%7

[l

2 Nevember——2045Insert new Month/Date, 2020




8.00 OTHER LEAVE

8.01 Bereavement Leave

A.  Fulliime-and-regularpari-time employees-shall bepranted aleave-of absenee-with
enUpon evidence satisfactory to the Appointing

pay-fora-meximum-of Tour-days-tp
Authonty of the death Ofﬁpew%emlé—bwﬁ-ehﬁd—pai%{eﬁ-pawm—b}eﬁlel—%%
for-whem-the-employee-is-theJegal

Spouqe Child
Foster child

Step-child living in household

An emplovee shall be entitled to a maximum of seven (7) days of leave without loss of
pay to be used; at the option of the employee; within thirty (30) calendar days from the
date of the death of a child and within ninety (90) calendar days from the date of the
death of the employee’s spouse.

B. Upon evidence satisfactory to the Appointing Authority of the death of:
Parent
Step-parentBrother
Sister
Grandparent
Grandchild
Person for whom the employee is legal
guardian
Parent of spouse
Child of spouse
Person living in household

An emplovee shall be entitled to a maximum of four (4) days of leave without loss
of pay to be used at the option of the employee within thirty (30) calendar days from
the date of said death.

L. Upon evidence satisfactory to the Appointing Authority of the death of:
Grandparent in-law
Grandchild in-law
Brother in-law
Sister in-law

An employee shall be pranted one (1) day of leave without loss of pay to attend the funeral.

In extraordinary circumstances, at the discretion of the appeinting-autherity Appointing Authority

or Personnel Administrator, bereavement leave may be used after thirey-(30)-calendar-days—from
the-date-of death-periods of time described above.
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8.02 TFunerals of Veterans

Veterans who are members of firing squads, color details, pallbearers, buglers or escorts shall be
granted leave of absence with pay to participate in funeral services for other veterans.

8.03 Inoculations

Employees shall be granted leave of absence with pay for loss of time due to prophylactic
inoculation required as a result of their employment. If such leave with pay exceeds one (1) week,
the Appointing Authority shall immediately initiate a Wetkers'Workers’ Compensation claim, and
paid leave because of such prophylactic inoculation shall cease.

8.04 Quarantine

Employees shall be granted leave of absence with pay for the period of absence due to quarantine
because of exposure to contagious disease in the regular performance of duty.

8.05 The Extended Illness Leave Bank (EILB)

Employees who become members of the EILB are eligible for a maximum of 120 days of paid
leave over a two- (2)-year period in accordance with M.G.L. Chapter 7, §4P and established
procedures when experiencing an extended illness or injury. Intermittent employees are not
eligible to join the EILB.

8.06 Other Leaves of Absence With Pay

Full-time and regular part time employees shall be granted leave of absence with pay due to the
following reasons for absence. Intermittent employees are not eligible for any of the following
leaves of absence with pay:

e Employees may take up to four hours of leave of absence with pay, subject to approval by
their supervisors, for the purpose of donating blood to the Massachusetis State Employee’s
Blood Program (MSEBP). The leave must be taken on the day that the blood donation
occurs. Employees will not accrue compensatory time in lieu of such leave. This leave may
be allowed for a maximum of up to five times annually, during the period of October |
through September 30 each year. Employees invited to attend the MSEBP awards
ceremonies may take 4 hours of leave for that purpose.

33
Effective NevenberL-2043nsert new Month/Date, 2020




» Oral, written, and physical examinations for state service conducted by the Human Resources
Division or the Division of Registratier-Professional Licens

» Appeal hearings for state service conducted by the Human Resources Division or the Division
of RegistratienProfessional Licensure.

