may receive permission to proceed in the 
matter after disclosure to the appointing authority.  
 
If a person is uncertain whether the “COIL” applies to a proposed action, an opinion may be 
obtained from Town Counsel or the State Ethics Commission. A favorable opinion that is based 
on an accurate disclosure of the circumstances will protect the person against disciplinary action 
by the Ethics Commission and possible criminal prosecution. 
 
If a violation occurs, depending on its nature and severity, the person may be subject to civil or 
criminal penalties including fines and imprisonment. In addition, if the violation has harmed the 
financial interests of the Town in its dealings with others, the action taken in violation of the law 
may be cancelled. 
 
The types of conduct that most frequently are likely to violate the law can be summarized as 
follows: 
 

A) YOU MAY NOT RECEIVE PAYMENT FROM SOMEONE ELSE OR ACT 
FOR SOMEONE OTHER THAN THE TOWN IN PERFORMING YOUR 
DUTIES FOR THE TOWN. 

 
A person subject to the law may not receive or ask for compensation from any person 
other than the Town in connection with the person’s performance of duties for the Town. 
In plain terms, a person may not accept or solicit a bribe or a gift, or be paid by anyone 
other than the Town for participating in one’s official duties for the Town. Similarly, a 
person subject to the law may not act for anyone other than the Town in any matter in 
which the Town is a party or has a direct or substantial interest, whether or not the person 
has any official responsibility in connection with the matter. (C. 268A, Sec.17) 

 
B) YOU MAY NOT ACT FOR THE TOWN IN A MATTER IN WHICH A 

YOU HAVE A FINANCIAL INTEREST 
 

A Town Employee may not act for the Town in any matter in which the person has a 
financial interest. (C. 268A, Sec.19) 
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 YOU MAY NOT HAVE A FINANCIAL INTEREST IN A TOWN 
CONTRACT 

 
A Town Employee may not have a financial interest in a contract made by the Town even 
if the person had no official responsibility in connection with making the contract. A 
contract of employment between a Town Employee and the Town is permitted. (C. 268A, 
Sec. 20)  

 
C) YOU MAY NOT ACT IN A WAY THAT WOULD CAUSE A 

REASONABLE PERSON WHO IS AWARE OF THE CIRCUMSTANCES 
TO THINK YOU COULD BE IMPROPERLY INFLUENCED OR SHOW 
FAVORITISM IN PERFORMING YOUR DUTIES AS THE RESULT OF 
FAMILY RELATIONSHIPS OR UNDUE INFLUENCE OF ANOTHER 
PERSON. C. 268A, Sec. 23(b)(3). 

 
A Town Employee may violate this section even if the employee’s conduct does not 
amount to an actual violation of another section. This section cautions against acting in a 
way that would give a reasonable person, not one who is unduly suspicious or distrustful 
of anyone in public office, reason to conclude from the way you act, or from your 
relationship to someone having an interest in the outcome of your official actions, that 
your performance could be the result of improper influence or family, business or 
professional relationships. 

 
The three types of conduct summarized above are not the only provisions of the law with which 
the “COIL” and this policy are concerned. They are, however, among the most common sources 
of difficulty and are basic to an understanding of the law. 
 
II. SPECIAL TOWN EMPLOYEES  
 
  The COIL authorizes the Board of Selectmen in its discretion to designate certain 
Town Employees (other than Selectmen) as Special Town Employees. Special Town Employees 
may be exempt from certain provisions of the COIL depending on the nature of the 
responsibilities of their position. If any member of a board or committee receives the designation 
all must receive it. The COIL establishes minimum requirements for eligibility that include 
unpaid volunteers and certain part time paid Town Employees. The Board of Selectmen has not 
designated any position as a Special Town Employee, but may do so in appropriate 
circumstances in particular cases. 
 
