CITY OF NEWTON, MASSACHUSETTS

Department of Human Resources

Paid Parental Leave Policy

1. Purpose

The City of Newton recognizes that welcoming a child through birth, adoption, or foster
placement is a significant life event, and is committed to fostering a workplace culture that
values family, promotes work—life balance, and supports employees as caregivers. The City
further recognizes that pregnancy loss can be physically and emotionally significant, and that
employees may need time away from work to recover and grieve. Through this policy, the City
affirms its commitment to attracting and retaining a talented, diverse workforce by providing
meaningful support at critical moments in employees' lives and by administering this policy in a
fair, equitable, and consistent manner.

The purpose of this policy is to provide up to four (4) Workweeks of paid parental leave to
eligible employees of the City of Newton in order to support the health and well-being of
employees and their families during the arrival of a new child or in connection with certain
pregnancy losses.

In recognition of the application of this policy, any eligible employee who has experienced a
Qualifying Event on or after January 1, 2026 will be eligible for the benefit under this policy so
long as they meet all other eligibility criteria, all other terms are applied, and the four
Workweeks of paid parental leave are used within one year from the date of the Qualifying
Event.

2. Applicability

This policy applies to persons employed by the City of Newton in full-time or certain part-time
benefits-eligible positions, except as excluded below.

This policy excludes the following categories: employees of the Newton Public Schools, as they
operate under a separate policy; elected members of the Newton City Council and Newton
School Committee; all other elected positions; and Mayoral-appointed or City Council-
appointed members of a board, commission, or committee.

For employees in a bargaining unit, this policy applies only to the extent that it is expressly
bargained for by the bargaining unit with the City and agreed upon by the parties through the
terms of either the applicable collective bargaining agreement or a memorandum of
agreement.

Any eligible employee who has experienced a Qualifying Event on or after January 1, 2026 will
be eligible for the benefit under this policy so long as they meet all other eligibility criteria, all
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other terms are applied, and the four Workweeks of paid parental leave are used within one
year from the date of the Qualifying Event.

3. Definitions

"Benefits-eligible position" means a position that the City determines is eligible to receive
employer-sponsored benefits such as health insurance, consistent with the City's benefits
eligibility rules.

“Break in service” means a period of separation from employment with the City of Newton of
more than three years, including resignation, termination, retirement, or any other separation,
but excluding approved leaves of absence during which the employment relationship continues.

“Child” means a biological, adopted, or foster child, a stepchild, a legal ward, or a child for
whom the employee stands in loco parentis, who is under age 18, or under age 23 if the child
has a physical or mental disability.

"Employee" for the purposes of this policy means any individual employed by the City of
Newton who is in a full-time or a certain part-time benefits-eligible position, as determined by
the City's classification and compensation plans, and who is not otherwise excluded under the
Applicability section.

“FMLA” means the federal Family and Medical Leave Act, 29 U.S.C. § 2601 et seq., and its
implementing regulations, as amended.

“Injury leave” means a period of leave during which an employee is absent from work due to a
work-related injury or iliness and is receiving workers’ compensation benefits and/or
contractual or other statutory injury leave benefits in lieu of regular wages.

“MPLA” means the Massachusetts Parental Leave Act, Massachusetts General Laws chapter
149, § 105D, and its implementing regulations, as amended.

"Parental Leave" means leave granted under this policy for the purpose of bonding with a
child(ren) following a Qualifying Event, or for recovery and related needs following a pregnancy
loss that constitutes a Qualifying Event.

“Parent” means a biological, adoptive, foster, or stepparent, a legal guardian, or an individual
who stood in loco parentis to the child when the child was under 18.

"Qualifying Event" means:

1) the addition of a child (or multiple children at the same time) under the age of 18 (or
under age 23 with a physical or mental disability) to the Employee's immediate
family through:
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childbirth;

surrogacy;

adoption, except in cases of the adoption of new spouse’s children following

marriage;

d. foster care placement, provided that no more than one foster care
placement shall constitute a Qualifying Event for an Employee in any twelve
(12) month period; or

e. other legal status or placement; OR

o L

2) pregnancy loss occurring twenty (20) or more weeks into the pregnancy.

"Regular Pay" means the employee's regular straight-time compensation for their standard
schedule, exclusive of overtime, supplemental, premium, or other additional pay.

“Workweek” means the employee’s regular, budgeted schedule of hours per week as
established by the City, exclusive of overtime, details, or other supplemental assignments. The
application of four (4) workweeks of Paid Parental Leave will be calculated based on the
Employee’s regular work year and scheduled hours.

4. Policy

4.1 Eligibility
To be eligible for paid parental leave under this policy, an employee must:

e be employed in a benefits-eligible position,

e have completed at least twelve (12) consecutive months of employment without any
break in service with the City of Newton immediately prior to the start of parental
leave, and

e have been in pay status for a minimum of 1,250 hours during the twelve (12) months
preceding the start of leave.

Eligibility under this policy is not affected by the employee's gender, gender identity, marital
status, or family structure, and all eligible parents are treated equally for purposes of receiving
paid parental leave.

