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Public Housing Notice 2002- 05

Memorandum
To: All Local Housing Auth
From: Jane Wallis Gumbl
Subject: Executive Directo
Date: August 5, 2002

['am pleased to release the new Salary and Qualifications Schedule for Local Housing Authority (LHA)
Executive Directors. It is effective July 1, 2002. This schedule approaches the salary structure in an
entirely new way. The intent of the schedule is to establish a step system for executive directors. It is
similar to the one currently in effect for State employees. The Department has worked with Mass NAHRO
to develop a structure that recognizes experience on the job while insuring new directors performing the
same work eventually make the same money once experienced in the position. We have revised the
schedule to include all pay raises granted in the budget guidelines since it was last issued.

The qualifications schedules have virtually remained the same. The minimum number of hours and the
allowable length of contract are the same, as is the manner in which salary is determined using bedroom
units (BRUs) and program factors. The only real change is that the schedule now consists of five steps in
increments of 2% each. Step 1, the. entry level salary, is for newly hired executive directors having the
minimum qualifications set by the Qualification Schedule for the applicable size housing authority. For
those newly hired directors having experience beyond the established minimum qualifications, additional
qualifications are set and listed in each Qualification Schedule for Step 2 and Step 3 salary levels. No
newly hired director is eligible for a salary amount beyond Step 3. Once the initial step is established
successfully performing directors will be eligible to receive a step increase each year thereafter on his/her
anniversary date in the position until such time as the director has reached Step 5 in the position with the

authority.

The number of steps a director will receive will depend on the step at which he/she was hired and his/her
successtul performance in the position. For example, a director hired at the entry step (Step 1) may receive
a step each of the next four years. A director hired at Step 3, the highest allowed for a newly hired
executive director, including internal promotions, would be dblc to receive a step increase in each of the
next two vears. This Syq 'em will insure, to {he xtent that state funds are available for executive director
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Authorities are reminded that as programs, unit counts or unit composition change, the allowable state
share of salaries also changes. When an authority adds new units, the base salary is recalculated using the
increased number of bedroom units; the state share 1 1s then determined based upon | the. Eﬁ‘ff—é—ﬁi\percemage ,
of state units applied fo the newly calculated salary. If the new units are state units, then the state share
increases; if, however, the new units are federal units, then the state percentage and share is reduced. In
the event that an authority loses federal or state umits, the allowable state share of salary must be
redetermined. DHCD will only authorize its share of a salary amount allowed under the then current

salary schedule.

All existing executive directors need to transition to the new step system. Some may realize a salary
increase as a result. To determine whether a salary increase is due under the new schedule, directors need
to look at the new qualification schedules and the enclosed chart which summarizes the qualifications for
each step. Match your qualifications to those on the applicable chart to determine in which step you
‘belong. Step 4 is the highest step existing directors may go to in this transition year. Calculate the
allowable salary for that step for your authority size and then determine the state share of that amount. If
you are currently earning less than the newly determined state share, you can receive an increase up to the
new state share. For those LHAs whose executive directors will realize an increase as a result of the
revised schedule, DHCD will allow a one-time exemption to the administrative salaries line (4110) cap for
the amount resulting from the step(s) taken. The exemption will be equal to the state’s prorated share of
the step, and the increase must be funded within the LHAs budget.

Enclosed you will find a copy of the new salary schedule, the new qualifications schedules including the
qualifications for each step applicable for a new hire, and a step-by-step calculation worksheet to
determine salary amounts under the new schedule. You will also find the chart discussed above which
summarizes the step qualifications for Steps 1-5. In addition, for your reference enclosed you will find a
copy of DHCD’s March 12, 1999 memorandum regarding the Length of Term of the Executive Director

Contract of Employment which remains 1n etfect.




