EARNED SICK TIMLE

Notice of Employee Rights

Beginning July 1, 2015, Massachusetts employees have the right to eamn and take sick leave from work.

WHO QUALIFIES? WILL IT BE PAID?
All employees in Massachusetts If an employer L‘gsp‘ai‘ | or more employees,

can earn sick time.
For employers with 10 or fewer employees,

This includes full-time, part-time, sick time may be unpaid.

temporary, and seasonal employees' Paid sick time must be paid on the same

schedule and at the same rate as regular wages.

HOW IS IT EARNED? WHEN CAN IT BE USED?
Employees earn 1 hour of sick time for every An employee can use sick time when the employee
30 hours they work. or the employee's child, spouse, parent, or parent of

a spouse is sick, has a medical appointment, or has to
Employees can earn and use up to 40 hours per year address the effects of domestic violence.

if they work enough hours. s
The smallest amount of sick time an employee can

Employees with unused earned sick time at the end of take is one hour.

the year can rollover up to 40 hours. Sick time cannot be used as an excuse to be late for

Employees begin earning sick time on their first day work without advance notice of a proper use.

of work and may begin using earned sick time 90 days Use of sick time for other purposes is not allowed
after starting work. and may result in an employee being disciplined.

CAN AN EMPLOYER HAVE A DIFFERENT POLICY?

Yes. Employers may have their own sick leave or paid time off policy, so long as employees can use at least the
same amount of time, for the same reasons, and with the same job-protections as under the Earned Sick Time Law.

RETALIATION NOTICE & VERIFICATION
Employees using earned sick time cannnot be fired Employees must notify their employer
or otherwise retaliated against for exercising or before they use sick time, except in a emergency.

attempting to exercise rights under the law. Employers may require employees to use a

L. . reasonable notification system the employer creates.
Examples of retaliation include: denying use or

delaying payment of earned sick time, firing an If an employee is out of work for 3 consecutive days
employee, taking away work hours, or giving the OR uses sick time within 2 weeks of leaving his or her
employee undesirable assignments. job, an employer may require documentation from a
_ medical provider.
DO YOU HAVE QUESTIONS?
Call the Fair Labor Division at 617-727-3465 Visit www.mass.gov/ago/earnedsicktime

The Attorney General enforces the Earned Sick Time Law and regulations.
it is unlawful to violate any proviston of the Eamed Sick Yime Law.

Violationss of any provision of the Eamed Sick time law, M.G.L. c. 149, §14BC, or these regulations, 940 CMR 13.00
Commonwealth of Massachusetts shall be subject to paragraphs (1), (2), (4), (6) and (7) of subsection (b) of M.G.L. ¢. 149, §27C(k) and to §150,
Office of the Attorney General This notice is intended to inform.

English - July 2016 Full text of the law and regulations are available at www.mass.goviago/earnedsicktime.



PAY TRANSPARENCY

NONDISCRIMINATION PROVISION

' The contractor will not discharge or in any other manner discriminate
against employees or applicants because they have inquired about,
discussed, or disclosed their own pay or the pay of another employee or
applicant. However, employees who have access to the compensation
information of other employees or applicants as a part of their essential
job functions cannot disclose the pay of other employees or applicants to
individuals who do not otherwise have access to compensation information,
unless the disclosure is (a) in response to a formal complaint or charge, (b)
in furtherance of an investigation, proceeding, hearing, or action, including an
investigation conducted by the employer, or () consistent with the
contractor’s legal duty to furnish information. 41 CFR 60-1.35(C)

If you believe that you have experienced discrimination contact OFCCP
1.800.397.6251 | TTY 1.877.889.5627 | www.dol.gov/ofccp

200 CONSTITUTION AVENUE NW | WASHINGTON, DC 20210 | tel: 1-800-397-6251 | TTY: 1-877-889-5627 www.dol.gov/ofccp



Print Form

NOTICE
TO
EMPLOYEES

NOTICE
TO
EMPLOYEES

The Commonwealth of Massachusetts

DEPARTMENT OF INDUSTRIAL ACCIDENTS
1 Congress Street, Suite 100, Boston, Massachusetts 02114-2017
617-727-4900 - http://www.state.ma.us/dia

As required by Massachusetts General Law, Chapter 152, Sections 21, 22 & 30, this will give you notice
that I (we) have provided for payment to our injured employees under the above-mentioned chapter by
insuring with:

MIDWEST EMPLOYERS CASUALTY COMPANY
NAME OF INSURANCE COMPANY
14755 NORTH OUTER FORTY DRIVE, SUITE 300, CHESTERFIELD, MO 63017
ADDRESS OF INSURANCE COMPANY

EWC005703 __
POLICY NUMBER EFFECTIVE DATES
NA ) | i 1/15/18-1/1/19
NAME OF INSURANCE AGENT ADDRESS PHONE #
ROMAN CATHOLIC BISHOP OF WORCESTER, 49 ELM ST, WORCESTER, MA 01609  508-929-7171
EMPLOYER ADDRESS

