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AGREEMENT BETWEEN

CHARLES STEWART MOTI COMMUNITY COLLEGE BOARD OF TRUSTEES

AND THE

SERVICE EMPLOYEES' INTERNATIONAL UNION

CHARLES STEWART MOTI SECRETARIAL-eLER.lCAL UNIT OF LOCAL 591, AFL-
CIO

nus AGREEMENT entered into this 3rd day of October, 1994, by and between the Charles
Stewan Matt Community College Board of Trustees, hereinafter sometimes referred to as the
"Board." aDd the Service Employees' Imemational UniOD. Charles Stewart Matt Secretarial-
Clerical Unit of Local S91, AFL-ClO, hereinafter sometimes called the "Union."

WITNESSETH:

WHEREAS die parties have a DlP'"'. obligation, pursuanl to AJ;t 379 of die Michigan Public Acts
of 1965, to barpiD in good faith with respect to hours, wages. tenDS aDd CODditiODS of
employmeDl of Board persouael represeDted by die UnioD, such persou.uel beiDg fully described
in Article I hereof, IDd

WHEREAS, me parties. foUowiDI exteDded aDd deliberate negotiatiODS, have reacbed mutual .
agreement, IN CONSIDERATION of die followiDg muDJI' COVeDIDtS, it is hereby agreed as
follows:

ARTICLE I

RECOGNITION

A. 1be Board ~ recopizes die Union as the exclusive barpiDiDg representative for all
employees indie barp.iDiDa unit, described as follows:

All oftice clerical employees including secretariest bookkeepers, cashiers, clerks,
machiDe operators, receptionists, switchboard operators, aDd typists but
EXCLUDING supervisors, stude. assistaDtS, on-call employees, confidential
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employees (secretary to Human Resources Director, secretaries to the President,
sec:rewy to the Dean, Business Affairs).

B. The Board agrees DOt to negotiate with any educational secretaries organiDtion other tban
the Union for the duration of this Agreement. Nothing contained herein sball be coDStl'Ued
to prevent any individual secretary from presenting a grievance aDd baviDg the ·grievaDCe
adjusted without intervention of the Union, if the adjusanept ~ DOt inconsistent with the
terms of this AgreemeDt, provided that the Union bas been given an opportunity to be
present at such adjusanem.
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ARTICLE n

GRmVANCEPROCEDURE
Section 10 Pw::pgSC. The purpose of the following grievaDCe procedure shall be to settle

equitably, at the lowest possible level, issues which may arise from time to time with
respect to specific claims of improper application, interpretation or violation of the terms
of this AgreemeDl. Both parties agree that these proceedinp sball be kept as confidential
as may be appropriate to each level of the procedure.

Section 2 Without IDtmcntion of the Union. Nothing herein contained sball be construed to
prevent any individual employee from presemiDg a grievance aDd baYing the grievance
adjusted, without tile imerveDtion of the Union, if the adjustmem is CODSisteDt with the
terms of this Agreemem IDd the Union bas been given an opportUDity to be preseDt at such
adjustmeDt.

Sr£tjQn 3 Rcpmzngrign Any employee may be represented at any level of this procedure by
a representative of the Union.

Section 4. Definition of GrieDp. A grievlDCe is a claim by one or more employees of the
Union of an improper application. interpretation or violation of tbis Agreement, specifying
the part of this AgreemeDt which is c1ainwt to be violated aDd tile specifics of such
violation.

Section S. Days Dcfiml. TIle term -days - used in this Article sball mean workiDg days.

Section 6. lnitiatioo of GricDma. Grievm:es UDder die AgreemeDt may be iDitiated· by
employees in die barpjnj"l unit eitber siDgularly or joiDdy •

...
Sc;ctjon 70 Qrim'V' iD W!i'hW. All grievm:es, appeals, ~ decisioDs will be in writing with

copies to bodl pardea.

Section 8. EJtcnsiom gfTiD'C J,jmig. Time limits may be exteDded by mutllal agreement, in
writing, siped by tbe desipated representatives of both parties.

Section 9. Grieylng: Ptoccd!Tc·

A. The alleged violation oc:c:urs.

B. A grievm:e must be filed within tweDty (20) days of the alleged violation, or reasonable
October 1994
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knowledge tbereof. Tbe grievm:e shall first be discussed with the employee's immediate
supervisor. If a resolution is not reached within five (5) days, the employee shall have
five (5) days to submit rbe grievance in writing. One copy sball be sent to the immediate
supervisor, ODe copy to the Office of Human Resources, and ODe copy to the Union
Presidenr,

C. LEVEL I. Level I shall be a grievaDCe review by the employee's supervisor with the
employee presem. 'Ibis meeq shall occur within five (5) days of receipt of the
grievance by die supervisor. The supervisor must reDder a response to the grievance
witbin five (5) days of that meetiDa. Tbe response shall be in writing IDd shall include the
ratioDlle for me decision rendered. The written rationale sball include· me foUowiq
information:

i. PanicipaDIs presem.

ii. Issue resolved.

iii. RelevaDl articles of tile coDlrlCt.

iv. Discussioa of die facts presemed.

v. Decision.

A copy of die respoDII sbaIl be forwarded to me Oftk:e of Ruman Resources for inclusion
in the grievaDce file.

D. LEVEL D. Level U sbaIl be ID appeal of die grievm:e to die applopriate DeaD or
Director. A requeI& far al.ew1 nbeariDI must be made in writing tbrouIb tile Executive
DeaD of HumID Resources within teD (10) days of die pieYaDtl S receipt of die response
from 1.ew11. A I.ew1D beariDI of die pievaD:e sbaII tab pllce witbiD teD (10) days of
me pievIIIIls request for aD appeal beariJII.

It is die respoaaibility of die oflker beariJII tbe appeal to eDSUIe dW due process is
followed:

i. Dclc"nae""ry exhibits may be preseDted.

n. Wimases may be examined.

iii. Each party is afforded the opporamity for opeuiDa and closiq
stlreDleDtl.
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It is the responsibility of the officer hearing the grievance to determine if an improper
application. interpretation or violation of this Agreement bas occurred based on the
evidence presented. Detailed record of the proceedings will be maintained and made
available upon the request of either party. The officer hearing the appeal shall reDder a
response to the grievant in writing within five (5) days of the hearing. A copy of the
response shall also be seDl to the Office of Human Resources. The written response shall
include:

i. A discussion of the evidence presented.

ii, Data from investigation coDduCted but DOt part' of the hearing
proceedings.

ill. Decision rendered.

E. LEVEL m. Level m sball be ~ appeal of the gl'ievlDCe to the PresideDt or
desiguee(s). A request for a Level m bearing must be Made in writiDI tbrough the Oftice
of Human Resources within teD (10) days of me grievlllt'S receipt of me response from
Level D. A Level m bearing of me gl'ievaDCe sba11 tab place within teD (10) days of the
grievlDl's request for an appeal beariDg.

It is the respoasibility of die officer hearing the appeal to eusure that due process is
fonowed:

i. Documemary exhibits may be preseDteCl.

ii. Witoesses may be examined.

iii. , Each party is afforded the oppo11UDity for opeuiDg aDd closing
statemea1l.

It is me responsibility of die officer hearing the grievance to detmDiDe if an improper
applicadem. iDtapretadoD or violation of this ApeemeDl bas occurred based on the
evideace pnscDled. Detailed record of the proceedings will be maintained and made
available upoD tbie request of either party. The officer hearing tile appeal sball reuder a
respoDSe to die grieVllll in writiDI within five (5) days of die heariDI. A copy of the
response sba1l also be .. to tile Oftice of Human Resources. Tbe written response shall
include:

i. A discussion of the evideace presented.

ii. Decision reudered.
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F. LEVEL IV, ARBITRATION.

1. Witbin seven (7) days of receipt of the answer at Level m, the Union may, by notice,
request that the matter be submitted to arbitration.

2. The panics will attempt to select an arbitrator by mutual agreemem. If they cannot
agree OD an arbitrator within seven (7) days after notice is given; be/she sball be selected
by the American Arbitration Association in accord with its rules which shall likewise
govern the arbitration beariDg. Any grieVlDCe DOt appealed to die American Arbitration
Association by tbe Union within fifteen (15) days sball be considered seUled on the basis
of die last disposition of managemelll. Tbe arbitrator sba1l have DO power to alter, add to,
or subtract from the term of tbis agreement. The arbitrator sball reDder bislber fiDdings
and cooclusioDS on die issues submitted. Both parties agree to be bound by die award of
the arbitrator aDd agree that judpuem thereon may be eDU:red in any coun of competent
jurisdiction.

