AGENDA

COMMITTEE ON HUMAN RESOURCES/INSURANCE

June 28, 2010 4:30 PM
Aldermen Shea, Ludwig, Aldermanic Chambers
Ouellette, Arnold, Craig City Hall (3" Floor)
1. Chairman Shea calls the meeting to order.

2. The Clerk calls the roll,

3. Summaries of outstanding arbitrations and grievances submitted by the

Human Resources Director.
(Note: Provided for informational purposes only; no action required.)

4. Recommending that Ordinance amendment:

“Amending Section 33.081(F) (Sick Leave) of the Code of
Ordinances of the City of Manchester.”

ought to pass and be referred to the Committee on Bills on Second Reading

for technical review.

(Unanimous vote of Committee on Human Resources, 05/04/2010, referved back to
Committee by BMA, 05/18/2010.)

Ladies and Gentlemen, what is your pleasure?

5. Communication from Human Resources recommending approval of the
Manchester Police Department’s request for a new job classification of
grade 13 for the Crime Analyst position.

Ladies and Gentlemen, what is your pleasure?
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6.

Communication from Human Resources recommending that the City
of Manchester accept CIGNA Healthcare’s offer to renew the
Medicare Advantage program for the time period of July 1, 2010
through June 30, 2011.

Ladies and Gentlemen, what is your pleasure?

7. Communication from Human Resources recommending that the City of
Manchester contract with HM Life for individual stop loss insurance at the
$210,000 level for the period of July 1, 2010 through June 30, 2011.
Ladies and Gentlemen, what is your pleasure?

TABLED ITEM :

A motion is in order to remove this item from the table.

8. Proposed policy for the City relative to the use of Volunteers and Unpaid
Student Interns submitted by Jane Gile, Human Resources Director.
(Tabled March 2, 2010; Human Resources Director to obtain feedback from
departments.)

9. If there is no further business, a motion is in order to adjourn.



DET@EWE@

Jane Gile
Human Resources Director JUN 14 zgm j
CITY CLERK'S OFFiCE §
CITY OF MANCHESTER
- Human Resources Department

June 14, 2010
To: Human Resources and Insurance Comniittee
From: Jane E. Gile, HR Director f Z@»
Re: INFORMATIONAL ONLY: Summary of Grievances and Arbitrations

Attached is a summary document of union grievances and arbitrations that are outstanding and/or
settled thus far in Calendar Year 2010,

Please feel free to contact me for additional information.

1 City Hall Plaza ¢ Human Resources Department e Manchester, New Hampshire 03101 » (603) 624-6543
FAX: (603) 628-6065
E-mail: HumanResources@ManchesterNH.gov « Website: www.manchesternh.gov
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Jane Gile
Human Resources Divector

JUN 14 2010 |
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CITY OF MANCHESTER
Human Resources Department

June 14, 2010

Alderman William Shea, Chair

Human Resources and Insurance Committee
One City Hall Plaza

Manchester, NH 03104

Dear Chair Shea:

This communication is a foliow-up to the recommendation to delete Section F of Ordinance
33.081 Sick Leave. Atfached 1s an outline comparing the ordinance to the negotiated contract,
and the method used to charge sick leave under both, which has been a long standing practice of
the City. The ordinance was not amended at the time of the contract change.

The collective bargaining agreement approved between the City of Manchester and Manchester
Professional Firefighters Association, Local 856, IAFF (2004-2007), changed the work schedule
for Firefighters, Fire Lieutenants and Fire Captains to a 24 hour system (24 hours on 72 hours
off). Each 24 hour work period is called a shift, which is divided into one 10 hour day work unit
and one 14 hour night work unit. It takes two (2) units to make up one 24 hours shift.

The labor contract continues the accrual of paid sick leave @ 1.25 days/month (15 days/year).
Sick leave is taken in units,

0-33.081 SICK LEAVE, states that sick leave is accumulated on the basis of one and one quarter
days for each month of service and that sick leave shall be charged at the rate of one day for each
shift missed. If only part of a shift is missed, the employee shall be charged in proportion to the
time missed in amounts not smailer than one-half day of sick leave.

At the time Ordinance 33.081 was adopted, shifts were either a.) 10 hour day shifts orb.) 14 hour
night shifts. Shifts were not scheduled in 24 hour blocks. The work schedule was (1) 10 hr day;
(1) 14 hr. mght; 1 day off; (1) 10 hr. day; (1} 14 hour night; 3 days off.

Respectfully submitted,

uman Resources Director é;

1 City Hall Plaza » Human Resources Department e Manchester, New Hampshire 03101 = (603) 624-6543 «
FAX: (603) 628-6065
E-mail: BumanBesowrcesimManchesterNH.gov + Website: www.manchesternh.gov




Under the 24 hour shift, firefighters are paid based on a 42 hour workweek.
® The work hours (168) are averaged over 4 weeks.
e (7)- 24 hour shifts are worked in the 4 week period.

¢ The work schedule is 24 hours on/72 hours off
e In the four week rotation — there is one workweek in which one 24 hour shift is worked.

Sunday Monday Tuesday Wednesday | Thursday Friday Saturday
Week | 24 hr. shift
Week 2 | 24 hr. shift 24 hr. shift
Week 3 24 hr. shift 24 hr. shift
Week 4 24 hr. shift 24 hr. shift

e If O-33.081 were to be applied to the use of sick leave, the maximum sick leave
charged would be 7 days over the 4 week period. This is using the definition of shift
=24 hours.