NIA - - « -
EMPLOYER’S WORKERS’ COMPENSATION OFFICER (IF ANY) DATE

MEDICAL TREATMENT

The above named insurer is required in cases of personal injuries arising out of and in the course of
employment to furnish adequate and reasonable hospital and medical services in accordance with the
provisions of the Workers’ Compensation Act. A copy of the First Report of Injury must be given to the
injured employee. The employee may select his or her own physician. The reasonable cost of the ser-
vices provided by the treating physician will be paid by the insurer, if the treatment is necessary and
reasonably connected to the work related injury. In cases requiring hospital attention, employees are
hereby notified that the insurer has arranged for such attention at the

NAME OF HOSPITAL ADDRESS
TO BE POSTED BY EMPLOYER



Massachusetts Wage & Hour Laws

The minimum wageis . tFair Labor Hotline o W Offce of Massachuserts
: i i\ {617) 727-3465 e v Az alrabor '8 Attorney General
$11.00 TTY (617) 727-4765 s ey o Rl MavraHesley
Minimum Wage MGL. Chapter 151, Sections 1,2,24,and 7 Sick Leave MGL Chapter 149, Section 148C

The minimum wage Is $11.00.

In Massachusetts, all workers are pi d to be employees. The wage applies to all employees, except:
+ agrieulural workers (58.00 per hour Is the minimum wage for most agricubtural workers),
+ tembers of a religious order,

Most employees have the right to earn ¥ hour of sick leave for every 30 hours they work, and they may eam and take up to 40 hours
of sick leave & year. Employees begln accruing sick time on their first day of work. Empleyees must have access to thei sick leave 70
days aftar starting work.

Eligible employees may use their sick leave if they, their child, spouse, parent, or spouse’s parent Is: sick, injured), or has & routine
medical appointment. They may alic use sick leave for themiehves ar their child to address the effects of dometic vielence

+ workers belng trained in certain educational, nonprofit, er religious org and
+ outside salespeople. Unless it is an emergency, employees must notify the employer before using sick leave,
Employees who miss more than 3 days in a row may need to provide their employer & docter's note
Overtime MGL. Chapter 151, Sections TA and 18 Paid Sick Leave
Generally, emploees who work more than 40 hours in any week must be paid overtime, Overtime pay Is at least 1.5 x the regular rate Employers with 11 or more employees must provide paid sick beave. Emplayers with fewer than 1} employees must provide sick
of pay for each hour worked over 40 hoursin a week. leave; however, it does not need to be paid. Learn more about sick leave at: goviago/ diick

For 1ome employees who get paid the "service rate; the overtime rate is 1.5 x the basic mirimum wage, not the service rate
Exception: Under state law, some jobs and workplaces are exempt from overtime. For & list of

xoffartobor or callthe Attorney General's Fasr Labor Diision at (817) 727-3465.

Payment of Wages M.G.L, Chaptar 149, Section 148; 454 CMR. 27.02
The law says when, what, ard how employees must be paid. An employes’s pay tor wages} incudes payment for all hours werked, includng
tups, eaned vacation pay, promised holiday pay, and earned commissions that are definitely determined, due and payable.

Hourly employees must be paid every week or every other week {bi-weekly). The deadline to pay ls & or 7 days after the pay period ends,
depending on how many days p rked duning one calendar weel

Employees who quit must be paid in full on the next regular payday or by the first Saturday after they quit {if there is no regular
payday). Employess who are fired or foid off must be pald in full on their last day of work.

Tips M.GL, Chapter 149, Section 152A; MG.L. Chapter 151, Section 7
The hourly "service rave” applies to warkers who provide services 10 customers and who make more than 520 a month in tips.

The s;nm:e rate 15 $3.75 per hour. The average hourly tips, plus the ourty service rate paid to the warker must add up to 51100 (or
more).

Managers, supervisors and owners must never take any part of their employees’ ups.

Tips and service charges listed on a bill must be glven onty o wait #1afl, service bartenders, or other service employees according to
the services provided by each employee.

Tip pooling is alowed only lor wait staff, service bartenders, and other rervice employees.

Paystub Information MG.L Chapter 149, Section 148
All employees must get a statement, at no cast, with their pay that says the name of the employer and emp} the date of pay

Employers Must Not Discriminate JGL. Chapter 149, Section 105A; MG.L. Chapter 151B, Section 4
Subject to certaln kmited exceptions, employers must not pay one employee less for doing the same or comparable work as another

employee of the oppotite sex.
They reust not discriminate in hiring, pay or other ¢ompensation, of other terins of employment based on a person'y:

« Race or color + Sexval ofientation or gender identity or exprevion
« Religion, national origin, or ancestry + Genetie information or disability

+ Sex{including pregnancy) + Age

+ Military service

Small Necessities Leave MGL. Chapter 149, Section 52D
1n some cases, employees have the right 10 take up to 24 hours unpaid leave every 12 months lor their:

« childs school activities,

+ child's doctor of dentist appointment, or

« elderty relarve’s doctor or dentist app or other app
Employees are eWglble for this leave if the employer has st least 50 employees and the employee has:

+ lbeen employed for atleast 12 months by the emplayer and

+ worked at least 1,250 hours for the employer during the previous 12-month period.