3. The cost of lIlY arbitration UDder this article sball be divided equally between tile
Board aDd die Union.

4. The expeuse aDd compeusatiOIlS of any wimess or participam in die arbittatiOD shall
be paid by tile party calJiq such wimess or requestiDg such participllll9 woo is DOt a
member of die staff of die collep.

SectioD 10 Qrimoca not Advary;ed. AD.y grievlDCe not appealed witbiD die time limits set
fonh above shaI1 be CODSidered sealed on tile basis of die last decision (of die Board)
reDdered.

Sf&rinD 11. QrimDT' ngt TnnclY Agnn:m4. AD.y grievaDce for wbicb an mswer bas DOt been
provided witbiD die time limits set forth bmin sbalI be moved to die nest level of die
grievaDCe praceduIe.

Sa;tigg 12" ecpe.. Copies of aD wriaeD IDSwerI at all levels of die pievIDce prccedure shall
be giveD to die pieYIm aDd to die JrieVIDCe officer of die UDioD.

Sf&rinD 13 NO 'aie' No ieptilal of IDY kiDd shall be taken by or apiDst any participant in
the IrieftDce pnxeWre by reason of such participatioa.

Sa;tjon 14 Initial SWDnipign of <jrjcyapq:. By amlll ~ I grievaDce may be initiated
at any higber applicable level of tile grieVIDCeprocedure.
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ARTICLEm

EMPLOYEE, UNION, AND BOARD RIGHTS

A. The unit members and the Union, as the exclusive bargaining representative of the unit
members, shall bave and enjoy all of the rights aDd privileg~ granted to them by Act 379
of the Michigan Public Acts of 1965, as amended from time to time, and by other
applicable Michigan staQltes DOW or hereafter enacted, except as expressly limited by
terms of this Agreemem.

B. The Board hereby retains and reserves unto itself, without limitation, all me powers,
rights, authority, duties and responsibilities conferred upon and vested in it by the laws
and me Constitution of die State of Michigan and of me United Stares, except as expressly
limited by the terms of this Agreement.

C. The Board agrees to furnish to the Union, in respouse to requestS from time to time,
information com:emiDg me fiDaDcial resources of the CoUege, adopted budgets, aDd such
otber information as it may-reasonably require, together with such iDformation as may be
necessary for me union to process any grievauce.· Nothing contained in the above sball
be coDS1l'Uedto require that me Board provide any iDformation DOt a1ready available to it
or to provide such information in any form otber tban tbat in which it would normally be
provided to the Board. WbeDever me Board bas reacbed a teDrative coDClusion to request
additional millage from tile community, it will give· notice to tile Union of tbat fact prior
to the reaching of a tiDal decision with respect thereto aDd will give tbe Union the
opportunity to meet with eitber the Financial Committee of tile Board or such other
representatives as the Board may select to discuss the Board t s contemplated request for
any millage iDcrease aDd its expected allocation tbenof.

D. The provisioDS of tbis comnct sba1l be applied to all employees covered by this
Agreemem without dilcrimiDation on accouDl of sex, age, race, color, creed, national
origin, religious or political aftiliatiOD, Union membership or activity.

E. Uniop SCsui1Y .wI Dcduc;tjoD of Union Dues

1. All employees who are presently working under this AgreemeDI sball not be
required to become membet's of the Union. aDd all DeW employees bired during the
term of tbis AgreemeDt sba1l DOt be required to become membet's of me Union, but
sball make paymeDIS to me Union in the same amouDt aDd in the same manner as
Union members aDd sball do the above as a coDdition of employment. These
provisions do DOt apply to substitutes or tempOrary employees.

2. During -tile term of this Agreement, tile Board will honor written assignments of
October 1994

9



wales to tbe Union for the payment of Union dues, initiation fees, and special
assigumeDrl. Such written assignments shall be in a form consistent with the laws
of the State of Michigan and this Agreement. The Board will continue to honor
those written assignments already in its possession.

3. The Union shall DOtUy tbe Office of Human Resources in writing of the amouDt of
such dues, fees, aDd assigmuems. The Board will cause such dues, fees, aud
assigumeuts to be remitted promptly to die Union together with a written statemeD£
of the aames of die employees for whom such dcductioDS were made. Normally,
deductioDS will be made on me last pay period of each mamb. In case of an error
in such deductiODS, the Umon will make proper adjusanems of such errors with the
employees coocemed.

4. All employees presemly employed by me Charles Stewan Matt CQlDllWnity
College sball make die above paymeDt to me Union OD the first full pay period
after die ratification of die comract by the members aud die Board. All DeW
employees biIed duriDI me tenD of tbis Agreemem shall mab die above paymeDII
to die Union after tbiny (30) days of employmeDt with die Charles Stewart Matt
COmmoDity eoO•.

5. TIle Union sball iDdemnify die Board agaiDst any aDd all claims. demanch, suits,
or olber forms of liability of wbalsoever kiDd aDd DIlUIe tbal shall arise out of
action taken by die Board for die purposes of complyiDg with die provisioDS of
Paragrapbs 1,2., 3. 4, aDd 5 oftbis Agreemem.

F. Job StilUS ,pel fvnstion of UpioD Offjr.m

The bugaiDiDI UDit sbaIl COIIIiat of ODe district.

1. TIle UDioD sbaIl appoa 0lIl (1) disUict represemative aDd two (2) altemate district
represelllltiws for adldiIIri:t. No disIrict represaaDve or altemate regardless
of wbm seJectId. sball fuDctioD u such umil !be Office of Human Raources bas
beeD aotified in writiDI by die PresideDl of die local Union. Chairperson of the
UDiI. or aD iaaDldolll1 UDioDor COUDCil officer of hisIber selection. Notice of
die eIecdOD of disIrict _ aDd altemalives sball be given at me earliest
poIIible date •.

2. District repnsrmmivelllld tbeir altematel aDd otber UDion officials shall be
permiuecl to eDPae in COIJInCl oqodatious IDd tbe adjustmeDt of pievaoces
subject to die limir.aDO. set forth in this Agreemeat.

3. Any district representative or alternate baviq an individual grievance in
COIlDeCtion with bislber own wort may ask tbat aDOtber district representative or
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alternate or Union official assist himlher in adjusting the grievance with hislher
supervisor.

4. The Union shall be granted twenty-five (25) working days per year to be used for
unpaid release time for employees to attend educational conferences and other
union business excluding grievances, arbitration, negotiations, and fact-fIDding.
Not more than three (3) employees will be released at any ODe (1) time. Such time
off shan be recorded as unpaid union business (UUB). UDder extenuating
circumstances, additioual time may be taken with the approval of die Office of
Human Resources.

G. Copies of this AgreemeDI sball be primed at tile expense of tile Board and presented to all
secretaries DOW employed or hereafter employed by me Board.

H. If any provision of tbis AgreemeDt or any application of the AgreemeDl to any employee
or groUp of employees sbal1 be fOUDd contrary to law, then such provision or application
shall not be deemed valid aDd subsisting except to me extem permitted by law, but all
other provisioDS or applicatioDS sball continue in full force and effect.

I. TIle Board bas gramed to Board employees in the BargaiDiDg Unit two buDdred aDd fifty
(250) paid hours per fiscal year to be used for the investigation aDd adjustmeDt of
grievances through Level Four (4) of the grievaDCe procedure and odler UDion business.
Scheduled meetings wbere both tbe union and management are preseDt such as
negotiatioDS, arbittatiODS, fact-finding, aDd mediation sball not be deducted from the
allotted union bourse

Only time spent duriDg scbeduled working hours by representatives woo are employees
sball be charged apiDst die paid-time allowauce. Such paid time shall be charged and paid
on writreD DOtice to die Office of Human Resources or desigDee. Such writreD notice sball
iDclude die uames of die employees autborized to use me paid-time allowauce, die amoum
each employee is autborized to use, aDd die nature ofUDion busiDess.

Such time shall be DOtatecl on die respective cost~ payroll sheets as paid union
busimla, aDd each employee sbal1 complete a request for leave form which must be signed
by die effected aDployee's jnunrdjate supervisor or desipee.

J. In any DeIQtiatioDs described in this AgreemeDt, Deitber party sba11 have any control over
the selection of die bargaiDiDg representatives of the odler party, and each party may select
its representatives from witbiD or without the College District.

K. This AgreemeDl incorporates die entire UDderstauding of die parties on all issues which
were or could have been subject to negotiation. DuriDg tile term of this Agreement neither
party sball be required to negotiate with respect to any such matter wbetber or DOtcovered
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by this AgreemeDl and wbetber or DOt within the knowledge or COaremplatiOD of either or
both of die parties at the time they negotiated or signed this AgreemeDl.

