ADA Access Self-Evaluation Report - Leominster, MA
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	1.
	Arthur A. Fournier Sr. Memorial Park

	2.
	Bachand Field 

	3.
	Barrett Park & Barrett Pond (also includes Anderson Urban Self-Help Properties & Gardner Hill)

	4.
	Bartlett Swamp Area

	5.
	Bennett School (K) (Portion of site used by Recreation Department only)

	6.
	Candlewood (Castleland)

	7.
	Carter Fields 

	8.
	Carter Park

	9.
	Dobson Circle

	10.
	Doyle Field & Doyle Tennis Courts 

	11.
	Fall Brook Greenway (includes Fall Brook Conservation Area, Grant Street-Lisciotti Property, Bassett Forest Conservation Area, & the Flannagan Lots)

	12.
	French Hill Park (Laurie J. Cormier Park) 

	13.
	Gateway Parks

	14.
	Johnny Appleseed Park

	15.
	Jungle Rd.

	16.
	Justin DeSantis Field 

	17.
	Lane Comerford Area/Nashua River Greenway (portion of)

	18.
	Leominster Lassie League Fields

	19.
	Monoosnoc Greenway (18 parcels)

	20.
	Old Smith Pond

	21.
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	Revolution Dr.
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	Robin Road/Theodore Drive properties

	24.
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	27.
	Weathervane Drive property

	28.
	Whitney Field 


The following three parts are required for all ADA Self-Evaluation reports, as part of a community’s first Open Space and Recreation Plan or subsequent updates. The section titles and italicized text are taken from the Open Space Planner’s Workbook Open Space Workbook that was produced and distributed by the Executive Office of Environmental Affairs – Division of Conservation Services. 

Part I 
Administrative Requirements

1.
Designation of an ADA Coordinator

Attach official designation of employee responsible for ADA coordination with name and position title, and signed by the chief municipal officer.

The official designation is located in Appendix A.
2.
Grievance Procedures

This is a procedure for the general public to follow in the event that a complaint must be made.

There is no formal grievance procedure in place to address complaints regarding compliance with federal handicap regulations. For union contract and general public grievance procedures, please refer to Appendices B, C, D, and E. The Mayor, upon recommendation of the ADA Coordinator, directed the City Solicitor to draft the following interim grievance policy until such time that a comprehensive grievance procedure is completed and then adopted by the City Council:


Interim Grievance Policy: Every attempt should be made to resolve any dispute as soon as possible to the satisfaction of all parties. Steps in the grievance policy shall be as follows:

1. An attempt should be made to seek an oral agreement between the individual and his/her supervisor or department head.

2. If an oral agreement is not reached, the aggrieved may, within five (5) working days, file a written complaint to the supervisor or department head. The department head or supervisor is required to make a determination of the merits of the complaint and provide a written reply within three (3) working days.

3. If the individual is dissatisfied with the department head or supervisor’s written decision, the aggrieved may, within three (3) days, make a formal written appeal to the Mayor. The Mayor will upon receipt of the written appeal, return a formal written decision within three (3) working days to the aggrieved and the supervisor or department head.

4. With respect to complaints of discrimination, if the employee is still not satisfied that his/her grievance has been adequately addressed, the employee may file a complaint with the Massachusetts Commission Against Discrimination (MCAD).

When the final document is drafted, it will establish appropriate due process standards relative to complaints regarding alleged violations of Section 504. It will specifically detail a course of action for all City employees, boards, commissions, etc., as well as a procedure for the general public. In addition to the implementation of a formal grievance procedure, Mayor Mazzarella and the Chair of the City’s Disability Commission successfully petitioned the City Council to create a Disability Commission as provided for in the M.G.L. Chapter 40, Section 8J in 1994.

3.
Public Notification Requirements

Employees and the public must be notified that the community does not discriminate on the basis of disability. Notification must be in a format that is accessible such as large print, simple language and in an auditory form. An “EOE” clause must also be included in any recruitment materials or publications. Please submit copies of these documents and evidence that notices were also made for the visual and learning impaired. 