454 CMR. 27.04
wage if s/he it scheduled to work 3 or mare hours, and reports 1

Reporting Pay
Most employees must be pald for 3 hours at no less than
work on time, and s not given the expected hours of werk.

{month, day, and year), the number of hours warked during the pay period, the hourly rate, and all deductions o increases made
during the pay period.

Pay Deductions MG.L. Chapter 149, Section 148; 454 CMR. 27.05
An employer cannot deduct money rom an employee’s pay unless the law allows it (such as state and federal income taxes), or the
emplayee asked for a deduction to be made for hisfher own benefit {such a5 to put money aside in the employee’s savings account).
An employer cannot take money from an emplayes's pay for the employer’s ordinary business costs {for example: supplies, materials
or tools needed for the employee's job). An whao requires 10 buy or rent a uniform must refund the actual costs
ta the employee,

The law afso puts limits n when and how much money an employer can take from an emplayee’s pay for housing and meals the
employer gives 1o the employee.

1 |
oy Lt

Rights of Temporary Workers M.GL Chapter 149, Section 159C
Ta learn about nights of temporary workers and employees hired through staffing agencies, call: 617-626-6970 er go 1
wwwmags govidol.

Rights of Domestic Workers
To learn about additional rights for workers who provide b
o similar services in  household, go to wwwmais.gowiago/DW.

MG.L. Chapter 149, Section 190
, cooking, home management, elder care,

keepi ,,dnnlng, hnild,

Public Works and Public Construction Workers M.G.L. Chapier 149, Section 26-27H
Warkers who work on public construction projects and certain other public work must be paid the prevailing wage, 3 minimum rate

Hours Worked 454 CMR.27.02

Hours worked or “working time” mducles all ume that an employee must be on duty at the employer's worksite or other location, and
works before or afier the narmal shift to complete the work.

Meal Breaks MG.L, Chapter 149, Sections 100 and 101
Mot employees who work more than & hours must get 4 30-minute meal break. During their meal break, employees must be free of alt
duties and free to leave the workplace, If, at the request of the employer, an employee agrees to work or stay at the workplace during
the meal break, she must get paid for hat time.

Payroll Records MG.L Chapter 151, Section 15
Payroll records must include the employe's name, address, jobloccupation, amount paid each pay period, and hours worked (each day
and week).

Employers must keep payroll recards for 3 years. Employees have the right o see their own payroll records at reasonable times and
places.

Workplace Notice: State law requires all employers to post this notice at the workplace ina
location where it can easily be read. M.G.L. Chapter 151, Section 16; 454 C.M.R. 27.01(%)

Employees Under 18 - Child Labor

et bry the Dep of Labor Standards based on the type of work performed.

Domestic Viclence Leave MG.L. Chapter 149, Section 52E
Employees who are victims, or whose family bers are victims, of d , sexual assault, stalking or kidnapping have the
right to 15 days of leave for refated needs, such as heakth care, counteling, and victims services; safe housing; care and custody of their
children; and legal help, protective orders, and going te court.

The leave can be paid or unpaid depending on the employer’s policy. This law applies to employers with 50 or more employeet.

"

Employees Have the Right to Sue

Employees have the right 1o sue their employer for most violations of wage and hour laws.

Employess may sue as an individual er they may sut their employer as & group il they have similar complainte. Employess who win
their case will receive back pay, triple damages, attarneys’ fees, and coun coste.

Important! There are strict deadlings for starting a lawyuit. For most cases, the deadline is 3 years after the violation.

Employers Must Not Retaliate MG.L. Chapter 149, Section 149A; M.GL. Chapter 151, Section 1%
Itis againat the law for an employer to punish or discriminate against an employee for making a comphaint ar trying to enforce the
rights explained in this postes.

The laws explained in this poster apply to all workers, regardless of immig ftatws, g d workers_ Ifan
employer reports or threatens 1o report a worker 1o immigration authorities becaute the warker complained about # viclaben of
rights, the employer ¢an be prosecuted andlor subject to civil penaliies.

hsdi g

M.G.L. Chaptar 149, Sections 56 =105

Al employers in Masiachusents must follow state and federal laws for employwes who are under 18 (minars). These laws say when, where, and how long minors may work. They also say what kinds of work or rsks minors must NOT da.

Work Permits Required - Most workers under 18 must obtain » work permit, Employers must keop their minor workars' work parmits on file at the worksite, To get a work permit, the minor must apply to the superintendent of the
schood district whars whe lives or goes to school. To learn mare about getting a work parmit, contact the Departmant of Labor Standards at (617} 626-6975, or www.mass.govidols.