The 24 hour shift was negotiated by the union as part of the 2004-2007 collective bargaining
agreement. The shift changed so that a unit member works 24 hours, but the shift is divided into
2 units: 1-10 hour and 1-14 hour. The shift/unit system has been used to charge sick leave use,
and to determine the workweek.

(1) 24 hr. shift missed = 2 units = 2 days of sick leave
(2) 24 hr. shifts missed = 5 units = 5 days of sick leave = 1 workweek
(1) 24 hr. shift week = five days charged = 1 workweek
2.5 units (days) are charged if an employee misses one unit of a shift on a single shift workweek.

¢ The maximum sick leave charged by the City is 20 days ir a four week period ~ 5
days per workweek.

e Firefighters accrue 15 days/year in sick leave,

e Current system is not penalizing the firefighters (see below). Using the ordinance
language, which was designed for the 10 and 14 hour shifts, potentially could enrich the
sick leave use benefit by an almost 3:1 ratio.

Prior to 24 bour shift - the fire department sick leave was governed by 0-33.081. Shifts were:
e 10 hour day shifts
e 14 hour night shifts.
s Sick day usage was charged on the basis of shifts missed due to illness or injury.

1 day (10 hr.) shift missed = 1 day sick leave

1 night (14 hr.) shift missed = 1 day of sick leave

2 shifts missed (24 hours) = 2 days of sick leave charged

3 shifts missed (only shifts scheduled in that workweek) = 5 days charged
4 shifts missed (entire workweek missed) = 5 days charged

Charging sick leave in this way is a long standing practice. The old work schedule was (1) 10 hr
day; (1) 14 hr. night; 1 day off; (1) 10 hr. day; (1) 14 hour night; 3 days off.
The workweek was based on an average of 42 h(.)murs over 8 weeks.

‘] oy
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Jane Gile
Human Resources Director

CITY OF MANCHESTER
Human Resources Department

April 5, 2010

Alderman William Shea, Chair
Human Resources and Insurance Committee
One City Hall Plaza

Manchester, NH 03104
Reguest to Revise Ordinance

Dear Chair Shea:

The City of Manchester Code of Ordinances currently contains language that pre-dates the
collective bargaining agreement (CBA) approved between the City of Manchester and
Manchester Professional Firefighters Association, Local 856, IAFF and needs to be updated.

CBA - Article 11 Workweek and Extra Duty Days changed the work schedule for Firefighters,
Fire Lieutenants and Fire Captains to a 24 hour system (24 hours on 72 hours off). Each 24 hour
work period is called a shift. Each shift is divided into one 10 hour day work period and one 14
hour night work period. Each work period is call a “unit™ and it takes two (2) units to make up

one 24 hours shift.

The labor contract specifically addresses the accrual of paid sick leave (1.25 days/month) in
Article 15 Sick Leave and further addresses that sick leave is taken in units.

0-33.081 SICK LEAVE reads in part: “(F) Any Fire Department personnel on the platoon
system schedule shall accumulate sick leave on the basis of one and one quarter days for each
month of service, provided that sick leave shall be charged at the rate of one day for each
shift missed. If only part of a shift is missed, the employee shall be charged in proportion to the
time missed in amounts not smaller than one-half day of sick leave. ¢

Recommendation: That Section F of 0-33.081 is deleted in it’s entirely, since the CBA éovers
sick leave accrual and charges. In addition, as Section F of 0-33.081 pre-dates the fire
department’s 24 hour shifts, it is not designed for the department’s current shift schedule.

Respectfuﬂy submifted,

(2% Y7

eE Gil T
Human Resources Director f”f »f‘“

1 City Hall Plaza ¢ Human Resources Department ¢ Manchester, New Hampshire 03101 » (603) 624-6543 »
FAX: (603) 628-6065
E-mail: HumanResources@ManchesterNll.eov « Website: www.manchesternh.gov




To the Board of Mayor and Aldermen of the City of Manchester:

The Committee on Human Resources/Insurance respectfully recommends, after

due and careful consideration, that Ordinance amendment:

“Amending Section 33.081 (F) (Sick Leave) of the Code of Ordinances of
the City of Manchester.”

ought to pass and be referred to the Committee on Bills on Second Reading for
technical review. '

{Unanimous vote)

Respectfully submitted,

T~

Clerk of Committee

At a meeting of the Board of Mayor and Aldermen held May 18, 2010, on a motion
of Alderman Shea, duly seconded by Alderman Ouellette, the report of the
Committee was referred back to the Committee on ?{an“ﬁéé0urces/Insurauce.

{

Dozdd) N

City Clerk




ity of Manchester
Neto Hampshire

1 the year Two Thousand and ten

AN ORDINANCE

“Amending Section 33.081 (Sick Leave) of the Code of Ordinance of the City of
Manchester.”

BE IT ORDAINED, By the Board of Mayor and Aldermen of the City of Manchester,
as follows:

L Amend Section 33.081 (Sick Leave) of the Code of Ordinances by deleting
language stricken (--) and inserting new language as bolded (bold). Language of Section
33.011 not struck through or bolded remains unchanged.