L. The Baud agrees to make all reasonable efforts for the safety aDd health of its employees
during the hours of their employmeDl and will incorporate as standard procedure all
applicable rules, regulations, and laws promulgated by the Michigan Occupational Safety
and Health AdmiDistradon (MIOSHA), and die Federal Occupatioaal Safety and Health
Administration (OSHA). The union agrees to attempt to iDstill in each employee by all
reasoDable meaDS the realization of tbeir respousibility to themselves, their fellow
employees, aDd tile Board in die prevemion of accidems.

M. The Board sball coDtiDue to provide free parIdDg space for all UDit members.

N. Bulletin Board

The College agrees to provide a bulletin board for tile Union to post IIIIIOUIICeIIJl of
mauen of legitimate busiDesa related to tile employees covered by tbis ApNmeDt

All mareriaIs to be posted sba11 be submitted to the CbairpersoD of die UDit for approval
prior to postiDI. Copies of materials to be posted shall be submiUed to tile omce of
Human Resources. Offemive marerial sball be removed jmntediately upon the request of
the Office of Human Resources or bisIher desiguee.

O. GtmmJ flQllg ,nd Staff Mccrinp

The Union sbal1 be emided to bave two represeDWives preseDt at each College geuera1
faculty IDd staff mee'j ••
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ARTICLE IV

COMPENSATION

A. The unit member Salary Schedules are set forth in Appendix A of this Agreement.

FRINGE BENEFITS

B. Group Life Jnsuran;c: The Board shall provide, without cost to each full-time 40 to/and
including 52-week unit member, group life insurance protection which sball pay to the
employee's designated beneficiary the sum of 523,000 upon death IDd in the event of
accidental dead1, a sum of $46,000· effective 7/1/89.

Each unit member regularly assigned to work less than full-time but ODe-half (112) time
or more, 40 to/aDd iDcluding 52 weeks (daily or weekly basis of assigJUDeDl), sball be
entitled to a prorata basis of the amOUlttS set fonh above.

No otbel' employees sball be eDtitled to this beuefit.

c. HospitalizatioD and Medical Jnsuranq;; Change to MESS Three Star Plan as soon as
possible. Should the cost iDcrease in MESS Three Star Full Family Premium, effective
July 1, 1994, exceed teD (10~) perceDt over the 1993-94 premium die 1994-95 salary grid
sball be reduced as fonows:

10~ to 10.9~ .0 CI Reduction

11~ to 11.9~ .1CI Reduction

12~ to 12.9C1 .2 CI Reduction

13 CI to 13.9C1 .3~ Reduction

14S to 14.9C1 .4~ Reduction

15 CI aDd above .5~ Reduction

Sboulcl1be iDcreue in die MESS Three Star Fun Family Premium be in e1fect for less that
a twelve (12) maDIll period, the reductions above sball be prorated accordiDgly.

At age 65, tile employee is required to enroll in Medicare in order to qualify for a plan
equivaleut to Blue Cross 65, or HMO 65, wbich me Board will provide during the period
of conrimJed employmeDl.
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Each unit member employee regularly assigned to work less than full-time but one-half
(1/2) time or more, 40 to/and including 52 weeks (daily or weekly basis of assignment),
shall be entitled to a pro rated amount of the amounts set forth above. The pro-rated
amount is based on the average annual hours worked, and shall be determined by June
1 of each year. The employee's share of the payment shall be by payroll deduction.

Effective June 1, 1984, or date of annuity authorizati~ whichever is later, unit members
who do not elect any of the above health plans sball have one-hundred dollars ($100.00),
effective upon ratification, per month to apply toward authorized tax sheltered annuities
andI or other approved options. Said amount must be applied to these annuities and/or
other options> aDd shall not be taken as salary.

No other employees shall be entitled to this benefit.

D. Disability Imurang;; The Board shall provide, at its own expense, disability insurance
for each regularly assigned, one-balf (1/2) time or more, 40 to/and including 52-week
unit member employee. The disability iDsuraDce shall pay benefits of sixty percent
(60~) of regular weekly salary with a maximum of three huDdred dollars ($300.00) with
benefits starting after thirty (30) workiDg days for an accident or a sickness effective
3/1/87 . The Board sball contiDue to pay the Blue Cross-Blue Shield or HMO iDsuraDce
premium during tile first six (6) months of a disability. Benefits will be paid for a
maximum period of five (5) years, or to age 70 (whichever is earlier), in accordance with
government rules on age discrimiDation, aDd ouly during an employee's regularly
scheduled workiDg year. An employee's 8COJlDnlatrd sick leave must be used during the
waiting period prior to drawiDg disability insuraD:e. After die waiting period, if any sick
days remain, tbey sball be banked aDd re-credited wilen tile employee returns to work.

No odler employees lie eadt1ed to this beDefit.

E. Qptional ute ,00 Pjphjljty Imgprp;: OptiODa1 Life aDd Disability IDsurance will DO
looger be available 011& payI011 deduction basis. Those preseody covered as of JUDe 30,
1972, under Optioual Life IDd Disability IDsurance will be billed directly by die
Company if tbey wish to obtain Blue Cross-Blue Shield.

Employees already on 0pti0Dal Life aDd Disability IDsurance as of June 30, 1972, may
coDtiwe tbeir preseDt beDefi1s paid by tile Board up to a maximum of two huDdred and
forty dollars ($240.00) per year if tbey do DOt wish to obtain hospitalization under Blue
C~BIue Shield.

Optiooal Life aDd Disability IDsurance will DOt be available to anyODe who is not on.dIe
program as of June 30, 1912.

Oetober 1994
14



If an employee changes from Optional Life and Disability Insurance to Blue Cross-Blue
Shield, helshe will not be able to obtain additional Optional and Disability Insurance.
He/she may, however, coDlinue the Optional Life and Disability Insurance he/she has by
making payments directly to the Company.

F. Dental Insurance: The Board shall provide without cost to the staff member Delta Dental
Care Plan "C" with Onhodontic Rider FIJ/7 (including internal coordination of benefits
only) or an equivalent dental care plan for all full-time 40 to/and including 52-week
employees and their eligible dependents effective January 1, 1981.

G. Vision Insurance: The Board shall provide without cost to the unit members, the Blue
Cross vision Care Plan for all full-time unit members aDd their eligible dependents,
effective July 1, 1984.

H. Secretarial aDd Clerical Salary Regulations

1. ProbatioDaD' Employment
a. Probationary employment sball be defined as the initial six-month

period of employment by the Board.

b. The unit member whose performance is unsatisfactory during the
probationary period may be djsmissed at the will of the Board.

c. The unit member who's probationary performance is satisfactory, shall
receive a six-DlODdlsalary increment on January 1 if hislher employment
is between April 1 and September 30. Helshe shall receive a six-month
inclement on July 1 if hislher employment date is between October 1and
March3l.

d. The six-mouth iDcrement will be balf of tile difference between tbc step
of die employee's current salary and the next step.

2. Replar BmplQymegt
a. All steps on the salary schedule sball be CODSidered to be aDDla) merit

increases, Jiven either July 1 or January 1 depeDdeDt upon employment
date.

b. An employee wbo is appointed to a position in a higher grade sball be
placed at the step on the salary schedule which will guarantee a mjnjmum
IDDlla) salary increase of from three (3) to five (5) perceD1. If that step
is DOt maximum, belsbe sball proceed OD me scbedule anmgJJy, if hisJber
performance merits it, until maxinmm is reached. Any employee who is
promoted between Aprill and SepIaDber 30 will receive an iDcrement the
following Jauuary 1. Any employee who is promoted between October
1 and March 31 will receive an increment tile following July 1.
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c. If an employee is appointed to a position in a lower or the same grade,
hel she shall transfer at the same step in the lower or same classification
as in the previous position and receive increments on the same date as
before such appointment.

d. An employee whose position is reclassified sball be paid at the same step
and receive iu::Iements on the same dates as before reclassification. Each
unit member re-employed by the College shall receive experience credit
for all previous College experience, provided that he/she is re-employed
in a position in tile same grade or a lower grade than that of hislher
previous College employment. Annual increment dates shall be in
accordance with those dates specified in regulation 2, b. If he/she is re-
employed in a position in a grade higher than that of previous
employment, a minimum three (3) to five (S)_percent salary increase over
that which he/she would have received had he/sbe stayed in die
employment of the College and other conditions of regulation 2, b, shall
apply.

I. ClassificatioDS for the bargainiDg unit are set fonh in AppeDdix B of this contract.

J. A service allowm:e, to start after teD (10) years of full-time service to the College, shall
~~u~~: .

Yem of Service·
Amt./Wk.

1990-93

After the accumulation of 10 years
through 14 years

$8.25

After the accumulation of 14 years
through 19 years

$10.25

After the aCcumulation of 19 yean
through 22 years

$12.25

After the acanml.DOD of 22 yean $14.25

·CoDtinuous years of service for bires after 7-1-77.

