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POLICY 

 

The Commissioner of the Board of Higher Education, subject to the approval of the Board of Higher Education, 

may make, and from time to time amend, personnel policies covering all groups of the Community College 
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PREAMBLE 

 

 

This policy for Non-Unit Professional employees supersedes all prior applicable policies and procedures adopted 

by the Massachusetts Board of Higher Education inclusive of the fifteen Community Colleges and shall apply in 

full force and effect to all new and current employees within the Massachusetts Community College System.  

Board of Higher Education policies not covered in this Handbook shall remain in effect. 

 

The rights afforded herein shall be construed to be in addition to those rights secured by State and Federal laws 

and regulations. 

 

This policy shall be applied by the President to govern employment conditions of Non-Unit Professional 

employees, as defined herein. 
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CHAPTER I - FAIR PRACTICES 

 

1.01 The Massachusetts Community Colleges recognize and affirm their commitment to the policy of non-

discrimination with regard to race, color, religion, national origin, sex, sexual orientation, gender identity, age, 

genetic information, disability, or veteran status, pursuant to applicable state and federal laws.  The  Massachusetts 

Community Colleges recognize that when employment practices, regardless of intent, discriminate against any 

group of people on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, age, 
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CHAPTER III - APPOINTMENT AND DISCONTINUATION OF APPOINTMENT  

 

3.01 Duties and Responsibilities 

 

A. 
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3.03  Discontinuation of Appointment  

 

Discontinuation of Appointment occurs when a Non-Unit Professional
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CHAPTER V - SUPPLEMENTAL BENEFITS 

 

5.01 State Retirement 

 

Eligible Non-Unit Professionals shall come under the provisions of the State Retirement Plan as set forth in 

Massachusetts General Laws, Chapter 32. 

 

5.02 Optional Retirement Program 

 

If eligible for the State Retirement Plan, Non-Unit Professionals may, in the alternative, participate in the Optional 

Retirement Program set forth in Massachusetts General Laws, Chapter 15A, Section 40.  

 

5.03 Early Retirement Incentive 

 

A. Eligibility 

 

Any Non-Unit Professional who has served at least ten (10) years in either the State Retirement Plan or the 

Optional Retirement Plan, who is eligible to retire under either Plan, and who is at least fifty-five (55) years of 

age but not over sixty-four (64) years of age as of the anticipated date of retirement shall be eligible to receive an 

early retirement incentive subject to the provisions below. 

 

B. Notification 

 

A Retiree must apply by notifying the President of the College in writing of their intent to retire not less than one 

(1) year in advance of their retirement date; provided, however, that this notice requirement shall be waived for 

Non-Unit Professionals who have been notified that they will be retrenched or 

who has se
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may be spread over a period not to exceed twelve (12) months as determined by the President in their sole 

discretion.  This early retirement incentive is only applicable to those 55-64 subject to Section 5.03(D). 

 

D. Retrenchment 

 

Any Non-Unit Professional who is retrenched at the age of sixty-five (65) or older shall be accorded the same 

rights under this provision as an employee who is sixty-four (64) years old. 

 

5.04 Worker's Compensation 

 

Non-Unit Professionals shall come under the provisions of the Massachusetts Worker's Compensation Act, 

codified at Massachusetts General Laws, Chapter 152. 

 

5.05 Annuities 

 

The Board of Higher Education shall continue to allow for the purchase of annuities for Non-Unit Professionals 

pursuant to the provisions of the Massachusetts General Laws, Chapter 15, Section 18A. 

 

5.06 Legal Assistance 

 

Legal Assistance shall be provided to Non-Unit Professionals by the Massachusetts Attorney General's Office in 

cases of assault in accordance with the provisions of the Massachusetts General Laws, Chapter 12, Section 11K, 

in addition to legal assistance being provided to Non-Unit Professionals arising out of the performance of their 

assigned duties pursuant to Massachusetts General Laws, Chapter 258, Section 2. 

 

5.07 Tuition Remission  

 

Non-Unit Professionals shall be eligible for system-wide tuition remission benefits consistent with the Board of 

Higher Education Tuition Remission Policy as may be updated from time to time.   