Eligibility for Paid Parental Leave ends if an employee transfers to an ineligible position.

4.2 Amount and timing of leave

Eligible employees are entitled to up to four consecutive (4) Workweeks of paid parental leave
per Qualifying Event, as defined and calculated under this policy. Leave under this policy must
be initiated and fully used within one (1) year of the date of the Qualifying Event. All paid
parental leave will run concurrently with FMLA and MPLA to the extent those laws apply.
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Paid holidays that occur during the period of approved paid parental leave are inclusive within
the four Workweeks of leave and shall not be used to extend the leave beyond four
Workweeks. The intent of this policy is that the employee will be absent from work for four
Workweeks, inclusive of any paid holidays that fall within that period, and the leave shall not be
extended or supplemented on account of such holidays.

Paid Parental Leave is not paid out upon separation from employment and cannot be donated
to other employees.

4.3 Pay during paid parental leave

During approved parental leave under this policy, the employee will receive pay at one-hundred
percent (100%) of Regular Pay for their regularly scheduled hours. Pay under this policy is not
charged against the employee's accrued vacation, sick, or personal leave balances. The
employee may, at their option and subject to City ordinance and other applicable leave policies,
use accrued paid leave to extend time away from work beyond the four (4) Workweeks of paid
parental leave provided by this policy but is not required to do so as a condition of receiving
parental leave pay.

Employees using FMLA or MPLA leave concurrently with paid parental leave must follow the
terms of the City's FMLA and MPLA practices, including any requirements regarding the use of
sick leave, other paid leave, or special leave, and any requirements that apply during periods of
unpaid leave relating to the handling of deductions or premium payments during unpaid leaves.
Please speak to the Human Resources Department regarding the continuation of benefits while
on unpaid leave.

4.4 Relationship to other leave laws and benefits

Parental leave granted under this policy will run concurrently with leave taken for the same
Qualifying Event under the federal Family and Medical Leave Act (FMLA) and/or the
Massachusetts Parental Leave Act (MPLA), where applicable, and will not extend such leave. If
a leave taken under this policy qualifies for leave under the FMLA and/or the MPLA, the City will
designate the leave as FMLA and/or MPLA leave, as applicable. This policy is intended to
supplement, and not to diminish, any rights or benefits to which an employee may be entitled
under federal or state law; it alone does not provide job protection beyond four (4)
Workweeks. Nothing in this policy increases the total amount of leave available to an employee
under law or any applicable collective bargaining agreement.

Paid parental leave may not be used while an employee is on injury leave. However, if an
employee experiences a Qualifying Event while out on injury leave, once the injury leave
concludes and the City determines the employee is eligible to return to work, upon returning to
work, the employee will remain eligible for the full four (4) Workweeks of paid parental leave so
long as it is taken within one (1) year from the date of the Qualifying Event.

1000 Commonwealth Avenue Newton, Massachusetts 02459
Www.newtonma.gov



Page 5 0f 8

4.5 Benefits and job protection

During paid parental leave, the City will continue to provide health insurance and other benefits
in which the employee is enrolled, on the same terms and conditions as if the employee were
actively working, provided that where it relates to any insurance benefits, the employee
continues to pay any required employee share of premiums or contributions. Upon timely
return from parental leave within the approved period, an eligible employee will be restored to
the same or an equivalent position, with equivalent pay and benefits, subject to the limitations
and exceptions under applicable law. Failure to return to work at the end of the approved leave
period may be treated as a voluntary resignation, unless additional leave or accommodation is
required by law or is approved by the City.

4.6 Parents who are both City employees

If both parents are employed by the City of Newton and are each individually eligible under this
policy, each parent is separately entitled to up to four (4) Workweeks of paid parental leave for
the same Qualifying Event, unless otherwise provided in an applicable collective bargaining
agreement. The parents are not required to take their paid parental leave at the same time and
may schedule their respective four consecutive Workweeks at different times within the
applicable FMLA or MPLA leave period, subject to operational needs and approval in
accordance with this policy and any other applicable policy, practice or collective bargaining
agreement.

5. Procedures

All Paid Parental Leave requires sufficient notice from the Employee and approval from the
Department of Human Resources.

5.1 Notice Requirements

Sufficient notice is given when the Employee submits all of the following to the Department of
Human Resources at least thirty (30) days before the Qualifying Event, or as soon as practicable
if 30-days advance notice is not reasonable under the circumstances:

1. Any required request forms for leave under this policy, and, where applicable, request
forms and/or medical documentation for FMLA and/or MPLA leave.

2. A written request to use Paid Parental Leave using a form or method as determined by
the City.

3. The anticipated start date and duration of the requested leave, including any
FMLA/MPLA leave where applicable, and the requested use of Paid Parental Leave.

4. Any other information needed as determined by the Department of Human Resources
in its reasonable judgment and based on the individual circumstances.
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If exigent circumstances make it unreasonable to provide 30-days advance notice, Employees
must provide notice as soon as practicable. Failure to provide appropriate notice may delay the
consideration or approval of the request.

