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Human Resources Special Topics 

Family Medical Leave Act (FMLA) 
 

 

Family Medical Leave Act (FMLA) 

Allows eligible employees to take leave for qualifying events while maintaining certain job protections 

and benefits.  

• Paid or unpaid 
• Amount of leave granted may vary depending on the qualifying event 

 

Vermont’s Parental and Family Leave Act (PFLA) 

• Allows eligible employees to utilize paid leave at their discretion for up to 6 weeks 
• Expands the definition of immediate family 

 

VT Policy on FMLA 

• The State’s Family and Parental Leave policy can be found at: 
– vermont.gov › Human Resources › Labor Relations, Policies and EEO › Number 14.2  

• Labor Contracts provide additional benefits for Classified employees 
 

 

 



7 
 

Who is Eligible? 

All employees, regardless of status, are eligible once they have been working for SOV for 12 months, for 

an average of 30 hrs/week or at least 1,250 hours in the 12 months preceding commencement of leave. 

Classified employees may be eligible sooner: 

• When original probation is completed 
 or 

• Have been working for SOV for 12 months or more  
 and 

• Work an average of 20 hours per week 
 

Types of FMLA Leave 

• Continuous or “block” leave 

• Reduced schedule 

• Intermittent 

Considerations for: 

• FMLA Military 

• Parental 

 

Supervisor Responsibilities 

• Understand DHR policy and department procedures, types of leave, how to use 

• Point employees to forms and assistance 

• Know steps for an employee returning to work from FMLA 

• Inform HR Representative before leave and return. 

• Employee may work directly with HR Representative. 

• You can find the SOV policy at: Labor Relations, Policies and EEO > Equal Employment 

Opportunity > Family Medical Leave  
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Workers’ Compensation 
 

Workers’ Compensation 
Vermont State Government employees who are injured on the job are covered under the State’s 
workers’ compensation self-insurance program. Workers’ compensation claims are administered by 
PMA Management Company of New England Inc. (PMA). The contract with PMA is managed by the 
Agency of Administration's Office of Risk Management (ORM).  Any injury of an employee on the job 
must result in an injury report.  Instructions on filing a workers’ compensation claim can be found here:   
http://aoa.vermont.gov/secretary/divisions/workers-comp 
 
Supervisor Responsibilities 

• Provide proper safety equipment and training 
• Pay attention to and communicate with your employees 
• Make site safety a top priority 
• Report, report, report 
• In the event of an injury on the job, stay in regular contact with employee 

 
Workplace Safety 
Workplace injuries and illnesses produce human suffering, economic and social losses and impair the 
operating efficiency of state government.  ORM has entered into an agreement with PMA to assist state 
agencies and departments in promoting safe work environments through training, program reviews and 
on-site consultations.  PMA works with ORM to improve safety in our workplace by conducting injury 
prevention analysis of reported incidents. The goal is to examine the incident and conclude what can be 
done to prevent a similar incident from reoccurring in the future. PMA also monitors and evaluates 
statewide injury trends and exposures to determine if they are being properly addressed and makes 
recommendations to mitigate workplace injuries. 
 
Safety Training 
PMA offers a full range of online safety training programs through their partner ResourceNOW.  PMA 
classroom-based courses can also be assigned and tracked on this website. The online training system is 
accessed via a different website than the SOV's LINC, which contains all workplace training and is the 
system of record for employee training. Risk Management will send training records and certificates 
from the ResourceNOW site to SOV LINC on a monthly basis, so records of all employee training will be 
kept at one place on SOV LINC. 
 
Cost: Free! The Office of Risk Management pays for the cost of training. 
 
The link to the website for on-line workplace safety training through PMA and ResourceNOW can be 
found here:  http://aoa.vermont.gov/secretary/divisions/workers-comp 
 
Additional Resources 

• http://labor.vermont.gov/workers-compensation/  
• http://aoa.vermont.gov/secretary/divisions/workers-comp  

 
 

 

http://aoa.vermont.gov/secretary/divisions/workers-comp
http://aoa.vermont.gov/secretary/divisions/workers-comp
http://labor.vermont.gov/workers-compensation/
http://aoa.vermont.gov/secretary/divisions/workers-comp
http://aoa.vermont.gov/secretary/divisions/workers-comp
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Notes:  
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Domestic Violence 
 

Domestic Violence 

A pattern of assault and coercive behaviors perpetrated by someone who is, or was involved in an 

intimate or dating relationship with the victim. 

 

What is Domestic Violence? 

Domestic Violence in the workplace may include: 

• actual or threatened physical injury 

• sexual assault 

• psychological abuse 

• economic or other coercion 

• other tactics 

 

What’s In It For Me? 

