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THE COMMONWEALTH OF MASSACHUSETTS
ADMINISTRATIVE OFFICE OF THE TRIAL COURT
Two Center Plaza
Boston. Massachasetts 02108

ROBERT A. MULLIGAN Tel: (617) 742-B575
Chief Justice for Fax: (617) 742-0968

Admimstrmion & Management

TO: Chief Justices of the Trial Court
First Justices of the Trial Court
Clerk Magistrates of the Trial Court
Reyisters of Probate of the Trial Court
Recorder of the Land Court
Commissioner of Probation
Jury Commissioner ,
Chief Probation Officers of the Tral Court

FROM; bﬂ\l{obcﬂ A. Mulligan

@ Chief Justice for Administration and Management
DATE: April 3, 2009
RE: Volumary Personnel Cost Savings Programs

The purpose of this memorandum is to provide you with the deuwils on a pumber of
voluniary personnel cost savings programs that are being implemented Trial Court wide as part
ol our response o the State’s budget challenges., These programs are important parts of our
ctfort 1o minimize the number of involuntary layoffs that may be necessary 10 address the
entcipated budger deficit in Fiscal Year 2010. All employees, except ¢lected officials or
gubcerhatorial appointees, are cligible to participate in these programs. Linion employees may
particinate, as agreements have been rcached with both NAGE and the OPEIU, Local 6.

1 am announcing these proprams now because il is critical that we know the cost
savings resulting from employee panicipation in these programs as soon as possible. 1
invuoluntary layoils become necessary, however, participaung in any of these measures will not
exempt an eaployee from being involuntarily laid off.

Voluntary Reduction in Work Week Incentive - Employees currently working fu!l or part ume
may reguest a reduction in their curment work schedules provided they agree 1o reduce that
schedule by a minimum of 7.5 hours per week for a minimum of 3 months, or for longer periods,
not extending bevond June 30, 2010, As an incentive to do so, employees who reduce their work
schedules will receive [ull vacation, sick. and personal leave for the period they work a reduced
schedule. However. the incentive of full leave aceruals will not extend beyond June 30, 2010.
All other benefits will continue (o be pro-rated. Employees should keep in mind that a minimum
vl 15.75 hours must be worked (o maintain health insurance benefits.

- Reduced schedules must be {or at least 3 months and arc subject o approval by
the Depantment Head.  Such schedules may be extended throughout the Giscal
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year at the request of the employee and with the approval of the Department Head.
Even though the incentive of full leave accruals will end on June 30, 2010,
reduced schedules may continue in Fiscal Year 2011 subject to the usual rules and
procedures covering part-time hours.

. Employees intcrested in reducing their hours under this program must submit 2
Form F18V to their Department Head by May 1, 2009 with a copy to the Human
Resources Department in this office. Department Heads must complete their
portion of the Form F18V and forward the completed Form to the Human
Resources Department by May 6, 2009. If approved, all such schedules must take
cffect no Jater than July 1. 2009.

« The accrual of the full time benefits will be manilly entered into HRICMS each
pay period by each court departments payroll clerk. ;

Voluntary Extended Leaves of Absence Incentive - Employees may take extended unpaid. .
leaves of absences from their position. Such leaves may be for any period of time up toithe end"
of Fiscal Year 2010, Requests for extended Jeaves of absences will be processed in accordance:
with Section 8.800 of the Personnel Policies and Procedures Manual. Employecs interested in
taking an cxtended leave must submit a Fonn F18V to their Department Head by May 1. 2009
with a copy to the Human Resources Department in this office. Department Heads must
complcte their portion of the Form F18V and forward the.completed Form to the Fluman
Resources Department by May 6, 2009. If approved, all such leaves must take efTect no later
than July 1, 2009.

Voluntary Layoff Incentive - Employees may take a voluntary layoff from their positions on or
before Tuly 1. 2009. Employees who take a voluntary layoff must submit a Form F18V 10 their
Department 1{ead by May 1, 2009 with a copy to the Human Resources Department in this
office. Department Heads must complete their portion of the Ferm F18V and forward the
compleied Form 10 the Human Resourees Departinent by May 6. 2009. As an incentive to do so,
full-time employecs will reecive an additional two weeks of vacation,

. Part-1ime employees will receive a pro-rated amount of additional vacation.

