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TO:

Cabinet Secretaries, Agency Heads and Departmental Human Resources, Payroll 



and Budget Staff with Employees in Bargaining Units 8 and 10

FROM:
Patricia S. Wada, Acting Personnel Administrator

ISSUED IN CONJUNCTION WITH:



Ann Reale Collins, Budget Director



Martin Benison, Comptroller

DATE:

December 17, 2001

RE:

Implementation of the July 1, 2001 - June 30, 2004 Commonwealth-

Alliance/SEIU Local 509, AFL-CIO Collective Bargaining Agreement for Units 8 and 10

______________________________________________________________________________

On September 10, 2001, the Commonwealth of Massachusetts signed a labor agreement with the Alliance/SEIU Local 509, AFL-CIO, representing employees in bargaining units 8 and 10 for the period July 1, 2001 to June 30, 2004.  On December 5, 2001, an appropriation of funds was made to cover the Fiscal Year 2002 cost items contained in the Agreement (Chapter 199 of the Acts of 2001).  This memorandum authorizes the implementation of the provisions of the new Agreement effective July 1, 2001, unless otherwise indicated.  Information and implementation instructions from the Human Resources Division (HRD), the Office of the Comptroller (OSC), and the Fiscal Affairs Division (FAD) are provided below.

INFORMATION AND INSTRUCTIONS FROM THE HUMAN RESOURCES DIVISION

Summary of Changes and Policy Information

The following changes apply to employees in bargaining units 8 and 10.  For employees in confidential positions who would otherwise be included in these units, or for intermittent or short-term employees who are incumbents of positions in titles assigned to this unit, please refer to the section entitled Confidential, Intermittent or Short-Term Employees at the end of the HRD section of this memorandum.

Article 3, Section 5:

Union Dues

Union dues must be deducted from grievance settlements/arbitration awards where back pay is awarded and forwarded to the union prior to payment to the aggrieved employee.

Article 5, Section 1:

Union Representation

Union officials and stewards are allowed access to Employer premises to conduct official union business.

Article 5, Section 6:

Employer Provision of Information

The parties agreed to changes in specific categories of information that the Commonwealth provides to the Union.

Article 7, Section 1:

Scheduled Hours, Workweek, Workday

Except in emergency situations, an employee whose work schedule is involuntarily changed should receive ten days written notice.

Article 7, Section 1:

Work Schedules

Telecommuting is included as an example of an alternative work schedule.

Article 7, Section 2:

Overtime

The existing Memorandum of Understanding clarifying the calculation of overtime compensation for part-time employees is incorporated into Article 7.

Article 7, Section 2:

Compensatory Time

Employees may receive the cash value of up to one week of accumulated compensatory time, at the discretion of the Appointing Authority, when such employees are denied the use of the time.

Article 7, Section 2:

Overtime

Agencies should make every effort to pay overtime in the same pay period the overtime was worked. 

Article 7, Section 6:

Shift Differential

Effective July 1, 2001, the shift differential for employees working the 2nd or 3rd shift increases to $0.75 per hour for each hour worked.

Please refer to the HR/CMS and Fiscal Affairs Division sections of this memorandum for payment instructions regarding Shift Differential. HR/CMS will migrate this incentive on January 3, 2002, effective for the payperiod ending January 12, 2002, for the payadvices January 18, 2002. 

Article 7, Section 7:

Stand-By Pay

Effective July 1, 2001, standby pay increases to $15.00 per stand-by period.

Please refer to the HR/CMS and Fiscal Affairs Division sections of this memorandum for payment instructions regarding Stand-By Pay. HR/CMS will migrate this incentive on January 3, 2002, effective for the payperiod ending January 12, 2002, for the payadvices January 18, 2002. 

Article 7, Section 8:

Weekend Differential

Effective July 1, 2001, a weekend differential of $0.75 per hour is established for each hour worked.  An employee shall receive a weekend differential for only one (1) shift per weekend.

Please refer to the HR/CMS and Fiscal Affairs Division sections of this memorandum for payment instructions regarding Weekend Differential. HR/CMS will migrate this incentive on January 3, 2002, effective for the payperiod ending January 12, 2002, for the payadvices January 18, 2002. 

Article 8, Section 1:

Sick in Family Leave

An employee may use up to sixty days of accrued sick leave per calendar year to care for a spouse, same sex domestic partner, foster child, step-parent, step-child, brother, sister, grandparent, grandchild, person for whom the employee is legal guardian, child or parent of either the employee or his/her spouse, or a seriously ill relative living in the immediate household, or for parental leave for the birth or adoption of a child (provided that the sixty days is concluded within twelve months of the birth/adoption date).

Completion of a Certification of Domestic Partnership (Attachment B) is required for employees requesting same sex domestic partner benefits under this Section.  In addition, a Certification of Termination of Domestic Partners Status (Attachment C) must be submitted by the employee when a declared same sex domestic partnership is dissolved.  Please find Attachments B and C at the end of this memorandum.

