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Dear New Employee:
Welcome to the City of Philadelphia and the Department of Public Health. I am pleased
that you have joined the staff of our Department, and I sincerely hope that you find the work
interesting and gratifying.
Your selection for a position in our Department indicates that we believe we can depend
on you to assist us in providing high quality services to the public. As you enter City
employment, keep in mind that you are working for all of Philadelphia’s residents, visitors, your
neighbors, family, friends, and you! You have the opportunity to make a significant contribution
to the well-being of the public and to the credibility and prestige of Philadelphia’s government.
This booklet has been developed to help you become familiar with our basic personnel
policies. I encourage you to become familiar with its contents and to consult with your
supervisor or with the Health Human Resources Office if you have any questions regarding your
employment. As an additional resource, there are hyperlinks to external websites such as Office
of Human Resources and civil service regulations throughout this handbook. I would also like to
take this opportunity to emphasize our Department’s commitment to treating all employees
equitably and fairly in all aspects of the employment process with regards to race, color, creed,
religion, nationality, sex, sexual orientation, age, handicap, and/or other factors not related to job
performance.
Please permit me to extend my most sincere wishes for your success in employment with
the City of Philadelphia’s Department of Public Health.

Thomas A. Farley, MD, MPH
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WORK HOURS
You will be assigned a specific work schedule. Your assignment and schedule will depend on the
specific needs of the unit to which you have been assigned. Because of the demands of our work,
it is not possible to place everyone on their desired work schedule or for employees to remain on
their initial work schedule. It is essential that assigned work schedules be followed. Make sure
you know your immediate supervisor because your supervisor will discuss your schedule with
you.

FOLLOWING YOUR ASSIGNED SCHEDULE
You are expected to arrive at your workstation by the starting time, return promptly from lunch,
and to remain at your workstation until the end of your assigned work day. It is understood that,
at times, situations arise that are beyond your control causing you to be late. When this occurs,
you must promptly notify your supervisor that you will be reporting late.
Excessive lateness will not be tolerated and will be grounds for disciplinary action.
You are required to record your daily attendance on a designated timesheet. Please ask your
supervisor to show you where your timesheet is located. The timesheet serves as the basis for
computing your pay. You must make your own entries. Falsification of the timesheet is grounds
for dismissal.

IDENTIFICATION CARDS
If you are a new employee and do not have an payroll number, you will receive one on your first
paycheck. After you receive your first paycheck, you will be required to get an ID card. You will
need to get a referral form, first, from the Health Human Resources Office at 1101 Market Street
8th Floor on the Wednesday following receipt of your first paycheck. All City of Philadelphia
employees are required to have identification cards. The Photo Lab is open on Wednesdays
ONLY from 9:00 a.m. to 11:45 a.m. and 1:00 p.m. to 3:30 p.m. For any questions about the
process, please call 215-685-5200.
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PERSONNEL DATA
You must have your current address and telephone number on file with the Health Human
Resources Office. If you move or your telephone number changes, you must notify Personnel in
writing using a Change of Address Form. This form can be acquired from your supervisor and/or
Health Human Resources.

PROBATIONARY PERIOD AND PERFORMANCE REPORTS
New employees will serve a six month probationary period before receiving permanent status
with the City. This allows your supervisor sufficient time to evaluate your job performance. You
will receive a Performance Report at the end of your 2nd and 5th month of service which will
evaluate how you are doing on your job. You are encouraged to discuss your performance with
your supervisor, ask questions and express how you feel about your job. Following the
completion of the probationary period, your supervisor will rate your performance on an Annual
Performance Report. If you receive an overall rating of “Unsatisfactory,” you will be rejected
during probation and separated from your position.

