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M E M O R A N D U M
TO:
Cabinet Secretaries, Department Heads, Human Resources Advisory Council,
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                  Human Resources Directors, Manager Handbook Task Force

FROM:
Paul Dietl, Chief Human Resources Officer  
DATE:
October 30, 2007

RE:
Implementation Memo on Manager Handbook 

We are pleased to announce the publication of a Manager Handbook. We trust this will be a very valuable tool, especially for recently hired cabinet secretaries, agency heads, and managers.  The target audience for this Handbook is Executive Branch managers, although most of the policies and programs described herein also apply to Cabinet Secretaries and Unclassified Employees in the Executive Branch. 

The purpose of the Handbook is to provide “one stop shopping” or a quick reference guide to current managers and new hires on topics such as labor relations, budget, procurement, employment laws and policies, and benefits.  

Benefits of the Handbook include:

· Improved communication with managers

· Consistent information is being provided

· Policies and procedures are clarified

· Increased understanding of HR policies and program

The Handbook supplements the recently revised New Employee Orientation Guide, another resource that is comprehensive but doesn’t include information tailored specifically to managers and supervisors.  

http://www.mass.gov/Eoaf/docs/hrd/policies/new_employee_orientation/guide.pdf
Please ensure all current managers and managers hired in the future receive the Manager Handbook in hard copy or electronic format.  All 3500+ managers will also receive an email message from HRD announcing the posting of the Handbook and referring managers to their human resources office if they have questions.  The Appendix includes a receipt for Managers to sign that they received and read the Handbook. 

An electronic copy may be found at:  http://www.mass.gov/Eoaf/docs/hrd/policies/publications/manager_handbook.doc
Questions, feedback, or updates for future versions may be directed to: 

HRD-DL-ManagerHandbook@massmail.state.ma.us.

A special thanks to the members of the Manager Task Force that helped HRD produce the Handbook.
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