1961 Diamond Springs Road
Virginia Beach, VA 23455
Phone (757) 460-6308
Fax (757) 457-9345

MASSACHUSETTS EMPLOYEES
MANCON Employees,
Included in this packet is the following information:
1. Right to Know
2. Unemployment Compensation Notice
3. Workers Compensation Notice
4. Wage and Hour
5. Fair Employment
6. Parental Leave Act
7. Earned Sick Time Poster
8. Safety and Health
9. Paid Family and Medical Leave
10. Pregnant Workers Fairness Act
11. Sexual Harassment
If you have any questions, please contact your supervisor.
Thanks,
Human Resources

RIGHT TO KNOW
WORKPLACE NOTICE
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 training 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, containing 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 111F of the Massachusetts General 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:
Department of Labor Standards
19 Staniford Street, 2nd 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

Massachusetts Wage & Hour Laws
Effective Date

Minimum Wage

Service Rate

In Massachusetts, all workers are presumed to
be employees. The minimum wage applies to all
employees, except:
• agricultural workers ($8.00 per hour is the
minimum wage for most agricultural workers),
• members of a religious order,
• workers being trained in certain educational,
nonprofit, or religious organizations, and
• outside salespeople.

January 1, 2017

$11.00

$3.75

January 1, 2019

$12.00

$4.35

January 1, 2020

$12.75

$4.95

January 1, 2021

$13.50

$5.55

January 1, 2022

$14.25

$6.15

January 1, 2023

$15.00

$6.75
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M.G.L. Chapter 151, Sections 1, 2, 2A, and 7
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M.G.L. Chapter 149, Section 152A; M.G.L. Chapter 151, Section 7

The hourly “service rate” applies to workers who provide services to customers and who make more than $20 a month in tips.
The average hourly tips, plus the hourly service rate paid to the worker must add up to the minimum wage per each shift.
Employers, owners and employees with managerial or supervisory responsibilities on a given day must never take any of your tips.
Tips and service charges listed on a bill must be given only to wait staff, service bartenders, or other service employees.
Tip pooling is allowed only for wait staff, service bartenders, and other service employees.

Overtime

M.G.L. Chapter 151, Sections 1A and 1B

AC

www.mass.gov/ago/fairlabor

State law requires all employers to
post this notice at the workplace in a
location where it can easily be read.
M.G.L. Chapter 151, Section 16;
454 C.M.R. 27.07(1)

Sick Leave

M.G.L. Chapter 149, Section 148C

Most employees have the right to earn 1 hour of sick leave for every 30 hours they work, and they may earn and take up to 40 hours
of sick leave a year. Employees begin accruing sick time on their first day of work. Employees must have access to their sick leave 90
days after starting work.
Eligible employees may use their sick leave if they or their child, spouse, parent, or spouse’s parent is sick, injured, or has a routine
medical appointment. They may also use sick leave for themselves or their child to address the effects of domestic violence.
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 a doctor’s note.

Paid Sick Leave

Employers with 11 or more employees must provide paid sick leave. Employers with fewer than 11 employees must provide sick
leave; however, it does not need to be paid.

Employers Must Not Discriminate

M.G.L. Chapter 149, Section 105A; M.G.L. Chapter 151B, Section 4

Subject to certain limited exceptions, employers must not pay one employee less for doing the same or comparable work as another
employee of a different gender.
They must not discriminate in hiring, pay or other compensation, or other terms of employment based on a person’s:
• Race or color
• Sexual orientation or gender identity or expression
• Religion, national origin, or ancestry
• Genetic information or disability
• Sex (including pregnancy)
• Age
• Military service

Generally, employees who work more than 40 hours in any week must be paid overtime. Overtime pay is at least 1.5 x the regular rate
of pay for each hour worked over 40 hours in a week.
For some employees who get paid the “service rate,” the overtime rate is 1.5 x the basic minimum wage, not the service rate.
Exception: Under state law, some jobs and workplaces are exempt from overtime. For a complete list of overtime exemptions, visit
www.mass.gov/ago/fairlabor or call the Attorney General’s Fair Labor Division at (617) 727-3465.