§ 33,081 Sick Leave

(A) All permanent employees in the city service, except temporary, seasonal, and
part-time employees who work less than one-half of the regular work week, shall be
entitled to sick leave with pay after satisfactory completion of the probationary period
following initial employment. Sick leave credit shall accrue at the rate of one and one-
guarter work days with pay for each completed month of service.

(B) Any unused sick leave credit may be accumulated up to a maximum of 120 work
days.

<y Any employee absent from work on legal holidays, during sick leave, vacation,
for disability arising from injuries sustained in the course of his employment, for all
authorized ieaves of absence with pay and for authorized leaves without pay for not over
ten days in any one calendar vear shall continue to accurnulate sick ieave a the regularly
prescribed rate during such absence as though they were on duty, subject to the maximum
limitation herein provided.

(D} Any employee eligible for sick leave with pay may use such sick leave, upon
approval of his/her department or office head, for absence due o his or her illness, injury,
the illness or injury of a spouse, child or other blood relative or ward residing in the same
household when FMLA leave is approved, or for the exposure to contagious disease, An
employee on sick leave shall inform his immediate supervisor of the fact and the reason
therefore as soon as possible and failure to do so within a reasonable time may be cause
for denial of pay for the period of absence. The department head shall require a doctor’s
certificate before approving sick leave with pay for a period or periods of more than three
work days.

() Absences for a fraction or part of a day that are chargeable to sick leave in
accordance with these provisions shall be charged proportionally in an amount not
smaller than one hour.




Uity of Manchester
Negr Hampshire
I the year Two Thousand and

AN ORDINANCE

“Amending Section 33.081 {Sick Leave} of the Code of Ordinance of the City of
Manchester.”

BE IT ORDAINED, By the Board of Mayor and Aldermen of the City of Manchester,
as follows: .

()

&} (F) During periods of absence for approved paid sick leave the employee shall be
entitled to full pay for such pericd at the regular rate of compensation, provided however,
that hourly employees shall be compensated on the basis of straight time pay not o
exceed sight hours per day and not to exceed 40 hours per week. No sick leave benefits
shall be paid on the basis of time and one-half.

EB(G) (1) On scparétion from city service, all sick leave credits shall be cancelled,
except in case of retirement, duty disability retirement or death while in active service.
All accrued sick leave shall be paid to the employee or his beneficiary under such
conditions of separation from service as prescribed by the Board of Mayor and Aldermen.

(2} Any employee who becomes a member of the contributory retirement
system pursuant to Laws 1973, 2183 H shalil, on separation from service be entitled
to be paid the same accrued sick leave credits to which he would have been entitled
had he remained under the prior pension plan.

(3) On separation from service other than by retirement, duty disability
retirement, death, or circumstances provided above, any employee with 15
consecutive years of city service, provided separation is other than by discharge or
resignation in lieu of discharge, shall be paid all accrued sick leave credits.

(4) Payment for acerued sick leave credits shall be paid as follows:

{a) Upon death (while employed by the city) or paid retirement, all
accrued sick leave up to a maximum of 80 days, plus % of the balunce of the days
acgruied over 80 but not more than 120 days, shall be payable to the employee or the
designated beneficiary.

(b} On separation from service under satisfactory conditions and 15 years
of continuous service, employees may be paid up to 60 days of accrued sick leave.

& (H) Individuals who are hired to work as Reserve Officers (compensated as
Patrolmen; shall not be entitled to accrue any sick time whatsoever,

IL This Ordinance shail take effect upon its passage and all Ordinances or parts of
Ordinances inconsistent therewith are hereby repealed.




Jane Gile
Human Resources Director

CITY OF MANCHESTER
Human Resources Department

June 14, 2010

Alderman William Shea, Chair

Human Resources and Insurance Committee
One City Hall Plaza

Manchester, NH 63104

Dear Chair Shea:

The Manchester Police Department is requesting a new job classification for the position of
Crime Analyst. Funding for this position and the increase in police compléhent was approved
previously by the Board of Mayor and Aldermen. The position is part of the department’s

overall investment in crime prevention and intervention.

The Human Resources Department has reviewed the specification, scored the position and
sought salary information from similar size communities for comparable positions.

Recommendation: That the class specification of Crime Analyst — 9292, grade 15, be approved.

Respectfully submitted,

Human Resources Director

1 City Hall Plaza » Human Resources Department e Manchester, New Hampshire 03101 » (603) 624-6543
FAX: (603) 628-6065
E-mail: HumapResqurces@ManchesterNH.gov « Website: www.nmanchesternh.gov




Chief of Police Comumission
David J. Mara Thomas J. Hammond
Assistarnt Chief Calvin T. Cramer

Thomas D. Noonan
Richard M. Bunker
Jerome B. Duval

Gary T. Simmons

Executive Secretary

CITY OF MANCHESTER Kim R. Demers

Police Department

June 14, 2010 iy ]
5

Jane Gile

Humen Resource Director
One City Hall Plaza
Manchester, NI{ 03101

Dear Jane,

1 want to thank you and your staff for working with the police department to amend the job description of our newly
formed Crime Analyst position,

We are in complete agreement with the final copy that was submitted to us for review and would ask that your office
proceed to move forward in presenting this to the Human Resource Committee for their approval.

Additionally, please be advised that the Board of Mayor and Alderman has previously approved an inérease in our
compliment by adding such a position as well as the funding associated with it. It is our understanding that the
Crime Analyst position will be placed in a Grade 15 slot on the Yarger Decker pay matrix.