K. In tile abseDce of a state diIective or prohibitive legislation, tile Board will provide an
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Educational Grant Fund. The grant will be limited to an amount equivalent to tuition and
related service fees for credit courses taken under the Associate Degree program at Mott
Community College for full-time employees, including spouse and dependent children (up
to age 25) as defined by the Internal Revenue Code of the United States. Should a passing
grade not be received, the full amount of tuition and fees shall be paid to the College
within twelve (12) months of the end of the class. Registration for a future class will not
be allowed with an outstanding balance due the College. Tuition shall be awarded if an
"I" grade (incomplete) is changed to a passing grade within twelve months.

The employee is responsible for his/her own cost and any cost incurred by a spouse or
dependent child. It is the responsibility of the employee to make payment arrangements
with the College. In order to provide verification of dependency status for purposes of
State of Michigan audit and College record keeping, the student shall process the grant
through the Office of Human Resources (Effective July 1, 1980).

L. Tuition Assistance - Effective July 1, 1993, full-time bargaining unit members shall be
reimbursed twenty-five dollars ($25.00) per credit hour up to a maximum of one-hundred
dollars ($100.00) per academic semester per employee not to exceed two thousand dollars
($2,000.00) per year for the Bargaining Unit, for College Credit courses taken at an
accredited 4 year Institution of Higher Learning after completion of the course and
submission of the grade report indicating a grade of "C" or better for undergraduate
courses or a grade of "B" or better for graduate courses.

Effective July 1, 1994, full-time bargaining unit members shall be reimbursed twenty-five
dollars ($25.00) per credit hour up to a maximum of one-hundred dollars ($100.00) per
academic semester per employee not to exceed two thousand two-hundred fifty dollars
($2,250.00) per year for the Bargaining Unit, for College Credit courses taken at an
accredited 4 year Institution of Higher Learning after completion of the course and
submission of the grade report indicating a grade of "C" or better for undergraduate
courses or a grade of "B" or better for graduate courses.

Effective July 1, 1995, full-time bargaining unit members shall be reimbursed twenty-five
dollars ($25.00) per credit hour up to a maximum of one-hundred dollars ($100.00) per
academic semester per employee not to exceed two thousand five-hundred dollars
($2,500.00) per year for the Bargaining Unit, for College Credit courses taken at an
accredited 4 year Institution of Higher Learning after completion of the course and
submission of the grade report indicating a grade of "C" or better for undergraduate
courses or a grade of "B tI or better for graduate courses.

Such courses must be part of an approved professional development plan approved by the
employee's immediate supervisor (forms are available through the Office of Human
Resources). Written requests for reimbursement shall be submitted to the Human
Resources Office and must be accompanied by the supervisor approved development plan,
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receipt for tuition to be reimbursed and a final grade report.

All requests for reimbursement must be submitted within 30 days of the end of the
semester in which tuition was paid.

The approved development plan shall be placed in the employee I s personnel file.

The Tuition Assistance allocation shall be in the Human Resources budget.

M. Community Ed. Tuition
The College shall provide free tuition for Community Ed. classes to full-time employees
effective July 1, 1991.

N. Tuition - Part-time Employees
Unit members assigned to work less than full time but 20 or more hours shall receive 50%
of the benefits described in K, L, and M above effective July 1, 1991.

O. Any unit member (including 1/2 time employees) shall be reimbursed for miles traveled
for College business in accordance with the current College travel regulations at that time
subject to their supervisor's approval.

P. DOnation/Transfer of Sick Leave Days

1. Full-time bargaining unit members may transfer sick leave days to another full-time
employee in the bargaining unit who is on an extended absence due to illness or injury
and who has exhausted all accrued paid leaves. The transfer of days cannot reduce the
balance of sick leave days available to the donating employee below 42 days.

2. Full-time bargaining unit members who are absent due to illness or injury and who have
exhausted all accrued paid leaves may notify, or cause the HR Office to be notified, of their
desire to have sick leave days donated to them. The HR Office will notify all full-time
bargaining unit members of the opportunity to make donations of sick leave days.

3. Full-time bargaining unit members who wish to donate sick leave days must notify the HR
Office in writing, and the transfer of days will be implemented by the HR Office.

4. The employee who is.receiving the donated days must have been on either a paid or unpaid
leave status due to illness or injury for at least two weeks to be eligible for a donation of
time; donated time cannot be applied to this two-week waiting period. The total number of
sick leave days transferred cannot exceed the waiting period for disability.

5. The donation of sick leave shall not be counted as time used by the donating employee for
purposes of determining eligibility for the bonus provided in Section L of Article IX.
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ARTICLE V

WORKING YEAR, WEEK AND HOURS

Effective July 1, 1994, the parties agree to establish a pool of DOt less than six (6) nor more that
eight (8) qualified employees. who will be available to work flexible hours during peak time, for
not more than four (4) time periods anml3JJy. Such work shall be for studeDl registration. studem
enrollment. and other related areas that will accommodate unique student needs. The Union
Chairperson shall be given a thirty (30) day period to designate the origiDal pool of employees.
Qualified seniority employees shall be given the first priority to apply for such POSitiODS. In the
event volunteers shall be given the first priority to apply for such POSitioDS. In the event
volunteers are not fonbcoming, die College retaiDs me right to complete die pool by assigning tbe
least seniority qualified employees. Employees sball be assiped in their own class (A=A)
(B-B). This would be for the duration of this CODttaCt.

A. The working year for UDit meinbers sball be as follows:

1. S2 weeks.

2. Employees with wort years of less thaD S2weets

At the begiDDiDa of each fiscal year the administrator in cbarge of the unit sball
determiDe the stan aDd eDd of each employee's workiDg year provided all weeks
of such wort year nm coDSeCUtivelyt UDless die employee and admjnistrator
mutually agree otbenrise.

3. In the eveal die Idministtator in cbarge of die UDit fiDds it uecessary for vacation
coverap aDd otber circumstaDces to scbedule additiODll wort weeks. employees
who ~ qualified aDd listed in Article V, A. 2, sbaII have me opportunity to
perfonn such WOIt. In die eveDt that DO qualified barpiDiDg unit employee listed
in Article V, A. 2, requestS such wort. the Board may use substitute workers.

B. The staDdard wortiDl week sball cODSist of fony (40) hours scbeduled over five (S)
consecutive daYl~

1. PI.- emp10yeel wbo remain in tbeir curreDt positiom sball bave. staDdard work
week of forty (40) hours, Moaday tbrough Friday. provided however. that the
Board reserves the right to change shifts mJlor die staDdard wort week of these
positiODS wbeD they become vacaDt.

2. The Board will set wort scbedules aDd make work assigDJDeDtS which can
reasoaably be completed in the allotted time.

October 1994
19



3. The Board will not regularly expect unit members to work in excess of the
staDdard work week.

C. The worIdDg day sball consist of eight (8) hours, except for part-time employees.
Working day of pan-time employees sball be scbeduled by die supervisor, but sball be less
than thirty-six (36) houn per week.

1. Effective September 1, 1990, regularly scbeduled employee hours will be 8:00
a.m. to 5:00 p.m. with a ODe (1) hour 1uDcb period unless mutually agreed by
supervision and employee. (Excepooas prior to September 1, 1990, are to
coDtiDue.)

2. Full-time UDit members shall be graured two (2) fifteeD miDtte breaks daily, ODe
to be scbeduled duriDI die first balf of die workiDg day aad die secoad duriDg die
secoDd ba1f of die workiq day.

D. OVERIJME: All bours paid in excess of eigbt (8) bours in any ODe (1) day, aDd in excess
of forty (40) bours paid in die staadard work week. aDd all bours wOlbd duriDI a paid
holiday sbal1 be paid It die !'lie of ODe IDd oue-balf (1 112) times die basic hourly rata for
all fall time members. All ovenime worked must be scbeduled IDd have prior approval
of tile i1111!M!diate supervisor.

COMPENSATORY TIME· EfrectM July 1, 1991, employees wbo are paid in excess of
eight (8) hours ill Ill)' ODe day IDd in excess of fony (40) bours in die staadard work
week. sha1I be liven • cboice of receiviDg eitber additioDal pay at die time aad oue-balt
(1 1/2) rare or compeasatOry time in an IIDOUDt ODe aDd ooe-balf (1 112) times tile
overtime bours worbd ill CODfonDity with Federalllld StIle law. AD full time employees
will be allowed to -=- up to 100 0ftI1ime bours of work or 150 bours of compeusatory
time. AD If-dirioDll OWlriuw bours of work sbaI1 be paid OWIti1w compeDSation. Upon
termiDatioD. 11111"" ICCIU.t compeDIIIDry time sba1l be paid • die repIIr rate eamed by
the employee It die time die employee receives sucb payDIIM. TIle use of accrued
compeasarory time IIIIIIC be scbedWed aDd bave prior approval of tile i1111!M!diate
supcrviIar •

All reqoeMI to UIe ICCIU.t compeIISIIOl"Y time sball be in writiDI. aDd such request shall
be permiaed if die 1IIe of die lime does DOt UDduly disrupt die operatioD of die departmeDl.
In DO eveDl will die request to use compeasarory time be poatpODed for more thaD thirty
(30) worIdDI days.

