Town of Westwood
Leave Administration
Small Necessities Leave Policy
#312

1. PURPOSE AND SCOPE

a. The purpose of this policy is to establish the Town’s eligibility and procedural

requirements relating to the administration of small necessities leave.
2. APPLICABILITY

a. This policy applies to all employees who have worked for the Town for at least
twelve (12) months and provided at least 1250 hours of service during the
twelve months before the leave is requested.

3. DEFINITIONS

a. Twelve (12) month period. This shall mean a "rolling period" measured backward
from the date an employee uses any small necessities leave.

b. Child. Child shall mean a biological, adopted, or foster child, a stepchild, a legal
ward, or a child of a person standing in the place of a parent. The child must
either be under eighteen (18) years of age, or older and incapable of self-care
because of mental or physical disability.

c. Elderly relative. Elderly relative shall mean an individual of at least sixty-five (65)
years of age who is related by blood or marriage to the employee.

d. School. School shall mean a public or private elementary or secondary school, a
Head Start program assisted under the Head Start Act, or a children's daycare
facility licensed under MGL Ch. 15D.

4. POLICY
a. The Town will provide all eligible employees up to twenty-four (24) hours of
unpaid leave in the twelve (12)-month period for any of the following purposes:
i. To participate in school activities directly related to the educational
advancement of a child of the employee, such as parent-teacher
conferences or interviewing for a new school; or
ii. To accompany the child of the employee to routine medical or dental
appointments, such as checkups or vaccinations; or
iii. To accompany an elderly relative of the employee to routine medical or
dental appointments or appointments for other professional services
related to the elder's care, such as interviewing at nursing or group
homes.
5. PROCEDURES

a. If the necessity for leave is foreseeable, the employee shall provide their
Department Head with not less than seven (7) calendar days written notice prior
to the date the leave is to begin, indicating the date, the number of hours of
leave, and the purpose for which the leave is requested. If the necessity for
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leave is not foreseeable, the employee shall provide such notice as is practical
under the circumstances of the particular case. Where leave is not foreseeable
and the employee's notice is verbal, the employee shall complete and submit a
written notice as soon as possible.

The employee may elect, or the Town may require the employee to substitute,
any of the employee's accrued paid vacation, sick or personal leave for any of
the small necessities leave, but nothing in this policy shall require an employer to
provide paid sick leave or paid medical leave in any situation in which the
employer would not normally provide any such paid leave.

Leave may be taken on an intermittent basis, but not in increments of less than
one (1) hour.

Town of Westwood Policy #312

Date of Origin: 8/18/2025

Approved by the Select Board: 8/18/2025
Next Review Date: 7/1/2028