 

In addition to the benefits contained in the BHE Policy, each Non-Unit Professional and their spouse and 

dependent child or children shall be eligible for enrollment in any course or program offered through continuing 

education at a Community College with payment of fifty percent (50%) of the fees, save as is provided in 

Massachusetts General Laws.  Each employee and their spouse and dependent child or children shall be eligible 

for enrollment in any regular day program at a Community College without payment of tuition and payment of 

fifty percent (50%) of the fees, save as is provided in Massachusetts General Laws. 
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CHAPTER VI - HEALTH AND WELFARE 

 

6.01 Eligibility  

 

Non-Unit Professionals shall continue to be eligible for benefits provided under the Board of Higher Education's 

Non-Unit Employee Health and Welfare Trust Fund, subject to the policies and procedures of the Fund's Board 

of Trustees.  The Trustees shall determine in their discretion and within the terms of the Declaration of Trust, 

such health and welfare benefits (ex. dental, vision, health) to be extended to Non-Unit Professionals and/or their 

dependents. 

 

6.02 Funding 

 

The Board of Higher Education agrees to contribute on behalf of each full-time employee or equivalent an amount 

authorized by the Commissioner of the Department of Higher Education. 

 

The contributions made by the Board of Higher Education shall be subject to funding by the General Court.  

Contributions shall not be used for any purpose other than to provide health and welfare benefits and to pay the 

operating and administrative expenses of the Trust Fund. 

 

6.03 Complaints 

 

No dispute over a claim for any benefits extended by the Non-Unit Health and Welfare Trust Fund shall be subject 

to the complaint procedure set forth in Chapter XVI. 
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CHAPTER VII - LEAVE CHAPTER 

 

7.01 Sick Leave 

 

A. Sick leave credit shall begin with the first full hour of employment, and accumulate at an hourly rate.  

Twelve (12) month employees shall be entitled to 112.5 hours (fifteen (15) days) of sick leave for each year of 

service; ten (10) month employees shall be entitled to 93.75 hours (twelve and one-half (12 1/2) days) for each 

year of service.  For part-time employees (half-time or more), sick leave credits shall accumulate in the same 

proportion that employee's service bears to full-time service. 

 

The employee shall accumulate at the rate of 0.057692 hours of sick leave per hour of employment [one and one-

quarter (1 1/4) days of sick leave for each month of employment].  

 

 B. Sick leave not used in any year may be accumulated.  No persons shall be entitled to a leave of absence 

with pay on account of sickness in excess of the accumulated sick leave then due except as provided in 7.02 (Sick 

Leave Bank) and/or applicable state and federal law 

 

 C. Sick leave shall be granted in minimum units at the discretion of Human Resources,(d )-1- sof  
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for more than 37.5 consecutive hours (five (5) consecutive working days.  The sole purpose of such examination 
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deceased employee's credit at the time of death, provided that no monetary or other allowance has already been 

made therefore.  It is understood that any such payment will not change the employee's pension benefits. 

 

 M. Sick leave credits earned by an employee following a return to duty after a leave without pay or absence 

without pay shall not be applied to such period of time. 

 

 N. In calculating the daily rate of pay of any employee, the following formulas shall be used: 

 

 (i) in the case of any Non-Unit Professional whose work year is of a ten (10) month duration, the daily 

rate of pay shall be an amount equal to 1/215th of such employee's annual salary rate as such annual 

salary rate is on the date on which or in respect of which such calculation is required to be made; 

 

 (ii) in the case of any Non-Unit Professional whose work year is of twelve (12) months' duration, the 

daily rate of pay shall be an amount equal to 1/260th of such employee's annual salary rate as such 

annual salary rate is on the date on which or in respect of which such calculation is required to be 

made. 

 

7.02 Sick Leave Bank 

 

A. At each College there shall be established, or where currently established continued, a Non-Unit Sick Leave 

Bank. 

 

B. An employee who is not a member of the Sick Leave Bank will automatically become so during the month 

of October.  Seven and one-half hours (7.5 hours) of their sick leave accumulation will be assigned to the Sick 

Leave Bank.  If an employee does not want to be a member of the Sick Leave Bank, that employee shall provide 

by October 30 written notice to the President that the employee is not assigning to the Sick Leave Bank seven and 

one-half hours (7.5 hours) of that employee's personal sick leave accumulation.  The President shall maintain a 

register of the membership and the number of sick leave days accumulated in the Bank.  Once contributed to the 

Bank, sick leave day(s) may not be withdrawn. 