Dangaetous Jobs & Tasks Minors Must Not Do

Age Must Not
16817 + Drive most motor vehides or forklifts + Handle, serve, or sell alecholic beverages
+ Work at a job that requirer that s/he have or use a firearm « Work 30.or more feet off of the ground
+ Use, ciean or repair certain kinds of power-driven
machines . a
&5 . Cook (except on elecuric or gas grills that do not have + Work in freezers or meat coolers
open flames), operate fryolators, rotisseries, NEICO - Pecform any baking activivies
brollers, or pressure cookers » Work In or near factories, construction sies,
+ Operate, clean or regait pewer-driven food sticers, anufacturing plants, mech d workplaces,
grinders, choppers, p cutters, and mixers garages, tunnels, or other risky workplaces
Under 14 + Minors under 14 cannot work In Massachusetts In most
cases.
These wre just plas of tasks prohit

1 under both state and fecleral faw. Far & completa list of prohibited Jobs for
minars, eontact the Attorney Generals Fair Labor Divison: {617) 727-3465 - goviagodyouthemplay
US. Deparment of Labor: (617) 624-6700 « wwwiyouth.dol gov

Or contact the

Time & Schedule Rastrictions for Minors
Age Must not work At any time:

At aiy Bne:
« More than # hours per day

16817 AtIght, from 10 p-m. to & am. (or past 10:15 H the
ployet stops serving ¥at 10 pm) + More than 48 hours per week
Exception: On non-school nlghts, may work until 11:30 p.m. = More than & days per week
or until midwight, i working at a restaurant or k
14415 Axnight, from 7 pte 7am. Exception: In summer (uly 1 - Labor Day), may werk until ¢ p.m.

When school is not in session:
+ More than 8 heurs on any day
+ Maore than 40 hours per week

+ More than & days per week

During the School Year:*

+ During schoolhours

+ More than 3 hours on any school day

+ More than 18 hours during any week

+ More than B hours on any weekend or holiday
“Exteption: For school-approved carer of bullding jobs, students may be allowed to work during the school day, up to 23
hours a week.
Adult Supervision Required After 8 p.m. - After 8 p.m., all minors must ba directly supervised by an adult who
it located in the workplace and is by ible. Exception: Adutt supervision Is not required for minors
working at a klosk or stand ina sren of an anclosed shopping mall that has security from 8 p.m. until the
mall dloses.

P

(?) Contact the Attorney General’s Fair Labor Division: (617) 727-3465 - www.mass.gov/agoffairlabor

Rev 122017



FAIR EMPLOYMENT IN MASSACHUSETTS

Applicants to and employees of private employers with 6 or more employees®, state and local governments,
employment agencies and labor organizations are protected under Massachusetts General Laws Chapter 151B from
discrimination on the following bases:

RACE, COLOR, RELIGION, NATIONAL ORIGIN, AGE, SEX,
GENDER IDENTITY, SEXUAL ORIENTATION, GENETIC
INFORMATION, ANCESTRY, MILITARY SERVICE

M.G.L. c. 151B protects applicants and employees from
discrimination in hiring, promotion, discharge,
compensation, benefits, training, classification and other
aspects of employment on the basis of race, color, religion,
national origin (including unlawful language proficiency
requirements), age (if you are 40 years old or older), sex
(including pregnancy), gender identity, sexual orientation,
genetic information, ancestry, and military service.
Religious discrimination includes failing to reasonably
accommodate an employee’s religious practices where the
accommodation does not impose an undue hardship.

HARASSMENT

Sexual harassment includes sexual advances, requests for
sexual favors, and other verbal or physical conduct of a
sexual nature when (a} submission to or rejection of such
advances, requests or conduct is made explicitly or
implicitly a term or condition of employment or as a basis
for employment decisions; (b) such advances, requests or
conduct have the purpose or effect of unreasonably
interfering with a person’s work performance by creating
an intimidating, hostile, humiliating or sexually offensive
work environment. The law also prohibits harassment
based on the protected classes set forth above,

PARENTAL LEAVE

The law requires employers to grant an employee who has
completed an initial probationary period and has given
two (2) weeks’ notice of the anticipated date of departure
and the employee’s intention to return, at least eight (8)
weeks of paid or unpaid leave for the purpose of
childbirth, adoption of a child under 18, or adoption of a
child under 23 years old if the child has a mental or
physical disability.

DISABILITY

M.G.L. c. 151B prohibits discrimination the basis of
disability, a record of disability or perceived disability, in
hiring, promotion, discharge, compensation, benefits,
training, classification and other aspects of employment.
Disability discrimination may include failing to reasonably
accommeodate an otherwise qualified person with a
disability.

RETALIATION

It is illegal to retaliate against any person because s/he has
opposed any discriminatory practices or because s/he has
filed a complaint, testified, or assisted in any proceeding
before the Commission, Itis also illegal to aid, abet, incite,
compel or coerce any act forbidden under M.G.L. c. 151B,
or attempt to do so.

DOMESTIC WORKERS

M.G.L. c. 151B prohibits discrimination and harassment
against certain domestic workers where the employer has
one (1) or more employee.* While some exclusions apply,
domestic workers generally include individuals paid to
perform work of a domestic nature within a household on
a regular basis, such as housekeeping, housecleaning,
nanny services, and/or caretaking. Employers are
prohibited from engaging in sexual harassment and
harassment and/or discrimination based on the protected
classes described above, i.e. race, color, etc. Domestic
workers are also entitled to parental leave.,

CRIMINAL HISTORY INQUIRIES

The law prohibits employers from asking applicants on an
initial employment application for any criminal
background information unless an exemption by statute or
regulation exists.