III. THREE PRINCIPLES THAT RUN THROUGHOUT THE “COIL”

 
A) THE “COIL” PROHIBITS YOU FROM TAKING ACTION THAT 

WOULD IMPROPERLY BENEFIT NOT ONLY YOU PERSONALLY, 
BUT OTHERS WITH WHOM YOU MAY HAVE FAMILY OR OTHER 
RELATIONSHIPS. 
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The “COIL” prohibits you from participating in matters in which you know that any of 
the following have a financial interest: 
• your spouse and your (and your spouse’s) parents, children, brothers and sisters, 
• your partner, 
• a business in which you are an officer, director, trustee, partner or employee, and 
• a person or organization with whom you are negotiating for or have any arrangement 

concerning future employment. 
 

B) IF YOU ARE PROHIBITED FROM PARTICIPATING IN A MATTER 
BECAUSE OF A CONFLICT OR THE APPEARANCE OF A CONFLICT, 
YOU MAY NOT ACT IN ANY WAY IN CONNECTION WITH IT. 

 
The “COIL” uses the term “participate” to include a wide variety of activities that 
commonly take place when a matter is under consideration for action or decision. As a 
result, if you have a conflict or to avoid the appearance of a conflict you are prohibited 
from: 
• voting on the matter or on action relating to it, 
• expressing in your official capacity your approval or disapproval,  
• making a recommendation, 
• giving advice, or 
• investigating  the matter. 

 
This Policy requires that a person who is prohibited from participating in a matter coming 
before a board or committee of the Town because of a conflict or the appearance of a 
conflict must not be involved in any action of the sort described above, must be 
physically absent during the part of any meeting or proceeding at which such action is to 
be taken, and must state before departing the reason for such departure. 

 
C) VIOLATIONS OF THE CONFLICT OF INTEREST LAW MAY HAVE 

SERIOUS CONSEQUENCES FOR THE PERSON INVOLVED AND FOR 
THE TOWN. 

 
The “COIL” is enforced by both civil and criminal penalties that are administered by the 
State Ethics Commission and by law enforcement agencies. The Ethics Commission has 
the power to impose civil penalties up to $2000 for violations of the law. Section 17 
which involves bribes or gifts offered or received carries a penalty of a fine up to $3,000 
and imprisonment for not more that three years, or both. Section 19 which involves 
participating in a matter in which a prohibited financial interest is involved caries a 
similar fine and imprisonment for not more than two years, or both. Section 20 which 
involves having a financial interest in a town contract carries a fine of $3000 and 
imprisonment for not more that two years or both. 

 
A violation of Section 23 which involves avoiding the appearance of a conflict does not 
carry criminal penalties. However, a person who is found to have violated that section 
may be subject to appropriate administrative action by the head of the Town agency in 
which the person is serving. 
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In addition to any other remedies provided by law for violations of Sections 17, 129, and 
20: 
• If a violation has influenced an action taken by the Town, the Town may cancel the 

action upon appropriate terms, and 
• The Ethics Commission, the District Attorney of the Town may sue the person who 

committed the violation and received an economic benefit to recover the amount of 
such benefit or $500 which ever is greater or in some circumstances two times the 
amount of such benefit. 

 
IV. DISCLOSURE OF ACTUAL OR POTENTIAL CONFLICTS

 
If a Town Employee believes there may be a violation of the prohibition (Section 17) against 
having a financial interest in a matter in which the employee may act, the employee must fully 
disclose the circumstances to the appointing authority and may receive a written decision that the 
interest is so insubstantial as to not be likely to affect the integrity of the employee’s action.  
 
If a Town Employee intends to participate in a matter in which the employee has a financial 
interest, in order to avoid violating the COIL, the employee must in advance fully disclose the 
circumstances to the employee’s appointing authority. After making such a disclosure, the 
employee may receive a written decision that the interest is so insubstantial as to not be likely to 
affect the integrity of the employee’s action and the employee’s participation will not violate this 
section.   
 
If a Town Employee in good faith and within 30 days after learning of an actual or prospective 
violation of the prohibition (Section 20) against having a financial interest in a contract with the 
Town makes full disclosure of the interest to the contracting agency and disposes of his interest 
there will be no violation of this section.  
 
If a Town Employee in advance of taking official action that may create the appearance of a 
conflict (Section 23(b)(3) discloses to the appointing authority or, if no appointing authority 
exists, discloses in a public way, the facts that would otherwise lead to such an appearance, there 
will be no violation of this section. 
 