The requirement that an eligible employee and his/her spouse who are both employees of the Commonwealth split the sixty day sick-in-family leave is eliminated.

Article 8, Section 1:

Sick Leave

Sick leave abuse is defined as the use of sick time for purposes other than are listed in Section 1(D) of Article 8.

Article 8, Section 1:

Sick Leave

Employees have ten days to produce requested medical documentation of illness or incapacity.  Please refer to Appendix G-1 in the Agreement for the Request for Medical Verification Form.
Article 8, Section 1:

Medical Certifications

A Confidential Illness Certification form, together with the employee's Form 30 or current job description, will be provided by Departments/Agencies to employees who identify an illness/injury as confidential in nature.  Please refer to Appendix G-2 in the Agreement for the Confidential Illness Certification.
Article 8, Section 1:

Fitness for Duty

Departments/Agencies are to provide employees removed from the workplace with written notice of the actions leading to the removal and requirements needed before return to the workplace.  This written notice should be given to the employee at the time of removal or within five days of the removal.  The affected employee should provide the Department/Agency with appropriate medical documentation before or upon his/her return.  Grievances concerning this Section are to be filed directly at Step III of the grievance procedure.

Article 8, Section 2:

Domestic Violence Leave

The appropriate use of this leave is extended to include an employee's domestic partner, elderly parent(s) and/or spouse.

In order to claim same sex domestic partner benefits under this Section, an employee should submit a Certificate of Domestic Partnership (Attachment B) to his/her agency/department.  The Certification of Termination of Domestic Partner Status (Attachment C) should be submitted to agencies/departments when a same sex domestic partnership has ended.  Please refer to both attachments at the end of this memorandum.

Article 8, Section 3:

Paid Personal Leave

Employees may use paid personal leave in one-half (1/2) hour increments.  Also, employees may request and receive, at the discretion of the Appointing Authority, the cash equivalent of paid personal leave requested and denied in the last quarter of the calendar year.

Article 8, Section 4:

Bereavement Leave

Four days of leave without loss of pay may be used within thirty calendar days from the date of death or ending after the date of the funeral, at the employee's option.  The list of family members is expanded to include the same sex domestic partner, foster child, step-child, step-parent and a person for whom the employee is legal guardian.  One day without loss of pay may be used within thirty days of the death, or ending after the date of the funeral of a brother, sister, grandparent or grandchild of the employee’s spouse or same sex domestic partner.

A Certification of Domestic Partnership (Appendix B) must be submit by employees to their respective agency/department when requesting same sex domestic partner benefits under this Section.  A Certification of Termination of Domestic Partners Status (Attachment C)must be  submitted to agencies/departments when a domestic partnership is dissolved.  Please refer to the end of this memorandum for Attachments B and C.

Article 8, Section 6:

Civic Duty Leave

A statewide labor/management committee is established to discuss assaults on employees by clients when employees are conducting official business.

Article 8, Section 13:

Educational Leave

Educational leave is extended to Unit 10 employees while keeping the overall limit for units 8 and 10 at twenty employees per year.  Upon request, Departments/Agencies should forward the names and work addresses of employees granted educational leave to the Union.

Article 9, Sections 3 and 6:
Vacation Credit

Foster care leave is included in the list of exclusions for loss of continuous service for the purpose of vacation credit for full and part-time employees.

Article 9, Section 8:

Vacation

Grievances involving the denial of vacation time are to be filed directly at Step III of the grievance procedure.

Article 10, Section 10:

Holiday Differential

The holiday differential is increased to $0.75 for each hour worked effective July 1, 2001.   Independence Day and Labor Day are added to the existing list of eligible holidays.

Please refer to the HR/CMS and Fiscal Affairs Division sections of this memorandum for payment instructions regarding Holiday Differential. HR/CMS will migrate this incentive on January 3, 2002, effective for the payperiod ending January 12, 2002, for the payadvices January 18, 2002. 

Article 11, Section 1:

Mileage

The mileage reimbursement rate is increased to $0.28 per mile effective July 1, 2001.

Article 11, Section 1:

Parking Reimbursement Pilot Program

The parties agreed to an extension of the pilot program to reimburse employee parking costs incurred in the transport or provision of service to/for clients while operating his/her private vehicle in order to fulfill the essential requirements of his/her job.  An appropriation of $200,000 is established for each year of the Agreement.  The pilot program will expire on June 30, 2003, or upon exhaustion of the dedicated funds.

Article 11, Section 2:

Travel Meal Allowances

The meal allowances for employees in travel status greater than 24 hours are increased by $0.50 per meal effective July 1, 2001.  Please refer to the Agreement for specific rates.

Article 11, Section 3:

Overtime Meal Allowances

The meal allowances for employee working three or more hours of overtime are increased by $0.50 per meal effective July 1, 2001.  Please refer to the Agreement for specific rates.