ABOUT YOUR PAY
Employees are paid every other Friday for the two week period ending the Sunday before
payday. Federal and state income taxes, City wage tax, pension contributions, Social Security
and Medicare are automatically deducted from your paycheck. You may also have the following
items deducted from your paycheck by notifying the Health Human Resources Office: Combined
Campaign contributions and Deferred Compensation contributions. Direct Deposit of your check
to the financial institution of your choice is also an option. You will need to contact Health
Human Resources to complete an Electronic Payment Service Form.
*All Non-Represented employees are required to have direct deposit.
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OVERTIME
Employees are compensated for hours worked in excess of their normal work hours. You will
receive extra pay or compensatory time depending on your job title and pay level. Overtime
compensation is calculated as follows: for hours in excess of eight hours in a work day or on the
6th day of the normal five day work week, you will earn pay or compensatory time at the rate of
time and a half. For Sunday or the 7th day in a work week, you will earn a double time rate. If
you are called back to work after leaving for the day or if you are called in on a Saturday or
Sunday or 6th or 7th day in the work week, you will receive at least four hours of work. All
overtime and compensatory time must have prior approval from your supervisor.

UNION MEMBERSHIP
Union membership is mandatory for a specific time for employees in certain job classifications.
Employees in many managerial classes are prohibited from union membership. The status of
your job class in terms of union membership will be explained to you when you are appointed to
your position. Presently, there are two major bargaining units representing employees in the
Department of Public Health, District Council 33 and District Council 47 AFSCME (AFL-CIO).

PAID LEAVE
In City Service, approved time off from work is called “Leave.” Any absence from work must
have prior approval. All Civil Service employees are entitled to the following paid days of leave
annually:
●
●
●
●
●
●
●

11 Holidays
10 Vacation Days (first year)
4 Administrative Leave Days (AL)
Sick Leave (depending on number of days accrued)
Military Leave (up to 15 days)
Jury Duty (as required)
Funeral Leave (as needed)
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RECORD KEEPING FOR LEAVES
Each employee is expected to keep track of their own number of days and hours available for
leave. If you lose track, you should request, through your supervisor, to see your timesheets so
that you can calculate your leave balance again. If you have a problem determining your leave,
you can request that your supervisor contact Health Human Resources. At the exhaustion of all
paid leave, unpaid leave will only be granted for extreme emergencies.
Health Human Resources sends a yearly reconciliation of leave balances to each employee. The
reconciliation form has space to maintain up-to-date balance throughout the year.

HOLIDAYS
Civil Service employees have 11 paid holidays each years. They are as follows:

● New Year’s Day

● Labor Day

● Martin Luther King’s Birthday

● Columbus Day

● President’s Day

● Veteran’s Day

● Good Friday

● Thanksgiving

● Memorial Day

● Christmas

● Independence Day
In order to receive holiday pay, an employee has to be in paid status (actually working or using
paid leave) the day before and the day after the holiday.
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VACATION LEAVE
You begin earning vacation days the first full month you work for the City of Philadelphia only
if you start before the 16th day of the month. However, you are not permitted to use paid vacation
until you have completed 6 months of continuous service and pass probation. You may carry a
maximum of 70 days of vacation time from one year to another.
After you have been a City employee for 6 months, you may earn and use vacation time as
follows:
Up to 5 years of continuous service – 10 days/year (5/6 day/month)
5 to 10 years of continuous service – 15 days/year (1 ¼ days/months)

For Employees Represented by District Council 33:
10 to 20 years of continuous service – 20 days/year (1 2/3 days/month)
More than 20 years continuous service – 25 days/year (2 1/12 days/month)
For Employees Represented by District Council 47 and Non-Represented Employees:
10 to 16 years of continuous service – 20 days/year (1 2/3 days/months)
16 years of continuous service – 21 days/year (1 ¾ days/months)
17 years of continuous service – 22 days/year (1 5/6 days/month)
18 years of continuous service – 23 days/year (1 11/12 days/month)
19 years of continuous service – 24 days/years (2 days/month)
20 years of continuous service – 25 days/year (2 12/16 days/month)

7

REQUESTING VACATION LEAVE
You must fill out a vacation leave request form and submit it to your supervisor any time you
need to use vacation leave. Your supervisor will inform you of how much advance notice is
needed for approval of vacation requests. Every effort will be made to fulfill your requests but
only in accordance with the need of your unit. Vacation time may be used in increments as small
as one half hour.