MENTAL HEALTH FACILITY ADMISSION INQUIRIES

Employers may not refuse to hire or terminate an
employee for failing to furnish information regarding
his/her admission to a facility for the care and treatment
of mentally ill persons. An employment application may
not seek information about an applicant’s admission to
such a facility.

IF YOU HAVE BEEN DISCRIMINATED AGAINST

If you feel you have been harassed or discriminated
against, you should jmmediately file a charge of
discrimination with the Massachusetts Commission
Against Discrimination, www.mcad.gov, at one of the
offices below.

An agreement with your employer to arbitrate your
discrimination claim{(s) does not bar you from filing a
charge of discrimination.

Boston Office: 1 Ashburton PL., Suite 601, Boston, MA 02108 - P: 617-994-6000 F: 617-994-6024
New Bedford Office: 800 Purchase St., Room 501, New Bedford, MA 02740 - P: 508-990-2390 F: 508-990-4260
Springfield Office: 436 Dwight St, Room 220, Springfield, MA 01103 - P: 413-739-2145 F: 413-784-1056
Worcester Office: 484 Main St, Room 320, Worcester, MA 01608 - P: 508-453-9630 F: 508-755-3861
For more information, please see our website: www,mass.gov/mcad/

Rev. 4/7/2015



Massachusetts Commission
Against Discrimination

PARENTAL LEAVE

An Act Relative to Parental Leave expands the current maternity leave faw, G.L. c. 148, § 105D,
which is enforced by the Massachusetts Commission Against Discrimination (MCAD). Currently,
Massachusetts law requires employers with six or more employees to provide eight weeks of unpaid
maternity leave for the purpose of giving 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. The new law goes into
effect on April 7, 2015 and expands the current leave law in the following ways:

The parental leave law is now gender neutral. Both men and women are entitled to parental leave.

if the employer agrees to provide parental leave for longer than 8 weeks, the employer must
reinstate the employee at the end of the extended leave unless it clearly informs the employee in
writing before the leave and before any 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.

The law clarifies that the right to leave applies to employees who have completed an initial
probationary period set by the terms of employment, but which is not greater than 3 months.

The law provides that if two employees of the same employer give birth to or adopt the same child,
the two employees are entitied to an aggregate of 8 weeks of leave.

The law clarifies that an employee seeking leave must provide at least 2 weeks’ notice of the
anticipated date of departure and the employee’s intention to return, but also permits the employee
to provide notice as soon as practicable if the delay is for reasons beyond the employee’s control.

The law clarifies that an employee on parental leave for the adoption of a child shall be entitled to
the same benefits offered to an employee on leave for the birth of a child.

The law expands the notice requirements, mandating that employers keep a posting in a conspicuous
place describing the law’s requirements and the employer's policies as to parental leave.

Boston: One Ashburton Place, Room 601, Boston, MA 02108; 617-994-6000
Springfield: 436 Dwight Street, Room 220, Springfield, MA 01103; 413-739-2145
Worcester: 484 Main Street, Room 320, Worcester, MA 01608; 508-453-9630
New Bedford: 800 Purchase, Room 501, New Bedford, MA 02740; 508-990-2330
Visit our website for more resources and instructions on filing a complaint: www.mass.gov/mcad

Formatted by HH 3/10/15



i, THE COMMONWEALTH OF MASSACHUSETTS
(N3 DXECUTIVE OFFICE OF LABOR AND WORKFORCE DEVELOPMENT

Employers:

Employees:

Inspection:

Enforcement:

Voluntary
Assistance:

Complaints:

Safety and Health
Management:

% DEPARTMENT OF LABOR STANDARDS —
M \,\;

Massachusetts Workplace Safety and Health Protection

Massachusetts General Law Chapter 149, §§ 6 and 6-1/2 provide job safety and health
protection for state, municipal and county workers through the promotion of safe and
healthful work conditions. In addition, 454 CMR 25 directly extends OSHA regulations to
executive branch state agencies.

for Public Employees

Employers are required to provide procedures, equipment and training
to prevent work-related injuries and illnesses.

Employees are required to comply with the policies and procedures
established in their workplace to reduce work-related injuries
and ilinesses.

The Department of Labor Standards {“DLS”) may conduct an on-site
inspection to evaluate workplace conditions and make recommendations
for the prevention of work-related injuries and illnesses. See “Inspection
Summary” at www.mass.gov/dols/wshp.

DLS may issue a Written Warning which contains an Order to Correct when
an inspection reveals a condition which could cause a work-related injury
or illness. DLS may issue a Civil Citation with Civil Penalty in circumstances
when the employer repeatedly allows an unsafe condition to occur,

the condition has already caused a serious work-related injury, or if the
employer has ignored a previous Written Warning.