Article 11, Section 5:

Automobile Allowance
 Pilot Program

Effective January 1, 2002, employees designated by the Appointing Authority to use a personal vehicle to transport or provide service to/for clients, as a requirement of their job will receive quarterly automobile allowances.  There are three different quarterly rates that depend on the number of miles driven in a quarter while performing such duties.  This pilot program will expire on June 30, 2003.  Please refer to the Agreement for the specific rates and mileage requirements.

Article 12, Section 1:

Salary Rate Increases

· Effective July 1, 2001, base salary rates are increased by 2.8%.
· Effective July 14, 2002, base salary rates are increased by 3%.
· Effective July 13, 2003, base salary rates are increased by 3%.
HR/CMS will migrate these new salary charts on December 19, 2001.  Employees who meet the eligibility requirements, as specified in Article 12, will receive the July 1, 2001 salary rate increase with their payadvice, January 4, 2002. 

Please note that the salary rates for Unit 8 & 10 members employed by the Department of Correction are located in Appendices A-1 through A-3, grade C18, C19, and C21.

Article 12, Section 5:

Promotion to a Higher Job Group

The promotional factor is increased from 1.02 to 1.03.

Article 12, Section 11:

Bilingual Differential

Effective July 14, 2002, a bilingual differential of $40.00 per bi-weekly pay period is established for employees authorized by their Appointing Authority to spend an average of 50% or more of their workweek engaged in tasks that require application of their bilingual skills.  

This differential is not effective until July 2002.  HR/CMS will issue specific instructions to agencies prior to the implementation of this differential. 

 Article 12, Section 12:

Bonus Payments

· Effective July 14, 2002, employees who are below Step 12 shall receive a bonus payment equivalent to 2.0% of the employee's annualized based salary on their step anniversary date.

· Effective July 13, 2003, employees who are below Step 12 shall receive a bonus payment

equivalent to 2.0% of the employee's annualized based salary on their step anniversary date.

Calculation of the 2% Bonuses commencing July 14, 2002 and July 13, 2003

Employees in a bargaining unit 8 or 10 position as of July 14, 2002, or July 13, 2003, shall receive a one-time bonus payment equal to 2.0% of their annual salary as of July 13, 2002 and July 12, 2003, respectively, provided those employees did not receive an overall EPRS rating of Below for the evaluation year.

· Employees on leave of absence as of July 14, 2002, and July 13, 2003, shall also receive these bonuses, except for employees on so-called "leave from owned" status who were not employed in another bargaining unit 8 or 10 position, as of July 14, 2002 and July 13, 2003, respectively.

· Employees whose FY’02/FY’03 performance was not evaluated shall not be denied these bonuses.

Persons not eligible for these bonuses are:

· Persons whose employment terminates before their anniversary date, but on or after July 14, 2002 and July 13, 2003, respectively.

· Employees who occupy the position title, Teacher.
Calculation of Bonus Amount
The amount of the bonus is determined by multiplying the employee's hourly salary rate (the comp rate, divided by 75 or 80, as appropriate) as of July 14, 2002, and July 13, 2003, respectively, by the number of hours he/she was regularly scheduled to work bi-weekly, as of those dates, by 26, then by 2.0%.  For example, the bonus of a unit 8 employee who was at Step 3 of Job Group 10, on or after July 14, 2002, and who was regularly scheduled to work 80 hours per bi-weekly pay period, would be $506.68.  The calculation would be as follows:

	PRIVATE 
Hourly Rate
	x Scheduled Hours
	x Annual Weeks
	x Bonus Rate
	= Bonus Amount

	$12.18
	80
	26
	.020
	$506.68


This bonus is not effective until July 2002.  HR/CMS will issue specific instructions to agencies prior to the implementation of this differential. 

Merit Based Pay

· Employees who receive a “Below” rating on their annual EPRS evaluation shall not be eligible to receive the above salary rate increases, bonus payments or any step rate increases.

· Employees whose performance was not rated for the fiscal year immediately preceding an increase shall not be denied that increase.

By December 26, 2001, please e-mail to Deb.M.Giacchino@state.ma.us AND Helen.Donovan@state.ma.us a list of all employees who have received a “Below” rating.  HR/CMS will delete these employees’ automatic salary increases the week ending December 29, 2001.  If the list of employees is not received by December 26th, employees will receive the salary rate increases in the payadvice received January 4, 2002.  Departments will be responsible for recouping any overpayments.

Please refer to Article 12, Section 12.2, Salary Rates and Article 24A: Performance Evaluation, in the Agreement for more information. 

Article 12, Section 13:

Professional In-Service Program

Effective July 1, 2001, this Program is established to enhance the quality of social, educational, and client services through the professional development and retention of employees in certain bargaining unit titles.  Completing professional development enables employees to receive payments equal to 5% of their base salary, on a bi-weekly basis.  Please refer to Appendix C-1 of the Agreement for a list of those titles eligible for this payment.  Please refer to the instructions for implementation of the payments for Professional In-Service in the HR/CMS section of this memorandum. HR/CMS will migrate this incentive on January 3, 2002.  Departments/agencies are authorized to manually enter this incentive, effective for the payperiod ending January 12, 2002, for the payadvices issued January 18, 2002. 