Small Necessities Leave

Payment of Wages

Employees are eligible for this leave if the employer has at least 50 employees and the employee has:
• been employed for at least 12 months by the employer and
• worked at least 1,250 hours for the employer during the previous 12-month period.

M.G.L. Chapter 149, Section 148; 454 C.M.R. 27.02

In some cases, employees have the right to take up to 24 hours unpaid leave every 12 months for their:
• child’s school activities,
• child’s doctor or dentist appointment, or
• elderly relative’s doctor or dentist appointments, or other appointments.

The law says when, what, and how employees must be paid. An employee’s pay (or wages) includes payment for all hours worked, including
tips, earned 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 is 6 or 7 days after the pay period ends,
depending on how many days an employee worked during one calendar week.
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). Employees who are fired or laid off must be paid in full on their last day of work.

Reporting Pay

Paystub Information

Rights of Temporary Workers

M.G.L. Chapter 149, Section 148

All employees must get a statement, at no cost, with their pay that says the name of the employer and employee, the date of payment
(month, day, and year), the number of hours worked during the pay period, the hourly rate, and all deductions or increases made
during the pay period.

Pay Deductions

M.G.L. Chapter 149, Section 148; 454 C.M.R. 27.05

An employer cannot deduct money from an employee’s pay unless the law allows it (such as state and federal income taxes), or the
employee asked for a deduction to be made for the employee’s own benefit (such as to put money aside in the employee’s savings
account).
An employer cannot take money from an employee’s pay for the employer’s ordinary business costs (for example: supplies, materials
or tools needed for the employee’s job). An employer who requires an employee to buy or rent a uniform must refund the actual costs
to the employee.
The law also puts limits on when and how much money an employer can take from an employee’s pay for housing and meals the
employer gives to the employee.

Hours Worked

454 C.M.R. 27.02

Hours worked or “working time” includes all time that an employee must be on duty at the employer’s worksite or other location, and
works before or after the normal shift to complete the work.

Meal Breaks

M.G.L. Chapter 149, Sections 100 and 101

M.G.L. Chapter 149, Section 52D

454 C.M.R. 27.04(1)

Most employees must be paid for 3 hours at no less than minimum wage if the employee is scheduled to work 3 or more hours, and
reports to work on time, and is not given the expected hours of work.

M.G.L. Chapter 149, Section 159C

To learn about rights of temporary workers and employees hired through staffing agencies, call: 617-626-6970 or go to:
www.mass.gov/dols.

Rights of Domestic Workers

M.G.L. Chapter 149, Section 190

To learn about additional rights for workers who provide housekeeping, cleaning, childcare, cooking, home management, elder care,
or similar services in a household, go to www.mass.gov/ago/DW.

Public Works and Public Construction Workers

M.G.L. Chapter 149, Section 26-27H

Workers who work on public construction projects and certain other public work must be paid the prevailing wage, a minimum rate
set by the Department of Labor Standards based on the type of work performed.

Domestic Violence Leave

M.G.L. Chapter 149, Section 52E

Employees who are victims, or whose family members are victims, of domestic violence, sexual assault, stalking or kidnapping have the
right to 15 days of leave for related needs, such as health care, counseling, and victims services; safe housing; care and custody of their
children; and legal help, protective orders, and going to court.
The leave can be paid or unpaid depending on the employer’s policy. This law applies to employers with 50 or more employees.

Employees Have the Right to Sue

M.G.L. Chapter 149, Section 150; M.G.L. Chapter 151, Sections 1B and 20

Most employees who work more than 6 hours must get a 30-minute meal break. During their meal break, employees must be free of all
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, the employee must get paid for that time.

Employees have the right to sue their employer for most violations of wage and hour laws.
Employees may sue as an individual or they may sue their employer as a group if they have similar complaints. Employees who win
their case will receive back pay, triple damages, attorneys’ fees, and court costs.
Important! There are strict deadlines for starting a lawsuit. For most cases, the deadline is 3 years after the violation.