E. A premium of tal (10) celD per bout sball be paid to each employee woo works a major
portion of die secoad shift.

F. Ylo~~ in Hi_ CJUJific;atiQD: UDit members wbo are temporarily assiped tile
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responsibility of a higher classification sball receive the beginning rate of the higber
classification effective the 1Wb (6) working day excluding vacation time; or if this does
not provide a salary increase, he/she shall be placed on the step which will guarantee a
mjnjmum of a three percent (3 %) salary increase during that period of time.

G. Temporary help: Prior to the stan of any registration period, the College will post all
extra work assignments DOt covered by the respective dqJartmental employees. Any
employee of the bargaining unit may request to work the extra assignments.

An extra assignment may be for several hours in any ODe day or may cover up to two
weeks or more (example: College Center registration). If requests outnumber
assignments, the College will make selections based on the date of hire of the employee
provided tbat the employee is capable of performing the work. If assignments outnumber
requests, the College will make the surplus assignmems outside the UDit. All requests for
extra assignments must be filed within five (5) working days after posting.

H. flextime: AD employee may, with their supervisor's permission, establish a work
schedule which euables die employee to repon for work betwrcn 7·00 a m aM 9·00 a m
duriDI the mlll'at wprk day as 10111as employee is in a wort staIUS for eight (8) hours per
day.

Examples of a reason for requesting flextime might be: taking a credit class, child care
arrangements, sbon and/or 10111 term transponation problems, etc.

H the purpose Of flextime is to aueud a credit class at MeC, DO more than ODe class may
be taken in any ODe (1) semester on a flexible scbedule.

A pan-time employee may, with their supervisors permission, establish a work schedule
which enables the employee to report for work at any time duriDg die regularly scbeduled
work hours as 10111as employee is in a work status for a minimum of four (4) hours per
day .

..
I. Extra Wort Assij'ii'W!18

The con. will post all work assignmems not covered by the respective departmental
employees. AIJ.y employee of tile bargaining unit may request to work the extra
assigumeDlS.

Employees that are iDterested in working extra work assignmems must submit a wriuen
request to tbe office of Human Resources, with a copy to the Union.

An extra assigDllJCllt may be for several hours in any ODe day or may cover up to two (2)
weeks or more (example: College Center registration). If requests outnumber assignments
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the con. will make selections based OD the date of hire of the employee provided that
the employee is capable of performing the work. If assigDrDaltS outnumber requests, the
College will make the surplus assigmnems outside the UDit. All requests for extra
assignments must be tiled within five (S) worldng days after posting.
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ARTICLE VI

WORKLOADS AND ASSIGNMENTS

A. Upon request of any unit member, the Office Human Resources will provide the employee
with an up-to-date written job description outliDiDg hislber responsibilities. The Board
reserves the right to change work loads and job descriptions after consultation with the
employee and Union. Each unit member shall meet with their immediate supervisor.
annnally for the purpose of reviewing bislber job description.

1. If,after review, it is determiDed that me job description should be revised to reflect
current duties, me job description shall be updated. Tbe supervisor and/or
employee may consult the Union OD such revisioDS.

2. If die revised job description requires additional aDdIor DeW skills, the supervisor
and employee sball develop a plan for trainiDg.

3. In the event there is DOt mutual agreement to update tile job description, eitber
pany may request a job audit to be coDducted by me Human Resources Office.
Results of such audits will be sent to die supervisor, affected employee, aDd the
UDit chairpersoD.

B. Each Job description will iDclude, but DOt be limited to:

1. Positiontide.

2. LiDe of reponiDl.

3. Duties IDd respoasibilities.

4. Minimum education lIJd/or experience.

S.· Titles aDd grades of positiODS to which die position iDformally delegates work.

6. 0rpDizad0D cban of me depanmeDt.

C. Copies of the official job description will be forwarded to the UDit chairperson by the
Oftice of Human Resources.
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ARTICLEVD

. VACANCIES AND TRANSFERS

A. Transfers are defined as movement to another position of the same grade or to a lower
grade than the ODe in which the employee is currently wotking.

B. Transfers ~ cbaDges of assigmnem sball be OD a voluntary basis whenever possible.
However, the Board aDd tile Union realize that some transfers will be necessary for
administrative purposes. Such traDSfers sball be Diade upoD die recommendation of the
Office of Human Resources fonowing consultation with tile UDion. In makjng involuntary
assignmems aDd transfen, tile CODvenieD:c aDd wisbes of tile iDdiviclual employee will be
hODOred to me exteDt dill tbese considerations do DOt cont1ict with !be best iDt.erests of the
CoUege. Employees will be given two (2) weeks t notice of involumary traDsfer aud the
re8SODS for the ttlDSfer, if the employee so requests, except tbat in those cases in which
a transfer must be made in less tbaD two (2) weeks, such DDtice will be given as time will
allow. No vlCIDC)' shall be filled by temporary or substitute for more tbaD sixty (60)
worIdDg days with an automatic tbirty (30) worldDg days exreasion Itme request of eitber
party, except wbeD such positioDs are special projects, aDd of a DOn-recurriDg nature. In
sucb situations, me Union shall receive prior notice before the position is filled. In DO

eveut will such position exteDd past six (6) months. If such positions exteDd put six (6)
montbs, it shall be posted in accordaDce with Article VB, C. Tbere will be DO more than
seven (7) such positioDS in any fiscal year. Any cbaDges in this cap must be negotiated
with die Union. Such positioas are temporary aDd are excluded from tile bargaining unit.
This provision does DOt iDclude lfIDl-fuDded positioos.

In die eveDl of staff reductioDs or lay-otJs, die employee(s) to be laid off shall be entitled
to displace such temporary employees, provided such employee is qualified aDd bas
exhausted bumpiDI riIbts UDder Article XU, A. 1. aDd 2. Such displacemem will DOt
effect the temporary SWIll or leqda of the positi~ however in such circumstaDces tile
diSplaced employee sbaU !MimiD tbeir unit status duriDg such assignments. FoUowing
the ead of sucb lIIi.nn.... , die employee will be placed on lay-off aDd re-ca11ed in
accordm:e wi1b Article XU, A. 2, 3, aDd 4.

C. WheIIever a VII:UII:'i ill lIlY UDit member position in die con. shall occur, the Board
will publicize such VICIIICYby postiDg me position in the College Bulletin duriDg the
school year, aDd posrina VICaDCies during the Slimmer DIODIbs on die bu1JetiD board in the
Office of Human Resources. No VICIIICYshaD be filled, except in case of an emergeDCy
on a temporary basis, umil such vacaucy shall have been posted for a minimgm of five (5)
working days.

D. T9 be considered for ttaDSfer to a VICIDC)' aD employee must obtain from aDd submit to
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the Office of the Executive Dean of Human Resource s transfer request.

E. Any unit member may apply for such a vacancy. The Board agrees to consider the length
of time in the College, background, attainments, skills, and other relevant factors. All
other factors being equal, the number of months of satisfactory service in the College sball
be the determining factor. "Service" in the College for purposes of this Agreement, sball
mean employmem by die Board. In the event no qualified employee bids on the vacancy,
the Board may till the vacancy outside the College. The decision of the Board as to the
tilling of such vacancies sball, however, be tiDal.

F. Any unit member approved for cbaDge of position shall be transferred within fifteen (IS)
calendar days after being appointed to the position provided that the Office of Human
Resources may exteDd the above time limit for an additional seven (1) caleDdar days to
meet the needs of die College.

G. Length of time as used in tbis Article sball be defined in accordaDce with the provisions
of Article xn, Section A, S.

H. In me evelll an employee is ttaDSferred out of the bargaining unit, their seniority sball be
frozen to tbat IIDOUDl of time which equals me length of full-time, or full-time equivaleDl,
continuous, unimenupted service with MOll CommuDity CoOege in the bargaining unit.
Tbe employee's seniority will decrease aDII1l11y by an amouDt of time equal to the length
me employee bas been out of me bargaiDiDg unit but remaiDs an active employee of Matt
Community CoOege. In the evem of lay-off, such employee shall be entitled to displace
the least senior employee iii die bargaining unit, provided such employee bas more unit
and systaD seniority thin die employee beiDI displaced, aDd is qualified for die position.
Accrual of Seniority shall be in ICCOrdaDce with Article X, D.