All employment advertisements for positions within the City will state that the City of Leominster is an Equal Opportunity Employer. In addition to the policy referenced above, future recruitment advertisements will include a clause stating the community does not discriminate on the basis of disability in order to ensure equal opportunity exists for handicapped persons. Working in cooperation with the ADA Coordinator and the Disability Commission, the City will adopt additional notification formats such as large print, simple language and auditory form to ensure accessibility to the disabled. It has been the City of Leominster’s policy that it does not discriminate. Future policies will emphasize that it does not discriminate on the basis of handicapped status with regard to employment practices and those programs and activities made available to the general public.

4.
Participation of Individuals with Disabilities or Organizations Representing the Disabled Community

Completion of the Self-Evaluation must involve people with disabilities. You will need their help on Part II (the Inventory).

During the summer and fall of 2014, members of the Open Space Committee drafted inventories and transition plans for municipal sites in the City that were under the jurisdiction of the Conservation Commission and the Recreation Department/Commission. These inventories and transition plans were reviewed by the Chairman of the Disability Commission, Martin Turbie. The Director of Recreation also presented and discussed the inventory at the Disabilities Commission monthly. The Disabilities Commissioners were pleased with the inventory and made comments that were incorporated into the final Self-Evaluation Report. Out of the seven members, four have a disability and were able to offer their suggestions. Disabilities Commissioners stated that the ADA Self-Evaluation Report is a valuable resource, now and into the future.
A letter of support from the Disabilities Commission is located in Appendix A.
Part II
Program Accessibility
Part II, the Program Accessibility, is an inventory and transition plan that includes the buildings, recreation facilities and equipment (swimming areas, tot lots, etc.) programs, and services under the jurisdiction of the conservation commission or recreation department. This also includes lessees or concessionaires.

1.
Facility Inventory
Complete a separate inventory for each facility under the jurisdiction of the recreation department or conservation commission. You will need to photocopy several copies of the inventory so that you submit one inventory per site or design your own format as long as all aspects of the site are covered. Common recreation equipment is listed on blank inventory sheets in the handbook for your use. If your facility has equipment not mentioned in this inventory, please include it. You can design a form for this section that better fits your needs, just be sure to include all of the equipment or activities offered at the site and complete one form per site. The blank inventory forms also provide technical assistance on architectural standards.

Facility inventories were completed for the following recreation and conservation areas:

	1.
	Arthur A. Fournier Sr. Memorial Park
	
	15.
	Jungle Rd.

	2.
	Bachand Field
	
	16.
	Justin DeSantis Field

	3.
	Barrett Park & Barrett Pond (also includes Anderson Urban Self-Help Properties & Gardner Hill)
	
	17.
	Lane Comerford Area/Nashua River Greenway (portion of)

	4.
	Bartlett Swamp Area
	
	18.
	Leominster Lassie League Fields

	5.
	Bennett School (K) (Portion of site used by Recreation Department only)
	
	19.
	Monoosnoc Greenway (18 parcels)

	6.
	Candlewood (Castleland)
	
	20.
	Old Smith Pond

	7.
	Carter Fields
	
	21.
	Prospect Park

	8.
	Carter Park
	
	22.
	Revolution Dr.

	9.
	Dobson Circle
	
	23.
	Robin Road/Theodore Drive properties


	10.
	Doyle Field & Doyle Tennis Courts
	
	24.
	Sholan Farms 

	11.
	Fall Brook Greenway (includes Fall Brook Conservation Area, Grant Street-Lisciotti Property, Bassett Forest Conservation Area, & the Flannagan Lots)
	
	25.
	Southeast Elementary School (K-8) (Portion of site used by Recreation Department only)

	12.
	French Hill Park (Laurie J. Cormier Park)
	
	26.
	Third Street Playground & Water Park (Louis Charpentier Playground)

	13.
	Gateway Parks
	
	27.
	Weathervane Drive property

	14.
	Johnny Appleseed Park
	
	28.
	Whitney Field


For the facility inventories, please refer to Appendix G. 

2.
Transition Plan
A transition plan is required if structural changes are necessary. The plan must: (1) identify physical obstacles; (2) describe necessary changes; (3) schedule those changes; and (4) identify the responsible individual. The self-evaluation and transition plan must be written with an individual or organization representing the disabled community.

Transition plans were developed where necessary and follow the individual facility inventories.

Part III
Employment Practices
Please have the municipal ADA Coordinator attest that the city or town’s employment practices are in compliance with the Americans with Disabilities Act. The following major categories must be included in this signed statement.: Recruitment, Personnel Actions, Leave Administration, Training, Tests, Medical Exams/Questionnaires, Social and Recreational Programs, Fringe Benefits, Collective Bargaining Agreements, and Wage and Salary Administration.