Payroll Records

Employers Must Not Retaliate

M.G.L. Chapter 151, Section 15

Payroll records must include the employee’s name, address, job/occupation, amount paid each pay period, and hours worked (each day
and week).
Employers must keep payroll records for 3 years. Employees have the right to see their own payroll records at reasonable times and
places.

M.G.L. Chapter 149, Section 148A; M.G.L. Chapter 151, Section 19

It is against the law for an employer to punish or discriminate against an employee for making a complaint or trying to enforce the
rights explained in this poster.
The laws explained in this poster apply to all workers, regardless of immigration status, including undocumented workers. If an
employer reports or threatens to report a worker to immigration authorities because the worker complained about a violation of
rights, the employer can be prosecuted and/or subject to civil penalties.

Employees Under 18 – Child Labor			

M.G.L. Chapter 149, Sections 56 –105

All employers in Massachusetts must follow state and federal laws for employees who are under 18 (minors). These laws say when, where, and how long minors may work. They also say what kinds of work or tasks minors must NOT do.

Work Permits Required - Most workers under 18 must obtain a work permit. Employers must keep their minor workers’ work permits on file at the worksite. To get a work permit, the minor must apply to the superintendent of the
school district where the minor lives or goes to school. To learn more about getting a work permit, contact the Department of Labor Standards at (617) 626-6975, or www.mass.gov/dols.
Dangerous Jobs & Tasks Minors Must Not Do
Age

Must Not

16 & 17

• Drive most motor vehicles or forklifts
• Work at a job that requires that he employee have or use a
firearm
• Use, clean or repair certain kinds of power-driven machines
• Cook (except on electric or gas grills that do not have open
flames), operate fryolators, rotisseries, NEICO broilers, or
pressure cookers
• Operate, clean or repair power-driven food slicers,
grinders, choppers, processors, cutters, and mixers
• Minors under 14 cannot work in Massachusetts in most cases.

14 & 15

Under 14

Time & Schedule Restrictions for Minors
• Handle, serve, or sell alcoholic beverages
• Work 30 or more feet off of the ground

• Work in freezers or meat coolers
• Perform any baking activities
• Work in or near factories, construction sites,
manufacturing plants, mechanized workplaces,
garages, tunnels, or other risky workplaces

These are just some examples of tasks prohibited under both state and federal law. For a complete list of prohibited jobs for
minors, contact the Attorney General’s Fair Labor Division: (617) 727-3465 • www.mass.gov/ago/youthemployment. Or contact the
U.S. Department of Labor: (617) 624-6700 • www.youth.dol.gov

Age
16 & 17

14 & 15

Must not work

At any time:

At night, from 10 p.m. to 6 a.m. (or past 10:15 if the
• More than 9 hours per day
• More than 48 hours per week
employer stops serving customers at 10 p.m.)
Exception: On non-school nights, may work until 11:30 p.m.
• More than 6 days per week
or until midnight, if working at a restaurant or racetrack.
At night, from 7 p.m. to 7 a.m. Exception: In summer ( July 1 – Labor Day), may work until 9 p.m.

During the School Year:*

When school is not in session:

• During school hours
• More than 8 hours on any day
• More than 3 hours on any school day
• More than 40 hours per week
• More than 18 hours during any week
• More than 6 days per week
• More than 8 hours on any weekend or holiday
*Exception: For school-approved career or experience-building 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 be directly supervised by an adult who
is located in the workplace and is reasonably accessible. Exception: Adult supervision is not required for minors
working at a kiosk or stand in a common area of an enclosed shopping mall that has security from 8 p.m. until the
mall closes.