Public sector workplaces may request technical assistance by contacting
DLS at 508-616-0461 or safepublicworkplace@state.ma.us. There are no
written warnings or penalties issued for voluntary assistance.

public employees or their representatives may file a complaint about
safety and health conditions at their workplace by contacting DLS at
508-616-0461 or safepublicworkplace@state.ma.us.

Sample safety programs and technical bulletins are available at
www.mass.gov/dols/wshp.

www.mass.gov/dols/wshp

Rev. 3-15
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THE COMMONWEALTH OF MASSACHUSETTS
EXECUTIVE OFFICE OF LABOR AND WORKFORCE DEVELOPMENT
DEPARTMENT OF LABOR STANDARDS

RIGHT TO KNOW
WORKPLACE NOTICE

by
TR

The RIGHT TO KNOW LAW, Chapter 111F of the Massachusetts General Laws, provides rights to Public
Sector employees® regarding the communication of information on toxic and hazardous substances. These rights
include:

WORKPLACE NOTICE- A notice must be posted in a central location in the workplace informing employees
of their rights under the law. The notice must be in the English language. In workplaces where employees’ first
language is other than English, the notice must be posted in that language.

TRAINING- Employers must provide an annual training program to employees who work with toxic or
hazardous substances. New employees must receive fraining within thirty days from date of hire. The training
program must be conducted by a competent person and may be in the form of verbal and/or written instruction.
At a minimum, training must include an explanation of employee rights, information on how to read an MSDS,
the specific hazards of the chemicals used, handled or stored in the workplace, the type of personal protective
equipment to be worn, and information on labeling of hazardous substances. This training must be done with pay
during the employee’s normal work shift or work hours. The employer must maintain a record of this training.

MATERIAL SAFETY DATA SHEET (MSDS)- The Material Safety Data Sheet is the document that provides
information on each toxic or hazardous substance used or stored in the workplace. An employee or his or her
designated representative has the right to obtain and examine the MSDS for any toxic or hazardous substance to
which the employee “is, has been, or may be”, exposed, if the employee's request is made to the employer in
writing. After four working days from the date the request is made, an employee can refuse to work with the
substance under two circumstances:

1. The employer fails to: (a} furnish the employee with the MSDS and (b) furnish the employee with
proof that the employer has exercised diligent effort to obtain the MSDS, either through the
manufacturer or through the Commissioner of the Division of Occupational Safety, or,

2. The MSDS provided by the employer is incomplete or outdated.

LABELING- All containers in the workplace of more than five pounds or more than one gallon, contaming toxic
or hazardous substances, must be labeled with the chemical name of the substance. Containers of mixtures must
be labeled with the chemical name of each toxic or hazardous constituent when the constituents comprise one
percent or more of the mixture. Containers must also be labeled with the appropriate National Fire Prevention
Association (NFPA) symbol if available. Labels must be clear, prominent, in English and weather resistant.
There are some exceptions to the labeling requirements for containers which are labeled in accordance with
certain Federal laws.

NON-DISCRIMINATION- An employee who believes he or she has been discharged, disciplined, or in any
other manner discriminated against by an employer for exercising rights granted under the Law, has one hundred
eighty days following the violation of the Law or following the date on which he or she obtained knowledge that a
violation occurred, to file a complaint with the Commissioner of the Division of Occupational Safety. A copy of
the complaint must be sent to the employer at the same time by certified mail.

NOTE- The employee rights listed above are further defined in Chapter 11 IF of the Massachusetts Generat Laws
and the Code of Massachusetts Regulations 454 CMR 21.00. Copies of the law and regulation can be obtained at
the Statehouse Bookstore (617-727-2834).
All Right-to Know Inquiries should be addressed to:
Depariment of Labor Standards
19 Staniford Street, 2™ Floor
Boston, MA 02114
Tel.: 617-626-6975

*Private sector employees in Massachusetts are covered by a similar regulation, the Hazard Communication

Standard (29 CFR. 1910.1200), enforced by the Federal Occupational Safety and Health Administration (OSHA
617-565-9860).

This form may be reproduced



EMPLOYEE RIGHTS

EMPLOYEE POLYGRAPH PROTECTION ACT

The Employee Polygraph Protection Act
prohibits most private employers from using

lie detector tests either for pre-employment
screening or during the course of employment.

PROHIBITIONS

EXEMPTIONS

EXAMINEE
RIGHTS

ENFORCEMENT

Employers are generally prohibited from requiring or requesting

any employee or job applicant to take a lie detector test, and from
discharging, disciplining, or discriminating against an employee or
prospective empioyee for refusing to take a test or for exercising other
rights under the Act.

Federal, State and local governments are not affected by the law. Also,
the law does not apply to tests given by the Federal Government to
certain private individuals engaged in national security-related activities.

The Act permits polygraph (a kind of lie detector) tests to be administered
in the private sector, subject to restrictions, to certain prospective
employees of security service firms (armored car, alarm, and guard), and
of pharmaceutical manufacturers, distributors and dispensers.