We will make ourselves available to the committee on the date and time scheduled to answer any questions they
may have.

Thank you for all your efforts,

—

Sincerely,

2y

Assistant Chief of Police

-

. Simmons

ezt o,

Ralph Miller Public Safety Center
331 Chestnut Street « Manchester, New Hampshire 03101 « (603) 668-8711» FAX: (603) 668-8941
E-mail: ManchesterPD@manchesternh.gov « Website: www.manchesterpd.com

A NATIONALLY ACCREDITED LAW ENFORCEMENT AGENCY
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City of Manchester, New Hampshire

Class Specification

This is a class specification and not an individualized job description. A class specification defines the _
general character and scope of responsibilities of all positions in a job classification, but it is not
intended to describe and does not necessarily list every duty for a given position in a classification.

Class Title -~ B | Crime Analyst

Class Code Number | 927215

| Gén’era’l_-s.tatéhient of Duties

Analyzes, organizes, and presentscrime data and statistics relative to crime patterns and trends to
assist operational and administrative personnel in planning the deployment of resources for the
prevention and suppression of criminal activities. Aids the investigative process by providing timely
information that will increase the apprehension of offenders and the clearance of cases; assumes the
lead role in presentation to command staff, aldermen and in public forums; performs directly related
work as required.

" Distinguishing Features of the Class

The principal function of an employee in this class is to provide the Police Chief and command
officers with crime data and analysis pertinent to the development of Police Department strategy.
The employee contributes to and carries out the future direction of the crime analysis program thru
the use of volunteers who assist the crime analysis efforts. The work is performed under the
supervision and direction of the Administrative Captain but considerable leeway is granted for the
exercise of independent judgement and initiative. The nature of the work performed requires that an
employee in this class establish and maintain effective working relationships with other City
employees, representatives of other law enforcement jurisdictions, aldermen and the public. The

principal duties of this class are performed in a general office environment.

~ Examples of Essential Work
4 (illustrative only)

7
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Crime Analyst 9272-15 Page 2

® Examines and analyzes reports of crimes for the purpose of determinin g trends, monitoring
mcreases/decreases in specific types of crimes and providing detailed information to the
Police Chief and other command officers for use in policy development;

® Corpares trends within the Manchester area to nation-wide data for the purpose of analyzing
and reporting on the effectiveness of specific initiatives and identifying the need for program
development in certain areas;

J Makes written recommendations for patrol, crime prevention and rclated i areas where
crime patterns have been quantified;

® Coordinates the procurement of data from State and Federal agencies for use in analysis;

® Performs short term analyses for the purpose of informing the Police Chief of sudden
upswings in a particular criminal activity with the possibility of a repeat offender(s);

& Maintains a thorough and accurate database of criminal analysis mformatmn for the use of
determining long-term trends;

o Performs beat and staffing analysis as requested;

® Supervises interns and volunieers in their duties within the Crime Analyst role;

. Compiles, edits and coordinates publishing of the Department’s annual report, including

divisional reports on yearly highlights, the Department’s yearly financial report and related
Police personnel information;

® Compiles and publishes a monthly newsletter;

L Compiles and publishes an annual crime in Manchester report which analyzes all pertment
criminal activity within the City;

® Keeps immediate supervisor and desi gnated others fully and accurately informed concering

work progress, including present and potential work pmblems and suggestions for new or
improved ways of addressing such problems;

J Attends meetings, conferences, workshops and training sessions and reviews publications
and audio-visual materials to become and remain current on the principles, practices and new
developments in assigned work areas;

e Responds to citizens’ questions and comments in a courteous and timely manner;

° Communicates and coordinates regularly with appropriate others to maximize the
effectiveness and efficiency of interdepartmental operations and activities;

® Performs other directly related duties consistent with the role and function of the
classification.

Requir_ed' KnoWIedge, Skills and Abilities
(at time of appointment)

® Thorough knowledge of current principles and practices in statistical analysis;

J Thorough knowledge of the goals and purposes of the Manchester Police Department;

® Ability to prepare detailed statistical reports and succinct summaries on criminal actlvity
and proposed police operations;

° Ability to prepare detailed statistical reports and succinet summaries on criminal activity
and proposed police operations;

o Ability to communicate effectively with others, both orally and in writing, using both
techpical and non-technical language;

e Ability to understand and follow oral and/or written policies, procedures and instructions;

e /]
f’ - f



Crime Analyst 9272-13 Page 3

® Ability to operate or quickly learn to operate a personal computer using standard or
customized software applications appropriate to assigned tasks;

e Ability to use logical and creative thought processes to develop solutions according to
written specifications and/or oral instructions;

® Ablity to perform a wide variety of duties and responsibilities with accuracy and speed
under the pressure of time-sensitive deadlines;

e Ability and willingness to quickly leam and put to use new skills and knowledge brought
about by rapidly changing information and/or techriology:

® Integrity, ingenuity and inventiveness in the performance of assigned tasks.

B -__-Aé_tep'tablg Experience and Training

s Graduation from an accredited college or university with a Bachelor’s Degree in Public
Administration, Business Administration, Criminal Justice or a closely related field; and

® Three years of experience in program management, or three years experience in related
statistical analysis; or

® Any equivalent combination of experience and training which provides the knowledge,

skills and abilities necessary to perform the work.

