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City of Somerville, Massachusetts

1. OVERVIEW

This Employee Guidebook contains a summary of current policies and benefits applicable
to the City of Somerville’s non-union employees. Pursuant to M.G.L. c. 150E benefits
provided to employees who are members of collective bargaining units are contained in
that unit’s collective bargaining agreement and those employees should consult that
agreement. This Guidebook is designed to provide prospective and current employees
with basic information about the City, its government, and its human resources practices.
New employees will find answers to many of their questions. Current employees will find

it a convenient reference.

This Employee Guidebook is not intended, nor should it be construed, as a binding

contract of employment or of any term or condition of employment — express or implied —

between the City and any employee. Furthermore, this Employee Guidebook is not

intended to guarantee continued employment or specific benefits or procedures.

The City reserves the right to add, change or discontinue any aspect of its human resources
policies and benefit programs with or without notice, and to revise or modify provisions in
this Guidebook. It is each employee’s responsibility to familiarize himself or herself with

changes as they are announced.

Nothing in this guidebook shall diminish any right or prerogative conferred by law to the

City or its Mayor.

Employees of the City that are not otherwise covered by a collective bargaining agreement
or have civil service status are considered at-will employees, and either party may
terminate the employment relationship any time, with or without cause, and with or

without notice.

The enclosed material supersedes any policies or Guidebooks previously distributed.
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2. EMPLOYEE RELATIONS PHILOSOPHY

It is the practice of the City of Somerville to treat each employee as an individual. We
strive to develop a spirit of teamwork with individuals working together to attain common
goals. In order to provide and maintain a productive, professional atmosphere, our goal is
to provide a workplace that is safe, comfortable, and progressive. We firmly believe that
by communicating with each other directly, we can develop mutually beneficial and
respectful relationships, and can openly and efficiently resolve problems that may arise.
The City expects that employees will perform their duties to the best of their abilities and
that they will do their part to fulfill the responsibilities that they owe to the citizens of
Somerville, whose tax dollars support the functions and duties of city government.

The overall objectives of the City’s human resource practices are:

> To recruit, select, and retain employees based on their knowledge, skills and ability

to perform the duties of their positions.

» To provide a safe work environment.

» To provide an equitable and competitive compensation package.

» To foster an environment of learning.

» To provide training for employees, thus ensuring high standards of performance
and productivity.

» To ensure that employees meet performance standards, develop and practice safe

work habits, grow professionally, correct inadequate performance and provide for

the proper supervision in the various departments.
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» To assure that no person employed by the City shall be discriminated against

because of race, sex, gender identity/expression, color, religion, national origin,

sexual orientation, disability or age.

3. SUGGESTIONS AND IDEAS

The City encourages suggestions by employees that improve the quality and level of

service provided to its citizens, residents and taxpayers.

The City encourages employees to share their suggestions and ideas concerning making
Somerville a better place to live, work, play, and raise a family.

Employees are encouraged to “think outside the box” and look at ways to improve the
quality and level of services the City provides as well as to improve the workplace itself
and employee wellness.

While not all suggestions can or will be implemented they will be evaluated and integrated
as deemed appropriate. Suggestions may be made to your department head, the Human
Resources Department, or the Mayor’s Office. The adoption of recommended
improvements reflects positively on the employee and is considered to be integral to fully

effective job performance.
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Appointing Authority

The person or officials authorized by law to make appointments and dismissals. In the

City of Somerville, the Mayor is the sole appointing authority.

Probationary Period

Employees who fall under a civil service classification will be subject to the probationary

requirements of civil service law.
The probationary period for non-civil service employees is ninety (90) days from first date
of employment. A break in service during a probationary period extends the period by the

length of that break.

Additional information on the City’s probationary period can be found under Part III
Section A-4 of this guidebook.

At-Will-Employee

All employees are employees at will unless under contract or civil service law.