The City of Leominster feels strongly that all employees must be kept informed, treated fairly without favor or prejudice, and be recognized as an equal member of the employee group to which they may be assigned.

The State Division of Personnel Administration actually serves as the City’s agent in all Civil Service recruitment. It publishes examination announcements, accepts applications, prepares and administers all competitive examinations, and establishes lists from which permanent appointments must be made. The City’s appointing authority upon receiving an eligible list for a vacant position then must make an appointment from one of the top three names submitted by Civil Service.

1.
Recruitment

A. Job Announcements must include a nondiscrimination statement, be posted in accessible areas, and also be in an auditory form. B. Interviews must address the applicant’s qualifications for the job.  It is illegal to inquire about an applicant’s disability and its severity.

When there is a vacancy in an exempt Civil Service position, a job announcement is posted and advertised specifying the Position Title, the salary, the duties and responsibilities of the position and qualifications and entrance requirements. All announcements for these positions contain an ADA/EOE logo and are posted in accessible locations. In order to align the City’s recruitment procedure with Section 504 Guidelines, the City will initiate a policy to include a nondiscrimination statement pertaining to the physically or mentally impaired. Additionally, the City will begin to identify ways to provide information about employment opportunities in audio form. A first step in that direction will be to utilize the local radio and television broadcast systems.

Working with the ADA Coordinator and the Disability Commission, the City will begin to formulate guidelines that the Mayor, City Council, Department Heads and Multiple Member Bodies will follow during interview processes for employment and appointments. The guidelines will stress the importance of addressing the applicant’s qualifications for employment and educate those performing the interviews about equal opportunity and nondiscrimination in employment.  Most importantly, the City of Leominster will begin to make every effort to make reasonable accommodations for qualified handicapped job applicants or employees.

2.
Personnel Actions

Recruitment, selection, promotion, hiring, upgrading, etc. Compile statistics on number of employees with disabilities and their positions (are there employees in higher level positions?)

A.
Promotions

Whenever an employee receives a promotion to a position in a higher classification grade, they are placed at the minimum salary step rate in higher classification. Where no increase in salary is indicated by the scheduled minimum for such new position, the promoted employee is advanced to the next step rate which would entitle them to the least amount of increase from their former salary rate.

Please refer to the following text of Section 16-11 labeled, “Employment, promotion and transfer of employees”:

No person shall be appointed, transferred or promoted to any position in the city’s service which is subject to chapter 31 of the General Laws unless such appointment, transfer or promotion is in compliance with the provisions of such law and the rules and regulations made thereunder. Before making any such appointment, transfer or promotion, the appointing authority shall notify the personnel director in such form as may require of his intent to appoint, transfer or promote an employee. In the case of an appointment, promotion or transfer of personnel not subject to the provisions of civil service, the department head shall notify the personnel director of his intent to appoint, transfer or promote such employee. The oath or affirmation required of persons entering the employ of the city by section 14 of chapter 264 of the General Laws shall be kept on file in the office of the city clerk. (5-23-66; 11-22-82; 5-12-86.)  

3.
Leave Administration

Leave of absence, sick or annual leave, return from leave. Policies for granting leave must not adversely affect qualified employees with disabilities.
Policies for granting leaves do not adversely affect qualified employees with disabilities.

A.
Leave of Absence

If you are a permanent employee, you may be granted a leave of absence without pay by your Department Head. If you are a Civil Service employee, leave may require the approval of Civil Service. Leave of absence is arranged to allow time off for good reason without endangering Civil Service Status. This time off is not counted towards service and salary increments, sick leave, or vacation benefits.

Some of the reasons for which leave of absence may be granted are health, maternity, personal reasons, and to serve in the military reserves.

Leave of absence may also be granted to any City Employee who is called to serve upon a jury or is summoned to appear in a court as a witness, defendant or litigant.

B.
Sick Leave

Permanent employees are entitled to sick leave benefits. Provisionally appointed employees under City Service rules, who are regular employees in their positions continuously for six months, are entitled to sick leave benefits.
4.
Training

Internships, apprenticeships, on-the-job training, etc. Training programs must be administered in a manner that allows equal participation by qualified employees with disabilities.
All training programs, i.e., internships, apprenticeships, and on-the-job training, are administered so that equal participation by qualified employees with disabilities is allowed and encouraged.