  

C. Whenever the accumulation of sick leave days in the Sick Leave Bank has fallen below one hundred and 

eighty-seven and a half hours (187.5 hours), the President shall notify all members.  Thereafter, seven and one-half 

hours (7.5 hours) from each member's accumulated sick leave shall be assigned to the Bank unless a member 

notifies the President in writing within five (5) days of receipt of said notice that the employee does not wish to 

remain a member. 

 

D. Five (5) working days following the exhaustion of a Sick Leave Bank member's accrued vacation, personal, 

and sick leave, the member of the Sick Leave Bank shall be entitled to draw upon the Sick Leave Bank, effective 

thereafter upon notice to the President.  The granting of such sick leave shall be subject to the same criteria as 

regular sick leave days and shall be in all other respects consistent with College policy and applicable state and 

federal laws; provided, however, that such sick leave bank shall be available only for the illness of the employee 

and not for the illness of the employee's family members and only for employees who have completed three (3) 

consecutive months of their appointment.  

 

E. Use of the Sick Leave Bank shall not be indefinite. No Non-Unit Professional 
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7.03 Paid Personal Leave 

 

Each full-time Non-Unit Professional on the payroll on the effective date of this Handbook shall be allotted thirty-

seven and one-half hours (37.5) (five days) of personal leave each calendar year beginning January 1st of each year. 

 

Full-time Non-Unit Professionals hired during the calendar year will be allotted personal leave hours for the first 

calendar year in accordance with the following schedule: 

 

Personal Leave 

 

   Date of Hire     Hours Credited      

   Beginning of Calendar Year: 

   January 1 - March 30:    30    

   April 1-June 30:     22.5     

   July 1 - September 30:    15     

   October 1 - End of Calendar Year:  0   

 

Each regular part-time Non-Unit Professional on the payroll on the effective date of this Handbook shall be allotted 

pro-rated personal leave based on thirty-seven and one-half hours (37.5) (five days) each calendar year beginning 

January 1st of each year. 

 

Paid personal leave shall not accrue from year to year and any paid personal leave not taken by the last day of a 

calendar year will be forfeited by the employee.  Personal leave may be available in units allowed by college 

attendance reporting procedures and may be used in conjunction with vacation leave. All requests for personal 

leave must be made in advance and approved by the Non-Unit Professional¶V�VXSHUYLVRU�   

 

7.04 Bereavement Leave 

 

In the event of the death of a spouse or child (including foster child or step-child), an employee shall be entitled 

to a maximum of seven (7) days of leave without loss of pay. 

 

In the event of the death of a parent (including step parent and in-law), brother (including step-brother ), sister 

(including step-sister and sister-in law), grandparent, grandchild, son-in law, daughter-in-law, or person 

permanently residing in the immediate household, an employee shall be entitled to leave without loss of pay for 

a maximum of four (4) consecutive working days. 

 

,Q�WKH�HYHQW�RI�WKH�GHDWK�RI�DQ�HPSOR\HH¶V�DXQW��XQFOH��or cousin, one (1) day of paid bereavement leave shall be 

granted. 

 

Bereavement leave may be granted by the College and used at the option of the employee within thirty (30) 

calendar days from the date of said death.  300. 
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their ordinary remuneration as an employee under Section 59 of Chapter 33 of the Massachusetts General Laws as 

amended. 

 

C. An employee who is a member of a reserve component of the Armed Forces of the United States and who 

is called for duty other than the annual tour of duty not exceeding seventeen (17) days shall be subject to the 

provisions of Chapter 708 of the Acts of 1941 as amended or of Chapter 805 of the Acts of 1950 as amended or 

Chapter 671 of the Acts of 1966 and amendments thereto. 
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B. Parental Leave under the NUP Handbook 

 

 1. Upon written application to the President, including a statement of reasons, any full-time employee 

who has been employed at least one (1) year and who has given notice at least four (4) months prior 

to their anticipated date of departure may be granted parental or adoptive leave from such 

employment for a period not exceeding one (1) year.  Such leave shall be without pay for such 

period, however, the College retains the right to require the employee to use accrued paid leave to 

cover some or all of the leave taken.  