In each instance in which the “COIL” provides for disclosure as a method of curing or 
avoiding a violation of the law, the Board of Selectmen acting either as the relevant 
appointing authority or, in conjunction with the Town Manger as the head of an agency in 
which the employee serves, will review directly or though its designee, the content of the 
disclosure to ensure that it complies with the purpose of the “COIL” and this policy. The 
Board or the Town Manager may designate a qualified and disinterested person to review 
such disclosure statements and to report to the appointing authority. The appointing 
authority will act when necessary to require the employee to supplement the disclosure so 
as to adequately inform the public of the circumstances and to enable the appointing 
authority to decide what further action, if any, may be necessary to ensure such 
compliance.  
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Further action by the appointing authority, depending upon the circumstances of each case, 
may include a direction to the employee to not participate or to limit the employee’s 
involvement.  
 
A full disclosure for the purpose of this policy must include, as appropriate to the particular 
circumstances: 
 

• The nature of the relationship: familial, employment, contractual, whether 
compensation is involved, if the relationship concerns financial matters the 
amounts involved and the nature of the relationship, for example, if 
debtor/creditor the amounts involved and current status of the debt. 

 
• Whether the relationship is current or has been concluded. If concluded when it 

was concluded. 
 

• If the relationship is with an entity, such as a corporation, trust or estate, in which 
the disclosing party has an interest, the nature and value of the interest. 

 
• If the relationship involves the giving or receipt of political contributions, the 

period of time during which such contributions were made, the amounts thereof, 
and a description of any aspects of the political relationship other than that of 
financial support. 

 
• If the relationship is that of attorney/client whether the relationship is current or 

past and the nature of the matter(s) to which the relationship pertains. 
 

• If any person identified by name or general description in the disclosure statement 
has any interest in the particular matter to which the disclosure statement relates, 
whether direct or indirect, immediate or through family or business relationships, 
past, present or contemplated, include the nature of the interest and a description 
of the relationship between the person making the disclosure and such other 
person. 

 
• Whether the person making the disclosure has had any communication at any 

time with any person identified by name or general description in the disclosure 
concerning the particular matter to which the disclosure statement relates, 
including the time of such communication(s) and the details thereof. 

 
V. FILING OF DISCLOSURE STATEMENTS AND RELATED DOCUMENTS 

 
Each disclosure statement submitted by a Town Employee and related documents will be filed 
and indexed as follows: 
 
Statements filed with the Board of Selectmen and the Town Clerk will be indexed under the 
name of the individual Town Employee making the disclosure statement. 
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Statements will be filed with the Clerk and other person responsible for maintaining the records 
of any board, committee or other agency of the Town on which the Town Employee making the 
disclosure serves. They will be filed with and indexed to refer to the particular matter to which 
the disclosure relates so that a person having an interest in the particular matter may readily have 
access to the disclosure statement and related documents. 
 
VI. ATTENDANCE AT ETHICS SEMINARS 
 
The Board will offer the opportunity to all Town Employees, full or part time, paid or 
volunteer, to attend at least once each year a seminar held in Town Hall on the requirements of 
the Conflict of Interest Law as applicable to Town Employees. All compensated Town 
Employees in any division under the jurisdiction of the Town Manager will be required to 
attend that seminar unless excused in advance in writing by the Town Manager. 
 
VII. OPINIONS OF TOWN COUNSEL OR STATE ETHICS COMMISSION
 
Opinions of Town Counsel to Town Employees that are rendered under the “COIL” become 
public records (Sec. 22) and are to be filed with the Town Clerk. Town Counsel must file with 
the Ethics Commission a copy of each such opinion for review.  In order to provide the public 
with convenient access to those opinions, Town Counsel will notify the Office of the Town 
Manager when such opinions have been filed with the Town Clerk. The Office of the Town 
Manager will maintain a current listing of those opinions and of the response, if any, of the 
Ethics Commission indexed according to the name of the person to whom such opinion has been 
rendered and the office, board, committee or agency of the Town in which such person is 
serving. 
 