5 ;Réqixire'd Special Qualifications

e Employee must attain Certified Crime and Intelligence
Licensure/Certification/Registration within one year of appointment.

. Essential Physical Abilities

® Sufficient clarity of speech and hearing or other communication capabilities, with or
without reasonable accommodation, which permits the employee to communicate
effectively;

© Sufficient vision or other powers of observation, with or without reasonable

accommodation, which permits the employee to monitor a wide variety of material in
both electronic and hardcopy form,

e Sufficient manual dexterity with or without reasonable accommodation, which permits
the employee to operate a personal computer and related equipment;
® Sufficient personal mobility and physical reflexes, with or without reasonable

accommodation, which permits the employee to function in a general office environment.

Approved by: Date:




Uity of Manchester
Netr Hampshire

In the year Tivo Thousand and Ten

AN ORDINANCE

“Amending Sections 33.024, 33.025, & 33.026 (Crime Analyst) of the Code of
Ordinances of the City of Manchester.”

BE IT ORDAINED, By the Board of Mayor and Aldermen of the City of Manchester,
as follows:

SECTION 33,924 CLASSIFICATION OF POSITIONS be amended as follows:

Establish new position of Crime Analyst, Class Code 9272

SECTION 33.025 COMPENSATION OF POSITIONS be amended as follows:

Establish new position of Crime Analyst, Class Code 9272, Grade 15

SECTION 33.026 CLASS SPECIFICATIONS be amended as follows

Establish new position of Crime Analyst, Class Code 9272 (spec.
attached) non-exempt

This Ordinance shall take effect upen its passage and all Ordinances or parts of
Ordinances inconsistent therewith are hereby repealed.
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JUN 11 2010
CITY CLERK'S OFFICE

Jane Gile
Human Resources Director

CITY OF MANCHESTER
Human Resources Department

June 10, 2010

Alderman William Shea, Chair

Human Resources and Insurance Committee
One City Hall Plaza '

Manchester, NH 03104

Dear Chair Shea;

Tom DeLacey, the City’s Principal Consultant from WBS, reports that CIGNA has offered to
continue the current rates for the Medicare Advantage program through June 30, 2011, The
contract was slated to end on December 31, 2010 of this year.

This 1s fantastic news for the City and its Medicare eligible retirees. Many retirees in this age
group are very concerned about their health benefits and the future changes envisioned for this
product. The six month extension allows the City to continue to offer the product to retirees over
65 at the same reasonable cost that they have experienced for the past year.

Retirees enrolled in the plan are charged $341.06/month for single coverage. The cost for a
couple is $682.12/month.

Recommendation:
That the City of Manchester accept the offer from CIGNA Healthcare to renew the Medicare
Advantage program for the time period of July 1, 2010 through JTune 30, 2011.

Respectfully submitted,

B Sl

L///ffane E. Gile, SﬁHR

Human Resources Director

‘
"Lf £
1 City Hall Plaza e Human Resources Department e Manchester, New Hampshire 03101 » {603) 624-6543 =
FAX: (603) 628-6065

E-mail: HumanResources@ManchesterNH.gov » Website: www.manchesternh.gov




June 7, 2010

Jane Gile
Director of Human Resources
City of Manchester

RE: Medicare Advantage Renewal
Dear Jane,

Per our discussion earlier this week. As you know the current Medicare Advantage
contract with CIGNA will end on December 31, 2010. CIGNA has offered to continue
the current rates and benefits from July 1, 2010 to June 30, 2011. Given all of the
changes and uncertainty surrounding the Medicare Advantage product and networks;
WBS recommends that you accept the offer and renew the plan at the same rates and
benefits effective July 1, 2010 through June 30, 2011.

Sincerely,

Thomas G. DeLacey
Principal Consultant
Workplace Benefit Solutions

g,
i
i
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JUN T Z’ﬂ'ﬁ%
CITY CLERK'S OFFIGE

Jane Gile
Human Resources Direcior

CITY OF MANCHESTER
Human Resources Department

June 10, 2010

Alderman William Shea, Chair

Human Resources and Insurance Committee
One City Hall Plaza

Manchester, NH 03104

Dear Chair Shea:

Based on an analysis of the quotes received relative to the City of Manchester’s re-insurance
renewal for July 1, 2010, Tom DeLacey, the City’s Principal Consultant from WBS,
recommends that the City renews the specific stop loss insurance with the incumbent — HM Life.

In order to keep rates at a manageable 2.5% increase, he further recommends that the City
increase the specific stop loss from the current $200,000 attachment point to $210,000. By
increasing the individual stop loss to $210,000, premium rates increased by $12,267 rather than
$101,081 required to keep it at the $200,000 level.

Recommendation:

That the City of Manchester contracts with HM Life for individual stop loss insurance at the
$210,000 level for the period of July 1, 2010 through June 30, 2011 at an annual premium of
$493,849.

Respectfully submitted,
. AR

" Human Resources Director

/-

1 City Hall Plaza « Human Resources Depurtment © Manchester, New Hampshire 03101 » (603) 624-6543
FAX: (603) 628-6065
E-mail: HumanResourcesiwManchesterNH.gov « Website: www.manchesternh.gov




June 7, 2010

Jane Gile
Director of Human Resources
City of Manchester

RE: Medical Stop Loss Insurance
Dear Jfane,

Per our discussion earlier this week. WBS has performed an RFP for your reinsurance
renewal effective July 1, 2010. We requested quotes from ten carriers and received five -
bids (see attached). Based on the results of the bid process we recommend renewing your
stop loss coverage with the incumbent carrier < HM Life. Given the difference in rates,

we recommend that you increase the specific stop loss attachment point to $210,000 from
the current $200,000 level. The overall renewal increase is 2.3% for a total premium
merease of roughly $12,500 annually.