Contact the Attorney General’s Fair Labor Division: (617) 727-3465 – www.mass.gov/ago/fairlabor
Rev. 06/2021

Massachusetts Commission
Against Discrimination
PARENTAL LEAVE
An Act Relative to Parental Leave expands the current maternity leave law, G.L. c. 149, § 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 entitled 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; 508-990-2390
Visit our website for more resources and instructions on filing a complaint: www.mass.gov/mcad
Formatted by HH 3/10/15

THE COMMONWEALTH OF MASSACHUSETTS
EXECUTIVE OFFICE OF LABOR AND WORKFORCE DEVELOPMENT
DEPARTMENT OF LABOR STANDARDS

Massachusetts Workplace Safety and Health Protection
for Public Employees
 assachusetts General Law Chapter 149, §§ 6 and 6-1/2 provide job safety and health
M
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.
Employers:	Employers are required to provide procedures, equipment and training
to prevent work-related injuries and illnesses.
Employees:	Employees are required to comply with the policies and procedures
established in their workplace to reduce work-related injuries
and illnesses.
Inspection:	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.
Enforcement: 	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.
Voluntary 	Public sector workplaces may request technical assistance by contacting
Assistance:	DLS at 508-616-0461 or safepublicworkplace@state.ma.us. There are no
written warnings or penalties issued for voluntary assistance.
Complaints:	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.
Safety and Health Sample

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

www.mass.gov/dols/wshp				

					
508-616-0461
					
Rev. 3-15

Notice of Benefits Available Under M.G.L. Chapter 175M

Paid Family and Medical Leave

Available Leave
Covered individuals may be entitled to family and medical leave for the following reasons:
• up to 20 weeks of paid medical leave in a benefit year if they have a serious health condition that incapacitates them from
work.
• up to 12 weeks of paid family leave in a benefit year related to the birth, adoption, or foster care placement of a child, to
care for a family member with a serious health condition, or because of a qualifying exigency arising out of the fact that a
family member is on active duty or has been notified of an impending call to active duty in the Armed Forces.
• up to 26 weeks of paid family leave in a benefit year to care for a family member who is a covered service member with a
serious health condition.

Covered individuals are eligible for no more than 26 total weeks, in the aggregate, of paid family
and medical leave in a single benefit year.

Benefits

To fund PFML benefits, employers may deduct payroll contributions of up to 0.344% (adjusted annually) from a covered
individual’s wages or other earnings. A covered individual’s average weekly earnings will determine his or her benefit amount,
for a maximum weekly benefit of up to $1,084.31 (adjusted annually).

Who is a Covered Individual Under the Law?
Generally, a worker qualifies as a covered individual eligible for paid family and medical leave benefits if:
•

S/he is covered by unemployment insurance in Massachusetts and paid wages by a Massachusetts employer; or

•
•

S/he is a self-employed individual who resides and works in Massachusetts and chooses to opt-in to the program; and
S/he earned more than 30 times the expected benefit and more than $5,700 (adjusted annually) in the last
fourcompleted quarters preceding the application for benefits.

Job Protection

Generally, an employee who has taken paid family or medical leave
must be restored to the employee’s previous position or to an equal
position, with the same status, pay, employmentbenefits, lengthof-service credit, and seniority as of the date of leave.
These job protections do not apply to former employees, independent
contractors, or self-employed individuals.

Health Insurance

Employers must continue to provide for and contribute to
employees' employment-related health insurance benefits, if
any, at the level and under the conditions coverage would
havebeen provided if the employees had continued working
for the duration of such leave.

No Retaliation or Discrimination

•

It is unlawful for an employer to discriminate or retaliate against an employee for exercising any right to which s/he
isentitled under the law.

•

An employee or former employee who is discriminated or retaliated against for exercising rights under the law may,
not more than three years after the violation occurs, institute a civil action in the superior court, and may be
entitled todamages of as much as three times his or her lost wages.

Private Plans
If an employer offers employees paid family leave, medical leave, or both, with benefits that are at least as
generous as those provided under the law, the employer may apply for an exemption from paying the
contributions. Employees continue to be protected from discrimination and retaliation under the law even
when an employer opts to provide paid leave benefits through a private plan.
If you have questions or concerns about your Paid Family and Medical Leave rights, please call:
(833) 344-7365 or visit: https://www.mass.gov/DFML
11 /2021

This notice must be posted in a conspicuous place on the employer’s premises.