Article 13A, Section 2:

Health and Welfare Fund

The Commonwealth's contribution rate to the Fund is increased by $1.00 per full-time employee equivalent for each year of the Agreement.

Article 15, Section 4:

Contracting Out

The Commonwealth will supply the Union with information concerning "03" contractors on a biannual basis.  Please refer to the Agreement for the specific information to be provided.

Article 15, Section 5:

Contracting Out

The existing "03/07" Memorandum of Agreement is incorporated into the main text of this Article.

Article 16, Section 2:

Out of Title Work

An employee assigned to a vacant position in a higher job grade will receive written notice of the assignment from his/her Appointing Authority as soon as administratively feasible after the start of the assignment.

Article 17, Section 1:

Classification and Re-Classification

An employee may request and receive a copy of his/her job specification within 30 days of the request.

Article 17A, Section 1:

Class Reallocations

The Personnel Administrator shall determine how a class reallocation will be funded once he/she agrees to a class reallocation request.

Article 18:


Recall Procedure

The existing Supplemental Agreements K and V are incorporated into the main text of the Article.

Article 19, Section 10:

Training and Career Ladders

Effective July 1, 2001, the Commonwealth will establish a fund in the amount of $35.00 per FTE and will add equivalent amounts on July 14, 2002, and July 13, 2003, to maintain the statewide training and career ladders program.

Article 19, Section 11:

Educational Incentives

Effective January 1, 2002, employees possessing an educational degree in an area for which they are working for the Commonwealth, and where such degree is not required as a condition of employment, or is beyond what is necessary for a license, or certification required as a condition of employment, shall receive a differential payment in the amount of:

· Baccalaureate Degree- 
$30.00 per bi-weekly period

· Master’s Degree- 
$60.00 per bi-weekly period

· Doctorate Degree-
$80.00 per bi-weekly period 

This differential is to be pro-rated for part-time employees.  Agencies are required to validate unit 8 & 10 employee educational degree(s). Employees seeking payments for this differential must complete the attached form in Appendix A of this memorandum. 

HR/CMS will migrate this incentive on January 3, 2002.  Departments/agencies are authorized to manually enter this incentive on or after the payperiod commencing December 30, 2001-January 12, 2002. Please refer to the instructions for implementation of the payments for Educational Incentives in the HR/CMS section of this memorandum.
Article 19A:


Technological Change

The Joint Committee on Technological Change within each Department/Agency is given greater emphasis.  Please consult the Agreement for more information. 

Article 20, Section 1:

Safety and Health

Employees who suspect that they contracted a communicable disease are allowed to use sick leave to obtain inoculation, screening and testing. Employees having no leave balances shall be allowed to obtain inoculation, screening, and testing at a DPH facility or selected health care provider during scheduled work hours.

Article 20, Section 6:

Safety and Health

Workplace air quality reports shall be furnished to the Union upon request.  

Article 20, Section 9:

Safety and Health

Agency-specific personal safety training will be provided to newly hired direct care employees.  Use of force training will be provided to newly hired Correctional Program Officers in the Department of Correction.

Article 20, Section 13:

Safety and Health

Pregnant employees may file a written request for a temporary reassignment and be reassigned to a position determined by the Appointing Authority within one (1) week of said request for the duration of the pregnancy. 

Article 21:


Employee Liability

The monetary limit for legal fee reimbursement is increased to $1,500.00.

Article 23A, Section 2:

Grievance Procedure

Grievance may be submitted by facsimile machine. The timeline for submission of grievances to Step III of the grievance procedure is extended to ten (10) business days.

Article 23A, Section 14:
Alternative Dispute Resolution

The Commonwealth agreed to establish a fund of $500,000.00 for payment of costs related to Alternative Dispute Resolution (ADR).

Article 24A, Section 2:

Performance Evaluation

The rating of "Exceeds" is changed to "Excels".  Performance dimensions shall be written and printed on each employee's EPRS form.  An employee shall not receive a "Below" rating on their final evaluation if he/she received a "below" at the midterm review and did not receive a remedial plan.  An employee should not be given a "Below" rating on his/her final evaluation if Stage A and/or Stage B of the EPRS were not completed. 

Article 24A, Section 8:

Performance Evaluation

The Commonwealth agreed to establish a fund of $300,000.00 for EPRS training and materials for bargaining unit members effective July 1, 2001.

Article 25, Section 10:

Statewide Labor-Management Committee

Effective July 1, 2001, the Commonwealth will establish a fund in the amount of $12.00 per full-time equivalent to carry out the objectives of the Statewide Labor-Management Committee.

Article 26:


HR/CMS

A special labor-management committee is to be established to discuss the possible impact of system changes on employees in the bargaining unit.