DEPARTMENT OF HOUSING AND COMMUNITY AND DEVELOPMENT

SALARY SCHEDULE FOR NEWLY HIRED EXECUTIVE DIRECTORS

Effective July 1, 2002

BRUs Base BRUs Base Range Salary* BRU Increment Factor
01- 29 1 $  0- 7,598
30 - 49 30 $ 7,860 - 15,080 380.00
50 - 64 50 $15,460 - 19,380 280.00
65- 74 65 $19,660 - 21,457 203.00
75 - 99 75 $21,690 - 25,050 140.00
100 - 199 100 $25,190 - 36,377 113.00
200 - 399 200 $36,490 - 44,251 39.00
400 - 699 400 $44,290 - 49,522.50 17.50
700 - 999 700 $49,540 - 53,576.50 13.50
1000 - 1499 1000 $53,590 - 58,829.50 10.50
1500 - 1999 1500 $58.,840 - 63,830 10.00
2000 - 2999 2000 $63,840 - 70,333.50 6.50
3000- 4999 3000 $70,340 - 80,335 5.00
5000 up 5000 $80,340 N/A

* Amounts indicate the full base salary range, without experience or program factor, for the BRU range group
listed in the first column. For example 30 - 49 BRUs calculates salary of $7,860 for 30 BRU and $15,080 for
49 BRUs. An Authority with 35 BRUs would be $9,760,8 7, 860, Jor the first 30 BRUs and $1,900 (5 X $380)

for 31 through 35. LHAs need 1o use the start of the Base Salary Range and add the applicable BRU factor.

PROGRAM FACTORS
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MassacHuseTTs ReHapimanon Covivission OFFICES

—
ADMINISTRATION
FiMeR C. BARTELS
ForT POINT PLACE
27-43 WORMWOOD ST.
Boston, MA 02210
(617) 204-3600

FAX: (617)727-1354

GR. BroCKTON AREA
(GEORGE SHERRY

55 Ciry Havt Praza
BrockTon, MA 02410
7-8728 (508) 583-1530
FAX: (508)427-5788

GR. LOWELL AREA
CAROLYN LANGEVIN

325 CHELMSFORD STREET
Lower, MA 01851
7-4632 (978) 458-4544
FAX: (978) 937-9879

GRr. ROXBURY AREA
DeBora BriTTON

40 DiMOCK STREET
Roxsury, MA 02119
(617) 442-5510

FAX: (617) 442-5724

Boston, MA 02111
7-1559 (617) 423-3507

FAX: (617)695-9174

BrookiLINE, MA. 02146
7-7163 (617) 739-5080
FAX: (617)232-9256

MaLpeN, MA 02148
7-1548 (781) 324-7160
FAX: (781) 388-9345

Boston DIsTRICT GR. BROOKLINE AREA GRr. MALDEN AREA GR. SALEM AREA

GEORGE BROCKE, JR. HosART NICHOLS Rick Conway Jean CosTELLO

59 TeMPLE PLACE, SUITE #320 320 WASHINGTON ST., 28D FLOOR 157 PLEASANT STREET 45 CONGRESS STREET, BLDG. 3
SaLem, MA 01970

7-1780 (978) 745-8085
FAX: (978) 745-9063

CeNTRAL DistriCT
WALTER WESOLASKI

17 MzcHaNC ST. STE. 200
-1 PO Box 8250
WORCESTER, MA 01614
(508) 754-1757

FAX: (508)799-9523

GR. CAPE & IsLANDS AREA
JosepH Bmiowski. .
77 Hiu ScrooL Rp,. ExT.
Hyannis, MA 02601
(508) 862-6600

FAX: (508) 790-4926

GR. MiLFORD AREA

Do DEBARTOLOMELS
HoME NATL. OFFICE PLAZA
100 Mepway Roap
Mirorp, MA 01757
(508) 792-7750