5.2 Leave that is or is not FMLA/MPLA-covered

Employees must comply with the notice and documentation requirements necessary for FMLA
and MPLA leave when such leave is available in connection with a Qualifying Event. Where a
Qualifying Event and the Employee’s leave are eligible for FMLA and/or MPLA, the City will
designate such leave to run concurrently with Paid Parental Leave, whether or not the
Employee affirmatively requests FMLA and/or MPLA. When a Qualifying Event or the
Employee’s requested leave does not qualify for FMLA and/or MPLA, the Employee may still
request Paid Parental Leave under this policy, and the City will evaluate eligibility and
documentation requirements under this policy and any other applicable City policies or
agreements.

5.3 Documentation

The Department of Human Resources may request from the Employee supporting
documentation and/or information that the City reasonably determines is necessary to
consider the Employee’s request for Paid Parental Leave. Paid Parental Leave will not be
approved until the Employee submits the requested documentation and information.

At minimum, the City will require the following certification forms, as applicable, prior to
approving any request for Paid Parental Leave:

1. Hospital discharge records, where applicable.
FMLA Form WH 380E (for the birth of a child); when FMLA leave is applicable.
FMLA Form WH 380F (for adoption, foster care placement, leave for parent), when
FMLA leave is applicable.

4. Medical documentation evidencing loss of pregnancy after 20 weeks gestation.

5.4 Review and determination

Human Resources will review the request, confirm eligibility, determine how this policy
interacts with FMLA, MPLA, and any other applicable laws, policies, or agreements before
issuing a written determination to the Employee confirming the approved leave dates, pay
arrangements, and any documentation or reporting requirements.

5.5 Communication during leave and return to work

During leave, the Employee is expected to remain in reasonable contact with their supervisor
and Human Resources regarding any changes to the anticipated return date. Prior to returning
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to work, the Employee shall confirm the return date with their supervisor and Human
Resources. If the employee seeks to use other leave or request a reasonable accommodation,
the employee must submit a written request as soon as possible, and the City will evaluate the
request under this policy and other applicable laws and policies.

5.6 Roles and responsibilities

Employees are responsible for complying with this policy and all related notice, documentation,
and reporting requirements. Department Heads and supervisors are responsible for planning
for coverage during the Employee's leave, for ensuring that this policy is applied consistently
and fairly within their departments, and for supporting a smooth transition before and after
leave in coordination with Human Resources. Designated departmental staff are responsible for
entering and maintaining accurate payroll and timekeeping records, including using the
appropriate leave codes for approved Paid Parental Leave, in accordance with the City’s
procedures. Human Resources is responsible for administering this policy, maintaining records
of parental leave usage, and ensuring consistent application across departments.

5.7 Lactation accommodations

The City will provide appropriate accommodations for nursing parents returning from leave,
including reasonable break time and a private, non-bathroom space for expressing breast milk,
consistent with applicable state and federal law. Employees should contact the Department of

Human Resources to discuss these needs and obtain support.

6. Applicable laws

This policy is intended to be interpreted and applied consistently with federal Family and
Medical Leave Act (FMLA) and all other applicable federal and state employment laws and
regulations.! In the event of any conflict between this policy and applicable law, the provisions
of the law shall control. If any provision of this policy is determined to be inconsistent with or
superseded by a collective bargaining agreement, the terms of the collective bargaining
agreement shall control for employees covered by that agreement, to the extent permitted by
law.

! General Laws Chapter 175M, the Massachusetts Paid Family and Medical Leave law (“PFML”), expressly excludes
municipalities, except where the governing body votes to opt in. Where the City of Newton’s governing body has
not yet opted in, PFML does not apply to City employees.
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Paid Parental Leave Policy

Employee Acknowledgement Form

Employee Name:

Department:

Job Title:

Supervisor:

By signing below, the undersigned Employee acknowledges that they have received and
reviewed the City of Newton Paid Parental Leave Policy.

The Employee understands that:
e Eligibility for Paid Parental Leave is determined in accordance with the terms of the

policy.

e Paid Parental Leave may run concurrently with FMLA, MPLA, or other applicable leave,
where applicable and as determined by the City.

e The Employee is responsible for complying with all notice, documentation, and
procedural requirements under the policy.

e Additional resources and request forms may be issued or updated by Human Resources.
e Questions regarding the policy should be directed to Human Resources.

This acknowledgement confirms receipt and review of the policy only. It does not create an
entitlement to leave, alter the terms of employment, or guarantee approval of any specific
leave request.

Employee Signature:

Print Name:

Date:

1000 Commonwealth Avenue Newton, Massachusetts 02459

WW w.newtonma.gov



	1. Purpose
	2. Applicability
	3. Definitions
	4. Policy
	4.1 Eligibility
	4.2 Amount and timing of leave
	4.3 Pay during paid parental leave
	4.4 Relationship to other leave laws and benefits
	4.5 Benefits and job protection
	4.6 Parents who are both City employees

	5. Procedures
	6. Applicable laws

