	                                          MASSACHUSETTS                                               

	                       DEPARTMENT OF YOUTH SERVICES


	    Section:   Human Resources

	Policy#:   01.05.01(b)
Repeals#:   policy dated October 1, 1996



	    Subject:   Employee Handbook
    Origin:   Human Resources Team
	Effective Date:   January 1, 1999
Page   1   of   4  

Authority/References:

	    Approved: Robert P. Gittens, Commissioner, 1/1/99, signature on file

	     ACA:   3-JTS-1C-01       

                   

	
	     Attachments:   DYS/HR/EmpHand/F1


The purpose of this policy is to establish the contents, use and distribution of the Department’s Employee Handbook.

The goal of this policy is to provide all Department staff (DYS and Individually Contracted (03) employees) with the Employee Handbook for an understanding of their job responsibilities, rights and benefits.

Policy
The Department shall provide all staff with a manual containing policies, procedures and guidelines that are consistent with all applicable laws and pertinent regulatory agencies. i.e. Massachusetts General Law (MGL), Human Resource Division (HRD) formerly known as Department of Personnel Administration (DPA), Executive Office of Administration and Finance (A&F), relevant Collective Bargaining Agreements and American Correctional Association (ACA).

The Employee Handbook shall be provided to all Department staff within one (1) week of employment.

A signed standard form (Employee Handbook Receipt) shall be placed in the “official” personnel record (Central Office files) to ensure that employees have read the Handbook and understand their job responsibilities, rights and state benefits.

The Department shall edit the Employee Handbook whenever any article, section, subsection, clause or phrase of the handbook becomes inconsistent with Collective Bargaining Agreements, HRD/DPA regulations, Executive Orders, and/or changes in State or Federal law.

Procedures
A.     Contents
          1.
In addition to the introduction, the Employee Handbook shall cover, at a minimum, the following topics:

a.
Sick Leave

i.  
Request for Leave

ii. 
Staffing Notification

b.
Equal Employment Opportunity

c.
Sexual Harassment

d.
Drug-Free Workplace

e.
Probationary Term

f. 
Provisional Appointments

g.
Performance Reviews

h.
Compensation and Benefits

i.
Retirement

j
Personnel Files/Records

k.
Code of Ethics

i. 
Staff/Client Contact

ii.
Conflict of Interest

l. 
Confidentiality of Information 
     
m.
Code of Employee Responsibility

n.
Progressive Disciplinary Policy

o.
Failure to Report to Work/Tardiness Policy

p.   
Employee Assistance Program

q. 
Identification Cards

B.     Distribution
         1. 
The Human Resources Bureau shall distribute a copy of the Employee Handbook to all worksites.

         2.
Area Offices shall have access to the Employee Handbook on the Department’s automated network in order to print copies as needed.

         3.
Location Managers shall request a copy of the Employee Handbook from the Area Offices as needed.

         4.
The Employee Handbook shall be copied at the worksite for all employees.

         5. 
All new Department staff shall receive a copy of the Employee Handbook at the start of his/her employment with the Department.

C.     Employee Handbook Accountability
         1. 
It shall be the responsibility of the location manager/designee to ensure that employees read, understand and have the opportunity to ask questions regarding the contents of the Employee Handbook.

         2.
All employees shall sign a standard Employee Handbook Receipt acknowledging receipt of the handbook and comprehension of its contents. (See attached form DYS/HR/EmpHand/F1.)

         3.
The Employee Handbook Receipt shall be placed in the employee’s official Central Office personnel record.

         4. 
All employees shall return the Employee Handbook upon termination or resignation from the Department.

D.     Annual Review 

         1. 
The Director of Human Resources/designee shall review the Employee Handbook annually for the need for revisions, additions, or deletions.

         2. 
Area Offices shall print up copies of the Employee Handbook and forward copies to all Locations within the Area on an annual basis.

E.     Training 

         1. 
The Director of Human Resources/designee shall be responsible for training Location Managers on the contents of the Employee Handbook.

OUTCOME MEASURES/PERFORMANCE INDICATORS

· The Employee Handbook covers all appropriate topics.

· The Employee Handbook is reviewed annually and revised, if necessary.

· Area offices print copies of the Employee Handbook from the Department’s automated network as needed.

· Location Managers request copies of the Employee Handbook from the Area Office as needed.
· The Employee Handbook is provided to all state DYS and Individually Contracted (03) employees within one week of employment.

· Employee Handbook Receipts are incorporated into employees’ official Central Office personnel record.

· Central Office involvement in resolution of human resource issues are reduced.

· Location personnel are trained on the contents of the Employee Handbook.
DEPARTMENT OF YOUTH SERVICES

EMPLOYEE HANDBOOK RECEIPT

All Department staff shall review and have the opportunity to seek clarification of the policies, procedures and benefits contained in the Employee Handbook.  The Employee Handbook has been developed to assist and educate employees with regards to their benefits and performance of their duties.

I hereby certify that I have received, read, understand and have been offered the opportunity to ask my supervisor questions regarding the policies, procedures and benefits of the Employee Handbook.  

I further certify that I agree to abide by all policies, procedures and guidelines contained therein.

In addition, I guarantee the return of the Employee Handbook upon separation from the Department of Youth Services.

Date: ____________________

Employee Name: ____________________________________

Employee Signature: _________________________________

Supervisor’s Name: __________________________________

Supervisor’s Signature: ________________________________

Work Location: ______________________________________
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