FAX: (508) 634-0746

GR. SOMERVILLE AREA
JAMES SARNO

5 MIDDLESEX AVENUE, 3rD FLR.

SomERVILLE, MA 02145
7-6679 (617) 776-2662
FAX: (617) 776-1331

MeTro-WesT DisTrRICT
Janice Noau

251 West CENTRAL STREET
Natick, MA 01760
7-6208 (508)651-7531
FAX: (508)655-8799

Gr. DownTOwN BOosTon
TroMAs Ko Teriam

111U ULirssnd

59 TempLE PLACE, SurTE 905
Bosron, MA 02111
(617)357-8137 |

FAX: (617) 482-5576

GRr. Natick Area

Jarace Noau

251 WesT CENTRAL STREET
Natick, MA 01760
7-6208 (508) 651-7531
FAX: (508) 655-8799 .~

Gr. SPRINGFIELD AREA
Aipviee Ta

MArYLEE DANIELS
16 ForT STREET
SpriNGFIELD, MA 01103
(413) 736-7296

FAX: (413) 737-5693

NORTHEAST DISTRICT
LORRAINE BARRA

5 MIDDLESEX AVE., 3rD FLOOR
SoMerVILLE, MA 02145
7-7930 (617)776-1181
FAX: /617) 7176-8331

_GR. FALL RIVER AREA

Davip LonG
170 PLEASANT STREET

Fare River, MA 02721

7-4578 (508) 678-9041
FAX: (508)676-2734

GR. NEw BeprForD AREA
PETER RiCARD

888 PURCHASE STREET

New Beprorp, MA 02740
7-1310 (508) 993-6255
FAX: (508) 979-8554

GR. STURBRIDGE AREA
LeoNARD COOPER

57 MAIN STREET

STURBRIDGE, MA 01566
(508) 347-7661
FAX: (508) 347-5743

SouTHEAST DISTRICT
ANNKELLY

888 PURCHASE STREET
New Beprorp, MA 02740
7-6563 (508) 991-7366
FAX: (508)991-7647

GR. FircHBURG AREA
Joun HackerT

76 SUMMER STREET
Frrcupurg, MA 01420
(978) 345-1713

FAX: (978)343-6949

Gr. NOrRTH ADAMS AREA
Dennas CoLLing

85 MAIN STREET

NortH Apams, MA 01247
(413) 663-5391

FAX: (413) 664-7963

GR. TAUNTON AREA
MICHAEL BENYA

21 SprING STREET, IsTFLR.
TaunTON, MA 02780
7-4592 (508)823-8141
FAX: (508) 821-3796

WEeSTERN DISTRICT
EpwarD MANGINI

16A ForT STREET
SPRINGFIELD, MA 01103
(413) 781-7420

FAX: (413)732-8627

GR. GREENFIELD AREA

"1 TiMoTHY PLOOF

238 MAmM STREET
GreeNFIELD, MA 01301
(413) 774-2326

FAX: (413) 774-4654

GR. PriTspieLD AREA
Er1zaBeTH CRONIN

6 CLINTON AVENUE
Pritsrietd, MA 01201
(413)499-2720
FAX:(413) 4434835

Gr. WALPOLE AREA
A1LLEN BLooD

55 WEST STREET, SUITE3
WarrorLe, MA 02081
7-7195 (508) 668-8912
FAX: (508) 668-9655

DDS-Bosyou

K ASPER (GOSHGARIAN

110 CHAUNCY STREET
Boston, MA 02111
7-1600 (800) 882-2040

FAY (£17) 6547575

T?

FES

: smu%\: AREA
E SULLIVAN

i8 7 HICH STREET

Hou(wz MA 01040

PEAN LAy e

Gr Puovsours Area
Men McNenL

40 Inpustrial PARK Rp. STE. 206

Prymourn, MA 02360

7-7538 U(}o} 747-5922

Rick Conway (ACTRNG)
500 Cummmcs PArx
WOBURN, }\/‘A 61 801
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MINORITY NEWSPAPERS

LA SEMANA THE BAY STATE BANNER
CUENCA ENT - LA SEMANA 23 Drydock Street
903-917 Albany Street Roxbury, MA 02119-2534
Boston, Mass 02210
Tel: (617) 427-6212 Tel: (617) 261-4600
Fax: (617) 427-6227 Fax: (617) 261-2346
EL MUNDOG SAMPAN

08 South Huntington Ave 200 Tremont Street
Jamaica Plain, MA 02130 Boston, MA 02111
Tel: (617) 522-5060 Tel: (617) 426-9492
Fax: (617) 524-5886 : Fax: (617) 482-2316
YOCERO HISPANO

VOCERO HISPANO NEWSPAPER INC.