The Act also permits polygraph testing, subject to restrictions, of certain
employees of private firms who are reasonably suspected of involvement
in a workplace incident (theft, embezzlement, etc.) that resulted in
economic loss to the employer.

The law does not preempt any provision of any State or local law or any
collective bargaining agreement which is more restrictive with respect to
lie detector tests.

Where polygraph tests are permitted, they are subject to numerous strict
standards concerning the conduct and length of the test. Examinees
have a number of specific rights, including the right to a written notice
before testing, the right to refuse or discontinue a test, and the right not
to have test results disclosed to unauthorized persons.

The Secretary of Labor may bring court actions to restrain violations and
assess civil penalties against violators. Employees or job applicants may
also bring their own court actions.

THE LAW REQUIRES EMPLOYERS TO DISPLAY THIS POSTER
WHERE EMPLOYEES AND JOB APPLICANTS CAN READILY SEE IT.

1-866-487-2243
TTY 1-877-888-5G27
www.dol.gov/whd

WAGE AND HOUR DiVISION

UMITED STATES DEPARTMENT OF LABCR
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EMPLOYEE RIGHTS

UNDER THE FAIR LABOR STANDARDS ACT
FEDERAL MINIMUM WAGE

$7.25 -

BEGINNING JULY 24, 2009

The law requires employers to display this poster where employees can readily see it.

OVERTIME PAY  Atleast 1% times the regular rate of pay for all hours worked over 40in a workweek.

CHILD LABOR An employee must be at least 16 years old to work in most non-farm jobs and at least 18 to work
in non-farm jobs declared hazardous by the Secretary of Labor. Youths 14 and 15 years old may
work outside school hours in various non-manufacturing, non-mining, non-hazardous jobs with
certain work hours restrictions. Different rules apply in agricultural employment.

TIP CREDIT Employers of “tipped employees” who meet certain conditions may claim a partial wage credit
based on tips received by their employees. Employers must pay tipped employees a cash wage
of at least $2.13 per hour if they claim a tip credit against their minimum wage obligation. If an
amployee’s tips combined with the employer's cash wage of at least $2.13 per hour do not equal
the minimum hourly wage, the employer must make up the difference.

NURSING The FLSA requires employers to provide reasonable break time for a nursing mother employee

MOTHERS who is subject to the FLSA's overtime requirements in order for the employee to express breast
milk for her nursing child for one year after the child’s birth each time such employee has a need
to express breast milk. Employers are also required to provide a place, other than a bathroom,
that is shielded from view and free from intrusion from coworkers and the public, which may be
used by the employee to express breast milk,

ENFORCEMENT The Department has authority to recover back wages and an equal amount in liquidated damages
in instances of minimum wage, overtime, and other violations. The Department may litigate
and/or recommend criminal prosecution. Employers may be assessed civil money penalties for
each willful or repeated violation of the minimum wage or overtime pay provisions of the law.

Civil money penalties may also be assessed for viclations of the FLSA's child Jabor provigions.
Heightened civil money penalties may be assessed for each child labor violation that results in
the death or serious injury of any minor employee, and such assessments may be doubled whan
the violations are determined to be willful or repeated. The law also prohibits retaliating against or
discharging workers who fils a complaint or participate in any proceeding under the FLSA.

ADDITIONAL « Certain occupations and establishments are exempt from the minimum wage, and/or overtime
INFORMATION ~ Péyprovisions.
= Spacial provisions apply to workers in American Samoa, the Commonwaalth of the Northern
Mariana Islands, and the Commonwealth of Puerto Rico.

» Some state laws provide greater employee protections; employers must comply with both.

s Some employers incorrectly classify workers as “independent contractors™ when they are
actually employees under the FLSA. it is important to know the difference between the two
because employees (unless exempt) are entitled to the FLSA's minimum wage and overtime
pay protections and correctly classified independent contractors are not.

o Certain full-time students, student learners, apprantices, and workers with disabilities may be
paid less than the minimum wage under special certificates issued by the Department of Labor.

1-866-467-924
: * WAGE AND HOUR DIVISION —-— 1-2?'(3’—889-?2 3
_—y UNITED STATES DEPARTMENT OF LABOR AL ;

www.<dol.gov/whd
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EMPLOYEE RIGHTS

UNDER THE FAMILY AND MEDICAL LEAVE ACT

THE UNITED STATES DEPARTMENT OF LABOR WAGE AND HOUR DIVISION

LEAVE
ENTITLEMENTS

BENEFITS &
PROTECTIONS

ELIGIBILITY
REQUIREMENTS

REQUESTING
LEAVE

EMPLOYER
RESPONSIBILITIES

ENFORCEMENT

Eligible employees who work for a covered employer can take up to 12 weehs of unpald, job-protected leave in a 12-month period
for the following reasons:

The birth of a child or placement of a child for adoption or foster care;

To bond with a child (leave must be taken within one year of the child's birth or placement);

To care for the employee’s spousa, chlld, or parent who has a qualifying serious health condition;

For the employee's own qualifying serious health condition that makes the employee unable to perform the employee’s Job;
For qualitying exigencies related to the foreign deployment of a military member who is the employae's spousse,
child, or parent.