5.
Tests

Tests and other criterion must measure essential job requirements only. Tests must be job-related and nondiscriminatory towards persons with impaired communications abilities. 
All tests and other criterion are job-related, nondiscriminatory towards persons with impaired communications abilities and measure only those job requirements that are essential to each particular job.

6.
Medical Exams/Questionnaires

Pre-employment medical examinations are permissible only after conditional employment offers. Medical history questionnaires must not request information as to the nature of the severity of an applicant’s disability.

Every applicant for permanent employment shall be certified by a practicing physician designated by the City as to his or her physical fitness to perform the duties of the position to which such applicant seeks employment. The certification required here under shall be in such form as the Board shall determine. Cost shall be paid by the City.
7.
Social and Recreational Programs

Social and recreational programs sponsored by the community must be accessible to employees with disabilities.
Together, the City’s ADA Coordinator and the Disability Commission are in the process of identifying barriers to programs, buildings and activities. At this time, however, it can only be reported that when viewed in their entirety, most of the City’s programs are accessible in a limited degree.
8.
Fringe Benefits

Employees with disabilities must be given the same employee benefits as non-disabled employees.
Employees with disabilities are offered the same benefits as non-disabled employees. These items are provided in Chapter 16 (Personnel) of the Leominster Municipal Code.
9.
Collective Bargaining Agreements

Terms and practices of collective bargaining agreements must not contain provisions that limit the participation of qualified employees with disabilities.
There are no such provisions contained in the City’s Collective Bargaining Agreements that limit the participation of qualified employees with disabilities.
10.
Wage and Salary Administration

Employees with disabilities must not be offered different rates of compensation solely on the basis of disability.
Employees with disabilities are offered the same rates of compensation as non-disabled employees. These items are provided in Chapter 16 (Personnel) of the Leominster Municipal Code.
As municipal ADA Coordinator for the City of Leominster, I, Peter Niall, attest that the City of Leominster’s employment practices as described above for:

· Recruitment;

· Personnel actions;

· Leave administration;

· Training;

· Tests;

· Medical exams/questionnaires;

· Social and recreational programs;

· Fringe benefits;

· Collective bargaining agreements; and 

· Wage and salary administration 

are in compliance with the Americans with Disabilities Act. 
	Peter Niall
	
	Date

	Director of Inspections
	
	


Appendix A
Official Designation of ADA Coordinator and

Letter of Support from the Disabilities Commission
Appendix B
Grievance Procedure – Leominster Department of Public Works

ARTICLE IX

GRIEVANCE PROCEDURE-D.P.W. TC "GRIEVANCE PROCEDURE" \f C \l "1" 
Section 1.

Complaints, disputes or controversies which arise between one (1) or more employee(s) and the employer and/or his agent, concerning the application of interpretation of the terms of this Agreement are defined as grievances and may be processed as a grievance under this Article. Employees who are serving their probationary period shall not have access to the parties’ grievance and arbitration procedure.

Section 2.

Grievance shall be processed as follows:

All grievances will be heard by the union’s grievance committee prior to step 1 of the grievance procedure.

Step 1.

The employee, with or without his steward, shall present the grievance orally to the employee’s immediate supervisor, within ten (10) working days of its occurrence. The supervisor shall have five (5) working days in which to attempt to adjust the grievance informally. A settlement of the dispute at this level shall not establish precedent of the resolution of other or similar problems between the employee and his immediate supervisor or elsewhere throughout the City.

Step 2.

If a grievance is not settled at Step 1, it may be presented to the Head of the Department or his designated representative, provided that it is reduced to writing, signed by the aggrieved employee or employees and/or the authorized representative of the Union, and presented to the Head of the Department within fifteen (15) calendar days after the occurrence of the grievance. A meeting between the Head of the Department and /or his designated representative and the Business Agent of the Union and the aggrieved employee or employees, shall be held within seven (7) calendar days after the receipt, by the Head of the Department, of the written grievance. The Department Head and/or his designee shall attempt to resolve the grievance to the satisfaction of the parties involved.