Sincerely,
Thomas G. Delacey

Principal Consultant
Workplace Benefit Solutions
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| FEB 22 J0m
| CITY CLERK'S OFFICE j

Jane Gile
Human Resources Director

CITY OF MANCHESTER
Human Resources Department

February 8, 2010

Alderman William Shea, Chair
Human Resources and Insurance Committee
City of Manchester, NH 03101

RE: Volunteers and Unpaid Student Interns
Dear Alderman Shea:

Attached is a copy of the proposed policy for the City of Manchester relative to the use of
Volunteers and Unpaid Student Interns.

Background: Recently, a department head wanted to use a volunteer in their office to perform
certain functions. The only policy that HR was able to retrieve was a policy that dated back to
1993. At that time, the City had a relationship with two area non-profits that secured volunteers
in municipal services. Neither of the agencies exists today. The proposed policy covers private
individuals volunteering for the City and City employees who volunteer. It also covers the use
of unpaid student interns in city departments. It is the understanding of HR that departments are
using volunteers and unpaid student interns; although there is no formal process to insure that
their use is in compliance with state and federal law, notwithstanding that the appropriate
background checks have been conducted relative to the placement of volunteers in city services.
While volunteers provide invaluable service to the City of Manchester, it is important that the
City manages its risks by conducting proper screening and placement of approved applicants.

Further, it is understood that volunteer service assignments in the City of Manchester must not
replace work performed by a paid employee or bargaining unit member.

Recommendation: That the policy on Volunteers and Unpaid Student Interns be adopted.

Sincerely,

Human Resources Director

1 City ﬁall Plaza ¢ Human Resources Department ¢ Manchester, New Hampshire 63101 « (603) 624-6543 «
FAX: (603) 628-6063
E-mail: HumanResources@ManchesterNH.oov « Website: www.manchesternh.gov




VOLUNTEERS AND UNPAID STUDENT INTERNS

To insure our compliance with state and federal law, the City of Manchester has
established the following procedure to follow when using the services of volunteers and
unpaid student interns.

VOLUNTEERS

Volunteers may fall into one of two categories, defined as follows:

1y Private Individuals Not Emploved by the City: The volunteer is an individual

who 1s not employed by the City of Manchester or any other government agency.
The volunteer donates hours of service for civie, charitable or humanitarian
reasons. The services are performed without promise, expectation, or receipts of
compensation for services rendered, and are free from coercion or pressure. The
volunteer assists staff with a specific task, limited only by prudent judgment and
by legal and ethical considerations.

a.

b.
c.

A Volunieer Request must be completed by the department and forwarded
to Human Resources (Appendix A).

The volunteer must complete a Volunieer Application { Appendix B),

The supervisor or department head must obtain three favorable references
for each private volunteer.

A cniminal background check is required for each volunteer who works
with youth, elderly or disabled individuals.

A motor vehicle check is required for each volunteer whose duties invelve
driving a vehicle.

Once approved, the volunteer and Department Head sign the Volunteer
Waiver (Appendix C). A copy is filed with HR before volunteer services
begin.

2) City of Manchester Employees: City of Manchester employees who volunteer to

perform services for the City of Manchester are considered volunteers if:

a.

b.

They receive no compensation or are paid only reasonable benefits,
nominal fees, or for expenses (o perform the volunteers services; and
They are performing services uniike those for which they normally would
be employed.

They complete the Volunieer Service Statement & Agreement available
from and to be returned to the HR Department (Appendix D).

A favorable recommendation must be obtained from the employee’s
department head and/or division head.

A criminal background check and/or motor vehicle check is required if
indicated by the type of voiunteer service rendered.

Employees who meet the above criteria are not eligible for overtime pay
resulting from the volunteer work, Individuals who do not meet the above
criteria are considered employees, not velunteers, and must be compensated as
employees.

o3



UNPAID STUDENT INTERN/TRAINEF,

An unpaid student intern means a college or university student who chooses to intern at
the City of Manchester, [t may also mean a high school student whose program is
registered with the NH Department of Labor in accordance with RSA 279:22-aa, High
Schooti and Post Secondary Students, Rule 805. An unpatid student intern/trainee
performs services primarily for his or her own benefit, does not displace a regular
employee, does not provide an “immediate advantage™ 1o the City; and 15 not entitled to a
job. Student trainees, such as interns, are considered volunieers and are not City of
Manchester employees. Interns receiving compensation for work performed are
considered temporary employees, thus departments must adhere {0 hiring procedures.

For an individual to be considered an unpaid intern, criteria a. through £ must be met. I
any of these conditions are not met, the student is not considered an intern under federal
faw. Instead, an employer-employee relationship may exist, and the student should
receive compensation.

a. 'The training, even though it involves actual City operations, is similar to that
given at a vocational school. This does not mean that formal classes must be
offered; however, students should be given a formal orientation to familiarize
them with the department/division and with the types of tasks/issues handled.

b. Training is for the benefit of the student. Students must be given substantive
fcarning activities rather than routine office tasks, such as CopYing or running
errands. Students/interns must not be used as substitutes for paid workers.

