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THE COMMONWEALTH' OF MASSACHUSE1TS

ADMINISTRATIVE OFFICE Of THE TRIAL COURT
Two Center Plaza

80S10II. Massachusetts 02108

ROBERT A..MtlWQAN
Chief Ju)\iec for

Admini'lltlltion 8< ~2nDl;elftcnl

Tel: (617) 142-8S7S
Filii: (61'1) 742-0%8

TO: Chief Justices arme Trial Coun
First Justices of the Trial Court
Clerk Magislfates of the Trial Court.
Registers of Probate of the Trial Court
Recorder of the Land Court
CODumssionerof Probation
Jury Commissioner ,

qDefProbation Officers of the Trial.Court

FROM- "",Robert A.Mulligan~~ Chief Justice for Administration and Management

})ATE: I\l'til 3, 2009

RE: Volumary Personnel Cost Savings Programs

The purpose of this memorandum is to provide you with the details on a number of
voluntarypersonnelcost savingsprogramsthat arebeing h\lplcmentedTrial Coun wideaspart
of I'm response 10the State's budget challenges. These programs are important p~rlSof otlr
crt\Irl lo minimizc the number of involuntary la).offs thal mayben~cessnry1.0address the
~rIli.:irIlIC,1budget deficit in Fiscal Year 2010. AU employ~. excepl ~J~ctedoffi.:ials or
gul:1<.:rnalorialnpp<lint\."Cs,are eligible to participate in these programs. Union employees lTIay

par: ici~81e. a.c;agrl.:cments have been reached with botb NAGE and the OPEIU, Local 6.

I "In tmnouncillg these programs now because il is critical that we know the C()1I1
sa"ing~ resulting trom employee participation in these profP'8IDsas soon as possible. If
iJl"",lunlarylayuff!' become necessar)', however. participating in any ofthesc me2sures willnOl
cxc.:mp(an I.:lUpJoyecfrom being involuntarily laid off.

Volunla.')' Reducti.,n in WlJrk Week InecntiYo -Emplo>'ces currently working lu!1 or paJ1 un1c
ma~ r~4u..~1a rCdtlction in their current work schedules provided Ibl:)~agree to reduce that
schedule by a minimum of7.5 hour.; per week for a minimum of3 monlhs, or for longer perjods,
nl'l c:'\temJingbeyondJune 30. 2010. As an incentiveto do so, employeeswhoreducetheir work
schedn!!:s will receive lull vucation. !lick.and pcrson:\llcave for the period they work a I~duced
schedulc. Howe\'cr, the incentive of fun leave accruals will not extend beyond Jun" 30, 20 Jo.
;\lIolhcr h~ncfi(S,..ill continu~ 10be pro-rated. Employees should keep in mind that a minimum
,,1'1:\.75hours must be worked to maintain health insurance bcn~fits.

Redll~~~dschedulc!; must be tor at IcaJo13 months and arc subject (0 approval by
the Dcp:1mn~nt Head. Such schedul\.'S ma~rbe cXlcn(]~d throughout lh~ liscill
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year at the tequcst of the employee and with the approval oftbe Department Head.
Even though the incentive of full leave accruals will end on June 30.2010.
reduced schedules may eonlinue in Fiscal Year 2011 subject to the usual rules and

procedu.res covering parMime hours.

Employees intereSted in reducin~ their hours under this prOb'Tnmmust submit a
Form F18V to their Dcpanmcnt Head by May 1. 2009 with a copy to lhe Human
R~ourccs Department in lhis office. Depertment Heads must complete th~ir
portion of the Form F18V GDdforward the completed Form to the Human
Resources Department by May 6. 2009. If approved. all such schedules must take
effect no later than July 1. 2009.

The accrual afme full time bencfits will be m~u~tll). entered into H'RICMSe~ch

payperiod by each court department'spayrollc~erk. .' . .

VoJuntary Extended Leaves of Absence laeentive -El(tpioyees may:take extended unpaid', "

leaves of absences from their position. Sucb 1~ may be for any period of time up to.:the~nd .
of Fiscal Year 2010. Requests for extended Jeaves of absences win be.processed in a~oc:
"..ith Section 8.800 of the Personnel Policies and Procedures Man1.¥ll Employees interested.in '.
takingan extendedleavemust submita Fonn P18V to theITD.epamnentHeadby May 1.2009'
with a copy to the Human Resources Department in this office. Department Heads mU$t
completc their portion oftbe F01lTlFl8V and forward the:compJeted Form to the Human
Resources Department by May 6. 2009. If approved. al1.such leaves must take effect no laler
thun .Iub' 1,1009.

... ...

. .

Voluntary L~yu(f Incentive - Employees may take a voluntary layoff from their positions on or
befhr~ .July 1.2009. Employees who take a voluQ(ary layofTmu!lt submit a Fonn FI8V to their
DcpartmcmJfendbyMay 1,2009 with a copyto the HumanResourcesDepanmentin this
office. ()cpartment Heads muSt complete their portion of the Fl\J1TIF18V and forward the
Cl1mplch.:dForm to the J'luman Resources Department by May 6. 2009. As iU1incentive to do so,
full.timc employees wiH receive an additional two weeks of vacation.

I)an-time employees will receive a pro-rated amount of additional '"lIcation.

Employees who tnke a voluntary layoff are eligible for payment of Qccrued
vacation leave (including the additional tWoweeks) and accnlcd compensatory
timc.

Employees who take' a voluntary layolTore ineligible for payment of accrued sick
leuVI:or accl'ued pel'sonallcavc. Such employees should be allowed l,')US~their
unm:cd personal leave prior to tbe dnte of layoff when: possible.