Town Employees may also directly request the Ethics Commission to issue a formal advisory 
opinion on a written statement of facts. Such a formal advisory opinion and an opinion of Town 
Counsel that has been submitted to the Ethics Commission to which no exception has been taken 
will be binding on the Ethics Commission so long as the facts have been accurately presented  
 
The Board of Selectmen authorizes the Town Manager to request Town Counsel to provide to 
the Town Manager an opinion based upon the provisions of C. 268A and other relevant materials 
as to whether the past or prospective conduct of a Town Employee serving in an office, board, 
committee or other agency under the jurisdiction of the Town Manager constitutes an actual 
conflict of interest or gives rise to the appearance of a conflict under the provisions of that 
statute. Such a request and an opinion rendered upon it will not have the status of an opinion 
rendered under Section 22 and will be intended for the information and guidance in the 
administration of government under the Town Manager. At the time of       requesting such an 
opinion the Manager shall inform the person whose conduct is the subject of the request that the 
request has been made, shall provide the person with a copy of the request and shall afford the 
person the opportunity, within a specified time, to supplement the information contained in such 
request. The Town Manager shall receive and forward any supplemental information to Town 
Counsel and shall provide the person with a copy of the opinion when rendered by Town 
Counsel. The request and the opinion will be subject to the provisions of the Public Records 
Law. 
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Town of Framingham 
Technology Services 
 
 

Policy on Social Media Administration 
 

Issue date:  6/22/2015 
Type of policy:  New (X) Amendment ( )   Revision (  ) Minor Update 
Effective date:  7/1/2015 
Last Revision date:   
Level: Department  (  ) Division  (  )           Town Wide  (X)    
 
 

Policy Statement 
 
This policy provides guidance for the administration of official Town of Framingham social media 
accounts.   

References 
None 

 
Special Terms 

None 
 

Policy Description 
 
Social media tools are becoming part of the normal working experience for government employees, just 
like telephones and email. But, recognizing that social media tools are also new and unique in many ways, 
this policy has been developed to support the adoption and adaptation of these tools in the public sector. 
 
They reflect some of the unique circumstances that apply to the public service, including the reality that 
citizens tend to expect greater accountability from government than most organizations. But overall this 
policy is based on one important philosophy: we trust our employees to be responsible in their use of 
these tools, just as we trust them in every other aspect of their work. 
 
I. Departmental Management Requirements and Approvals 
 
To establish a new social media account, user department shall first submit a plan to the Director of 
Technology Services stating the purpose, content, frequency of updates, appropriateness, custodian of the 
account, and follower response time. The content shall be in line with the department’s mission statement. 
Annual town-run events should not have a separate social media presence, but should instead be 
sponsored by an account on the approved social media list. User department shall expect a fair amount of 
timely interaction with followers. The plan shall be approved by the department head before submitting to 
the request to the Director of Technology Services. 
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II. Administrative Requirements 
 
Approved Social Media Sites and the Incubator Program 
 

 The social media accounts shall be from the following list of approved social media sites; this list 
will be reviewed annually: 
 
 Facebook 
 Twitter 
 LinkedIn 
 Google Plus 
 Tumbler 
 Instagram 
 YouTube 
 Flicker 

 
 If the social media account is from a social media site that is not currently on the approved list, 

users should submit an application to the Public Information Officer/Webmaster to be in the 
incubator program. 
 

 The social media incubator program is designed to create an environment that balances the quick 
adaptation of new tools and governance on appropriate use and security. Any department that is 
in need of using a new social media tool which is not on the approved list of social media tools 
can apply to be part of the incubator program. The Public Information Officer/Webmaster will 
review the application and approve an incubation period. The requesting department will report 
back to the Public Information Officer/Webmaster their use, findings and lessons learned during 
the incubation period. After the incubation period, the Public Information Officer/Webmaster will 
evaluate the findings and make a decision on whether or not to approve such new tool. 
 