Article 28:


Technological Resources

This new article establishes definitive guidelines governing employee use of information technology resources, including workplace use of email and the Internet.  Please refer to the Agreement for more information.

Article 29:


Professional Standards

A Code of Professional Standards is established to govern employee conduct, including conflicts of interest and weapons in the workplace.

Article 31:


Fitness Standards

A fitness-testing program is established for Correctional Program Officers within the Department of Correction.

MEMORANDA OF UNDERSTANDING

"03" Contract Personnel

The Commonwealth and the Union agreed to review the status of "03" contractors and convert "03" contract personnel that perform bargaining unit work on a permanent and continuing basis to state employee status.

Clothing Allowance

Effective January 1, 2002, Correction Program Officers in the Department of Correction will receive three (3) uniforms and an annual cash payment of $750.00 for the purposes of maintaining said uniforms.  

Longevity Incentive

Effective July 14, 2002, unit 8 & 10 members of the Chapter on Public Safety of SEIU, shall receive a bi-weekly longevity payment as follows:

Years of Service

Bi-Weekly Payment

5 $14.00

10 $20.00

15 $28.00

20 $34.00

25 $40.00

Such payments shall be excluded from the calculation of base pay for computing sick, personal, holiday and vacation pay and shall not be considered compensation for pension purposes.  

This incentive is not scheduled to be paid until July 2002.  HR/CMS will issue specific instructions to agencies prior to the implementation of this incentive. 

DOC-Tobacco Prohibition Payment

Effective January 1, 2002, all bargaining unit 8 & 10 members in the Department of Correction will receive a cash payment of $500.00 for participation in the tobacco prohibition program. 

HR/CMS will run this program during the payperiod of December 16-29, 2001, to ensure payment in the payadvices issued for January 4, 2002. 

Essential Functions Study
All job titles within Bargaining Units 8 and 10 have been reviewed by the Essential Functions Study Committee.  The new job titles, job grades and effective dates of those titles scheduled for reallocation appear in Appendix C-2 of the agreement. The employees’ date of next step remains unchanged.  Employee’s occupying position titles that are scheduled to be upgraded to “expert” levels, will be reclassified manually by the Human Resources Division on or after payperiod commencing January 13, 2002, after documentation to support an “expert” level paygrade has been received by HRD. 

HR/CMS will process the new job titles, job grades and job codes on December 19, 2001.  Affected employees will receive the July 1, 2001 reallocation/reclassification upgrade (step-to-step) with their payadvice, January 4, 2002.  Titles that are scheduled for an additional reallocation/reclassification upgrade, effective January 1, 2002 will be processed by HR/CMS December 30, 2001. Please refer to the instructions in the HR/CMS section of this memorandum.
Confidential, Intermittent or Short-Term Employees

In accordance with Section 46 of Chapter 30 of the Massachusetts General Laws, the bonus and salary increases contained herein for members of bargaining units 8 and 10 will apply to employees in confidential positions who would otherwise be included in this collective bargaining unit and to part-time, intermittent and short-term employee who are incumbents of positions in titles assigned to this collective bargaining unit.  Part-time, intermittent and short-term employees shall receive that portion of the salary rate and/or bonuses that their part-time service bears to full-time service.

Rehiring Employee(s) Who Have Terminated for the Processing of Retroactive Payments:

Please note that unit 8 & 10 employees who have left the service of the Commonwealth after July 1st and are eligible for a retroactive payment must have their transaction entered manually.  Please contact your Workforce Management Group account analyst to process any retroactive payments to Unit 8 & 10 employees who have terminated.  The account analyst will establish any necessary Excess Quota positions to expedite the issuance of these payments. Departments should let HRD know to which MMARS appropriation a position should be assigned (for funding purposes).  PCRS will build a default record for each employee upon rehire and default their payments to the appropriation assigned in HR/CMS.

Agencies may choose to hold on the issuance of retroactive payments to terminated employees or issue salary increase/and any other retroactive payments now. 

When rehiring an employee for a retroactive payment, please remember to view the additional pay and general deduction screens.  Reactivate the Retirement deduction if retirement needs to be deducted.

Departments/agencies are advised that all payments for terminated employees should be completed no later than the end of March, 2002. 

Questions regarding the provisions of the new agreement should be directed to Mark E. D'Angelo, Deputy Director, HRD/Office of Employee Relations, at (617) 727-5403.  Questions regarding the applicability of these provisions to confidential, intermittent or short-term employees, or rehiring of employees to process retroactive payments to terminated employees, should be directed to Mary Ann Gilmore, Director, HRD/Workforce Management Group, at (617) 727-3777.

HR/CMS Instructions

· Departments must manually calculate retroactive salary increase payments from July 1, 2001 to December 15, 2001.