ADMINISTRATIVE LEAVE
All full-time and half time permanent employees receive 4 Administrative Leave (AL) per fiscal
year (July 1 through June 30). You are eligible for AL days after you complete six months of
service with the City. You may use AL days in conjunction with your vacation time. However, it
can only be taken in full day units. Administrative leave does not accumulate from year to year.
You will lose all administrative leave days not used by June 30 each year. To use AL days, prior
approval from your supervisor is required.

SICK LEAVE
Sick leave is a benefit provided by the City to its employees to protect them from loss of wages
due to illness or injury. Proper use of sick leave will protect employees from income loss while
assuring the continuation of the City’s programs and services. The purpose of sick leave
regulations is to control the abuse of sick leave while protecting employees.
With prior approval from your supervisor, you may use sick leave due to illness or non-service
connected injury and for doctor’s appointments or other recognized practitioners in the treatment
of illness or injury. All employees accrue sick leave up to a maximum of 200 days. New
employees may use paid sick leave after completing 3 months of service.
If you are union represented and have accumulated more the 80 days of earned sick leave, you
may convert unused sick time on a basis of 2 days for 1 vacation day. The number of days which
may be converted is limited to 20 days. A balance of 80 days must remain after the conversion.
This request must be made in writing to Health Human Resources within the time limits
stipulated in the union contracts.
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FAMILY SICK LEAVE
If you are in a non-represented class or are represented by District Council 47, you may use up to
5 days of accrued sick leave each year for the care of an immediate dependent relatives who
reside with you.

MATERNITY LEAVE/PARENTAL LEAVE
If you are pregnant and unable to work prior to delivery, you are entitled to use accumulated sick
leave with proper medical certification. A doctor’s note is need to verify your inability to work.
After childbirth, you are entitled to use accumulated sick time for 4 weeks for vaginal delivery or
6 weeks to cesarean delivery with a doctor’s note. Women are also entitled to a 6 month
maternity leave of absence with an absolute right to return to the same position. This leave may
be taken without pay or may be paid using accumulated vacation and other leave time.
Six month parental leave may be granted to the primary care parent in cases of adoption. Also, a
natural father is entitled to a six month parental leave when he is the primary care parent.
Supporting documentation is required.

JURY DUTY
You will be granted a leave of absence with pay for time spent on jury duty if you take the
following steps:
1. Submit a copy of the subpoena to Health Human Resources Office prior to the court
appearance.
2. Turn over the fee paid to you as a juror to Health Human resources Office.

FUNERAL LEAVE
In the event that there is a death in the immediate family of a District Council 33 bargaining unit
employee, consisting only of spouse, parents, children, brother, sister, father-in-law, mother-inlaw, grandparent, or grandchild, and the employee attends the funeral service, such employee
shall be granted a four (4) days' leave of absence with full pay. A non-uniformed District
Council 33 represented employee shall be granted one (1) day's absence with pay in the event of
a death in the family of such employee other than hereinbefore set forth, provided the employee
attends the funeral service
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In the event that there is a death in the immediate family of a non-uniformed District Council 47
represented employee or non-represented employee, consisting only of spouse, spousal
equivalent, parents, mother-in-law, father-in-law, children, brother, sister, grandparents, or
grandchildren, and the employee attends the funeral service, such employee shall be granted a
four (4) days' leave of absence with full pay. A non-uniformed District Council 47 represented
employee or non-represented employee shall be granted one (1) day's absence with pay in the
event of a death in the family of such employee other than set forth above, provided the
employee attends the funeral service.

MILITARY LEAVE
If you are called to active duty by any armed forces and want to return to your position and want
to return to your position a t the end of your term of duty, you must submit a valid military order
or a military unit training schedule. Military leave does not replace other leave provided under
Civil Service regulations.

LEAVE FOR BLOOD DONATION
The Department of Public Health encourages its employees to donate blood, If you donate blood,
you will be given 4 hours leave time on the day of donation but only if you work for the other
half of the day. However, the leave time must have prior approval from your supervisor.