» Attendance at hearings inbefore the Department of Industrial Aceident-easesAccidents as the
injured person or as a witness. (Any witness fees received shall be refunded to the
Commonwealth.)

e To render services of a voluntary nature during regular working hours to a public elementary,
secondary or vocational-technical school in order to assist in the improvement of a student’s
or school’s educational program, or fo act as a mentor in a program through The Mass
Mentoring Partnership, not to exceed one (1) work day a month and based upon a schedule
approved by histhertheir supervisor (M.G L. Chapter 29, §31E).

e The one (1) day a month of paid voluntary leave may be applied for necessary
preparations and legal proceedings related to foster care of BSSDCEF children.

e Domestic Violence Policy: Fifteen (15) days of paid leave, forty (40) hours of earned sick
leave, (and up to six (6) months of unpaid leave) for victims to attend to issues resulting from
domestic violence.

e The Personnel Administrator may approve emergency paid leave for an employee as a result
of a state or national emergency. An employee on a prior approved leave of absence or
scheduled vacation, sick, personal, or compensatory leave during the emergency closing shall
not have histhertheir leave changed to emergency leave.

» For participation in a bone marrow donor program or an organ donor transplant, a maximum
of five (5) days of leave of absence with pay shall be granted to undergo the medical procedure
and for associated physical recovery time.

s State employees can gualify for paid Organ Donor Leave for up to 30 days in a calendar vear.
It applies to leave taken by an employee to provide live organ donation to be transplanted to
another individual. If foreseeable, 7 days of advanced notice should be given.

s A leave of absence with pay for the purpose of serving as an American Red Cross volunteer in
specialized disaster relief services in connection with any disaster at the request of the
American Red Cross for such an empleyee'semployee’s services, The leave shall be approved
at the sole discretion of the empleyee’semployee’s supervisor and shall be limited to a total of
fifteen (15) calendar days per calendar year. Authorized leaves of absence shall be limited to
only those employees who are registered as certified disaster service volunteers of the
American Red Cross disaster services human resources network.

» Employees may be granted a paid leave of absence in accordance with the policies of the
Appointing Authority for educational purposes to attend conferences, seminars, briefing
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sessions or other functions of a similar nature that are intended to improve or upgrade the
individual’s skill or professional ability. The employee shall not suffer any loss of seniotity or
benefits as a result of such leave.
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Based on the operational needs and at the discretion of the Appointing Authority, Employees

enrolled in a depree program may be granted an unpaid leave of absence(s) up to (12) twelve
months for course work required by the program.
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10.00 BHOURS OF EMPLOYMENT AND OVERTIME

10.01 Tour of Duty

The regular hours of work of full-time employees are restricted to five (5) tours of duty in any one
workweek, and to not less than 37.5 hours (except in the case of part-time employment) nor more
than 40 hours, and with like hours for like tour of duty classes, as determined by the Personnel

Administrator in accordance with M.G.L=. Chapter 30, §45,

The tour of duty is hereby restricted to eight {8) hours, and such tour of duty shall be arranged to
fall within a period not exceeding ten (10) consecutive hours.

This rule shall not apply to the following:
. Employees in functions described in M.G.Lz. Chapter 149, §30A.
¢ Employees on full trave] status (see Rule 9.04).

¢ Emplovees on a pre-approved flexible schedule or alternative work schedule, consistent with
agency policy.

A tour of duty is the period of time elapsing in the performance of assigned tasks and immediately
preceded and followed by a period of time of non-scheduled work of at least eight (8) hours
duration in both instances.

When necessary, an employee may be assigned more than one “teus’ tour of dety*duty’ on the same
workday provided that an interval of at least sixteen (16) hours elapsed between the start of the
first tour of duty and the start of the second tour of duty. For reporting purposes, each tour of duty
shall be treated separately and charged to the calendar day on which it began just as though all
setvice in each tour of duty had been performed on the day to which charged.

10,02 Overtime

Employees who perform service in excess of a tour of duty of seven and one-half (7.5) hours or
eight (8) hours within a period of ten (10) consecutive hours shail receive additional compensation
at the regular rate up to and including eight (8) hours in one day or total service of 40 hours per
work week.

Employees who perform service in excess of eight (8) hours in any one tour of duty or 40 hours in
any one workweek shall be compensated at the rate of one and one-half (1.5) times the regulat
hourly rate of said employee for every hour or fraction thereof of such services rendered.