A grievance on behalf of any supervisory officer within the bargaining unit may be presented initially at Step 2, provided that it is reduced to writing and is presented to the Head of the Department within (15) calendar days of its occurrence.

Step 3.

If a grievance is not resolved at Step 2, the Union may present the grievance to the Mayor of the City or his designated representative; provided, however, that the grievance has been presented in writing within fifteen (15) calendar days next following the date of the meeting with the Head of the Department. The Mayor or his designated representative shall meet with the Business Agent to discuss and attempt to resolve the grievance.

Step 4.

Any grievance which alleges a violation by the Employer and/or his agent which is not resolved at the Step 3 level within twenty-five (25) calendar days from the date of presentation at the Step 3 level, may be submitted by the Union to arbitration, provided that such submission to arbitration must be made within sixty (60) calendar days next following the expiration of the twenty-five (25) calendar days provided herein, and provided that within the aforesaid sixty (60) days, written notice of said submission must be given to the Employer, by the Union by delivery in hand , or by mail, postage prepaid.

Section 3.
The arbitrator shall be selected by mutual agreement of the parties hereto. If the parties fail to agree on a selection in the first instance the American Arbitration Association or The Board of Conciliation and Arbitration shall be requested to provide a list of arbitrators from which a selection shall be made in accordance with the applicable rules of said American Arbitration Association. Expenses for the Arbitrator’s services shall be shared equally by the parties. 

Section 4.

If at the end of the fifteen (15) days next following either the occurrence of any grievance or the date of first knowledge of its occurrence by any employee affected by it, whichever is later, the grievance shall not have been presented at the Step 1 and/or Step2 of the procedure set forth herein, the grievance shall be deemed to have been waived. Furthermore, any grievance in process under such procedure shall also be deemed to have been waived if the action required to process the said grievance to the next step in the procedure by the Union shall not have been taken within the time specified therefore above.

Section 5.
The arbitrator shall have the authority to settle only grievances defined herein. Any grievance appealed to an arbitrator over which we shall have no power to rule shall be referred back to the parties without decision. The arbitrator shall have no power to add to, subtract from, or modify the terms of this Agreement.

If any event occurred or failed to occur prior to the effective date of this Agreement, it shall not be subject to any grievance there under; nor shall the arbitrator have the power to make any decision in conflict with the laws of the Commonwealth of Massachusetts may be submitted as a grievance under this provision to this Article.

The time limits for processing each grievance shall be considered the maximum time allowed proceeding from step to step, unless they are extended by the written mutual agreement of the parties.

Appendix C
Grievance Procedure – Leominster Police Department
ARTICLE 13


Grievance Procedure-Policetc \l1 "ARTICLE 13
Grievance Procedure
Section 1.  
Complaints, disputes or controversies which arise between one (1) or more employees and the employer and/or his agent, concerning the application or interpretation of the terms of this Agreement are defined as grievances and may be processed under this Article.

Section 2.  
Grievances shall be processed as follows:

Step 1.  The employee, with or without his steward, shall present the grievance orally to the employee's immediate supervisor, within three (3) working days of its occurrence.  The Supervisor shall attempt to adjust the grievance informally.  A settlement of the dispute at this level shall not establish precedent for the resolution of other or similar problems between the employee and his immediate supervisor or elsewhere throughout the City,.

Step 2.  If a grievance is not settled at Step 1, it may be presented to the Chief of Police Department or his designated representative, provided that it is reduced to writing, signed by the aggrieved employee or employees and/or the authorized representative of the Union, and presented to the Chief of the Department within ten (10) working days after the occurrence of the grievance, a meeting between the Chief of the Department and/or his designated representative shall attempt to resolve the grievance to the satisfaction of the parties involved.

Step 3.  If the grievance is not resolved at Step 2, the Union may present the grievance to the Mayor of the City or his designated representative, provided however, that the grievance has been presented in writing within ten (10) working days next following the date of the meeting with the chief of the police Department.  The Mayor or his designated representative shall meet with the Grievance Committee to discuss and attempt to resolve the grievance.

Step 4.  Any grievances which alleges a violation of the contract by the Employer and/or his agent which is not resolved at step 3 level within fifteen (15) working days from the date of presentation at the Step 3 level, may be submitted by the Union  to arbitration, provided that such submission to arbitration must be made within sixty (60) working days next following the expiration of the fifteen (15) working days provided herein, and provided that within the aforesaid sixty (60) working days, written notice o said submission must be given to the Employer by the Union by delivery in hand, or by mail postage prepaid.