Please note: these documents are provided in Word format for your convenience – for easier
completion of fillable fields, minor formatting changes (such as the addition of a company logo),
or additions about company-specific policies. Employers are responsible for any edits, revisions,
additions, or deletions they make to these forms. The Department disclaims any responsibility
for modifications made to these forms and cannot guarantee that a form that has been
modified from this original version will be compliant.

25 or More Employees Notice- Instructions for Use
As a Massachusetts employer, you are required to inform your Massachusetts employees and
covered contract workers about their rights and obligations under the Massachusetts Paid
Family and Medical Leave (PFML) law. To do so, you may provide this form to your employees
and covered contract workers. You may also create or use a different notice of your choosing as
long as the notice you use provides the same information as required by law.
This form is for employers who have 25 or more Massachusetts employees and covered
contract workers. If you have less than 25 Massachusetts employees and covered contract
workers, please use the Employer notice for a workforce with fewer than 25 covered individuals
form. Likewise, if you engage with self-employed individuals who are not covered contract
workers, you may provide them the Employer notice to self-employed individuals for a
workforce with fewer than 25 covered individuals form to notify them of their option to elect
coverage for themselves.
To use this form, first complete:
1. The chart on page 2 indicating whether you have an approved private plan;
2. The chart on page 5 indicating what percentage of the employee contribution will be
deducted from your employees’ wages, and what percentage (if any) you will pay;
3. The employer information chart on page 6;
4. The check boxes on page 6 indicating where employees can find information on your
private plan, if any. (Check N/a if you are participating in the state Trust Fund.)
Once you have filled out these sections, provide pages 2-6 of this form to your employees and
covered contract workers for them to review and sign.
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PAID FAMILY AND MEDICAL LEAVE NOTICE TO
EMPLOYEES (25 or more Workers)
Please read this notice carefully. It contains important information about your rights,
obligations, and eligibility under the Massachusetts Paid Family and Medical Leave law.
Please keep this notice for your records.
The Massachusetts Paid Family and Medical Leave (PFML) law provides most Massachusetts
employees the right to paid family and medical leave. These rights are described further below
and include both (1) job protection when the employee returns to work and (2) partial wagereplacement benefits while the employee is out of work. Employers can provide these benefits
either by (1) participating in the PFML Trust Fund operated by the Massachusetts Department
of Family and Medical Leave (the Department), or (2) providing an exempt private plan that
offers benefits at least as generous as those available through the Department.
An employer may apply for an exemption from the medical leave contribution, family leave
contribution, or both. Your employer has elected to provide benefits as follows:

MANCON, LLC
(Employer Name)



Does not have an approved private plan and is
providing all leave benefits through the
Department;



Has an approved private plan for both family
and medical leave benefits;



Has an approved private plan for family leave
benefits only, and is providing medical leave
benefits through the Department;



Has an approved private plan for medical leave
benefits only, and is providing family leave
benefits through the Department.

Regardless of whether your employer participates in the state Trust Fund or has a private plan,
you will be entitled to certain benefits and protections. You may be required to make
contributions to the Trust Fund or to fund your employer’s private plan, but only up to a certain
amount. You will also need to tell your employer when you need leave, and you will need to file
a claim for benefits with the Department or through your employer’s private plan.

Page | 2
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I.