I. Skill pmtic;iCDQ':

1. In situatioas where proficieucy in word processing is required, in lieu of testing,
imemal appUC,,1IJ will submit a written perfonna~ statement from tile curreDt
supervisor marina the curreD1 level of proficieucy in word processing, such
stlremeDI wiD outliDe the types of duties performed using tile College's word
processq software.

2. Copies of currem job descriptioDS will be provided to me unit. Tbe unit will assess
among its manbet'sbip, specific skill needs based OD the specifieatioDS within the
job description.

3. A development process will be implemented to meet the areas identified as skill
weaimesses.

4. If agreeable to the affected department manager, a unit member may accept a
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probationary traDSfer pending demonsttation of skill competeDCy. Such transfer
will DOt include a salary increase. The salary increase will become effective when
competeDCy bas been demoDSttated and verified through an objective wriaen
performance appraisal completed by the supervisor. Such iDcrease will be
retroactive to the dare the employee attained competency. A probatiouary transfer
as described above, will DOt change the grade of tile position and tbe traDsfer will
not be deemed temporary. The iDcumbeDt who. fails .to reach coIDpeteucy is
"grandfatbered· at the lower level of pay.

S. Applicams may participate in job-related s1dlIs testiIJI. Provided die score on such
test(s) was attained during tbe previous twemy-four (24) IDODIb period, the bigbest
score ODrecord will be used when evaluatiDg qualificatioDS for a POSitioD. If an
employee chooses to take me typing test ODa computer termiDal, tbat option shall
be made available 11 least OIlCe a moltth or as provided by die College on a regular
basis. Tests will be administered in accordance with current laws. The College
reserves me right to modify die process from time to time as may be required by
federallDd stare laws govel'DiDg SlIDe.

6. Copies of test resu1Is will be available upoD request to all applicants (imerDal aDd
extemal). Copies of me tests aud test results will be available for a mjnjmum of
sixty (60) caleDdar days from the dare of postiDa.Tbe union officers wiD be
provided a coded list (DIIDeS IDd other idemifyiDI information to be deleted) of the
test scores for all perIODS (iDremal aDd extemal) iDIerviewed for a vacam position.

7. Tapes will be used for all sbortbaDd testing. Such tes1I will be coDducted on an
individual buia utilizi. beadpboues aDd a tape recorder. When possible, group
testing will also make use of me tapeS. The Human Resources Tee;bnician will
administer all tests involviDg secretaria1Iclerical skills.
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ARTICLE vm

PROMOTIONS

A. Promotions are defined as movemenl to a position in a higher grade than me ODe in which
the unit member is currently employed.

B. Whenever a vacaDCy in any unit member position in the College sball occur, the Board
will publicize such vacancy by posting the position in me College Bulletin during· the
academic year, the posting vacancies during the summer moDtbs on tbe bulletin board in
the Office of Human Resources. No vacancy shall be filled, except in case of an
emergeucy, OD a temporary basis, until such vacaDCY sball have been posted for a
minimum of five (5) working days. Any VacaDCY which is filled by a temporary or
substitute employee for thirty (30) caleDdar days sball be posted witbin seven (7) calendar
days thereafter.

C. To be cODSidered for promotion, tbe employee must obtain aDd submit the appropriate
traDsfer request from the Office of Human Resources.

D. Any UDit member may apply for such a promotion. The Board agrees to cousider the
length of time in die College, backgrouDd, auainmeDlS, skills, aDd other relevant factors.
All otber factors beiDI equal, the number of moDlbs of satisfactory service in the College
sball be the determ.iDiDI factor. In the event DO qualified employee bids OD the vacancy,
the Board may fill the vacaDCY from outside the College. The decision of me Board as to
me fi11iDI of such vacaDCies sball, however, be final.

E. Any UDit member approved for cbaDge of position shall be traDsferred within fifteen (IS)
calendar days after beiDa appoiDted to the position. provided that the Office of Human
Resources may exteDd die above time limit for an additioDll seven (7) caleDdar days to
meet the oeeds of die College.

F. ~ngth of time uused in tbis Article sba1l be defined in accordaDce with the provisions
of Article XD, Section A, 5.

G. Skill ProficieDcy procedures will be in accordaDce with the provisions of Article vn,
Section I.

H. The College may temporarily assign employees to positioas, with die College that are not
in the bargainjng UDit providiDI tbat the Union bas been liVeD a fifteen (IS) calendar day
prior written notice. DuriDg such temporary assignmeut the employee sball retain all
benefits of tbis CoDInCL Such assigDDJeDts must have the approval of die Union and the
receiving Union, if any.
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ARTICLE IX

PAID SICK AND EMERGENCY LEAVE

A. Combined sick and emergeocy leave sball be granted anmlalJy to unit members of the
Board as follows:

1. Ten (10) days for 39-week, to/and iDcludiDg 41-week employees.

2. Eleven (11) days for 42 week. to/aDd iDcludiDg 47-weet employees.

3. Twelve (12) days for employees working 48 weeks or longer.

4. ODe-baif (112) of die above leave days for regularly scbeduled half-time, but less
man full-time employees.

B. Leave days sbaIl be credited to each employee on July 1 of each fiscal year (or on me tint
day of employment for those working OD 47-weet bais or less).

Except for first year employees wbo sball come UDder me foUowiDI exceptions:

1. Fint year employees must work at least ODe (1) week to be credited with any
leave days.

2. Fint-year employees sball be eligible for aDd may use sick aDd emergeucy leave
at die rate of oae-baIf (112) die aogll) leave allowauce duriDg die first bait of tbeir
year of emp1cJylDld aDd die remainder of their year's a110waDce duriDg me second
half of die year, prorated u indicated in 3. below, from tile date of employment
to JIDUIIY 1, or to July 1, depeDdeDt upon me employment date.

3. The ngmber of days of combiDed leave allowed aew employees shall be reduced
ODe (1) day for adllDOlldl or major part tbereof that die employee bas not
reported for wort. AJJy employee begiDDiJII work on or after die sixt.eendl (16)
of Ill)' liveD moadl sbal1 accrue DO credit for tbat moDdl.

c. Substi1utes aDd empl~ working less than on-balf (112) time shall DOt be eligible for
sick aDd emerpocy leave.

D. UDUSed sick IDd emerleDCY leave days will be accumulated iDdefiDitely.

E. Accumulated sick aDd emergeucy leave days sba11 be used ODly for persoDll illness aDd
emergeucies.
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F. Each employee on less than a fifty-two (52) week basis other than first (1) year employees
shall be allowed to use his/her sick and emergency leave days for personal illness or
emergency as of the first day of hislher employment year even though he/she is not able
to report for duty on the first day of hislber employment year t provided that:

1. The employee files an Emergency Leave Form with hislber irnmo1iate supervisor
certifying a personal illDess or a serious illDess in me family. 'Ibis statement sball
cover the first (1st) day of employment and subsequent days and shall be submitted
within the first five (5) days of the employment year. (Late filing of application
sball result in deferment of pay until the form is reeeived.)

2. The employee submits an Emergency Leave Form in event of a death in the
jmrnt4iate family.

3. An employee cJaiming personal illness may be required to submit a physician's
written statement after five (5) days of absence indicating me DatUre aDd duration
of the i11Dess 'before beiDg entided to additioual sick pay. In cases. where an
employee frequently claims persoual i11Dess, a medical examjmbon may be
required by die Board.

G. Upon an employee's retum to work after an i11Dess of more tban five (5) working days'
duration, a statement shall be submitted to the immediate supervisor from me doctor
certifying that tile employee is capable of retumiDg to work.

After an ilIDess of five (5) workiDg days' duration. a doctor's statement may be requested
from the employee indicating wben heJsbe can return to work.

H. No reauJar employee shall forfeit accumulated leave days duriDI approved leave of
abseDce periods. However, the employee sball DOtbe eligible to accrue or to use sick or
emergency leave wbile on leave of abseDce.

I. An employee abseDt 1000er tban seven (7) calendar days because of an illness or injury
incurred u a result of perfol'lDiDl services for die Board shall be covered by Worker's
Compeusation Aa.

1. On die dare tbat an employee's resignation becomes effective, all accumulated leave sball
be automatically terminated, except as herein otherwise provided.

K. Use of Leave AllowlDCeS for Emergeucies

An Emergency Leave Form sball be completed by the employee aDd submitted to the
employee's supervisor jmmediately upon return to work after an emergeucy absence. The
completed form sball conWn all pertinent information relatiDg to the absence.
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1. Emergeucy leave shall not exceed the total number of annn,' combiDed leave days
allowed to an employee except in unusual "hardship" cases specifically granted by
the Emergeucy Leave Committee, and then only if the employee bas additional
accrued sick leave.