309 Main Street, #947
Worcester, MA 01608-2508

Tel: (508) 792-1942
Fax (508) 792-1608
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QUALIFICATIONS SCHEDULE

Small Housing Authorities
1 - 159G Units
(including Rental Assistance Units)

Minimum Qualifications: ~Two years’ experience in a housing, community development, public

administration or a closely related field. Knowledge of the principles and practices of housing
management, finances and maintenance systems in public or private housing. Written and verbal
communication skills required. Willingness to work with people of various socio-economic backgrounds.
Must be bondable. Certification as a Public Housing Manager from a HUD approved organization
desired, and may be substituted by certification as a property manager or similar classification by a
nationally recognized housing or real estate organization, or by certification as a MPHA of a DHCD-
approved Massachusetts Public Housing Administrator Certification Program. Two-year full time post
secondary education in a related field may substitute for up to one year of experience.

MINIMUM WORK HOURS:
BRUs Minimum Hours
1 29 negotiate with DHCD
30 49 - 7 14
50 64 ' o 16
65 74 18
75 32 20
83 89 7 - 22
90 99 24
100 4o TG
200+ 37.5

The Department requires that executive directors work during normal business hours (Monday - Friday &
am. to 6 p.m.). Time spent at night or weekend meetings which are directly related to Authority
business may be substituted for weekday hours at the discretion of the board and subject to DHCD
approval. Daily time sheets and attendance records for executive directors must be maintained at the
LHA office for review by the Board, DHCD, and the Office of the State Auditor.

To Qualify for Step 2 (2% above the base): In addition to the minimum qualifications, an additional
year’s work experience as described above or a bachelor's degree is required.

s for Step o Apapeiled
ns for Step 2 as described above,

To Qualify for Step 3 (4% above the base): §
an addimmai year’s work experience as descn Jed abo e md one ye ar supe IViSOr

Iy EXper ience is required.

WOTK EXDETIENCE,

The one Year super YISO v € &utlsmmu can be within




Medium Housing Authorities
200-499 Units
(including Rental Assistance Units)

Minimum Qualifications: Four years’ experience in a housing, community development, public
administration, or a closely related field. Knowledge of the principles and practices of housing
management, finances and maintenance systems in public or private housing. One year’s
experience overseeing at least three staff persons or program administration is required. Written
and verbal communication skills required. Knowledge of laws regulating State and Federal
housing programs. Experience working with people of various socio-economic backgrounds.
Must be bondable. Certification as a Public Housing Manager from a HUD approved
organization is desired, and may be substituted by certification as a property manager or similar
classification by a nationally recognized housing or real estate organization or by certification as
a MPHA of a DHCD-approved Massachusetts Public Housing Administrator Certification
Program. A bachelor’s degree in a related field may substitute for up to two years of

experience.
MINIMUM WORK HCURS: 37.5 hours per week -

Time spent at night or weekend meetings which are directly related to Authority business may be
substituted for weekday hours at the discretion of the Board subject to DHCD approval. Daily
time sheets and attendance records for executive directors must be maintained at the LHA
office for review by the Board, DHCD, and the Office of the State Auditor.

To Qualify for Step 2 (2% above the base): In addition to the minimum qualifications above,
one year’s experience in managing private or public multi-family housing developments is

required.