Exempt Position

Those employees of the City who are exempt from overtime payments pursuant to M.G.L.
c. 151, Section 1A and / or Section 13(a)(1) of the Fair Labor Standards Act as defined by
Regulations, 29 CFR and / or any other applicable statute(s).

Examples of such employees generally include certain department heads, managers,
professional, computer and administrative employees who are compensated on a salary

basis.

Non-Exempt Position

All City employees not classified as exempt, seasonal, temporary, intermittent, “960” or

contract employees.
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Compensatory Time

Employees who are classified as “non-exempt” under the Fair Labor Standards Act
(FLSA) may be eligible for compensatory (“comp”) time but only when agreed to in
advance and approval may be granted only at the discretion of the Mayor or the Director of

Human Resource. “Comp” time is accrued at time and one half.

Exempt employees are not eligible to receive compensatory time or overtime.

Flex Time
Department heads have the authority to grant flex time on a case-by-case basis balancing
departmental and employee needs. Prior to using flexing time, the department head must

grant permission to the employee regarding if and when flex time will be used.

Flex time may take the form of beginning one’s work day earlier/later than the standard
work day, working later or leaving earlier than the standard work day, or taking a
shorter/longer lunch period. Permission to flex time that extends beyond an incidental
basis (e.g., time that is anticipated to be more than five (5) business days in a row or on a
periodic basis lasting more than two (2) weeks) should be submitted in writing to your
department head so that both you and the department head are clear as to when you will be
working. Requests that extend beyond twelve (12) weeks will require approval from the

Human Resources Department.

Although flex time may be granted it does not have to be granted at a 1 for 1 match. For
example working four (4) additional may be agreed two (2) hours will be flex. Please note
non-exempt employees who work more the forty (40) physical hours are entitled to

overtime.

Flex time is not intended to be in lieu of Family and Medical Leave Act (FLMA)

requirements.
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Full-Time Employee

An employee who works a regularly scheduled minimum of thirty (30) hours or more per
week and has definite assigned responsibilities.

Part-Time Employee with Benefits

An employee who works on a regularly scheduled minimum of twenty (20) hours per week
(1,040 annually) and has definite assigned responsibilities. These employees are granted
benefits such as holiday pay, vacation pay and sick pay on a pro-rata basis, as determined
by the number of regularly scheduled hours compared to the normal workweek in his or
her given department. These employees may be eligible for group health insurance under

the Group Insurance Commission (“GIC”).

Part-Time Employee without benefits

A part-time employee is an employee who is scheduled up to nineteen (19) hours per week
regularly. These employees are not entitled to benefits such as holiday pay, vacation pay,

sick pay, group health insurance or any other benefits.

Seasonal, Temporary, Intermittent, or “960”

An employee who is serving in a position for a specified period of time or to complete a
specific project. These employees are not entitled to benefits such as holiday pay, vacation
pay, sick pay, group health insurance or any other benefits regardless of the number of
hours worked per week unless, in the case of a contract employee, it is explicitly provided

pursuant to their contract.

Seniority
Upon the successful completion on an Employee’s probation period seniority shall be

measured from their original date of hire subject to the following:

1. Seniority shall continue to accrue during continuous authorized leaves of
absence provided that the Employee returns to work immediately following
the expiration of any such leave of absence. If the Employee fails to return

immediately from an authorized leave of absence then their seniority shall
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end with the last day the Employee actually performed work for the

Employer unless otherwise approved by the Mayor.

2. Employees who have terminated voluntarily and in accordance with the
City policies will be allowed to “bridge” their seniority upon returning to
work as a rehire provided that the Employee returns within 365 days of their
resignation or if a greater period is granted at the Mayor’s sole discretion.
Said seniority will not include any period between their resignation and

return to duty.
3. Any Employee who fails to return to work on a recall from layoff within

thirty (30) calendar will lose his or her seniority. Recall notice shall be sent

via certified mail.
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City of Somerville, Massachusetts

A. EMPLOYMENT

1. EQUAL OPPORTUNITY POLICY

The City is committed to the principle of equal opportunity in employment. The City is
conscious of its responsibility to eliminate discriminatory barriers to employment based on
race, sex, gender identity/expression, color, religion, national origin, sexual orientation,
disability, age, and/or other protected categories, and to promote an environment free of
discriminatory harassment. Retaliation against an individual based on engagement in a
protected activity such as the filing of a complaint and participation in a complaint

investigation is also prohibited.