Section 3.  
The arbitrator shall be selected by mutual agreement of the parties hereto.  If the parties fail to agree on a selection in the first instance, the American Arbitration Association shall be requested to provide a list of arbitrators from which a selection shall be made in accordance with the applicable rules of the said American Arbitration Association.  Expenses for the arbitrator's services shall be shared equally by the parties.

Section 4.  
If at the end of the ten (10) days next following either the occurrence of any grievance or the date of first knowledge of its occurrence by an employee affected by it, whichever is later, the grievance shall not have been presented at Step 1 and/or Step 2 of the procedure set forth herein, the grievance shall be deemed to have been waived.  Furthermore, any grievance in process under such procedure shall also be deemed to have been waived if the action required to process the said grievance to the next step in the procedure by the Union shall not have been taken within the times specified therefore above.

Section 5.  
The arbitrator shall have the authority to settle only grievances defined herein.  Any grievance appealed to an arbitrator over which he shall have no power to rule shall be referred back to the parties without a decision.  The arbitrator shall have no power to add to, subtract from, or modify the terms of this Agreement.

If any event occurred or failed to occur prior to the effective date of this Agreement, it shall not be subject of any grievance there under nor shall the arbitrator have the power to make any decision concerning such a matter.

The arbitrator shall be without power to make any decisions in conflict with the laws of the Commonwealth of Massachusetts or the Ordinances of the City of Leominster.

The decisions of the arbitrator shall be final and binding upon the parties to the extent permissible by law.

No grievance, complaint, or dispute which is subject to Civil Service Laws of the Commonwealth of Massachusetts may be submitted as a grievance under the provisions of this Article.

The time limits for processing each grievance shall be considered the maximum time allowed to proceed form step to step, unless they are extended by the written mutual agreement of the parties.

Appendix D
Grievance Procedure – Leominster Fire Department
ARTICLE XXI

GRIEVANCE PROCEDURE-Fire Department
Complaints, disputes or controversies which arise between one or more Employees and the Employer and/or his agent, concerning the application or interpretation of the terms of this Agreement, are defined as grievances and may be processed as a Grievance under this Article.

Grievances shall be processed as follows:

Step 1.   The Employee, with or without his Steward, shall present the grievance orally to the Deputy Chief on duty at the time of the incident, within three (3) working days of its occurrence.  The Deputy Chief shall attempt to adjust the grievance informally.  A settlement of the dispute at this level shall not establish precedent for the resolution of other or similar problems between the Employee and his Deputy Chief or elsewhere throughout the City.

Step 2.   If a grievance is not settled at Step 1, it may be presented to the Chief of the Fire Department or his designated representative, provided that it is reduced to writing, signed by the aggrieved Employee or Employees and/or the authorized representative of the Union, and presented to the Chief of the Department within ten (10) calendar days after the occurrence of the grievance.  A meeting between the Chief of the Department and/or his designated representative and the Grievance Committee of the Union and the aggrieved Employee or Employees, shall be held within seven (7) calendar days after the receipt by the Chief of the Department of the written grievance.  The Fire Chief and/or his designee shall attempt to resolve the grievance to the satisfaction of the parties involved.

A grievance on behalf of any officer within the bargaining unit may be presented initially at Step 2, provided that it is reduced to writing and is presented to the Chief of the Department within three (3) calendar days of its occurrence.
Step 3.   If the grievance is not resolved at Step 2, the Union may present the grievance to the Mayor of the City or his designated representative; provided however, that the grievance has been presented in writing within ten (10) calendar days next following the meeting with the Chief of the Fire Department.  The Mayor or his designated representative shall meet with the Grievance Committee to discuss and attempt to resolve the grievance.

Appendix E
Grievance Procedure – City Hall Employees
 TC "11          GRIEVANCE AND ARBITRATION PROCEDURE" \f C \l "1" ARTICLE 11 - GRIEVANCE AND ARBITRATION PROCEDURES

City Hall
11.1   Any matter involving the interpretation or application of this contract may be the subject of a grievance.  While nothing in this contract shall contravene or discourage an informal attempt to discuss and settle issues between employee and supervisor, it is understood that the grievance procedure shall be utilized only after other methods of informal settlement are unsuccessful.  The formal grievance steps are as follows:

Step 1: The aggrieved employee shall submit a written grievance to his/her immediate supervisor within thirty (30) calendar days of occurrence.  The grievance shall be signed by the aggrieved employee and his Union representative and shall be dated and shall specify a summary of the cause of the grievance.