LEAVE WITHOUT PAY
Leave without pay carries the same responsibilities as paid leave. If you are requesting leave
without pay for the same reasons that would normally fall under the category of vacation leave,
you must fulfill the same requirements as are applicable for paid vacation leave. If you are
requesting leave without pay for illness, you must follow the procedures for sick leave.
Leave without pay that consists of 15 days or more must have approval from the Commissioner
of Public Health and the Director of Human Resources. To request such a leave of absence, you
must provide a written request to your supervisor specifying the reason for the request and the
time for which it is requested. Medical documentation must accompany requests for medical
leaves.
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UNEXCUSED ABSENCES
You will be charged with an unexcused absence, absent without leave (AWOL), if you are
absent for a day or any portion of work day without an approved request for leave. You will not
be paid for unexcused absences, and you may also be subject to disciplinary action.

DISCIPLINE
The City may reprimand, suspend, demote, or dismiss you for just cause. In case of dismissal or
demotion, you may appeal to the Civil Service Commission only if you are a permanent
employee. You may also appeal if you are suspended for more than 10 days within a calendar
year.

HEALTH CARE BENEFITS
The City contributes money for health benefits for each full time employee on a monthly basis.
A variety of health plans are available for city employees depending on the job classification and
union membership.

INJURIES WHILE ON DUTY
The City protects you in various ways if you were to become injured or disabled while on duty.
Payments for extended time lost is covered in the Civil Service regulations. If your service has
been of sufficient duration and your capacity continues, you may also be entitled to certain
additional benefits under the City’s pension plan and Social Security. All injuries must be
reported immediately to your supervisor who will give you further instructions for treatment.

INSURANCE BENEFITS
If you are a new employee in a class represented by District Council 47 and did not purchase
optional life insurance at the time of your appointment, you may apply for it through the Health
Human Resources with 31 days of appointment. Otherwise, it can be purchased in June of any
year for coverage to begin in July. However, you will need to submit a medical statement
verifying your fitness. You may name any individual(s), group(s), or organization(s) as
beneficiary(ies) of your policy. You must name a beneficiary or designate your estate as the
beneficiary. You may change your beneficiary at any time using forms obtained from Health
Human Resources.
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If you are on a leave of absence for up to one year, your life insurance policy will remain in
effect. If you want your additional insurance to continue during your leave of absence, you will
need to contact Health Human Resources.

POLITICAL ACTIVITY
The City Charter places certain restrictions on the political activities of City employees. The
regulation prohibits any activity aimed at promoting or opposing the success of a political part or
body or the nomination or election of particular candidates at primary, general or special
elections. You are, however, strongly urged to vote.

RESIDENCY REQUIREMENT
As a City of Philadelphia employee, you are required to remain a full time permanent resident of
Philadelphia. You may own property, spend vacations and commute to vacation areas outside the
City. However, you must maintain your primary, permanent and legitimate residence within City
limits. Failure to do so will result in immediate dismissal. If a residency waiver has been granted,
it is usually for a specific period of time. No residency waiver granted by the Civil Service
Commission should be construed as allowance for the employee who is currently a Philadelphia
resident to relocate outside of City limits.
Under extraordinary circumstances, an employee who has been granted a residency waiver for a
specified period of time may request a renewal. The employee must submit a renewal request,
through their supervisor, to Health Human Resources for consideration and approval from the
Civil Service Commission. The request must be made at least one month prior to the expiration
of the waiver and must include appropriate justification.

OUTSIDE EMPLOYMENT
You may hold an outside job provided it does not conflict with your job with the City. No
employee may work for any other public agency. If an employee wishes to engage in outside
employment, they must submit a written statement to their supervisor that included the nature of
the work and a statement certifying your employment will not conflict with your City
employment. Approval from management is also required for all outside employment.
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PROMOTIONS
Anyone can compete for jobs listed as Open Competitive. Appointments are made strictly on the
basis of the required qualifications for the job. These may include any combination of exam
results, education and experience. The Department of Public Health is part of the City of
Philadelphia’s merit system of personnel administration. Therefore, hiring, advancement, and
retaining of individuals is based on merit. A Job Opportunities list is circulated bi-weekly with
the Department and is also available in the Health Human Resources Office.