• Affects the workplace of victim and offender 

– Causes loss of work time, productivity 

– Creates safety hazards for employees 

– Negatively impacts workplace morale and culture 

• It is SOV policy 

 

Vermont Policy 

DHR policy 17.7 

• Highlights of policy purpose 

– Achievement of a workplace free of any form of discrimination, intimidation or 
harassment 

– State will not discriminate against any victim/ survivor of DV/SV 

• vermont.gov › Human Resources › Labor Relations, Policies and EEO › Personnel Policy & 
Procedure Manual › number 17.7 
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Data: Offender Survey 

• 73% had no history of trouble with employer (drugs, alcohol, violence at work) 

• 29% contacted partner while at work to intimidate or scare 

• 40% of supervisors were aware this occurred at work 

• 25% were late to work or left early to be abusive 

• Partners of abusers lost an average of 20 work days 

• 80% of abusers state their job performance was affected by abuse 

• Level of violence intensifies over time 

A PDF of this report is available at http://www.uvm.edu/crs/reports/2012/VTDV_WorkplaceStudy2012.pdf 

 

Supervisor Responsibilities 

• Treat all reports of domestic or sexual violence (DV/SV) seriously 

• Be proactive and observant 

• Monitor staff for signs of DV/SV (perpetrator or victim) 

• Know what to do if someone reports for themselves or others (victim or perpetrator) 

• Understand SOV policy on DV/SV and how to apply it 

 

Video: Domestic Violence in the Workplace 

Link: https://www.youtube.com/watch?v=KeJDtvs1NtQ 

 

Possible Signs to Watch For: * 

• Fear of spouse/partner, or always tries to please them 

• When someone …  

– often talks about their partner’s jealousy or protectiveness 

– becomes anxious, depressed, or loses confidence  

– is unusually quiet 

– is reluctant to leave their children/pets with their partner 

* domestic Violence Center of Victoria, British Columbia, CA 

  

https://www.youtube.com/watch?v=KeJDtvs1NtQ
https://www.youtube.com/watch?v=KeJDtvs1NtQ
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Resources for Supervisors to Use or Provide to Staff 

• DHR Representative 
• Vermont Network against Domestic and Sexual Violence http://www.vtnetwork.org 
• VT DV hotline 1-800-228-7395 
• VT SV hotline 1-800-498-7273 
• InvestEAP (Employee Assistance Program) 888-834-2830 or www.investeap.org (password: 

vteap) 
 

Resources 

• Family Violence Prevention Fund video: “Domestic Violence: The Workplace Responds” (15 min) 
http://www.youtube.com/watch?v=9-17JXM4c84 

• AHS website: http://humanservices.vermont.gov/domestic-violence 
• State of Vermont Online Domestic Violence Training: 

http://humanservices.vermont.gov/domestic-violence 
• AHS Policy on Response to Domestic Violence http://humanservices.vermont.gov/policy-

legislation/policies/01-general-operations-      policies/1-03-ahs-response-to-domestic-
violence/view  

•  VT Network Against Domestic and Sexual Violence http://www.vt.network.org 
• "Interrupting the Cycle of Violence: Addressing Domestic Violence Through the Workplace" 

Ramsey County Initiative for Violence-Free Families and Communities. (1995). 
http://www.mincava.umn.edu/documents/interrup/interrup.html#idp107376 

• Virtual Employee: Review of Resources Available through Workplaces Respond 
http://www.workplacesrespond.org/implement/education-and-training/interact 

• Workplaces Respond to Domestic and Sexual Violence:                     
http://www.workplacesrespond.org/  

 

Preventing Sexual Harassment 
 

The Data 

Association of Women for Action and Research: 

• 54% of 500 respondents experienced some form of workplace sexual harassment. 
• 27% of 272 respondents experienced harassment by a colleague. 17% were harassed by a 

superior. 
• 79% of victims were women; 21% were men. 
• 12% received threats of termination if they did not comply with the requests of the 

perpetrators. 
 

 

Sexual Harassment is… 

• A behavior  
• A form of sexual discrimination 

http://www.vtnetwork.org/
http://www.investeap.org/
http://www.youtube.com/watch?v=9-17JXM4c84
http://www.youtube.com/watch?v=9-17JXM4c84
http://www.youtube.com/watch?v=9-17JXM4c84
http://humanservices.vermont.gov/domestic-violence
http://humanservices.vermont.gov/domestic-violence
http://humanservices.vermont.gov/domestic-violence
http://humanservices.vermont.gov/domestic-violence
http://humanservices.vermont.gov/policy-legislation/policies/01-general-operations-%20%20%20%20%20%20policies/1-03-ahs-response-to-domestic-violence/view
http://humanservices.vermont.gov/policy-legislation/policies/01-general-operations-%20%20%20%20%20%20policies/1-03-ahs-response-to-domestic-violence/view
http://humanservices.vermont.gov/policy-legislation/policies/01-general-operations-%20%20%20%20%20%20policies/1-03-ahs-response-to-domestic-violence/view
http://humanservices.vermont.gov/policy-legislation/policies/01-general-operations-%20%20%20%20%20%20policies/1-03-ahs-response-to-domestic-violence/view
http://www.vt.network.org/
http://www.mincava.umn.edu/documents/interrup/interrup.html
http://www.mincava.umn.edu/documents/interrup/interrup.html
http://www.workplacesrespond.org/implement/education-and-training/interact
http://www.workplacesrespond.org/implement/education-and-training/interact
http://www.workplacesrespond.org/
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• Unwelcomed and usually repeated behavior of a sexual nature 
– Quid Pro Quo 
– Hostile Environment  

