Town of Westwood
Leave Administration
Paid Parental Leave #313

1. PURPOSE AND SCOPE
a. The purpose of this document is to outline the Town’s paid Parental Leave
Program with respect to eligibility, benefits, and use, and to ensure that paid
Parental Leave benefits are implemented equitably and consistently.

2. APPLICABILITY

a. This policy applies to all full-time and regular part-time non-represented Town
employees of the Town of Westwood (the “Town”), who are eligible for group
health insurance benefits. This policy, however, does not apply to elected
officials or employees of the Westwood School Department. Town employees
subject to Collective Bargaining Agreements (CBA) are eligible only if adopted in
their specific CBA.

b. This policy is intended to be consistent with any and all applicable laws. If any
part of this policy is inconsistent with the law, that part of the policy shall be
considered invalid, and the remaining provisions of the policy shall be
interpreted in a manner consistent with the law.

3. DEFINITIONS

a. Intermittent Leave — Leave of absence taken in blocks of time of no less than two

hours or a reduction of the normal work schedule. Blocks of time will be
arranged based on medical documentation or by approval of the Department

Head.

4. POLICY

a. Leave Entitlement

The Town will grant up to a total of six (6) full-time weeks of paid
Parental Leave, subject to eligibility in Section 5, for the purpose of giving
birth, 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, or for adoption or
intention to adopt a child by the employee.

Employees may be allowed to take intermittent leave based on the
operational needs of the Department and with the approval of the
Department Head and Deputy Town Administrator. Employees who have
been approved for intermittent leave or a reduced hours schedule must
clearly communicate their schedule with their direct supervisor. The
total number of hours of paid parental intermittent leave available to an
employee is equal to and shall not exceed six (6) times the number of
hours per week that the employee is normally scheduled to work.
Intermittent leave shall be paid in accordance with Sec.4 (a)(ii).

The entitlement to leave for the birth or placement of a child shall expire
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at the end of the twelve (12)-month period, beginning on the date of
birth or placement.

iv. If two employees who work for the Town apply for Parental Leave for the
birth or placement of the same child, each shall be entitled to six (6)
weeks of Parental Leave.

FMLA Leave. An eligible employee may take Parental Leave under this policy
even if they are not eligible for Family and Medical Leave Act (FMLA) leave or
have exhausted their FMLA leave. If, however, an employee is also eligible for
FMLA leave, any Parental Leave taken under this policy will run concurrently with
an employee’s FMLA leave. In the event that two employees who work for the
Town apply for Parental Leave for the birth or placement of the same child, both
may use any FMLA leave to which they are entitled, however, they are limited to
a maximum of six (6) weeks combined of Paid Parental Leave.

Notice Requirements. The employee must provide at least two (2) weeks’
written notice of the anticipated date of departure to their Department Head
and state in writing the intention to return to their position or provide notice as
soon as practicable based on the situation

Maintenance of Health Benefits. The Town will maintain group health insurance
coverage for an employee enrolled in one of the town-offered health plans while
on Parental Leave as long as the insurance was provided before the leave was
taken. It will be provided on the same terms as if the employee continued to
work, as long as the employee pays their required share of the monthly
premium, Employees on paid leave who have such coverage will have their
employee share of health and life insurance premiums (if applicable) deducted
from their paychecks for the duration of their paid leave. If deductions for
insurance premiums exceed the amount of the paycheck, arrangements must be
made with the Town for payment of the premiums. Continued coverage is
subject to timely premium payments.

Benefit Continuation. The use of Parental Leave will not affect the employee’s
rights to accrue vacation time, sick leave, bonuses, stipends, advancement,
seniority, length of service credit, benefits, plans or programs, and other benefits
for which the employee was eligible as of the date of the leave or any other
advantages or rights of employment incidental to the employment position;
provided, however, that the period of time of any unpaid Parental Leave is not
included in the computation of further benefit accruals, rights, and advantages.
Job Restoration. Upon return from Parental Leave, every effort will be made to
restore an employee to their original job; or, if that is not possible, to an
equivalent job with equivalent pay and other employment terms and conditions.
The only exception is if employees of equal length of service, status, and in
similar positions have been laid off due to a legitimate reduction in workforce.
The employee on Parental Leave shall, however, retain any preferential
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consideration for another position to which they may be entitled as of the date
of their leave, to the extent that the Town has such a policy. An employee’s use
of Parental Leave will not result in the loss of any employee benefits afforded to
benefit-eligible employees provided all responsibilities of the employee have
been and continue to be met by the employee.

g. Extension of Leave. If an employee on Parental Leave is not subject to FMLA,
they may request additional unpaid leave for parenting by petitioning the Town
Administrator/designee. The employee shall be eligible for the rights stated in
the preceding paragraphs, unless the Town Administrator/designee notifies the
employee, in writing, prior to the Parental Leave and again prior to the extension
of that leave, that taking longer than twelve (12) weeks of Parental Leave may
result in a denial of reinstatement or loss of other rights and benefits.

h. Massachusetts Parental Leave

i. Employees who have completed an initial probationary period of three
(3) months shall be eligible for an eight (8) week unpaid leave for the
purpose of giving birth or adopting a child in accordance with
Massachusetts law (MGL c. 149, § 105D).
ii. Said leave shall run concurrently with an employee’s leave under the
FMLA.
5. PROCEDURES

a. Paid Leave. To be eligible for paid Parental Leave, an employee must be a full-
time or regular part-time permanent, benefits-eligible employee, who has been
employed in good standing by the Town for a period of at least twelve (12)
consecutive months.

b. Unpaid Leave. To be eligible for unpaid Parental Leave, an employee must be a
full-time or regular part-time permanent, benefits-eligible employee, who has
been employed in good standing by the Town for a period of at least three (3),
but less than twelve (12), consecutive months.

c. The right to take Parental Leave applies equally to all eligible employees. A
parent or legal guardian can take family leave for the birth, placement for
adoption, or foster care of a child.

d. Leave, whether paid or unpaid, will be provided on a pro-rata basis based on the
number of hours the employee is regularly scheduled to work.

e. Although Parental Leave may be unpaid, an employee may voluntarily elect to
use paid leave (accrued but unused vacation and personal leave, and paid sick
leave in instances where the provisions of sick leave apply) concurrently with
unpaid Parental Leave. Any such use of paid leave will be in accordance with the
Town’s leave policies.
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