 

 2. The purposes for which an employee may submit their application for such unpaid leave may 

include, but shall not be limited to: 

 

  a. The need to care for, or to make arrangements for, the care of a minor dependent child of 

the employee, whether or not such child is the biological, adopted, or stepchild of such employee; 

 

  b. To discharge any other responsibilities or duties in their capacity as the parent of a minor 

dependent child, whether or not such child is the biological, adopted, or stepchild of such 

employee. 

 

 3. Any employee taking such parental leave, after termination of such leave, will be restored or 

reassigned to their previous or a similar position and shall retain all legally permissible accrued 
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3. Requests for vacation leave must be submitted in writing to the Non-Unit Professional's supervisor and 

approved prior to taking such leave.  
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CHAPTER IX - TRAVEL AND CONFERENCE EXPENSES 

 

9.01 Subject to the following provisions, a Non-Unit Professional on full travel status shall be compensated for 

expenses incurred for travel that is required in the discharge of such Non-Unit Professional's prescribed duties 

and that is authorized as such by the President. 

 

A. Whenever use of a private car is necessary and has been authorized by the appropriate administrator, the 

prevailing state rate shall be allowed. 

 

B. Other charges, including, by way of example, garage, parking, and toll charges, shall be allowed, provided 

that receipted bills shall be submitted for such charges. 

 

C. Whenever use of any other mode of transportation is necessary and has been so authorized, the cost of all 

fares shall be allowed, provided that receipted bills shall be first submitted for such charges. 

 

D. Transportation between a Non-Unit Professional's home and their regularly assigned office shall not be 

reimbursable. If an employee works remotely, their regularly assigned office is the location from which they 

receive their assignments. 
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3. A statement by the President of the duties of the individual concerned, and how these duties will 

be performed while the individual is on sabbatical leave; 

 

 4. A statement by the President of whether they intend to allow the person on sabbatical leave to 

accept gainful employment; 

 

 5. A statement by the President that there are no major projects underway at the College which would 

be adversely affected by granting the person a sabbatical leave. 

 

E. Receipt of such sabbatical leave shall oblige a Non-Unit Professional to make their services available to 

the College, at the College's option, for one (1) full year following completion of the leave. 

 

F. During the period of the sabbatical, a Non-Unit Professional may engage outside sources of remuneration 

consistent with the following conditions: 

 

 1. Non-salary funds (travel, materials, and such other types of expenses) obtained from outside 

sources directly related to the purpose of the sabbatical shall not reduce the sabbatical stipend; 

 

 2. Salary funds obtained from outside sources which directly relate to the attainment of the specific 

objectives of the sabbatical leave shall not reduce the sabbatical leave stipend unless the total 

amount of outside salary funds and sabbatical stipend exceed the current pro-rated annual salary 

of the Non-Unit Professional, in which case the sabbatical stipend shall be reduced an equal 

amount so as to result in an amount equal to the current pro-rated annual salary; and 

 

 3. Activities generating funds that do not directly or indirectly relate to nor interfere with the 

attainment of the specific objectives to the sabbatical leave shall not be prohibited. 

 

G. The Non-Unit Professional, upon return from sabbatical leave, shall be restored to their former or a similar 

position and same position on the salary schedule, including the normal across the board pay increases given to 

Non-Unit Professionals during the time of the sabbatical.  The Non-Unit Professional shall retain all rights and 

benefits that they would normally have enjoyed.  

 

H. Upon completion of their sabbatical leave, they shall submit a report of their activities to the President 

and the Board of Trustees. 

 

I. The President may examine the sabbatical leave report for consideration for a merit increment.   
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CHAPTER XI - 
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CHAPTER XII - SALARIES 

 

12.01 Appointment 

 

A Non-8QLW�3URIHVVLRQDO¶V�prior related work experience and education shall be considered as the prime, though 

not sole, determining factors for the purpose of establishing their salary.  The College may also consider additional 

factors, including but not limited to, marketplace demands for the position. 

 

12.02  Acting or Interim Appointments 

 

A Non-Unit Professional may be appointed in writing by the President to a position in an acting or interim capacity 

for a period ordinarily not to exceed one (1) year.  If the appointment is to a higher position for a period of more 

than thirty (30) days, the Non-Unit Professional may be entitled to additional compensation for the period of time 

the Non-Unit Professional serves in the acting or interim position.  Upon returning to their former position, the 

Non-Unit Professional shall revert back to their previous salary for that position.  