Explanation of Benefits

Leave Allotments. Under the PFML Law, you may be entitled to up to:
• 12 weeks of paid family leave in a benefit year for the birth, adoption, or foster care
placement of a child; to care for a family member with a serious health condition; or
because of a qualifying exigency arising out of the fact that a family member is on
active duty or has been notified of an impending call to active duty in the Armed
Forces;
• 20 weeks of paid medical leave in a benefit year if they have a serious health
condition that incapacitates them from work;
• 26 weeks of paid family leave in a benefit year to care for a family member who is a
covered service member undergoing medical treatment or otherwise addressing
consequences of a serious health condition relating to the family member’s military
service;
• 26 total weeks, in the aggregate, of paid family and medical leave in a single benefit
year.
A “benefit year” is the 12 months preceding the Sunday immediately before your leave begins.
Other Leaves. Any leave you take – paid or unpaid – for the same qualifying reasons listed
above will count towards your amount of leave for that benefit year. However, no leave taken
before January 1, 2021 will count towards your available leave. Similarly, leave to care for a
family member with a serious health condition that was taken before July 1, 2021, also will not
count towards your family leave allotment.
Eligibility. You will be eligible for leave and wage-replacement benefits if you meet the
earnings test. You must have earned at least $5,700 in wages in Massachusetts in the four
completed quarters before you apply for benefits. In the same period, you also must have
earned at least 30 times your maximum potential benefit amount. (This is the amount
calculated in the “Wage Replacement Payments” section below.)
Wage Replacement Payments. When you take leave for any of the reasons described above,
you will be eligible to apply to the Department or to your employer’s private plan for wage
replacement benefits. These benefits will be a proportion of your average weekly earnings.
Your maximum potential benefit amount will be as follows:
• 80% of earnings up to 50% of the State Average Weekly Wage
• 50% of earnings above the State Average Weekly Wage
• In no event more than a maximum amount. For 2022, this maximum benefit amount is
$1,084.31. This amount will be adjusted annually based on increases in the State
Average Weekly Wage.
Private plans may choose to provide higher benefits but may not provide lower amounts than
what the Department would pay.
Page | 3
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Concurrent Benefits Payments. If you receive benefits from other sources while you are also
receiving benefits from the Department, the benefits you receive from the Department may be
reduced. Certain types of other benefits will cause a one-for-one reduction in benefits you
receive from the Department. This means that for each dollar you receive from these benefits,
your benefit from the Department will decrease by a dollar. Benefits that will have this effect
include:
• Workers’ Compensation
• Unemployment Insurance
• Permanent Disability Policies or Programs
• Extended Illness Leave Bank Leave
Other forms of benefits will not reduce the benefits you receive from the Department unless
you are receiving more than your average weekly wage in total benefits. Benefits that will have
this effect include:
• Temporary Disability Policies or Programs (including both Short-Term Disability and
Long-Term Disability)
• Employer-run Family and/or Medical Leave Policies or Programs
WARNING: TAKING PAID TIME OFF AND PFML. Paid Time Off (PTO) includes sick time,
vacation days, or personal days (or any other similar form of paid time off not listed in the
section above that you earn over time or at a specific time, like at the start of every calendar
year). You can only take PTO while on paid family and medical leave in specific situations:
• During your waiting week, when no benefits are paid;
• In a single, continuous block of time immediately after your waiting week;
• After you take PFML leave.
If you take PTO at any other point while you receive PFML benefits, your benefits will be
cancelled.
II.

Employee Rights and Protections

Job Protection. Generally, if you take family or medical leave, once you return to work, your
employer must restore you to your previous position or to an equivalent position, with the
same status, pay, employment benefits, length-of-service credit, and seniority as of the date
you started your leave. This may not apply if your position was eliminated due to economic
reasons unrelated to your use of leave.
Continuation of Health Insurance. Your employer must continue to provide for and contribute
to your employment-related health insurance benefits, if any, at the level and under the
conditions coverage would have been provided if you had continued working for the duration
of such leave. Your employer may require you to continue to pay your portion of your health
insurance premium on the same terms and conditions as before your leave.
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No Retaliation. It is unlawful for any employer to discriminate or retaliate against you for
exercising any right to which you are entitled under the paid family and medical leave law. An
employee or former employee who is retaliated against for exercising rights under the law may,
not more than three years after the violation occurs, institute a civil action in the superior
court.
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II. Contribution Amounts
To help fund paid leave benefits available under the PFML law, your employer may make a
contribution, funded in part by a deduction from your wages, which will either be remitted to
the Trust Fund or to the operator of your employer’s private plan. An employer who
contributes to the Trust Fund will be required to contribute the following amounts:
Family Leave Contribution
0.12% of earnings*