How to Manually Enter a Retroactive Salary Payment
Go – Maintain Payroll Data – Use – Additional Pay – Update/Display

Scroll through the Earnings Codes and look for ADS.  If there is an ADS, insert a row on the effective date.  If there is no ADS, insert a row on the earnings code and type in ADS.  If an employee currently has no additional pay you just need to type in the earnings code, see next step.

Enter in the Earnings Code field, ADS (Additional Pay Straight Time, subject to retirement).

Use an effective date within the current pay period you are in.

Enter in the Addl Seq #: 1

Enter in the Earnings: the dollar amount of the total retroactive payment.

Enter in the Goal Amt: the dollar amount of the total retroactive payment.

Click on OK to Pay 

Click on Save

Repeat this process for any OT payments using ADO (Additional Pay Other, not subject to retirement).

The next day, view Paycheck earnings to confirm your data entry.

Shift Differential Retro

· Departments must manually calculate retroactive shift differential for second and third shift from July 1, 2001 to December 29, 2001.

Go – Administer Workforce – Capture Time and Labor – Use – Employee Time by Month – Month at a Time – Update Display All

Calculate the retro amount by subtracting the old shift differential amount that the employee was paid from the new shift differential amount the employee should have been paid and enter the difference as a dollar amount using the Time Reporting Code: SAM.  This should be entered in week one of the current pay period on the employees first day off.

IMPORTANT – If you use the rapid log to enter time and labor, remember that SAM entries must be entered in month at a time after you process the rapid log update.

Weekend Differential Retro

· Departments must manually calculate retroactive Weekend Differential from July 1, 2001 to December 29, 2001.

Go – Administer Workforce – Capture Time and Labor – Use – Employee Time by Month – Month at a Time – Update Display All 
Click on the first Sunday in the current pay period to post D8W or D8WP
On the Daily Earnings panel insert a row and enter D8W and/or D8WP 

Tab to the Hours field and enter the total number of hours work was performed on a Weekend for each code accordingly.

Click OK

Please refer to the Local 509 Job Aid, section: Weekend Differential for Details

Holiday Differential Retro
· Departments must manually calculate retroactive Holiday Differential from July 1, 2001 to December 20, 2001.  (There are two new TRC’s, SH8 and SH8P.)
Go – Administer Workforce – Capture Time and Labor – Use – Employee Time by Month – Month at a Time – Update Display All

Part I:  Calculate the retro amount by subtracting the old holiday differential amount that the employee was paid from the new holiday differential amount the employee should have been paid and record the difference.

Part II:  Calculate the retro amount by multiplying the number of hours an employee worked on Independence Day and Labor Day by either $.75 for straight time hours or $1.125 for overtime (premium) hours and record the result.  (Note:  Independence Day and Labor Day are the two new holidays that have been added.) 

Part III:   Add the difference from Part I and the result from Part II and enter the sum as a dollar amount using the Time Reporting Code: SAM.  This should be entered in week one of the current pay period on the employees first day off.

IMPORTANT – If you use the rapid log to enter time and labor, remember that SAM entries must be entered in month at a time after you process the rapid log update.

Please refer to the Local 509 Job Aid, section: Holiday Differential for Details

Stand-By Pay Retro

· Departments must manually calculate retroactive Stand-By payments from July 1, 2001 to December 29, 2001.

Go – Administer Workforce – Capture Time and Labor – Use – Employee Time by Month – Month at a Time – Update Display All

Calculate the retro amount by subtracting the old stand-by pay amount that the employee was paid from the new stand-by pay amount the employee should have been paid and enter the difference as a dollar amount using the Time Reporting Code: SB810.  This should be entered in week one of the current pay period on the employees first day off.

IMPORTANT – If you use the rapid log to enter time and labor, remember that SB810 entries must be entered in month at a time after you process the rapid log update.

Please refer to the Local 509 Job Aid, section: Stand-by Pay for Details

Educational Incentive 

Effective January 1, 2002, eligible employees are entitled to payment for Education Incentive based upon a degree earned in Higher Education. HR/CMS will migrate this incentive on January 3.  Departments/agencies are authorized to manually enter this incentive, effective for the payperiod ending January 12, 2002, for the payadvices issued January 18, 2002. 

Professional Development Bonus Retro

Effective July 1, 2001, employees in certain unit 8 and 10 titles, who complete professional development training, will be eligible for a bi-weekly bonus, equivalent to five percent (5%) of their biweekly salary rate. HR/CMS will migrate this incentive on January 3.  Departments/agencies are authorized to manually enter this incentive, effective for the payperiod ending January 12, 2002, for the payadvices issued January 18, 2002. 

Essential Functions Study

On 12/19/01 the Mass Job Code Change Program (Essential Function Studies) will run.  A report will be available for your review in document/view direct, HMPCS001on 12/19/01 (mid day).  Affected employees will receive the 7/1/01 reallocation/reclassification upgrade (step to step) in their pay advice on 1/4/02.  This program will also pick up the new 7/1/01 salary increases.  The Mass Job Code Program will skip employees who do not have a valid step, or any future dated position or job rows after 12/16/01.  These employees will not be placed into the correct Job Codes or receive the correct increase.   HR/CMS will contact departments who will need records to be updated.