¢. The student does not displace regular emplioyee, but works under close
supervision. At least one staff person is assigned to supervise the student in
the performance of the assigned tasks.

d. The department that provides the internship/training derives not immediate
advantage for the unpaid intern/trainee’s activities and, occasionaily, its
operations may actually be impeded. Department staff members should
expect to spend time providing instruction, supervision and feedback to the
student to maximize his/her learning experience.

e. The student is not entitied to a job at the end of the training.

f. Both the student and the department understand that the student is not entitled
to wages for the time spent training.

In addition to the federal requirements listed above, the following also must be met:

a. The student intern/trainee must meet with the supervising employee(s) and/or
the department head to discuss expectations and reach agreement on schedule,
scope of work, supervision, evaluation and any and all other requirements
pertinent fo the unpaid internship.

b.  The supervising employee and/or department head must understand what the
specific requirements of the school’s internship program are.

c.  The supervisor or department head must obtain one favorable reference for
each unpaid student intern/trainee. A sample reference form is attached

{Appendix E).



d. The supervisor must train the unpaid student intern/trainee in specific tasks, as
well as in City polictes, rules, regulations and safety procedures.
e. A criminal background check is required for each unpaid student
intern/trainee who works with youth, elderly or disabled individuals.
f. A motor vehicle check is required for each unpaid student intern/trainee who
duties involve driving a vehicle *
g Once the unpaid student internship is approved, the student and Department
Head sign the Student Iniern/Trainee Volunteer Waiver (Appendix C). The
form is to be returned to Human Resources before the internship begins.
*Student inferns/trainees may receive mileage reimbursement only for City of
Manchester activities that require the use of their own vehicles. Interns under the age of
18 are not allowed 1o use personal vehicles for City business.

VOLUNTEER SERVICE ASSIGNMENTS MUST NOT REPLACE WORK
PERFORMED BY A PAID EMPLOYEE OR BARGAINING UNIT MEMBER.



Appendix A

Jane Gile
Human Resources Director

CITY OF MANCHESTER
Human Resources Department

VOLUNTEER REQUEST

This request will be kept active until you notify us of any changes in its status. It will be shared
with potential volunteers who contact us. The decision to accept or refuse a referring volunteer
1s solely the respeonsibility of the agency reguesting volunteer assistance.

PLEASE USE A SEPARATE REQUEST FORM FOR EACH VOLUNTEER ASSIGNMENT

Department_

Address Phone

Name of volunteer’s supervisor

Volunteer assignment title

Location of volunteer assignment: Bept Other

Minimum age Number of volunteers needed

Is there a minimum commitment you would like for this assignment?
No Yes - I-3months _ 3-6months 6 months-1 year

Start date Ending date

Please describe, in detail, the volunteer service assignment. List specific tasks and duties.
Specify type of office equipment to be used. (Attach additional sheet if necessary.)

CONTINUED ON OTHER SIDE

¥y
1 City Hall Plaza ¢ Human Resources Department & Manchester, New Hampshire 63101 » (603) 624-6543 »
FAX: (603) 628-6065
E-mail: HumapResources@ManchesierNH cov « Website: www, manchesternh.gov




Are there any qualifications required? (Educational experience, skills, etc.)

Does this position require screening?
if yes, please explain.

Please check the days and times you need a volunteer for this assignment.

MORNING AFTERNOON EVENING
Monday
Tuesday
Wednesday
Thursday
Friday
Saturday
Sunday

Benefits {Check all that apply.)
Specialized training _ Other (please specify)
Recognition event
_Free parking
Letter of recommendation

THIS VOLUNTEER SERVICE ASSIGNMENT WILL NOT REPLACE WORK PERFORMED
BY A PAID EMPLOYEE OR BARGAINING UNIT EMPLOYEE.

Authorized Signature Date

{for office use)

____Approved by City of Manchester Human Resources Department

Date

[ have read, and understand, the volunteer service assignment described above.,

Volunteer’s signature Date
g 8-



Appendix b

HUMAN RESOURCES DEPARTMENT  VOLUNTEER APPLICATION S22
ONECITY HALL PLAZA CITY OF MANCHESTER NH < Y2
MANCHESTER, NH 03101-4000 EQUAL OPPORTUNITY EMPLOYER ik @ 55
Tel: (603) 624-6543 TTY/Voice Fax: (603)628-0065 s %
www. ManchesterNH.gov Applicant Please Complete » | 3
All statements made by applicants for employment con this application form will be checked for
accuracy. We offer equal employment (o all persons without regard to race, color, religion, age, sex,
national origin, disability, marital or veteran's status or any other legally protected status.
Volunteer Position Title:
Fulltime _Part-time  Temporary
Are you ai least 18 years of age? Yes  No Are youa UScitizen? Yes No
If not, do you have the legai right to work in the US? Yes  No
Have you ever worked for the City of Manchester? Yes ~ No  Ifves, When? -
What Department? Supervisor
- et
Are you currently employed? Yes ~ Ne  Why do you wish to volunteer? %
TYPE OF SCHOOL NAME AND ADDRESS COURSE CIRCLE LAST GRADUATE? LIST
OF SCHOOL MAJOR {COMPLETED YR DEGREE
HIGH SCHOOL 9 10 1112 [y [N |
TRADE/TECHNICAL vo2 03 4 00y LIN w2y
e ~ - . EoRs
COLLEGE 12 3 4 [y [LIN EZm
POST GRADUATE 5 6 7 8 (v [IN| |

Provide additional information such as special skills, equipment operation, languages, supervisory
experience, training or other qualifications helpful to us in considering you for this position.