Medical Leave Contribution
0.56% of earnings*

Total Contribution Amount
0.68% of earnings*

Because your employer has 25 or more covered workers, the total contribution amount is
00.68% of wages. Of that 00.68% total contribution amount, there is a split: 17.3% is a family
leave contribution and 82.7% is a medical leave contribution.
Under the law, employers are responsible for a minimum of 60% of the medical leave
contribution (.336% of wages) but are permitted to deduct from employees’ wages up to 40%
of the medical leave contribution (.224% of wages) and up to 100% of the family leave
contribution (.12% of wages) for a total of .344% of wages. Whether your employer has a
private plan or participates in the state Trust Fund, your employer cannot deduct more than
these percentages from your wages.
Your employer has elected to allocate the contribution amount as follows:

Medical Leave

Total Required Contribution: .56%*
MANCON, LLC

60%

of the medical leave
contribution

40%

will be deducted from your
earnings

0%

of the family leave
contribution

100%

will be deducted from your
earnings

will contribute

(Employer Name)
and the remaining

Family Leave

Total Required Contribution: .12%*

MANCON, LLC
(Employer Name)

will contribute

and the remaining

Please initial here to indicate that you understand that this percentage of your wages earned in
a pay period will be deducted from your pay each pay period:
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* The numbers provided are through 2022. These rates may be adjusted on an annual basis,
effective January 1 of each calendar year.
III.

Notifying your Employer

BEFORE you take leave or apply for benefits, you MUST notify your employer that you need to
take leave. You are required to provide at least 30 days’ notice of your need for leave. If 30
days’ notice is not possible due to circumstances beyond your control, you must provide notice
as soon as practicable, and in any event, before you file any application for benefits.
When you notify your employer of your need for leave, you must provide the following
information:
1. The anticipated start date of leave;
2. The anticipated length of the leave;
3. The expected date of return from leave;
4. Whether you will need intermittent leave (leave taken in separate blocks of two
or more) or reduced leave (leave that involves a reduced schedule of fewer
hours or days per week), and;
5. If you need intermittent or reduced leave schedule, the expected frequency of
leave and expected duration of each instance of leave.
If any of this information changes, you must tell your employer as soon as you are aware of the
change.
IV.

Filing a Claim

To apply for Paid Family and Medical Leave benefits, you will need the following information about your
employer:

MANCON, LLC
(Employer Name)
1961 DIAMOND SPRINGS RD
(Employer Street Address)
VIRGINIA BEACH, VA 23455
(Employer City, State, Zip)
81-3509379
(Federal Employer ID Number) (FEIN)

If your employer has an exempt private plan, you must file a claim for benefits with the
provider of that plan. Your employer must provide you information about the private plan and
the application process. Your employer has made that information available:
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As an attachment to this Notice
Available at
Other:
N/a (Employer contributes to Trust Fund)

If your employer contributes to the Trust Fund, you must file a claim for benefits with the
Department. You may file this claim in one of two ways:
1. You can create an account to apply online through the Department’s Claimant Portal at
https://paidleave.mass.gov/login/
2. You can call the Department’s call center at (833) 344‑7365 to complete an application
over the phone.
Forms and claim instructions are available on the Department’s website at
https://www.mass.gov/info-details/documents-needed-to-complete-your-paid-family-andmedical-leave-pfml-application.
V.

For More Information

For more detailed information, please consult the Department’s website:
www.mass.gov/DFML.
You may contact the Department of Family and Medical Leave at:
The Massachusetts Department of Family and Medical Leave
PO Box 838
Lawrence, MA 01842
Contact Center: (833) 344-7365
www.mass.gov/DFML
ACKNOWLEDGMENT
Your signature below acknowledges your receipt of the information above within 30 days from
the start date of your employment.