Within seven (7) calendar days after the filing, the aggrieved employee's immediate supervisor shall arrange for a conference with the aggrieved employee and his Union representative, and other person authorized by said supervisor, and the grievance shall be discussed.  Within five (5) calendar days after the discussion or discussions have concluded, the supervisor shall provide the employee with a written answer.  If no answer is issued by the supervisor at the conclusion of five (5) days, the grievance will automatically be considered denied at this step. 

Step 2: If a grievance is not resolved after Step 1, within fifteen (15) calendar days of receiving a written answer to Step 1, the Union may submit the grievance to the Mayor.  The Mayor shall provide the Union with a written answer to the grievance within seven (7) calendar days.  If no answer is issued by the Mayor at the conclusion of seven (7) days the grievance will automatically be considered denied at this step.

Step 3: Any grievance which is unresolved on the completion of Step 2 may be referred to the Division of Labor Relations for the purpose of arbitration, with the costs being shared equally by both parties. However, the City reserves the right to have the grievance heard through the American Arbitration Association (AAA) in lieu of the Division of Labor Relations. The decision of the arbitrator, in either venue, will be considered binding.  The cost of the arbitration shall be shared equally by the City and the Union. 

Appendix F
General Public Grievance Procedures

From the City of Leominster Customer Service Manual: A Guide to Creating Excellent Service for the Citizens of Leominster:

Instruction for Problem Logs

Usually most complaints are called into the Mayor’s Office and then logged there. However, if you receive a complaint please…

Follow these steps when responding to a customer complaint:

1. When a City employee receives a phone call or a walk-in complaint or a request for a City Service, the employee shall complete the Problem Log form.

2. The employee should politely and carefully listen to the citizen’s complaint or request. After listening to the complaint or request, the employee should then complete the attached Problem Log form. Try to be very careful when taking down the name, address and phone number of the citizen – along with the date the complaint was called in. Try to fill in the issue portion of this complaint with as much detail as possible.

3. After each employee has carefully and completely filled out the section mentioned above, the employee should communicate to the citizen that this form will be given to the correct department to handle the complaint or request, and additionally, that a department representative will contact him/her when an action has been taken. (A copy of this report should be given to the Mayor’s Office.)

4. Next, the employee who has taken the complaint must then route this problem log to the correct Department and/or Employee that will be responsible for taking action on this complaint or request.

5. When the appropriate department has received this problem log requesting corrective actions, the employee should immediately fill out their portion of the Problem Log as to what action will be taken to correct this problem.

6. Once action has been taken, the “action taken” portion of this Problem Log should be filled in stating what work has been completed, if there is anything further that needs to be done and what the actual date of completion is on this project. The individual that is responsible for completing this job should also sign this form.

7. A copy of this form should be returned to the Mayor’s Office to keep on file.
Appendix G
Rehabilitation Act of 1973 – Section 504
Title V – Rights and Advocacy, Section 504 – Nondiscrimination under Federal Grants and Programs

(a) No otherwise qualified individual with a disability in the United States, as defined in section 7(20), shall, solely by reason of her or his disability, be excluded from the participation in, be denied the benefits of, or be subjected to discrimination under any program or activity receiving Federal financial assistance or under any program or activity conducted by any Executive agency or by the United States Postal Service. The head of each such agency shall promulgate such regulations as may be necessary to carry out the amendments to this section made by the Rehabilitation, Comprehensive Services, and Developmental Disabilities Act of 1978. Copies of any proposed regulation shall be submitted to appropriate authorizing committees of Congress, and such regulations may take effect no earlier than the thirtieth day after the date on which such regulation is so submitted to such committees. 