List other volunteer experiences, if applicable.

Agency Name From To

Address Hours per week

Duties -

Agency Name From To B
Address B _ Hours per week

Duties

Have vou ever been convicted of any crime/s that were not annulled in a court? (List all except minor traffic
violations such as parking tickets) Yes No If ves, state citations, dates, courts and places where
offense/s occurred

Valid Motor Vehicle Operator's License”? Yes ~ No _ What State?

Do you possess a Commercial Driver's License? Yes ~ No _ Which?  What State?

List other valid licenses, registrations or certificates you possess
gy ey

B oo




WORK EXPERIENCE (start with most recent or current employer and work back at least ten years), Resumes may be
attached, but not in lieu of completing this section. If more space is needed, complete and attach a separate page.

Current Employer

Tel # e Parttime  Full Time

Address

o Date Hired — Date Lef

Supervisor {Name/Position)

Job Title

.. Number of People You Supervise

___ Duties

_ Reason for leaving

Previous Emplover

Tel # Part time Full Time

Address

CDateMired  Date Left

Supervisor (Name/Position)

Number of Pecple You Supervise

Job Title

. Duties

Reason for Jeaving

Previous Employer

_ Tel# Part ime _ Full Time

Address

CDate Bired  Date Left o

Supervisor {Name/Position)

Number of People You Supervise

Job Title __Duties )
~ _ Reason for leaving
Have you ever been discharged or asked to resign from any job? Yes . No__ Explain

Please provide three references (one personal and two professional). Please include name, address and phone number where

they can be reached.

APPLICATION AGREEMENT AND CERTIFICATION

Ieertify that the information given by me in this application is accurate and true to the best of my knowledge. My signature indicates
authorization for the City of Manchester to check references and verify the above information.

SIGNATURE

DATE

¥-%




Appendix C

Jane Gile
Human Resources Director

CITY OF MANCHESTER
Human Resources Department

STUDENT TRAINEE/INTERN AND/OR VOLUNTEER WAIVER

I certify that I am offering my services to the City of Manchester on a volunteer
basis. I understand that I will receive no pay, benefits, or other privileges of
employment of any kind for my services. I further understand that I am not
eligible for unemployment compensation benefits when my volunteer assignment
ends. T also certify that | have not been promised and have no expectation that 1
will receive a paid position as a result of my volunteer work.

[ certify that I am a student at
and that I intend that the proposed volunteer work be counted as academic course
credit toward a recognized degree plan at this institution. However, | understand 1
must complete the work in a satisfactory manner and meet all requ1remems of the
course to receive credit.

Name - Department Assigned
Signature of Volunteer Signature of Department Head
Date Date

I City Hall Plaza ¢ Human Resources Department e Manchester, New Hampshire 03101 = (603) 624-6543 »
FAX: (603) 628-6065
E-mail: HumanResources@ManchesterNH.gov » Website: www.manchesternh.gov




Appendix D

City of Manchester
New Hampshire

Volunteer Service Statement & Agreement

Date , 201

I'make this Statement and Agreement in order to provide, and be authorized to perform,
the following uncompensated services to my community:

under the direction of

nalure & scope of services

_ between )
Person with official oversight authority time period in which work 1o be performed

In performing the specified volunteer service, I acknowledge:

¢ thatTam 18 years of age or older and know of no reason, medical or otherwise,
which would prevent me from performing the tasks required;

e that [ have acquainted myself with what is required to perform those tasks and
that [ represent that 1 have the skill and ability to perform them;

e that [ will perform the volunteer service in compliance with the standards and
specifications established, or approved, by the City of Manchester and wil! honor
the direction of the City of Manchester officials to suspend or terminate service.

¢ that ] will be subject to a criminal background investigation, including
fingerprinting as required by the State of New Hampshire, and a motor vehicle
record check, if applicable,

Volunteer

Address

Telephone

Signature




Appendix E

REFERENCE REQUEST

STUDENT TRAINEE/INTERN CANDIDATE:

FOR CONSIDERATION AS: Unpaid Student Trainee/Intern in
Department

NAME/TITLE OF REFERENCE:

COMPANY/TELEPHONE:

1. What is/was your professional relationship with him/her?

2. You were associated with him/her during what time period?

What was his/her title?

ot

4. Did he/she have any problems doing the job as you {or the supervisor) wanted it
done?

Lh

What would you say are his/her strong points?

6. Any areas you felt needed improvement?

7.-How did she/he stand among his/her peers in terms of his/her accomplishments?
8. Did he/she initiate anything that was new or important?

9. Was there anything that he/she failed to accomplish?

%11



16.

15.

Did she/he get along with others?

. Can she/he explain his/her ideas to supervisors, peers, and subordinates?

. Can she/he histen?

. How 15 he/she best managed?

. How does she/he operate under pressure?

How hard did he/she work? How would you categorize his/her work habits?

. What type of work do you feel she/he is best suited for?

- {If applicable) Why did she/he leave your company?

- Would you work with him/her again, given the opportunity? Why or why not?