To Qualify for Step 3 (4% above the base): In addition to qua]iﬁcatibns for Step 2 above, one
additional year’s experience in managing private or public multi-family housing developments
and one additional year of supervisory experience are required. "




III. Calculate the Experience Factor. The experience factor for new hires can be 0%, 2% or 4% above the base
salary depending on the individual’s qualifications, the LHA Board’s offer, and DHCD’s approval. Once hired the

~ experience factor is adjustable yearly by 2% increments until it has reached 8% with the approval of the Authority’s
Board. A director hired with a 4% experience factor may receive an additional 2% increase in each of the following
two years, a director hired with a 0% experience factor may receive 2% in each of the next four years. This is in
addition to any pay raise granted in the budget guidelines. (See Qualification Schedules for specific direction.)

oY e X
)5 A%
g Y

Enter salary from (2) above { 70 j
' /

Enter experience factor (1.00, 1.02 or 1.04 depending) Sot by

Multiply appropriate factor times salary (a times b) = l l (3)

IV. Calculate the Program Factor. The program factor ranges from $0 to $4,000 depending on the number of
programs in occupancy at a particular housing authority. Allowable programs are listed in Step I, #1 - 8. P

Factors are as follows for LHAs with: o ; SR LRt B
one program in occupancy $ 0 L b

two programs inn occupancy 1,800

three programs in occupancy 2,500

four programs in occupancy 3,500

five or more programs in occupancy 4,000

Enter number of programs shown in

Step I o= : f (a)

Enter program factor applicable to (a)

above from list above I : l (b)

Enter salary from (3) above [ ! (c)

Add (b) and (c) for salary

as of 7/1/02 [ | @

End here for all new hireé.

V. Determine whether Alternate Calculation for Existing Executive Director is Applicable.

All existing executive directors in their current position at the LHA prior to and on July 1, 2002 may be eligible to
receive a 6% experience factor. If the incumbent’s qualifications match those required for step 4 (6% above the
base) for the LHA size, use 6% in instead of 0, 2 or 4%. To determine whether the incumbent executive director is
eligible for step 4 (6%) please refer to the Qualifications Schedules and transition chart for the required
qualifications.

VI. For LHAs with fiscal years commencing July I,

RO i [ORV s S 4
wWea vy e Pudeet

within the 2% merease allo

Enter salary from (4) above i 1 (a)




QUALIFICATIONS SCHEDULE

Large Housing Authorities
500 - 999 Units
(including Rental Assistance Units)

Minimum OQualifications: Six years’ experience in the field of housing management, community
development, public administration, or a closely related field. Must have a working knowledge
of fiscal management, maintenance systems, personnel and administrative management systems
in public or private housing. One year’s supervisory experience of a staff of seven or more is
required. Written and verbal skills necessary in order to effectively communicate with local
officials, boards, residents and funding agencies. Considerable knowledge of local, state, and
federal governmental procedures and regulations as they relate to housing development,
construction and the management of local housing authority operations. Experience working
with people of various socio-economic backgrounds. Must be bondable. Certification as a
Public Housing Manager from a HUD approved organization 1s required, but may be substituted
by certification as a property manager or similar classification by a nationally recognized housing
or real estate organization or by certification as a MPHA of a DHCD -approved Massachusetts
Public Housing Administrator Certification Program. A bachelor's degree may substitute for up

to two years of experience.

MINIMUM WORK HOURS: 37.5 hours per week

Time spent at night or weekend meetings directly related to Authority business may be
substituted for weekday hours at the discretion of the Board and subject to DHCD approval.
Daily time sheets and attendance records for executive directors must be maintained at the
LHA office for review by the Board, DHCD, and the Office of the State auditor.

To Qualify for Step 2 (2% above the base): In addition to the minimum qualifications above,
one additional year’s experience in managing private or public multi-family housing
developments and one additional year’s supervisory experience of a staff of at least 7 are
required, a master’s degree may substitute for one year of the required number of years’ work

experience.