Employees must have the correct full-time/part-time indicator in order to be paid correctly. Incorrect indicators will have to be adjusted by departments.

The Mass Job Code Program will insert one row in Position with an effective date of 12/16/01, and the Action/Reason will be POS/JRA (Rollover and Job Re-Class).  The program will also insert one row in Job with an effective date of 12/16/01and the Action/Reason will be POS/JRC, (Job Re-Classification).   Employees who have “No Comprate Change” in the comments section of the report are job code changes with no comp rate changes.  The position and job rows will be inserted with the new job codes.  Employees will be upgraded, step to step, however, their Next Step Date remains the same.
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INSTRUCTIONS FROM THE OFFICE OF THE COMPTROLLER

PCRS Instructions

In order to ensure that funding is adequate for the purpose of supporting payments described in this memo, departments are urged to post payments in a fashion that takes advantage of PCRS predictive reporting.  Depending on the dates entered, postings in HR/CMS will be included in the PCRS predictive reports, which are run each Sunday, Monday and Thursday and are available on line via View/DocDirect on the following mornings.  In addition to the usual PCRS reports that predict only on unfunded payroll accounts, departments can monitor the payroll activity for all payroll accounts by viewing the CTPC1A30 (PCRS26) PRED. PAYROLL ACCOUNT STATUS (CURR FY).

For all payments, PCRS will distribute according to an employee's current year default record.  If necessary, these payments can be redirected to other MMARS appropriation accounts using labor exceptions, as long as authorizing rules are in place.

For that portion of any payment that should be charged to an employee’s former department, follow the steps in the HR/CMS Transfer/Termination Responsibilities memo located on the HR/CMS Knowledge Center web site: http://www.hrcms.state.ma.us.  Get the required documentation and PCRS rules approval first, then post a PCRS Labor Exception for the related earnings code and redistribute to the other department’s account.

Questions regarding PCRS Instructions should be directed to the Comptroller’s PCRS Help Line at 617-727-5995.
Additional Instructions from the Office of the State Comptroller (CTR)


The following steps describe the process for making a retroactive payment to a former employee who is now working for another department:

If a department owes a payment to an employee who has already terminated and has been rehired by another department, follow the steps outlined below.

1. The outgoing department (where the manager used to work) determines the amount that is owed and sends a memorandum to the Payroll Director of the receiving department (where the manager now works) requesting that a payment be made and giving the receiving department permission to charge the outgoing department’s account for the specified amount of money.  The memorandum should include the following: Employee Name; EMPLID; Outgoing Department name; Org code; Earnings Type; account number to be charged; dollar amount owed, and any other additional PCRS labor distribution fields required by the outgoing department.

2. The receiving department then completes a PCRS Rules Form, and enters a Position Assigned Rule 1 in PCRS for the employee’s new position to charge the outgoing department’s account.  The PCRS Rules Form is available on the Internet at: http://www.osc.state.ma.us/Payinfo/payroll/PCRS_cross_dept_rules_form.pdf.
3. Next, the receiving department submits the Rules Form, a screen print of the Rule, and the outgoing department’s memo to:

CTR Payroll Unit, Attention: John Connor
Office of the Comptroller, 9th floor One Ashburton Place
Boston MA 02108 
Phone: 617-973-2339
Fax: 617-727-2163


4. The CTR Payroll Unit reviews and approves the Rule upon receipt, CTR e-mails confirmation of the approval to both departments.

5. The receiving department enters a PCRS Labor Exception and associated PCRS Labor Distribution information directing specified charges or hours to the outgoing department. 

6. The receiving department e-mails John Connor of the CTR Payroll Unit at John.Connor@osc.state.ma.us and states that the transaction is complete. 

7. The CTR Payroll Unit disapproves the Rule, CTR e-mails confirmation of the disapproval to both departments. Disapproving a Rule prevents the receiving department from charging the account again.

8. The outgoing department can verify the payroll expenditure (PY transaction) on the MMARS RPT640A WEEKLY PAYROLL BY APPROPRIATION AND SUBSIDIARY Report.  This report shows the following details on the PY expenditure: Appropriation, Subsidiary, Object Code, Org, Amount and Transaction Date.

INSTRUCTIONS FROM THE FISCAL AFFAIRS DIVISION

Chapter 199 of the Acts of 2001 includes a reserve appropriation (1599-4115) to fund FY2002 incremental costs of the Commonwealth/Alliance-Local 509 (Units 8 & 10) agreement which cannot be absorbed within departments’ existing funds.  The agreement’s fiscal provisions are being implemented as follows:

· Employees’ salary adjustments for the July 1, 2001, 2.8% salary rate increase and any reclassification upgrade of position will appear in employees’ payadvices on January 4, 2001.