The City will continue to direct its employment and personnel practices toward ensuring
equal employment opportunity for everyone. The City intends that all matters related to
recruitment, hiring, and employment, as well as participation in and supervision of City-
sponsored educational, social, and recreational programs shall be free of discriminatory

practices.

The City has obligations and programs which are intended to identify and remove any
policy or practice that might contribute to the unfair or unequal treatment of protected
classes. A copy of the City’s current Equal Opportunity (EO) Policy is available on the
City website and upon request in the Human Resources department. Any applicant or
employee who has questions about the City’s EO Policy is encouraged to contact the

Human Resource Department.

2. CRIMINAL OFFENDER RECORDS INFORMATION

A copy of the City’s current CORI policy is available upon request in the Human
Resources department. Please contact the Human Resource Department at x3300 for more

information.
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3. REASONABLE SUSPICION POST EMPLOYMENT TESTING

Employees may be subject to drug and / or alcohol testing post-employment based on

reasonable suspicion.

4. PROBATIONARY PERIOD

Employees are subject to a ninety (90) calendar day probationary period from their date of
hire. Upon the completion of the first sixty (60) days the respective department head will
complete an employee evaluation, including a written recommendation relative to the
retention or termination of the employee. If the employee’s job performance is deemed
unacceptable by the department head or their designee, the employee may be
recommended for discharge, said recommendation shall be made to the Human Resource
Department. Employees transferring from one department to another are not subject to an
additional probationary period. However, a break in service during a probationary period

extends the period by the length of that break.

5. HOURS OF WORK AND OVERTIME POLICY

Departmental work schedules have been established in accordance with City ordinances,
operational need, and personnel policies. Break times are subject to workload and the
discretion of the immediate supervisor. Regular attendance and punctuality are among the
critical job responsibilities of every employee. If, because of illness or other reason, an
employee cannot report for work at the scheduled time, the employee must notify his or
her immediate supervisor or designee, explaining the reason for the absence. If an
employee is going to be late for work, a call must be made to his or her immediate

supervisor or designee advising of the reason for the delay.
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The standard workweek for all full time Non-Union Employees is as follows:

Standard Work Week Schedule* Lunch/Break
Monday 8:30 am-4:30 pm one (1) hour lunch and a fifteen (15) minute break
Tuesday 8:30 am-4:30 pm one (1) hour lunch and a fifteen (15) minute break
Wednesday 8:30 am-4:30 pm one (1) hour lunch and a fifteen (15) minute break
Thursday 8:30 am-7:30 pm one (1) hour lunch and two fifteen (15) minute

breaks
Friday 8:30 am-12:30 pm no lunch or breaks

OR

Monday 8:00am-4:00pm one (1) hour lunch and a fifteen (15) minute break
Tuesday 8:00am-4:00pm one (1) hour lunch and a fifteen (15) minute break
Wednesday 8:00am-4:00pm one (1) hour lunch and a fifteen (15) minute break
Thursday 8:00am-4:00pm one (1) hour lunch and a fifteen (15) minute break
Friday 8:00am-4:00pm one (1) hour lunch and a fifteen (15) minute break

*Please note some non-union positions may have an “on call” or “as needed” or other

schedule based on operational need.

Full time benefit eligible staff receives paid breaks and lunches.

Non-Exempt Employees

Non-exempt or “hourly” employees will be paid overtime pursuant to the provisions of the
Fair Labor Standards Act (FLSA). Department heads shall be responsible for the control
and authorization of overtime in excess of forty (40) hours. Overtime shall be authorized

at the discretion of a department head.