_______________________________________________
Signature

__________________
Date

___________________________________________________
Name (Print)
Your signed acknowledgement will be retained by your employer. Please retain a copy for your
own reference.
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MASSACHUSETTS COMMISSION AGAINST DISCRIMINATION

MCAD Guidance
PREGNANT WORKERS FAIRNESS ACT
Issued 1/23/2018
The Pregnant Workers Fairness Act (“the Act”) amends the current statute prohibiting discrimination in
employment, G.L. c. 151B, §4, enforced by the Massachusetts Commission Against Discrimination
(MCAD). The Act, effective on April 1, 2018, expressly prohibits employment discrimination on the
basis of pregnancy and pregnancy-related conditions, such as lactation or the need to express breast milk
for a nursing child. It also describes employers’ obligations to employees that are pregnant or lactating
and the protections these employees are entitled to receive. Generally, employers may not treat
employees or job applicants less favorably than other employees based on pregnancy or pregnancyrelated conditions and have an obligation to accommodate pregnant workers.

Under the Act:
•

Upon request for an accommodation, the employer has an obligation to communicate with the
employee in order to determine a reasonable accommodation for the pregnancy or pregnancy-related
condition. This is called an “interactive process,” and it must be done in good faith. A reasonable
accommodation is a modification or adjustment that allows the employee or job applicant to perform
the essential functions of the job while pregnant or experiencing a pregnancy-related condition,
without undue hardship to the employer.

•

An employer must accommodate conditions related to pregnancy, including post-pregnancy
conditions such as the need to express breast milk for a nursing child, unless doing so would pose an
undue hardship on the employer. “Undue hardship” means that providing the accommodation would
cause the employer significant difficulty or expense.

•

An employer cannot require a pregnant employee to accept a particular accommodation, or to begin
disability or parental leave if another reasonable accommodation would enable the employee to
perform the essential functions of the job without undue hardship to the employer.

•

An employer cannot refuse to hire a pregnant job applicant or applicant with a pregnancy-related
condition, because of the pregnancy or the pregnancy-related condition, if an applicant is capable of
performing the essential functions of the position with a reasonable accommodation.

•

An employer cannot deny an employment opportunity or take adverse action against an employee
because of the employee’s request for or use of a reasonable accommodation for a pregnancy or
pregnancy-related condition.

•

An employer cannot require medical documentation about the need for an accommodation if the
accommodation requested is for: (i) more frequent restroom, food or water breaks; (ii) seating; (iii)
limits on lifting no more than 20 pounds; and (iv) private, non-bathroom space for expressing breast
milk. An employer, may, however, request medical documentation for other accommodations.

•

Employers must provide written notice to employees of the right to be free from discrimination due
to pregnancy or a condition related to pregnancy, including the right to reasonable accommodations
for conditions related to pregnancy, in a handbook, pamphlet, or other means of notice no later than
April 1, 2018.
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•

Employers must also provide written notice of employees’ rights under the Act: (1) to new
employees at or prior to the start of employment; and (2) to an employee who notifies the employer
of a pregnancy or a pregnancy-related condition, no more than 10 days after such notification.

The foregoing is a synopsis of the requirements under the Act, and both employees and employers are
encouraged to read the full text of the law available on the General Court’s website here:
https://malegislature.gov/Laws/SessionLaws/Acts/2017/Chapter54.
If you believe you have been discriminated against on the basis of pregnancy or a pregnancy-related
condition, you may file a formal complaint with the MCAD. You may also have the right to file a
complaint with the Equal Employment Opportunity Commission if the conduct violates the Pregnancy
Discrimination Act, which amended Title VII of the Civil Rights Act of 1964. Both agencies require the
formal complaint to be filed within 300 days of the discriminatory act.

Boston Headquarters: 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: 128 Union Street, Suite 206 New Bedford, MA 02740 | (774) 510-5801
www.mass.gov/mcad/
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