 

Types of Harassment: Verbal 

• Off color jokes or stories 
• Sexual comments/innuendo or profanity 
• Overt reactions to physical appearance (whistling, “cat calls”) 
• Applying terms of endearment to co-workers (honey, babe, dear, etc.) 
• Asking personal questions about a co-worker’s social or sexual life 
• Repeatedly asking a person out who is not interested  
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Types of Harassment: Non-Verbal 

• Giving or displaying sexually suggestive objects 
• Sexually suggestive gestures or poses 
• Leering 
• Licking lips 
• Blowing kisses 
• Intimidating behavior:  

– blocking path  
– following someone 

 

 

Types of Harassment: Physical 

• Touching someone who does not want to be touched  
– hugs 
– kisses 
– unsolicited back or neck rubs 

• Touching oneself in a sexually suggestive way around another person 
 

Key Points and Legal Concerns 

• Supervisor unique role 
• Impact vs. intent 
• Third party harassment 

 

What Can I Do? 

…if I experience unwanted sexual activity or 

aggression? 

…to help prevent sexual harassment in my 

workplace? 

• Make feelings known 

• Keep a record  

• Make a complaint 

• Know and follow state policy 

• Examine your own behaviors, actions 

and assumptions 

• Don’t go along with it, and intervene 

when observed 

• Work with your HR Representative 

• Remember, “No Means No” 

 

Supervisor DO’s 

• Work with your HR Representative 
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• Keep charging party updated 
• Take timely and appropriate action 

 

Supervisor DO NOT’s 

• Do not wait for a complaint 
• Do not suggest a complaint be kept between you and the complainant 
• Do not give the person complaining the impression he or she must put up with the behavior 
• Do not suggest the parties work things out themselves 

 

Resources 

vermont.gov › Human Resources › Labor Relations and Policies › Number 3.1 

Preventing Sexual Harassment Training at CAPS 
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The Americans With Disabilities Act (ADA) 
 

What is a Disability? 

• The term "disability" refers to a physical or mental impairment 
• Affects 56.7 million people in the United States 
• Not all disabilities can be seen with the naked eye 

 

The Law 

• The Americans with Disabilities Act (ADA) prohibits discrimination 
• SOV ADA policy: http://humanresources.vermont.gov/labor-relations/equal-

opportunity/individuals-with-disabilities  
 

Reasonable Accommodations Policy 

• The SOV Reasonable Accommodation Policy can be found at: Labor Relations, Policies 
and EEO > Equal Employment Opportunity Plan > Individuals with Disabilities  

• Employers must make reasonable accommodations to allow qualified applicants and employees 
with disabilities to perform essential job functions.  

 

Supervisor Responsibilities 

• To understand what ADA is, and how it effects your employees 
• To act in good faith in an attempt to reasonably accommodate an individual with a disability 
• To know if you have an employee or applicant that has a reasonable accommodation, what the 

accommodation is, and how to implement it 
• To maintain confidentiality  

  

http://humanresources.vermont.gov/labor-relations/equal-opportunity/individuals-with-disabilities
http://humanresources.vermont.gov/labor-relations/equal-opportunity/individuals-with-disabilities
http://humanresources.vermont.gov/labor-relations/equal-opportunity/individuals-with-disabilities
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Employee Assistance Program (EAP) 
 

Employee Assistance Program (EAP) 

The Employee Assistance Program (EAP) offers state employees the opportunity to speak privately and 

confidentially about issues and stresses that can make it difficult to balance home life and work life. 

Where to Find EAP 

Telephone: 

• Quick Access for managers: 1-844-ASAP-EAP (272-7327) 
• Clinical Account Manager: 1-888-392-0050 (toll free) or 802-951-5156 
• State of Vermont Employee counseling number: 1-888-834-2830 

Web: www.investeap.org  password: vteap 

Email: staff@investeap.org (general)/ myrah@investeap.org (clinical account manager) 

Fax: 1-815-301-6540 (confidential) 

Types of Referrals 

• Staff Member Self-Referral 
• Supervisor referrals for employees: 

– Informal Referral 
– Supervisory Referral 
– Safety Sensitive  

• Supervisor self-referrals: 
– Communication strategies for providing feedback 
– Addressing time and safety-sensitive issues 

Using EAP 

• Permanent employees and their families 
• No cost 
• Up to five sessions (then may switch to insurance-based service) 
• 24/7 
• Screening and information tools on website 

 

Supervisor Responsibilities 

• Don’t diagnose. Notice.  
• Suggest a check-in with EAP or the HR Representative early. 
• Be flexible. 

Every situation is different, and some are more personal/sensitive than others. 

Additional Resources 

• www.investeap.org  (password: vteap) 
• https://www.investeap.org/solution-focused-counseling  

 

http://www.investeap.org/
mailto:staff@investeap.org
mailto:myrah@investeap.org
http://www.investeap.org/
https://www.investeap.org/solution-focused-counseling