2. EmergeDC)' leaves which require only me written recommendation of the ilJ1J11«=diate
supervisor, and which shall be charged to combined sick and emergency leave are:

a. Death Leave: Abseuce due to the death of a member of the immediate
family for a period DOt to exceed five (~) wortiDg days.

b. Immediate family sball be interpreted to mean: husbaDd, wife, father,
motber, brotber, sister, SOD, daughter, graDdpareDl, graDdchild, fadler-in-
law, motber-iD-law, son-in-law, daughter-in-law, brotber-in-law, sister-in-
law, uucle, auDt, aepbew, niece, first cousin.

c. Serious iI1Dess otber than persoDll iI1Dess, abseDce due to quarantiDe or
abseDce due to serious illDess of any perIOD listed UDder Section ~ 2, b,
for a period DOt to exceed five (~) worldDg days.

d. Serious iI1Dess followed by death wbeD serious iI1Dess of a member of the
family is immediately followed by death, the total leave may be exteDded
to a period DOt to exceed eight (8) workiDI days.

e. Otber emergencies u follows:

1) Notmore tban ODe (1)day sball be allowed for each required court
appearauce • ~ed by subpoeDa or court SUIDDlODS submitted
to die jn",wcljlte supervisor. Provided tbal die subpoeDa or court
summo .. is coDDeCted with scbool busiDeu, DO leave sball be
cbarpd apiDst me employee.

2) Not more dIaD ODe (1) day shall be allowed for each eatastropbe,
sudl u file, ftood, tornado, aDd accidems involviDI personal
iDjuries.

3) Not more tban two (2) days of paid sick IDd emergeDe)' leave sball
be allowed ann"ally for religious observance.

3. Tbe foUowiDg emergeucy leaves sba1l be paid omy upon wriUeD re- commeudatiOD

of die jllllnediate supervisor:
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indicates the person Is relationship is equivalem to that of a household
relative. Examples of such persons would be: a roommate, a distant
relative who bas been closer to the employee than the relationship implies,
a fwx:ee, etc.

b. Serious illness other than personal illness if the leave extends beyond five
(S) workiDI days. (Refer to Section K, 2, c.)

c. Other hardship emergeucies DOt defined in Section K, 2.

L. Bonus

Effective July 1, 1991, employees who bave DOt used any sick aDd emergeucy leave time
from July 1, through December 31, aDd have worked at least three (3)moDtbs during this
period, sball receive bouus payment of ooe-buDdred ($100.00) doUan, paid in January.

Employees who have DOt used any sick aDd emeI'geDC)' leave time from Jamwy 1, tbrough
June 30, aDd have worked at least three (3) momba during this period, sball receive a
bonus payment of ooe-buDdred ($100.00) dollars, paid in July. Employees who have
qualified for die 0ae-buDdred dollar ($100.00) boDUS paymeDlS for die July 1 through
December 31 aDd die Jauuary 1 through JUDe 30 periods sball receive an additioual
paymem of ooe-buDdred doUan ($100.00).

Bonuses shall. be paid by die _secoDd (2) pay of tile fiscal year. BoDUS payments sball DOt
exceed three-hundred dollars ($300.00) per fiscal year.

M. Maternity Leave

Maternity leave sba1l be lovemeil by tile provisions of Article X-B. Dlness or disability
related to pregDIDCY aDdIor childbirth shall emide die employee to use sick days and other
benefits in die same manner IDd to die same extent u any otber il1Dess or disability under
the terIIIS of tbis ApeemeaI iDcludiDg Article IV-D, provided mat her physician states in
writiDI tbat abe is ill or disabled.

AD employee sbaIl DOt be reiDsWed UDtil a medical report of tile motber's physical fitness
to retum to repIarly usiped duties bas been submitted to tile Office of Human
Resources. .
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ARTICLE X

LEA YES OF ABSENCE

A. Leayes of AbSCDf& With Pay

The following leaves of abseDce with pay may be granted for the foUowiDg purposes and
upon the fpllowiDg CODditioDSand sball not be cbarged to employee Sick aDd Emergency
Leave:

1. Jury DulY am Coun Smjea

a. When an employee is called for jury service, bellbe shall give hislber
jl111lM!diate supervisor proper notice aDd belsbe lball be given leave with
pay. Ally juror'l fees received by the employee sha1I be paid to the Board.

b. When an employee is subpoeDaed to serve u a wi1Dess ill a court action
iDvolviDg the Board or arisiDg out of bisIber employmeDl, belshe shall be
given I leave of abseDce with pay for die time required for such court
appearuce. Ally wi1DeSS fees paid to die employee u a result of such
coun service sball be paid by the employee to tile Board.

c. Leave with pay is for time scheduled to work for the Board only.

2. ContemPT'

With the approval of die PresideDt, the Board sha1I allow UDit members to atteDd
work related seminars IDd confereDCeSdesiped to improve mowledge, skills or
abilities witbouI lou iDcurred by members aueDdiDg professicmal meetings in
accordaDce wi1b collep- wide travel regulatiODS in effect at die time of me
COmettDCe.

3. pmg.t Busj=g Pm

a. Pift (5) days of paid penoDll leave shall be graDted annuaJly to each
rep1Irly usiped full-time, 40 to/aDd iDcludiDl S2 week employees.
Employees employed for less tbaD full time, but eme-balf (112) time or
more will be puted oae-balf (1/2) the above days amplllly of paid
persoDI1 days.

b. It is agreed tbat paid penoaal business days are provided for legitimate
busiDess, professioDal, aDd family obligations of an employee wbich caDDOt
be met outside of their regularly scheduled assignment. Typical of these
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obligations, although not all inclusive are: court appearances, scheduled
medical examinations, dental appoinanenrs, college graduation exercises,
honors convocations honoring the employee or members of his/her
immediate family, and real estate transactions.

c. Applications for paid personal business days shall, except in emergencies,
be made to the immediate supervisor at least three (3) days prior to the date
of such leave on a form provided by the Board.

d. Unused personal business days sball accumulate as sick leave days only.

B. IAyes of Absensc Without Pax

Upon request, leaves of absence without pay may be approved by die Board, provided that
without request, leave of abseDce because of physical or mental disability may be gra.nted
by the Board. Leaves for any reason shall be gra.nted only after completion of the
probatiouary service with Charles Stewart Mott Community College aDd sball be subject
to the followqgeueral RCOII1IDeDdatiODS:

1. Employees on leave of absence for other thaD military service sball DOt receive
years-of-service credit toward salary iDcrements for the period of the leave. An
experieDce iDcIemeDt may be recommended by area heads, subject to approval by
the Office of Human Resources, for employees who are on an approved leave for
study.

2. Employees may DOt accumulate sick aDd emergency leave duriDg leave of absence.
Sick aDd emergeucy leave accumulatioDS previous to leave of abseuce shall be
credited upon rea.un.

3. Requests for Leaves: Except in emergeucies or herein otherwise provided, an
employee desiriq uapaid leave of abseuce sball apply to die Office of Human
Resources for such leave at least tweDty (20) days prior to the date on which leave
is to COlDIDeace if such leave is to exteDd beyoDd fourteen (14) days.

Requests for leaves of abseDce of fourteen (14) days or less sball be made at least
tell (10) days prior to the date on which leave is to COIDDleDCe except as herein
otherwise provided. AD requests for leave of absence aDd all dispositioDS thereof
slWl be inwriq on appropriate forms.

4. In all cases, die first leave of absence granted for unit members sball not exceed
a six-(6) month period but may be exteDded by the Board for two (2) additional
six-(6) month periods. Such leaves shall not be exteDded beyoDd eighteeD (18)
montbs except by special action by the Board.
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5. An employee on leave for at least six (6) months shall be required to notify the 
Office of Human Resources in writing, not less than sixty (60) days prior to the 
expiration of leave, whether he/she desires to return to employment or to extend 
his/her leave. An employee not conforming to the notice requirement may have 
his/her employment terminated. 

6. Employees who are granted extended personal leave shall have their vacation days 
prorated against days worked. 

7. Personal leave shall be granted for the observance of traditional and customary 
religious holidays. Such holidays shall be interpreted as days when the staff 
member traditionally engages in religious activities. Three (3) days annually shall 
be the maximum allowed for this observance (including the two (2) paid days 
allow- able from accumulated sick and emergency leave days). (Refer to Article 
K , K, 2, 3.) 

8. Leaves of Absence for personal reasons may be granted upon written request with 
approval of the immediate supervisor for illness of members of the family or for 
other family responsibilities after emergency leave has been expended, or for 
personal circumstances of a highly unusual or compelling nature. 