An eligible employee who Is a covered servicemember's spouse, chlid, parent, or next of kin may also take up to 26 weeks
of FMLA leave In a single 1:2-month period to care for the servicemember with a serlous injury or lliness.

An employee does not need to use leave In one block. When It Is medically necessary or otherwise permitted, employees
may take leave Intermittently or on a reduced schedule.

Employees may choose, or an employer may require, use of accrued patd leave while taking FMLA leave, If an employee
substitutes accrued paid leave for FMLA leave, the employee must comply with the employer's normal paid leave policles.

While employees are on FMLA leave, employers must continue health Insurance coverage as If the employees were not on leave,

Upon return from FMLA leave, most employees must be restored to the same job or one nearly identlcal to It with
equivalent pay, benefits, and other employment terms and conditions.

An employer may not Interfere with an Individual's FMLA rights or retaliate agalnst someona for using or trying to use FMLA leave,
opposing any practice made unlawful by the FMLA, or being involved in any proceeding under or related to the FMLA,

An smployea who works for a coverad employer must meet three criteria in order to be eligible for FMLA leave, The employee must

¢ Have worked for the smployer for at least 12 months;
« Have at Jeast 1,250 hours of service in the 12 months before taking leave;* and
+  Work at a location where the employer has at least 50 employees within 76 miles of the employee’s worksite.

*Speclal "hours of service™ requirements apply to airine filght crew employees.

Generally, employees must give 30-days’ advance notice of the naed for FMLA leave, ¥ it Is not possible to give 30-days’ natice,
an employee must notify the employer as soon as possible and, generally, follow the employer's usual procedures.

Employees do not have to share a medical dlagnosis, but must provide enough information to the employer so it can determine
If the leave qualtfies for FMLA protection. Sutficlent Information could Include informing an emplayer that the employee Is or
will be unable to perform his or her job functions, that a family member cannot perform daily acthvitles, or that hospitalization or
continuing medical treatment s necessary. Employees must inform the employer it the nead for leave is for & reason for which
FMLA leave was previously taken or certified.

Employers can require a certification or periodic recertification supporting the need for leave. If the employer detormines that the
certification Is Incomplete, it must provide a written notice indicating what additional information is raquired.

Onca an employer becomes aware that an employee’s need for leave Is for a reason that may quallfy under the FMLA, the
employer must notify the employee if he or she Is eligible for FMLA leave and, if eligible, must also provide & notice of rights and
responsibilities under the FMLA, If the employee is not eligible, the employer must provide a reason for Ineligibility.

Employers must notify Its employees if leave will be designatad as FMLA leave, and if s0, how much leave will be deslgnatad as
FMLA leave.

Employees may file a complaint with the U.S. Department of Labor, Wage and Hour Division, or may bring a private lawsult
agalnst an amployer.

The FMLA does not affect any federal or state law prohibiting discrimination or supersede any state or local law or collective
bargalning agreement that provides greater family or medical leave rights.

For additional information or to file a complaint: EfuE

[ s

1-866-4-USWAGE B

(1-866-487-9243)  TTY: 1-877-889-5627

www.dol.gov/whd =NHB

U.S. Department of Labor | Wage and Hour Division WAGE AND HOUR DIVISION

WH1420 REV04/16
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Occupational Safcty
arel Health Administration

All workers have the right to:

A safe workplace.

Raise a safety or health concern with
your employer or OSHA, or report a work-
related injury or iliness, without being
retaliated against.

Receive information and training on job
hazards, including all hazardous substances
in your workplace.

Request an OSHA inspection of your
workplace if you believe there are unsafe or
unhealthy conditions. OSHA wiill keep your
name confidential. You have the right to have a
representative contact OSHA on your behalf.

Participate (or have your representative
participate) in an OSHA inspection and
speak in private to the inspector.

File a complaint with OSHA within 30 days
(by phone, online or by mail) if you have been
retaliated against for using your rights.

See any OSHA citations issued to your
employer.

Request copies of your medical records, tests
that measure hazards in the workplace, and
the workplace injury and illness log.

This poster is available free from OSHA.

Contact 0SHA. We can help.

g_ty gnd Health
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Employers must:

* Provide employees a workplace free from
recognized hazards. It is illegal to retaliate
against an employee for using any of their
rights under the law, including raising a health
and safety concern with you or with OSHA, or
reporting a work-related injury or illness.

s Comply with all applicable OSHA standards.

» Report to OSHA all work-related
fatalities within 8 hours, and all inpatient
hospitalizations, amputations and losses
of an eye within 24 hours.

» Provide required training to all workers in a
language and vocabulary they can understand.

» Prominently display this poster in the workplace.

= Post OSHA citations at or near the place of
the alleged violations.

FREE ASSISTANCE to identify and correct
hazards is available to small and medium-
sized employers, without citation or penalty,
through OSHA-supported consultation
programs in every state.

T,

1-800-321-OSHA (6742) - TTY 1-877-889-5627 - www.osha.gov
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