Exempt Employees

Exempt employees are expected to work the hours necessary to complete their job
assignments in a professional manner. Department heads are authorized to exercise
discretion in modifying employee schedules with approval from the Human Resource

Department.
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6. INCLEMENT WEATHER /SNOW DAY POLICY

From time to time, the Mayor may make the determination that certain non-emergency
and/or non-essential city offices may be closed or that staffing levels may be reduced (to a
“skeleton crew”) in recognition of hazardous conditions. In the event that either an office
closing or reduction in staffing levels occurs, department heads (and/or designated
supervisors) will notify staff as to whether they need not report and may work from home

(when applicable).

Please note that a weather emergency declared by the Governor or the cancellation of
school by the Somerville School Department does not automatically mean that offices will
be closed or staffing levels reduced. The decision as to whether to close any office(s) or

reduce staffing levels will be made by the Mayor.

If you feel that you cannot report to work due to hazardous conditions, you should contact
your department head to determine whether you can work from home or whether you may
use accrued but unused vacation or personal time. If you are granted permission to work
from home you must be available electronically to respond to departmental needs during

the work day.

Emergency Personnel

While each emergency declared by the Mayor will have its own unique challenges and
staffing requirements, generally, for weather-related events, emergency personnel include,
but may not be limited to, employees who work in the Police Department, Fire
Department, Department of Public Works, and Constituent Services (311) Department. In
addition, employees of the City’s Traffic and Parking Department and Inspectional

Services Division assigned to code enforcement may be considered emergency personnel.
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Essential Personnel

The determination as to whether personnel are essential is to be made on a case-by-case
basis by their department head. Essential personnel are generally defined as those non-
emergency personnel who must perform a specific, timely function that must be performed
during the time of a declared emergency. (For example: Payroll Department employees
are not generally considered “essential” unless being absent during the period involved
would prevent employees from receiving their paychecks on their regularly-scheduled
date.)

Use of Benefit Time

In the event that an employee has a previously-scheduled benefit day (i.e., vacation time,
personal day, sick leave, or leave of absence) the declaration of an inclement weather
and/or snow day has no impact on the use of previously-scheduled benefit time unless
specifically called into work. These employees will not be required to be available during
that day unless specifically called in. In the event that an employee is called in from a
vacation or personal day he/she will be re-credited for any time that he/she is required to

report.

B. RECORDS

1. ATTENDANCE RECORDS

Departments are responsible for maintaining and reporting records of attendance. The
Human Resource Department will review departmental attendance records periodically to

ensure consistent administration of attendance standards for all employees.
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2. ACCESS TO PERSONNEL FILES POLICY

In accordance with the provisions of MGL Chapter 149, Section 52C, current and former

employees have the right to review their personnel files.

Medical and/or psychological information about employees is maintained separately from

the personnel record.

Employees must make a written request to review and/or receive a copy of their personnel
file. Employees submitting such a request will be allowed to view their file within five
business days of making the request. Employees seeking to obtain a copy of their file will

be accommodated within a reasonable period of time.

If there is disagreement with any information in the personnel record, the City and the
employee may mutually agree to remove or correct it. If agreement is not reached, the
employee may submit a written statement explaining the disagreement. The statement will
be retained in the personnel record. If the statement upon which there was original
disagreement is transmitted to a third person, the employee’s written response will also be

transmitted.

3. SAFETY AND HEALTH

The safety and health of employees is of paramount importance to the City. Accordingly,
it is the policy of the City that employees work in safe surroundings and in a safe manner.
It is the obligation of each employee to observe established safety rules. For individual
safety, and the safety of fellow workers, unsafe working conditions should be promptly

reported to the employee’s respective supervisors.
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4. BULLETIN BOARDS/POSTINGS OF INFORMATION

Information of interest to employees is posted in various locations including but not
limited to City bulletin boards in each department, payroll stuffers and e-mail. These and
other approved means of communications are for official use only and are not for personal

use or solicitation.
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Employee compensation is established through City compensation plans.