To Qualify for Step 3 (4% above the base): In addition to qualifications for Step 2 above, one

additional year’s experience in managing private or public multi-family housing developments
) 5 P Y J & I+

and one additional vear’s supervisory experience of a staff of at least 7 are re uired
Y




QUALIFICATIONS SCHEDULE

Very Large Housing Authorities
1,000 or more Units
(including Rental Assistance Units)

Mininwm Qualifications: ~ Eight years’ experience in housing management, community
development, public administration, or a closely related field. Must have a working knowledge
" of fiscal management, maintenance systems, personnel and administrative management systems
in public or private housing. One year’s supervisory experience of a staff of ten or more is
required. Written and verbal skills required. Substantial background in the implementation of
management controls and systems.  Considerable knowledge of local, state, and.federal
governmental procedures and regulations as they relate to housing development, construction and
the management of local housing authority operations. Experience working with people of
various socio-economic backgrounds. Must be bondable. Certification as a Public Housing
Manager from a HUD approved organization is required, but may be substituted by certification
as a property manager or similar classification by a nationally recognized housing or real estate
organization or by certification as a MPHA of a DHCD -approved Massachusetts Public Housing
Administrator Certification Program. A bachelor's degree may substitute for up to-two years of

experience.

MINIMUM WORK HOURS: 37.5 hours per week

Time spent at night or weekend meetings directly related to Authority business may be
substituted for weekday hours at the discretion of the Board and subject to DHCD approval.
Daily time sheets and attendance records for executive directors must be maintained at the
LHA office for review by the Board, DHCD, and the Office of the Staie Auditor. "

To Qualify for Step 2 (2% above the base): In addition to the minimum qualifications above,
an additional two years’ experience in managing private or public multi-family housing
developments is required and one year’s supervisory experience of a staff of at least 10, a
master’s degree may substitute for one year of the required number of years” work experience.

To Qualify for Step 3 (4% above the base): In addition to qualifications for Step 2 above, one
year’s experience in managing private or public multi-family housing developments and one
additional year’s supervisory experience of a staff of at least 10 are required




DEVELOPMENT . :

& -
_—*—_Q Argeo Paul Cellucci. Governor

A= .

=¥ Jane Swift, Lienienant Governor
. %%; Jane Wallis Gumble, Director
TO:  AllLocal Housin _‘nn'ties {LHA)
FROM: Carale E. Colfing, Ih _Btreau of Asset Management

RE: Length of Term of the Executive Director Contract of Employment
DATE:  March 12, 1999

" Once an Authority has selected a candidate for the position of Executive Director, who possesses at least the minimum qualifications as

required by the most recently published DHCD Executive Director Safary and Qualification Schedule, it should negotiate a contract of

employment.

The importance of your role as emplayer must be stressed. Employment terms are to be negotiated and agreed to by the parties. Such

negotiations must be within the confines of the Department’s policies on such matters at that time if state funds are to be used for the

position.
With regard to the length of an executive director contract of employment the following applies:

New Hire: Anyindividual initially serving as Executive Director for that LHA is eligible for a one (1) year contract term.
Completion of One Year: Contractterm for those persons having completed one {1) year of service in the pasition of Executive
Director for the LHA may be for up to two (2) years, provided the Authorityis an acceptahly performing LHA. .

Completion of Three Years: Contract term for those persons having completed three (3) years of service in the position of

Executive Director for the LHA may be for up to five (5) years provided the LHA is an acceptably performing LHA.

Where the candidate selected has served as the Executive Director, the Assistant Executive Director or in another senior level
administrativeposition in any acceptably performing Massachusetts public housing agency of comparahle size and program composition
the time in that position may be takeninto account when determining the length of contract.

where an authority has a management rating other than an acceptable rating or the local
he Department as a troubled LHA. Where the stability of the LHA and its programs may be

s gperations the Department may approve a multi-year contract in excess of the terms
proved timetable for corrective action.

Exception to this policy may occur in cases
housing autharity [LHA) has been identified by t
integral to the successfulimprovement of the LHA'
ahove. In these instances, it will be required that the LHA develop and adhere to a Department ap

It should be understoodthat this sets forth the maximum term which would be allowed. A Board should not construe these time frames as

establishing required length of contract ferm. The Board, as the emplover, shall use its discretion when determining the length of term

prid bye i s s
within the param 1above.