PI~n~~"nsure thai this mcmluandum and the attached Questions and Answers are
distri\"lutcdto ;111~mr1oyees in your onice. Any questions concerning these programs :shouldbe
dil'el.t~'dto lhe Hurnan'Resourccs Dl:partmcnt at (617) 742-8575.

cc: R"b.:rt I). Pannclon. Chief of Staff
1.\1l1r1AdminiSlratnrs of lhe Trial Court
Direclors oCthc Adminislrative Office urthe Trial Court

Sl:nl~ncingCommission
\.!ni~)nOnicials
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Voluntary Personnel Cost Savings Programs

Frequently A.sked Questions and Answers

Voluntary Reduction in Work Week Incendve

1) I went part time last week (last montb, last year, etc). Am I now elisible for me full time
accruals of sick, vacation, and personal leave that were specified in the memo? Any
empLoyeewho already was 011a reduced work schedule is eligible for thesefull time
benefits, provided Ihat the employee further reduces his or her work schedule by a
minimum of7.5 hours. Part time stahls must begin no later than July 1, 2009.

2) If 1 elect to work a reduced schedule, how long will I continue to accrue my sick. vacation
and personal time at the full time rate? Employees who reduce their work schedule will
continue to accrue fUll time leave until their voluntary schedule ends or by June 30, 2010.

whichever comes first.

3) If I elect to reduce my hours under this program, when may I increase my bours?
Employees must fiJlfill thefull term of their agreed reduced work schedule and may nOI
increase their hours until their incentive based reduced work schedule ends.

4) Can I reduce my work schedule for less than the entire Fiscal Year? Any incentive based

reduction in work week mllSt be in place for alleast 3 months. but any longer period of

time is permissible through Ihe end of Fiscal Year 2010. All incentive based reduced
work schedules will cease on June 30,2010.

5) Can my Department Head deny my request to work a reduced schedule? Yes, but

Department Heads are strongly encouraged to accommodate any reasonable request by
employees who seek to reduce their work schedule as part of the cost savings program.
Department Heads have the discretion to coordinate these reduced work schedules with

employees as necessary to meet the needs of the court or office.

6) Jf I elect to work a reduced schedule, how will this affect my other benefits? Except for
thefull time leave accrual incentive, all orher benefits remain COMiitentwith part time
rules. Employees are eligible for Health Benefits provided they work at least 18.75 hours
per week. Creditable servicefor retirement purposes is reduced proportionate to the
number of hours worked. Step increase effective dates are not impacted.

7) How is .HRlCMS going to accommodate full time accruals for pan time employment?
Un/ortunately, HR/CMS accrues lime on an hoUTper hour basis based on lhe number 01
hours worked. Payroll clerlc.salthe local court level will be required to make manual
adju.~tmentsto add in the sick and vacation acctUalsfor employees who choose this
option.

Example: Afull time employeewho receives2.88 vacadollhoursand 4.327sick hoursper fXZY
period chooses to tala! one day olfper week. HR/CMS will auromadcally reduce the vacation
accrual to 2.30 hours and me sick accrual to 3.46 hours per pay period based on the new 30
hoUl'work weelc. The difference of.58 hours in vacation and .867 in sick per pay period must be
entered manually by a YAC+ and SlC+ adjustment each pay period to lceepHR/CMS accurate
for that emplo)lee.
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Voluntary Extended Leaves of Absence Incentive

I) The memo says that leaves are taken with the expectation that employees may return to

their positions when the leave ends or July 1,2010. Does this mean that I cannot take an
extended leave for less tban I year? No, unpaid letl1leS of absence of any length may be

requested and can be taken for any period of time up through June 30, 2010. However,
employees on an approved extended leave of absence mustfulfll/ the terms of thei"leave
and may not resume work earlier than their scheduled date of return.

2) What happens to my GIC health and life insurance when I'm on an extended unpaid leave
of absence? After the first month on leave, the employee will be responsible for the full

cOst of the premiums. The GIC offers information/oT employees who wish to continue
their health and life insurance. For more details, employees should contact the GIC at

(617) 727-2310. The GIC has also posted the information at http://www.mQSs.1!ov/~icl

Vohmtary Lay Off Incenfute

I) If I choose to take a voluntary layoff, may I also continue my OIC bealth and life
insurance? Yes, but as with unpaid leaves of absence, you will have to pay theft" cost

of the premiums after the first month. The GIC offers information for laid off employees
who wish to continue their health and life insurance. For more details, employees should
contact the GIC at (617) 727-2310. The GIC has also posted the information at
h ttD://www.mQss.~ovl/licl.

2) If I take a voluntary layoff, what happens if! am recalled but have dropped my OlC
health coverage? lfyou choose not to continue your health insurance after layoff and are

subsequently recalled, your status will be determined by the GIC. As a result, you will be

subject to a waiting period upon your return as determined by the GIC and any rate

increase for employees that may be in place at the time of your recall.

3) JfI receive an additional 2 weeks of vacation for taking a voluntary layoff, may I receive

a buy back of that vacation time as well as a buy back of my accrued compensatory time
rather than simply use it'? Yes, any additional WlcatiQn time that an employee receives as
an incentive for a voluntary layoff may be added to the employee's vacation buy back.

Employees who take a voluntary layoffmay also receive a buy back of their accrued
compensatory time.

4) If! elect to take a voluntary layoff, will I be eligible to collect unemployment from the
Division of Unemployment Assistance when I apply? In the pa~t. Trial Court employees
who took voluntary layoffs andfiled claims with DUll were approvedfor u"employment
benefits. While DUA makes thefinal determination on all unemployment claims, the Trial
Court will not oppose Ihe claim of any employee who takes a voluntary layoff

5) Are employees who take Iivoluntary layoff also eligible to buy back their sick leave? No,
sick leave buy backs are only available 10employees who are retiring at the time of their
separation from employment.