1. PAY PERIOD/PAY DAYS

Employees are paid on a weekly basis, with the payroll period ending on Saturday and
checks available on the following Friday. Checks for employees paid on a monthly basis
are available on the last day of the month. The calendar incidence of a holiday may alter

the distribution of payroll checks to the next day.

2. DIRECT DEPOSIT

Employees are encouraged to use direct deposit for their payroll checks. Application
forms for this service are available through Payroll or as downloads from the Human
Resource Department’s web page. In addition to completing the necessary form,
employees must submit a voided check for the checking accounts to which their pay will
be automatically deposited. If an employee prefers direct deposit to a savings account,
written notification from the financial institution with routing (ABA) number and account
number must be attached along with a voided check or bank letter for a savings account.

Please contact Payroll if you have any questions.

3. PAYROLL DEDUCTIONS

Mandatory payroll deductions may be made, depending upon the number of exemptions
claimed, for federal and state income taxes, and for retirement contributions. All
individuals employed on or after, April 1, 1986, must have a deduction for federal
Medicare insurance.

Optional payroll deductions may be made, based on employee authorization, for the
following including but not limited to: health insurance, life insurance, dental insurance,

deferred compensation, additional tax withholding and the employee credit union.
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4. GARNISHMENTS, LIENS, TRUSTEE PROCESS

Subject to the provisions of applicable federal and state law, the City may be obliged to

retain, and pay over to a third party, a portion of the employee’s earnings.
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1. VACATION LEAVE POLICY

All full-time Employees accrue vacation pay on a monthly basis after completing 90

calendar days of employment. Vacation time will be accrued over a twelve month period.

Monthly accruals occur on the first of each month.

increments of one-half (.5) hours.

Length of Service

New employees

Employees with ninety one (91) days
to five (5) years of service.

Upon completion of five (5) years
to ten (10) years of service.

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

Employee Guidebook

Vacation time may be used in

Annual Vacation Accrual

After completing ninety (90)
calendar days of continuous
service, new employees will
receive one week immediately
and begin to accrue vacation
time on the first of each month
thereafter.

Four (4) weeks’ vacation (or
20 days), which is accrued at
1.67 days (or 13.33 hours) the

first of every month.

Five (5) weeks’ vacation (or 25
days), which is accrued at 2.08
days (or 16.67 hours) per

month.
Six (6) weeks’ vacation (or 30

days), which is accrued at 2.5

days (or 20 hours) per month.
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Upon completion of 20 or more years Seven (7) weeks’ vacation (or

35 days), which is accrued at
2.92 days (or 23.33 hours) per

month.

Approval

All vacation time requests must be approved, in advance, by the employee’s immediate
supervisor or their respective department head. Employees are encouraged to schedule
their vacations in as much time in advance as possible. Employees who terminate service
with the City of Somerville without having used his or her fully accrued vacation days,

shall be paid an amount, in lieu of unused vacation, as required by law.

Department heads have the ability to approve the use of un-accrued vacation time not
exceeding a full year accrual. Employees, will not be allowed to carryover any more than
10 (ten) days to the next year; unless as otherwise approved by the Mayor.

Part-time employees who are scheduled on a regular basis and work at least twenty (20)
hours per week will receive a pro-ration of vacation based on their work schedule. For
example: a regular 30 hour per week employee with 3 years of service would receive 4
weeks (at thirty (30) hours for each week) of vacation per year at a monthly accrual rate of
10 hours.