(b) For the purposes of this section, the term "program or activity" means all of the operations of - 

(1)(A) a department, agency, special purpose district, or other instrumentality of a State or of a local government; or (B) the entity of such a State or local government that distributes such assistance and each such department or agency (and each other State or local government entity) to which the assistance is extended, in the case of assistance to a State or local government;

(2)(A) a college, university, or other postsecondary institution, or a public system of higher education; or (B) a local educational agency (as defined in section 14101 of the Elementary and Secondary Education Act of 1965), system of vocational education, or other school system; 

(3)(A) an entire corporation, partnership, or other private organization, or an entire sole proprietorship- (i) if assistance is extended to such corporation, partnership, private organization, or sole proprietorship as a whole; or (ii) which is principally engaged in the business of providing education, health care, housing, social services, or parks and recreation; or (B) the entire plant or other comparable, geographically separate facility to which Federal financial assistance is extended, in the case of any corporation, partnership, private organization, or sole proprietorship; or 

(4) any other entity which is established by two or more of the entities described in paragraph (1), (2), or (3); any part of which is extended Federal financial assistance. 

(c) Small providers are not required by subsection (a) to make significant structural alterations to their existing facilities for the purpose of assuring program accessibility, if alternative means of providing the services are available. The terms used in this subsection shall be construed with reference to the regulations existing on the date of the enactment of this subsection. 

(d) The standards used to determine whether this section has been violated in a complaint alleging employment discrimination under this section shall be the standards applied under title I of the Americans with Disabilities Act of 1990 (42 U.S.C. 12111 et seq.) and the provisions of sections 501 through 504, and 510, of the Americans with Disabilities Act of 1990 (42 U.S.C. 12201-12204 and 12210), as such sections relate to employment. 

Appendix H
Facility Inventories

	 
	Facilities:

	1.
	Arthur A. Fournier Sr. Memorial Park

	2.
	Bachand Field 

	3.
	Barrett Park & Barrett Pond (also includes Anderson Urban Self-Help Properties & Gardner Hill)

	4.
	Bartlett Swamp Area

	5.
	Bennett School (K) (Portion of site used by Recreation Department only)

	6.
	Candlewood (Castleland)

	7.
	Carter Fields 

	8.
	Carter Park

	9.
	Dobson Circle

	10.
	Doyle Field & Doyle Tennis Courts 

	11.
	Fall Brook Greenway (includes Fall Brook Conservation Area, Grant Street-Lisciotti Property, Bassett Forest Conservation Area, & the Flannagan Lots)

	12.
	French Hill Park (Laurie J. Cormier Park) 

	13.
	Gateway Parks

	14.
	Johnny Appleseed Park

	15.
	Jungle Rd.

	16.
	Justin DeSantis Field 

	17.
	Lane Comerford Area/Nashua River Greenway (portion of)

	18.
	Leominster Lassie League Fields

	19.
	Monoosnoc Greenway (18 parcels)

	20.
	Old Smith Pond

	21.
	Prospect Park

	22.
	Revolution Dr.

	23.
	Robin Road/Theodore Drive properties

	24.
	Sholan Farms

	25.
	Southeast Elementary School (K-8) (Portion of site used by Recreation Department only)

	26.
	Third Street Playground & Water Park (Louis Charpentier Playground) 

	27.
	Weathervane Drive property

	28.
	Whitney Field 
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2. Bachand Field
3. Barrett Park & Barrett Pond (also includes Anderson Urban Self-Help Properties & Gardner Hill)

4. Bartlett Swamp Area

5. Bennett School (K) (Portion of site used by Recreation Department only)
6. Candlewood (Castleland)
7. Carter Fields
8. Carter Park
9. Dobson Circle 

10. Doyle Field & Doyle Tennis Courts
11. Fall Brook Greenway (includes Fall Brook Conservation Area, Grant Street-Lisciotti Property, Bassett Forest Conservation Area, & the Flannagan Lots 

12. French Hill Park (Laurie J. Cormier Park)
13. Gateway Parks
14. Johnny Appleseed Park
15. Jungle Rd.
16. Justin DeSantis Field
17. Lane Comerford Area/Nashua River Greenway (portion of) 
18. Leominster Lassie League Fields
19. Monoosnoc Greenway (18 parcels) 

20. Old Smith Pond
21. Prospect Park 
22. Revolution Dr.
23. Robin Road/Theodore Drive properties

24. Sholan Farms

25. Southeast Elementary School (K-8) (Portion of site used by Recreation Department only)

26. Third Street Playground & Water Park (Louis Charpentier Playground)

27. Weathervane Drive property

28. Whitney Field
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