. Employees who take a voluntary layof are eligible for payment of accrued
vacation Jeave (including the additional two weeks) and accrued ¢compensatory
time.

= Employees who take a volumary layo(T are ineligible for payment ol accrued sick

leuve or acerued personal leave. Such employees should be allowed w use their
unuscd personal leave prior to the date of layoff where possible.

Please ensure that this memorandum and the antached Questions and Answers are
distributed 10 ail emplovees in your office. Any questions concerning these programs should be
directed 1o the Human Resources Depariment at (617) 742-8573.

e Raobert P, Panneton, Chief ol Stalf
Court Administrators of the Trial Court
Directors of the Administrative Office of the Trial Court
Sentencing, Commission
Umon OlMicials
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Voluntary Personnel Cost Savings Programs
Frequently Asked Questions and Answers

Voluntary Reduction in Work Week Incentive

1) I went part time last week (last month, last year, etc). Am I now eligible for the full time
accruals of sick, vacation, and personal leave that were specified in the memo? Any
employee who already was on a reduced work schedule is eligible for these full time
benefits, provided that the employee further reduces his or her work schedule by a
minimum of 7.5 hours. Part time status 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 1 elect to reduce my hours under this program, when may I increase my hours?
Employees must fulfill the full term of their agreed reduced work schedule and may not
increase their hours until their incentive based reduced work schedule ends.

4) Can | reduce my work schedule for less than the entire Fiscal Year? 4ny incentive based
reduction in work week must be in place for at least 3 months, but any longer period of
time is permissible through the 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 sirongly encouraged to accommodale 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 meel the needs of the court or office.

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

7 How is HR/CMS going to accommodate full time accruals for part time employment?
Unfortunately, HR/CMS accrues time on an hour per hour basis based on the number of
hours worked. Payroll clerks at the local court level will be required 1o make manual
adjusiments to add in the sick and vacation accruals for employees who choose this
option.

Example: A full time employee who receives 2.88 vacation hours and 4.327 sick hours per pay
period chooses to take one day off per week. HR/CMS will automatically reduce the vacation
accrual to 2.30 hours and the sick accrual to 3.46 hours per pay period based on the new 30
hour work week. The difference of .58 hours in vacation and .867 in sick per pay period must be
entered manually by a VAC+ and SIC+ adjustment each pay period to keep HR/CMS accurate
Jor that employee.



Voluntary Extended Leaves of Absence Incentive

1) The memo says that leaves are taken with the expectation that employees may retum to
their positions when the leave ends or July [, 2010. Does this mean that I cannot take an
extended leave for less than 1 year? No, unpaid leaves 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 must fulfill the terms of their 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 for 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.mass.gov/gic/.

Voluntary Lay Off Incentive

1) If I choose to take a voluntary layoff, may I also continue my GIC health and life
insurance? Yes, but as with unpaid leaves of absence, you will have to pay the full 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
hitp:/fwww.mass.gov/gic/.

2) If I take a voluntary layoff, what happens if I am recalled but have dropped my GIC
health coverage? Ifyou choose not 1o continue your health insurance afier layoff and are
subsequently recalled, your status will be determined by the GIC. As a result, you will be
subject 10 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) If I 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 vacation time that an employee receives as
an incentive jor a voluntary layoff may be added 1o the employee’s vacation buy back.
Employees who take a voluntary layoff may also receive a buy back of their accrued
compensalory lime.

4) If I elect to take a voluntary layoff, will I be eligible to collect unemployment from the
Division of Unemployment Assistance when I apply? In the past, Trial Court employees
who took voluntary layoffs and filed claims with DUA were approved for unemployment
benefits. While DUA makes the final determination on all unemployment claims, the Trial
Court will not oppose the claim of any employee who takes a voluntary layoff.

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