Seasonal, Temporary, Intermittent, “960” and Part-time employees who work less than

twenty (20) hours per week do not accrue or receive vacation time.
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2. HOLIDAY LEAVE POLICY

Each full-time employee shall be granted leave with pay on the days designated

for observance of the following holidays:

New Year’s Day Independence Day
Martin Luther King Day Labor Day
Presidents Day Columbus Day
Patriots Day Veterans Day
Memorial Day Thanksgiving Day
Bunker Hill Day Thanksgiving Friday

Christmas Day
Christmas Eve (1/2 day)

Regular part-time employees who work twenty (20) hours or more receive holiday leave at
a pro-rated amount. For example: If a regular thirty (30) hours per week employee is off on
New Year’s Day they would receive six (6) hours of leave with pay. The calculation for
prorating is the amount of total hours divided by five (5) (5 is the standard amount of days
in a week). This formula applies regardless of the amount of days a part-time employee is

scheduled in a week.

Seasonal, Temporary, Intermittent, “960” and Part-time employees who work less than 20

hours per week do not receive leave with pay for holidays.

If a holiday occurs on a Saturday, employees will be compensated in the amount of one (1)
additional day’s pay at their base rate. Holidays which fall on a Sunday will be observed
on the following Monday in accordance with state law. Non-exempt employees required to
work on a holiday will receive pay at time and a half for the hours worked over and above
forty (40) worked hours in the preceding work week. Exempt employees mandated to work

on a holiday will receive a bonus of $150.
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If a holiday occurs during the vacation period of a full-time non-union employee, the

employee shall not be charged a day of vacation.

The number of hours for which a non-exempt employee is paid on a holiday shall be

considered time worked for overtime or compensatory time off purposes.

3. SICKLEAVE POLICY

Sick leave is a benefit limited to absences caused by physical or mental illness, injury,
exposure to contagious disease, serious illness of a member of an employee’s immediate
family (consists of father, mother, brother, sister, spouse, child, spouse’s father or mother,
spouse’s/partner’s son or daughter, grandparent and grandchild and other members of the

employee’s household) or illness or disability arising out of or caused by pregnancy or
childbirth.

Upon completion of ninety (90) days of continuous service with the City, full-time and
regular part-time employees who work twenty (20) plus hours per week shall receive one
(1) week of sick time. Said employees thereafter shall be granted sick leave at twenty (20)
days annually, as provided by ordinance, without loss of pay for absences caused by
legitimate illness or injury. Sick leave shall be accrued over a twelve-month period on the
first of each month. Employees are able to carryover all of the unused sick time from the
previous year. Department heads have the ability to approve the use of unaccrued sick time

not exceeding a full year accrual (i.e.; 20 days).

An employee shall be entitled to sick leave without loss of pay if the employee has notified
his or her supervisor, or designee, of the absence and cause thereof within one hour of the
start of the workday, or as soon thereafter as possible. Sick time may be used in
increments of one-half (.5) hours.

The City, in its exclusive discretion, reserves the right to request a written certificate from

a City-selected physician, at the cost of the City, establishing incapacity after 10 days of
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absence, illness, or injury as a condition of payment of sick leave benefits. If an employee

uses sick leave for purposes other than legitimate illness or non-work incurred injury, as

defined above, the employee may, at the City’s discretion, be subject to discipline, up to

and including discharge.

4. PERSONAL LEAVE POLICY

Benefit eligible employees, upon completion of ninety (90) days of continuous service

shall be allowed to convert three (3) days of accumulated sick leave to personal leave.

The City will automatically convert three sick leave days to personal days on or about the
first of each year. Personal leave shall not be cumulative but any unused personal leave

shall be credited back to sick leave accumulation at the end of each year.
Application to use personal leave must be made to supervisors as early as possible and,
except in an emergency, not less than one (1) working day in advance. Personal time may

be used in increments of one-half (.5) hours.

5. PARENTAL LEAVE POLICY

Employees on an approved Parental Leave are granted two (2) weeks paid parental leave

time; which does not impact accruals.

The City of Somerville grants parental leave in accordance with the provisions of MGL
Chapter 149, Section 105D. All employees having completed three (3) months of
employment of service shall be granted eight (8) weeks of parental leave without loss of
seniority or benefits for the purposes of giving birth or adopting a child under age of
eighteen or under age twenty-three if the child is mentally or physically disabled. Upon
expiration of parental leave, employees will be 