EQUAL OPPORTUNITY EMPLOYMENT
The Department of Public Health is committed to firm support of Equal Opportunity
Employment and Affirmative Action. This Department works to ensure that its personnel
practices and procedures conform to the legal tenets of Civil and Equal Rights Legislation. If you
feel that you have been discriminated against or sexually harassed, you are encouraged to direct
your complaint to the Department’s EEO/AA officer. This complaint will be investigated
thoroughly and all attempts will be made to resolve the matter. You may also lodge your charge
directly with Health Human Resources EEO/AA unit.

PROHIBITION OF GIFTS and SPECIAL PRIVILEGES
As a public employee, you are not only prohibited from engaging in improper behavior, you
must also avoid the appearance of impropriety. Even though a gift from someone who is doing
business with the Department of Public Health may not affect the way you perform your duties,
accepting the gift may be considered by the person offering the gift, your co-workers, and the
general public as exerting undue and improper influence. For this reason, you are prohibited
from accepting any gift of any kind to include but not limited to cash, objects, meals, and drinks
regardless of the cash value.
You are entitled only to the salary and benefits you receive for the work you perform as an
employee of the City of Philadelphia. You may neither take yourself nor extend to others any
benefits or privileges using your official position, City equipment, material, or time which are
not extended to all persons through established regulations and procedures whether or not you
receive anything in return. You may not refuse to grant any benefit or privilege to any person
except for reasons provided by official regulations, policies, and laws.
Violation of these prohibitions is grounds for dismissal.
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RETIREMENT
If you are a new employee, retirement seems like a long way away. However, you should know
about the City’s retirement plan. It is a very important benefit that will help ensure you a secure
future. For enrollment questions, please visit the Deferred Compensation website at
www.philly457.com.
The provisions of the pension plan are available in detail in the City’s pension booklet. Please
click the RETIREMENT link above for more information. The City pension plan is in addition to
Social Security. Veterans can buy pension credit for military service when they complete five
consecutive years with the City.
If you leave the City before retirement, you may withdraw all of your contributions. If you have
completed ten years of service, you may let them remain in the pension fund and collect a limited
pension.
If you retire with at least ten years of continuous service, the City will provide group life
insurance at no cost to you. The City will also continue to pay its contribution towards your
health/welfare protection for the next five years.

THE INTEGRITY PROGRAM
We all work for the people of Philadelphia. As City employees, we must be vigilant in avoiding
conduct that violates regulations of the Code of Ethics. The following list provides some
examples of the kind of conduct that prompt investigation and disciplinary action:
● Misuse of City vehicles
● Falsification of official documents i.e. timesheets, leave records, reports, employment
applications etc.
● Misuse or theft of time
● Improper behavior towards co-workers or citizens while on duty i.e. threats of physical
violence
● Unauthorized use of City facilities, supplies, equipment, services, or personnel
● Solicitation or acceptance of gratuities
● Unauthorized outside employment
● Misuse of City funds
● Sexual harassment
● Conducting personal business while on duty
Each City Department has an Integrity Officer who aids in the development of policies,
programs and strategies that address integrity related matters and who ensures the investigation
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of complaints of non-criminal conduct officially referred to us form the Office of the Inspector
General.
All questions and concerns are handled with the utmost confidentiality. However, if you prefer,
you may contact the Office of the Inspector General at 215-686-1770.

CITY OF PHILADELPHIA
DEPARTMENT OF PUBLIC HEALTH
DEPARTMENT DIRECTIVE NO. 90-01
POSSESSION OF FIRE ARMS

This is to confirm that it is the policy of the Department of Public Health that no employee be
permitted to carry firearms or any other type of weapon while pursuing their responsibilities for
the Department. Furthermore, firearms and weapons of any type are not permitted in any
building, vehicle or facility administered by the Health Department.
Any employee found to be in violation of this policy will be subject to immediate disciplinary
action.
This policy shall be effective January 31, 1990.

DEPARTMENT DIRECTIVE NO. 89-11
POSITION ON BOARDS
To avoid the issue of the appearance of a conflict of interest, it is hereby established as a matter
of policy the no Health Department employee nor the employee of an agency under contract to
the Health Department (The Department) may sit on any board which functions in an advisory or
oversight relationship to any agency, program, or function of the Department. This policy shall
not apply to employees serving ex-officio on advisory or oversight boards pertaining to their
official duties.
This policy shall be effective December 12, 1989.
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