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Boston, MA  02133

Tel:  (617) 727-2040

Fax:  (617) 727-2779

MEMORANDUM

TO:

Cabinet Secretaries, Department Heads and Human Resource Directors

FROM:
Eric Kriss, Secretary



Executive Office for Administration and Finance

DATE:

April 7, 2005

SUBJECT:
Leave Benefits for Statutory and Unclassified Managers

I would like to reiterate current policy concerning the way in which statutory and unclassified managers acquire, use and record vacation, sick and personal leave.  To clarify our terminology:

· Statutory managers are those in positions such as Cabinet Secretaries and Department/Division Directors whose salaries are provided for in statute.

· Unclassified managers are those in positions such as Undersecretary, Deputy Secretary, Assistant Secretary etc. for whom the enabling legislation for the agency says their salary is not subject to the provisions of the statute governing classified managers (Chapter 30, section 46C, MGL).

Cabinet Secretaries and Department Heads are required to apply the Vacation, Personal and Sick Leave provisions of the “Rules Governing Paid Leave and Other Benefits” (Sections 2.00, 3.00 and 4.00) to all actively employed unclassified managers and statutory managers for whom they are responsible for determining compensation by statute.  The Rules provide the following accrual rates for these employees:

· 12 days of vacation a year for a newly hired manager, accrued monthly (exceptions must be approved by the Chief Human Resources Officer).

· 15 sick days a year, accrued monthly.

· Up to 3 personal days a year depending upon date of hire

In addition, the Governor’s Office applies the Rules to statutory and unclassified Cabinet Secretaries and Department Heads under its authority.
See the applicable sections of the Rules at the following link for more details about how to apply these policies or request exceptions: 

http://www.mass.gov/Ehrd/docs/policies/publications/pol_redbk.rtf
This leave policy was originally issued by the Executive Office for Administration and Finance in 1997, and is intended to promote uniformity of benefits for statutory and unclassified managers, many of whom work alongside classified managers, as well as to ensure accurate attendance records and supervisory accountability and oversight.  The Chief Human Resources Officer, who has statutory responsibility for administering the Rules under Chapter 7, Sec. 28, MGL, decides all questions of application of the Rules to these positions.  All of these records will be maintained officially in the Commonwealth’s HR/CMS system.

HR/CMS Procedures and Attendance Records

The “leave plan” that should be used in HR/CMS for these individuals is “MGR” (“Managers Benefits”).  Agency payroll staff should check HR/CMS Benefits Program Participation records to ensure that the correct benefit program is entered for each position.

As part of the official time and attendance records, all of the above managers must maintain daily time sheets showing the actual hours worked and time taken, to be used as the source of time to be entered on HR/CMS.  These time sheets should be signed by their supervisors, except in the case of Cabinet Secretaries and Department Heads.  Such managers must maintain their own daily time sheets onsite, and these must be used as the source for time to be entered onto HR/CMS. 

Questions

Agencies may contact the following individuals if they have questions:

· Policy questions only:  Frances E. Fahey, Director of Policy at 617-878-9706

· HR/CMS questions only: George Bibilos, Deputy Director, Organizational Development Group at 617-878-9727
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