 

12.03  Increase in Responsibilities, Meritorious Service and/or Equity Adjustments 

 

If a Non-Unit Professional is assigned a permanent and significant increase in responsibilities, the President may 

approve a salary adjustment to the Non-Unit Professional's annual salary.  The President may also approve a 

salary increase for a Non-Unit Professional who has rendered meritorious service to the College and/or where 

needed for equity.  All determinations are at the sole discretion of the President. 

 

12.04  Payroll 
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CHAPTER XIII - RETRENCHMENT 

 

13.01  Retrenchment shall be defined as the interruption of services of the Non-Unit Professional due to the 

elimination of their job or position.  Retrenchment occurs through no fault or delinquency of the Non-Unit 

Professional. 

 

13.02  Reasons for retrenchment include, but are not limited to, fiscal and/or budgetary considerations, 

programmatic changes, change in student enrollment, and/or change in focus or priorities of the College. 

 

13.03  A Non-Unit Professional being retrenched pursuant to this policy is entitled to notice under the following 

conditions: 

 

A. Whenever the President determines in good faith that it is necessary to retrench the Non-Unit Professional, 

the President shall give notice of the retrenchment, with the reasons stated therefore to the Non-Unit Professional. 

.
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CHAPTER XV - DISCIPLINE AND TERMINATION 

 

15.01  Discipline 

 

When circumstances warrant the College may impose discipline on a Non-Unit Professional.  Discipline may 

include, but is not limited to, oral or written warnings, written reprimands, suspensions without pay, demotions, 

restrictions in the workplace and termination. 

 

Suspension without pay may be considered in cases of serious misconduct, including but not limited to, sexual 

harassment, workplace violence, drug or alcohol use or for violations of state or federal laws. Suspension without 

pay may not be used in matters involving performance or attendance issues.  When suspension without pay is 

being considered, the President shall meet with the Non-Unit Professional, inform them of the reasons for the 

suspension, and permit the Non-Unit Professional an opportunity to be heard.  Thereafter, if suspension is 

warranted, the Non-Unit Professional shall be notified in writing of the suspension, the effective dates, and a 

statement of reasons. The notice shall inform the Non-Unit Professional of their right to appeal that decision under 

Chapter XVI.  Suspension of a Non-Unit Professional during their probationary period is not subject to the 

complaint procedure under Chapter XVI. 

 

In some instances, a Non-Unit Professional may be placed on paid administrative leave.   Paid administrative 

leave is a temporary leave from a job assignment, while maintaining pay and benefits.  Paid administrative leave 

is not a disciplinary sanction.  Grounds for paid administrative leave may include, but are not limited to, 

investigating allegations of misconduct, protection of sensitive information or resources, when a Non-Unit 

Professional is behaving in a disruptive or threatening manner, and/or when a Non-Unit Professional poses a 

reasonable risk of harm to themself or others. Paid administrative leave is granted at the sole discretion of the 

President. 

 

15.02 Termination   

 

In accordance with the following, the President, may terminate a Non-Unit Professional from their position for 

cause.  Termination for cause may include, but is not limited to, any of the following reasons: 

 

a. Demonstrated incompetence in the performance of one or more assigned duties; 

b. Behavior that interferes with the normal operation of the College; 

c. Insubordination by failing or refusing to carry out a directive by a supervisor or other College official; 

d. Dishonesty, fraud or theft; 

e. Unauthorized possession or use of alcohol or a controlled substance; 

f. Engaging in behavior on or off campus that violates state or federal laws; 

g. Engaging in unprofessional or inappropriate conduct or behavior;  

h. Engaging in comments or conduct that violates the Policy on Affirmative Action, Equal Opportunity 

and Diversity; and/or 

i. Engaging in behavior that poses a threat to health or safety of the College community. 