 All social media sites shall include the Town’s Social Media Disclaimer:  
 
We expect conversations to follow the rules of polite discourse and we ask that participants treat 
each other, as well as our employees, with respect. Comments may be monitored and may be 
subject to removal based on, but not limited to, the following qualities: comments featuring 
profanity and vulgar or abusive language; sexually harassing content; obscene content; threats of 
physical or bodily harm; discriminatory language on the basis of race, gender, ethnicity, national 
origin, sexual orientation, gender identity or expression, disability, age, marital status, or religion; 
and content of a commercial nature. Comments straying from the designated topic may also be 
subject to removal. 
 

Security Requirements 
 

 The social media account must be set up using a Town email address as recovery email. 
 A strong password is required and must be changed at least every 3 months. 
 Passwords and login information shall not be shared with others with the exception of the 

Webmaster/PIO for archiving, and messaging backup and coverage. 
 All social media administrators must be permanent Town employees. 

 
 

 
 
Training Requirements 
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 The Public Information Officer/Webmaster shall provide training on the use of the approved 

social media sites. 
 

Archive Requirements 
 

 All social media communications are public records and subject to FOIA requests. 
 All approved social media accounts shall be archived. 
 All associated costs for archiving social media sites will be the responsibility of the Department 

administering the site. 
 
III. User Requirements 

 
 Users shall not post or release proprietary, confidential, sensitive, personally identifiable 

information (PII) on social media sites. 
 Users shall not mix their professional information with their personal information. 
 Users shall abide by Massachusetts Conflict of Interest Law for Municipal Employee. 
 During the event of an emergency, users shall follow the instructions of the Director of 

Emergency Management or the Public Information Officer/Webmaster 
 Users shall not engage in political, religious or personal activities. 
 Users shall follow the departmental and administrative requirements. 
 Users shall safe guard their account credentials and shall not share them with others. 
 Users shall abide by Town of Framingham employee policies, procedures and expectations. 
 Users shall participate in and contribute to the Town’s social media working group. 

 
IV. Content 
 

 Wherever possible, content posted to the Town’s social media sites will also be available on the 
Town’s main website. 

 Wherever possible, content posted to the Town’s social media sites should contain links directing 
users back to the Town’s official websites for in-depth information, forms, documents or online 
services necessary to conduct business with the Town. 

 Inappropriate content will be removed immediately. 
 Friend lists should not be made available on any Facebook pages.  

 
V. Security 
 

 All social media accounts shall be maintained based upon these guidelines, and are subject to 
Webmaster/PIO or IT security audit. 
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I have reviewed the Social Media Policy and understand and agree to comply with the Policy along with 
the following terms and conditions.  
 

 Any electronic equipment to which I am assigned by the Town of Framingham along with any 
software issued by the Town of Framingham are intended for business use only. 

 In the use of such electronic equipment, the user represents the Town of Framingham and agrees 
to conduct him or herself in a professional, courteous, business-like and customer service oriented 
manner.  

 Under absolutely no circumstance is any Town property to be utilized to solicit, harass, or 
otherwise offend or for any unlawful purpose.   

 Under absolutely no circumstance is any Town property to be utilized to access illegally 
distributed materials, sexually explicit materials or otherwise inappropriate materials. 

 The Town reserves the right to monitor or review any information stored or transmitted on town 
equipment.  

 All e-mail, voice mail and other electronic means of communication must comply with the Open 
Meeting Law and treated as subject to discovery. 

 Discretion should be used when sending and storing highly sensitive or confidential information 
as you would if access was not completely secure.  

 The Town reserves the right to impose limitations on downloads, email and other Internet 
activities as appropriate to protect town resources and ensure performance. 

 Use of all systems is subject to random monitoring.  

In addition, I agree  
 

 Not to allow my log on to be used by anyone else. 

I understand that my access may be monitored and/or revoked for failure to comply with these and/or 
other guidelines the Town may periodically issue and in addition could result in disciplinary action up to 
and including termination and/or appropriate legal action(s). 
 
 
Last Name:       First Name:      Middle Initial:    
 
Department:       x       Log #:   
  
Signed:            Date:     
    
Authorized by:          Date:      
 

 

 