Employees may only be paid overtime compensation upon the pricr written approval of the
Appointing Authority, and the Cabinet Secretary where applicable (M.G.L. Chapter 30, §24C).
This rule shall not apply to the following:
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¢ Employees in functions described in M.G.L<. Chapter 149, §30B.

e Employees on full travel status (see Rule 9.04).

e Managers in positions classified at M-I1X and above.

e Managers in positions classified at M-V through M-VIII, unless the position has received prior
approval for overtime compensation by the Personnel Administrator and Secretary of
Administration and Finance.

The provisions of the U.-S. Fair Labor Standards Act shall be followed where applicable.

10.03 Payment of Overtime

Autherized-An Appointing Authority will make reasonable efforts to send out compensation for

overtime should-be-seheduled-for-payment-atno later than the end-ef-each-month-and-within-60
days-afterpayroll period following the payroll period of the overtime werk-was-performedworked.

10.04 Compensatory Time

Compensatory time in lieu of overtime will not be allowed for managers. An Appointing Authority
shall grant confidential employees compensatory time, in lieu of payment for overtime, in a
manner consistent with the pertinent provisions of the collective bargaining agreements that would
otherwise cover the employees’ job titles.

An Appointing Authority has discretion to permit the use of compensatory time at the employee’s
request, provided the use of compensatory time does not unduly disrupt the operation of a
department or agency.

Upon termination, an employee shall be paid for all unused compensatory time at the final regular
rate of pay.

10.05 Intermittent Employees

Intermittent employees are hereby exempted from the five (5) tours of duty in any work week as
well as the eight (8) hour tour of duty in ten (10) consecutive hours in any work day. All such
employees are, however, not exempt from the provisions of the 37.5 or 40--hour work week.

10.06 Curtailment of Hours and Changes in Schedule

Curtailment of the hours of service scheduled in one tour of duty to offset excess hours of service
performed in another tour of duty is prohibited.

Whenever an Appointing Authority desires to change the work schedule of an employee under
his jurisdiction, they must give any employee affected at least five days(5) days’
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notice in writing of such contemplated change, except in cases of emergency involving the
protection of the property of the Commonwealth and the health and safety of those persons
entrusted to its care and/or custody, but not for the purpose of avoiding the payment of overtime.

This section shall not apply to an employee on a pre-approved flexible schedule or alternative work
schedule.

10.07 Service for Overtime Purposes

Service for overtime purposes shall include all compensated time except thesick time and
additional heliday compensation provided in M.G L=, Chapter 30, §24A.

Whenever a claim for meals consumed is made under the provisions of Rule 10.10, the time
involved in partaking of such meals shall not be included in the time for which overtime
compensation is claimed. Actual time, but not less than one-half (1/2) hour in any instance shall
be excluded for this purpose.

10.08 Hourly Rate

*Hourly rate;.” as used in this Rule, shall be the employee'semployee’s regular rate of
compensation if the service is rendered in histhertheir salary grade.

10.09 Out of Grade Overtime Work

An employee rendering overtime service out of the grade in which ke/she-isthey are regularly |
employed shall receive:

e UistherThe employee’s regular salary unless it is lower than the minimum of the grade in which
overtime is served, in which case he/shethey shall be paid at the minimum rate of the grade in -
which service is rendered.

» His/herThe employee’s regular salary unless it is higher than the maximum of the grade in
which avertime is rendered, in which case he/shethey shall be paid at the maximum rate for
the grade in which service is rendered.

e His/herThe employee’s regular salary unless there is no equivalent salary rate in the grade in
which overtime service is rendered, in which case hefshethey shall be paid the next higher
salary rate in said grade, or

s His/merThe employee’s regular salary if the duties performed in the lower grade are, in the
opinion of the Appointing Authority, essentially a part of the duties of the higher grade, in
which case the employee may receive hisfhertheir regular rate of salary in the higher grade.