 

15.03 Process for Termination 

 

A. The President, shall meet with the Non-Unit Professional, inform them of the reason(s) for termination, 

and permit the Non-Unit Professional an opportunity to be heard.  Thereafter, if termination is the final decision 

of the President, the Non-Unit Professional shall be notified in writing of the reason(s) for their termination and 

the effective date of termination. The notice shall inform the Non-Unit Professional of their right to appeal the 

decision under Chapter XVI.  Where, however, the terminated Non-Unit Professional is directly supervised by 
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the President, they shall have a right to appeal that decision under Section 15.04 of this Chapter. Termination of 

a Non-Unit Professional during their probationary period is not subject to Chapters XV or XVI.    

 

15.04  Appealing Termination   

 

A. A Non-Unit Professional who is not under the direct supervision of the President may appeal a termination 

decision pursuant to Chapter XVI.     

 

B. A Non-Unit Professional under the direct supervision of the President may appeal a termination decision 

by notifying the Chief Human Resources Officer, or designee, in writing within five (5) days from receipt of the 

termination notice.  The written appeal shall include a statement setting forth the grounds for appeal.  

 

C. The Chief Human Resources Officer shall notify the Non-Unit Professional 
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hearing or a determination without a hearing on the matter.  If a hearing is requested, the President's designee 

shall give reasonable notice of the time, date, and place of the hearing, which shall whenever practicable be held 

within thirty (30) days after the President's designee receives the complaint.  No new issues may be raised at Step 

2 beyond those raised in the initial complaint. 
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APPENDIX A 

 

POLICY PROVISIONS APPLICABLE TO PRESIDENTS 

 

The following sections of this Handbook shall apply to the &ROOHJHV¶�Presidents: 

 

Chapter IV Insurance Benefits 

 

Chapter V Supplemental Benefits  

 

Chapter VI Health and Welfare 

 

Chapter VII 7.01 Sick Leave 

  7.03 Paid Personal Leave 

  7.04 Bereavement Leave 

  7.05 Voting Leave 

  7.06 Civic Duty Leave 

  7.07 Military Leave 

  7.08 Family Leaves 

  7.09 Organization Leave 

  7.10 Civil Defense Leave 

  7.11 Blood Donations 

  7.12 Unpaid Personal Leave 

 

Chapter VIII Holidays and Vacation Leave 

 

Chapter IX Travel and Conference Expenses 

 

Chapter X Professional Development Opportunities 

 

Chapter XII 12.04      Payroll 

 

Under those circumstances where a President is availing themself to the rights afforded under any of these 

Sections of the Handbook, and the particular Section requires a President to act or exercise their authority, the 

&ROOHJH¶V�%RDUG�RI�7UXVWHHV�VKDOO�DFW�LQ�WKH�SODFH�RI�WKH�3UHVLGHQW� 
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APPENDIX B 

 

LETTER OF APPOINTMENT  

 

Dear [NAME] 

 

Optional Introduction (ex. “It is with great pleasure that I confirm your appointment to the position of [Position] 

in the [Department]. We extend a warm welcome to the Community College! We are thrilled to have you join our 

team of highly skilled professionals. Or alternate language) 

 

Required language:  Your appointment is subject to the following terms and conditions: 

 

� Effective Date of Appointment:    ; 

� Annual Salary:     ; 

� Successful background check (ex. CORI); 

� Laws of the Commonwealth and rules and regulations promulgated thereunder; 

� The Non-Unit Professional Personnel Policies Handbook; 

� The policies and procedures of this institution; and 

� The appropriation of sufficient funds by the Legislature. 

 

Your appointment has no terminal date and therefore is an indefinite appointment during which you shall serve 

at the pleasure of the President of the College. For the initial twelve (12) months of employment in this position, 

you will be considered a probationary employee. 

 

Required Language if grant funded:  Grant funded positions are subject to the terms and conditions of the grant, 

as well as grant funding.  Grant funded employees have no rights under Chapters III, XII and XIII of this 

Handbook.  Furthermore, when employment is discontinued due to a change in grant funding and/or the terms 

and conditions of the grant, the employee shall also have no rights under XV and XVI of this Handbook. 

 

To formally accept this appointment, please sign this letter, acknowledging your understanding and acceptance 

of the terms and conditions mentioned above. Kindly return it to the Human Resources Office no later than five 

(5) days from receipt.  Failure to respond within the specified time period, will be considered a rejection of the 

appointment. 

 

Optional Conclusion: (ex. “
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APPENDIX D 

 

             