· Employee July 1, 2001 differentials such as shift differential, weekend differential, holiday differential and any other applicable incentives, as well as titles that are scheduled for an additional reallocation/reclassification upgrade, effective January 1, 2002, will be processed by HR/CMS December 30, 2001.  These salary adjustments will appear in employees’ payadvices on January 18, 2002.

· Employees’ FY2002 retroactive salary and reclassification upgrade payments, along with any applicable incentive payments should be paid on or after the pay period commencing January 13, 2002.

Projections for the Alliance-Local 509 contract cost elements have been incorporated in your departments’ FY2002 spending plans, and reserve draws to cover those costs have been projected.  As is standard practice, the Fiscal Affairs Division will revisit spending plan projections in March or April 2002 and confirm the need for additional funds through reserve draws.  Once that update is complete, reserve draws will be processed in MMARS, as revised.  

Please address questions on Fiscal Affairs Division practice to Jennifer Hewitt, at (617) 727-2081, x423.

APPENDIX A

Commonwealth/Local 509-Units 8 &10  

Educational Differential 

Validation Form 

Effective January 1, 2002

Name:
_________________________SSN#:_________________Date:______________ 

Work Location:________________________Position Title:______________________ 

Phone Number & Extension:____________________ Bi-weekly Hours:_____ 

Educational Degree Incentive
Eligibility:  Article 19 – Section 11.

Employees who possess the following education degrees and for whom such a degree:

A) Is not required as a condition of employment or, in the absence of such requirement; and

B) Is beyond what is necessary for a license or certification that is required as a condition of employment shall receive the following education differential payment:

a. Baccalaureate Degree – Thirty Dollars ($30.00 bi-weekly).

b. Master’s Degree – Sixty Dollars ($60.00 bi-weekly).

c. Doctorate Degree – Eighty Dollars ($80.00 bi-weekly).

Said differential shall be prorated for part-time employees in the proportion that their part-time service bears to full-time service.  There shall be no duplication or pyramiding of the educational differential provided in this Section (i.e. employees will only be paid for the highest degree obtained).

Directions: 


Provide the Name of the Degree: ___________________________

Attach proof of said Degree to this form (i.e. certified copy of the employee’s student transcript, with date of completion).

cc:  Personnel

APPENDIX B

COMMONWEALTH OF MASSACHUSETTS

CERTIFICATION OF DOMESTIC PARTNERSHIP
We,_____________________________ and ___________________________________

      
Employee (print)


Domestic Partner (print)

Employee’s Agency_______________________________________________________

Employee’s Social Security Number__________________________________________

Home Address___________________________________________________________

Certify that we are in an exclusive and enduring relationship of mutual support, caring and commitment; that we are domestic partners in accordance with the following criteria; and that we are eligible for benefits as domestic partners under applicable policies or collective bargaining agreements of the Commonwealth of Massachusetts.

1. We live together and are of the same sex.

2. Neither of us is married or a member of another domestic partnership.

3. We are not related by blood closer than would bar marriage in the Commonwealth of Massachusetts under Chapter 207 of the Massachusetts General Laws.

4. Both of us are over the age of 18.

5. We have agreed between ourselves to be responsible for each other’s welfare and to share financial obligations.

The Commonwealth of Massachusetts reserves the right to require appropriate documentation confirming that the above criteria have been met.

We understand that we must promptly notify the Commonwealth of Massachusetts if and when the domestic partnership listed above terminates, using the termination statement provided by the Commonwealth, with a copy to each partner.  We also understand that a new Statement of Domestic Partnership cannot be filed until six (6) months after the Statement of Termination has been submitted to the Commonwealth of Massachusetts’ Human Resources Division.  

We provide the information in this statement to be used by the Commonwealth of Massachusetts for the sole purpose of determining our eligibility for domestic partnership benefits.  This information will be treated as strictly confidential to the extent allowed by law.

_______________________________

____________________________

Employee Signature




Date

______________________________

____________________________

Domestic Partner Signature



Date

Authorized: For the Commonwealth of Massachusetts.

______________________________

____________________________

Name






Date

_____________________________




Title

Please submit the certification form in a confidential envelope to the Commonwealth of Massachusetts Human Resources Division, Office of Worklife and Diversity, Room 301, One Ashburton Place, Boston, MA  02108.

APPENDIX C

COMMONWEALTH OF MASSACHUSETTS

CERTIFICATION OF TERMINATION OF

DOMESTIC PARTNERS STATUS
I,_______________________________, previously filed a Certification of Domestic 


(print)

Partnership with the Commonwealth of Massachusetts.  I hereby inform the 

Commonwealth of Massachusetts that _______________________________ is no longer 






Former Domestic Partner (print)

my domestic partner as of _______________________.





Date

I certify that a copy of the Certification of Termination has been mailed to the partner mentioned above.

____________________________________
__________________________

Signature





Date

Authorized:
For the Commonwealth of Massachusetts.

_____________________________________
__________________________

Name






Date

_____________________________________

Title
3
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