10.10 Meal Expenses for Overtime Work
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Except as provided above., when a holiday occurs on a day that is not an employee’s regular
workday, the employee, at the option of the Appointing Authority, shall receive pay for one day
at their regular rate or one compensatory day off with pay within sixty (60) days following the
holiday to be taken at a time approved by the agency head.
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14.00 PREVENTION OF ACCIDENTS AND OCCUPATIONAL DISEASES
14.01 Imspections and Maintenance; Reports

e It shall be the duty of all Appointing Authorities to provide a safe, clean, wholesome
surrounding in all places of employment coming under their jurisdiction. They shall at least
once evety week cause the inspection of premises to maintain good housekeeping in every
place of employment under their jurisdiction and shall have a written report thereof made to
them at least once a month by the person or persons to whom such task is assigned.

e Appointing Authorities shall cause all places of employment maintained by their respective
departments to be inspected as to lighting, floors, ceilings and walls, stairs, roof, ladders, tables,
filing cabinets, lifting devices, benches, chairs, heating equipment, electric fans, storage
spaces, trucks, conveyor belfs, containers, packing cases, machines, tools, and any other
physical property used in such place of employment. In worksites in which employees use
video display terminals, the Division of Occupational Hygiene shall inspect VDT equipment.

s Appointing Authorities shall inform employees of any toxic or hazardous materials in the
workplace in accordance with M.G.L:,. Chapter 111F (Right to Know Law).

¢ Appointing Authorities shall make an annual report to the Personnel Administrator within sixty
(60) days after July 1 of each year in which they shall furnish information regarding the
weekly inspection referred to above.

o These reports shall furnish information regarding the number of industrial accidents which
oceurred in such departments, showing their cause, action taken to prevent recurrence, a copy
of any instructions issued to supervisors regarding unsafe equipment or methods as provided
in Rule 14.02, number of lost days in each accident, the name and title of employee involved,
the amount of sick leave in days and dollars used by such employee because of industrial
accident, and if accident was caused by violence of prisoner or patient, the amount of salary
paid and the effort made to ascertain if and when the employee would be able to return to
his/hertheir position, the replacement, if necessary, for such employee during the leavereceipt
of abseneeworkers’ compensation benefits because of this industrial accident, and the activity
put into motion to prevent industrial accidents during the year.

e In the case of locations such as manholes where valves or other control devices may be located,
the supervisor shall ascertain that no noxious or poisonous gases are present therein before
permitting other workers to descend therein for any purpose whatsoever.

e When such noxious or peisonous gases are present, such conditions must be remedied before
any worker is permitted to descend into such enclosure. The use of harnesses or other
protective devices must be used where any danger is present.

o In the case of bursting water mains requiring excavation to make necessary repairs, the
supetvisor shall make sure that proper shoring has been provided to protect against possible

"eave-in".”
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15.00 ADOPTION ASSISTANCE PROGRAM

15.01 Eligibility

Employees shall be eligible for the Adoption Assistance Program based upon guidelines issued by
the Human Resources Division in cooperation with the Department of Seecial-ServieesChildren

and Families and the Beard of Higher Education.

The program will provide certain benefits to employees who adopt a child from the Department of
Secial ServicesChildren and Families.

15.02 Leave Benefits
Such employees will be eligible for the following leaves in connection with such adoption:
e Up to twenty-six (26) weeks of FMLA unpaid leave of which:

*  Up to 2-weeksten (10) days} of Adoptive Assistance Leave (paid leave) per adopted child
may be taken (see also Rule 5.02) (under FMLA rules), and;

*  Upto38sixty (60) days of accrued paid sick leave may be taken for the purpose of parental
leave due to adoption under FMLA rules, to be concluded within fwelve (12) months of
the adoption (see also Rule 4.07).

o Up to Z-weeksten (10) days) of accrued paid sick leave per calendar year may be taken for the
purpose of attending to necessary preparations and legal requirements related to the adoption
(see Rule 4.07).

15,03 Educational and Other Benefits

Other benefits include:

+ For the employee: Adoption Support Services as provided by the Department of Seeial
ServicesChildren and Families,

¢ For the adopted child: College/university tuition remission at a Massachusetts State
College/University or Community Cellege (see Tuition Remission rules in section 13.00), and
corporate sponsorship arranged by the Department of Seeial-Serviees:Children and Families.
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