9. In addition to the general regulations listed above, the following regulations shall 
apply to leaves granted for specific purposes: 

a. Study-

An employee who has been on leave of absence for study and has extended 
the leave the additional two (2) six- (6) month periods, cannot be granted 
another leave of absence for study until he/she has worked for a minimum 
of six ($) months after returning from the previous leave of absence. 

b. HfiaJlh-

When an employee is ill and has used all of his/her sick and emergency 
leave up to the number of days required in the long- term disability waiting 
period as in Article IV, D, he/she will be placed on an unpaid leave of 
absence in accordance with Section B, 4 of this Article. 

c. Child Care Lcavc-

An employee may request a child care leave. The employee shall declare 
his/her intended return date at die commencement of the leave. Any 
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deviation from the declared date must have the approval of the Office of
Human Resources.

d. MiUraa-

1. Any employee who bas left or leaves other than a temporary
position with the Board to serve in the Armed Forces and who
receives an honorable discharge, is still qualified and competent for
employment. aDd applies for a position within ninety (90) days after
discharge, sball be re~mployed to a position of like nature,
seniority, status, and pay within thirty (30) days after applying.

2. Any employee who is re-employed shall be restored without loss of
status or seDiority aDd sball be eDtided to participate in aU benefits
granted by the established rules aDd regulatioDS of the Board. An
employee so restored sball DOt be subject to discbarge for a period
of one (1) year except for just cause.

3. W'beuever an employee who is a member of the Natioual Guard,
Naval Reserve, Army Reserve, MariDe Reserve, or Air Force
Reserve is called to active serVice duriq bisIber worIdDg year,
belsbe shall be paid the diffeleDCe between bisIber regular wage or
salary aud the base pay aDd allowaDCeS of the State of Michigan or
other governmental authority for such active service. if such
difference be less than belshe would receive for a comparable time
worbd for the Board. provided that the total period of such service
does DOt exceed two (2) caleudar weeks in any single caleudar year.
Before such paymeDt sball be made. die employee sball tile in me
Oftice of tbe Executive Dean of Human Resource s letter from
bisIher CQIDIDIJXling officer stating the period of active duty aud the
alloWlDCe by the Stale of Michipn or otber governmental authority
for such service.

10. Union 'aye:
Uupaid leave of absea:e for Union busiDess sball be granted for DOt less than one
(1) IDODdlaDd DOt more man ODe (1) year per employee, upon written application
to the Oftice of Human ~; provided, ~ DO more than ODe (1) employee
be absem on UDioD leave at anyone (1) time. Upon wriuen request, a ODe (1) year
extension may be granted by the President. The President may also grant an
additional Union leave to another employee if the situation warrants it.

c. Rc1mm1oymcnt After J caye of Abc,"
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1. AD employee returning from paid leave of absence, except for those employees on
Worker's Compensation leaves which are longer than ODe (1) year, and any person
returning from extended leave of absence for penonal i1lDess or pregnancy for a
period of DO longer than three (3) months, shall be retUrned to hislber former
position and classification.

2. All employees returning from unpaid leaves of~, oe Worker's Compensation
leaves for lODger tbaD ODe (1) year. aDd any employee returDiDg from exteDded
leave for persoaal illDess or pregnancy for JOllier man three (3) months, shall be
given tbe first 0pp011UDity for employmeDl in a position for which they are
qualified provided 110 otber bargaiDiDg unit employee with more seniority applies
for such position aDd is qualified.

D. Seniority sball accrue duriDI all paid leaves, iDcludiq Worker's CompeDSation leaves of
ODe (1) year or less, for die first duee (3) mombs of any bealdl, maremity, or UDioD leave ..
Seniority shall accrue for die eDdIe leagth of a Military leave. Seniority shall DO( ICCnJe
duriDI any otber leave ..

E. Year-of-service credit toward the fifth (5) IDd teDdl (10) year of additioual vacation
allowaDCe time aDd die service allOWlDCe time of Article IV, I, shall comiDue to accrue
duriDI me tint two (2) JDODdJs of any bealtb leave only ..
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ARTICLE XI

RESIGNATION AND RETIREMENT

A. ResimatiQQ

1. All unit members sball give written notice of intention to resign at least fourteen
(14) days prior to effective date thereof. Such notice sball be filed in the Office
of Human Resources.

2. Any unit member who resigns forfeits all rights except for unused vacation time.

B. Retimncm

1. On and after July 1, 1990, or at the eDd ofbislber regularly scbedu1edwork year,
any employee who retires after Imlining age sixty-tWo (62) shall be paid for bisIher
unused sick aDd emergeucy leave as foUows:

ODe (1) to sixty (60) days inclusive-full straight time daily rate

Sixty-oue (61) to ODe hundred aDd eighty (180) days inclusive-oue half straight
time daily rate

All um'. sick aDd emergency leave in excess of ODe hundred and eighty (180)
days shall be forfeited.

2. On aDd after July 1, 1990, or at die eud ofhislher regularly scbedu1ed work year,
any employee wbo retires prior to age 62 shall be paid for hisIher un"sed sick and
emetIeucy leave up to die following maximtl1D$:

ODe (1) to sixty (60) days inclusive-full straight-time daily rate.

Sixty-oae (61) to ODe hundred and eighty (180) days iDClusive-ooe-balf (1/2)
SUIiIbt-dme daily rate.

AD UDused sick aud emergency leave in excess of ODe hundred aDd eighty (180)
days shall be forfeited.

3. Employees who have attainot age sixty-two (62) aD or before JUDe 30, 1995,
shall be covered by provisioDS 1 aDd 2 abbve.

4. On aDd after July 1, 1995, any employee who retires prior to attaining age
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sixty-two (62) sball be paid for accumulated unused sick leave as foUows:

a. One to sixty (60) days inclusive· full straight time daily rate.

b. Sixty-oue (61) to oae hundred eighty (180) days inclusive - oue-balf
(112) straight time daily rate.

c. All days in excess of ODehundred eighty (180) days shall be forfeited.

S. On and after July 1, 1995. any employee who retires after attaining age sixty-
two (62) sball be paid for accumulated unused sick leave as follows:

a. ODe (1) to sixty (60) days inclusive - forty-five ($45.00) dollars per day.

b. Sixty-oDe (61) to ODe hundred. eighty (180) days inclusive - twenty-two
doUars IDd fifty cents ($22.50>..

c. All days in excess of ODehundred eighty (ISO) days sba1l be forfeited.
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ARTICLEXD

TERMINA nON

A. Any unit member whose services are terminated because of reduction of staff sball be
notified at least thirty (30) calendar days in advance of this termination in writing by the
Office of Human Resources or his/her designee. For the purposes of this provision, the
following sball apply:

1. In the event of staff reductions or layoffs, the Board sball determine the grade in
which such layoffs sball occur. In such sitUations, the following sball prevail:

Employees to be laid off shall be entitled to displace the least senior employees in
their grade or any lower grade, provided such employee bas more system seniority
than the employee being displaced aDd is qualified.

2. Employees last laid off will be the first to be recalled to jobs from whicJl tbey were
laid off or to otbet' jobs for which they are qualified in their grade or a lower
grade.

3. No job sball be filled, except in case of emergency on a temporary basis, so long
as any employee entided to be recalled is laid off.

4. Notice of Recall shall be given to the employee entitled to be re- called at the last
address of the employee recorded at the Office of Human Resources by.certified
mail, return receipt requested. The employee sball report to work not later than
teD (10) workiDI days after mailing of notice.

s. Seniority shall be die leugth of full-time, comiDuous, unintenupted service with
Matt Community CoDep, in tile bargaining ~ aDd sball accrue to an employee
only durinI a period of active employment aDd wilen tile employee is physically
on me job, forty (40) hours a week, except tbat an employee sba11 accrue seniority
durinI tbe period of an employee's earned sick aDd emergency leave, personal
busiDess days, VICation alloWlDCe, aDd during the period of those leaves set fonh
in this cODtrIct. Half (1/2) time employees will be ctedited with half (1/2) the
seniority time. (i.e.: A balf time employee who works for ODe year sball be
credited with ODe balf year of seniority).

6. For the purposes of this provision, FliDl Board of Education service sball be
credited to those members of the bargaining UDit who were employed at the
College by die FliDl Board on June 30, 1970, aDd whose employment was
transferred to Cbarles Stewart Mott Community College on July 1t 1970.
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7. Tbe Unit Chairperson, Unit Vice-ehairperson, aod Unit Secretary sbaU have top
seDiority for purposes of layoff and recall only, provided they can perform the
work available.

B. Any unit member who is absent for three (3) consecutive work days who fails to make a
report of hislher abseoce to hisIber jmmecUate supervisor may be discharged by tbe Office
of Human Resources or hislber designee.

C. Any unit member who is discharged forfeits all rights except for umlSed vacation time.
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ARTICLEXID

PAID VACATION ALLOWANCES

Unit members of the Board shall receive the following vacation allowances:

A. Experience credig

1. Unit members sball be credited with all previous months of Flint Board of
Education service in determining their vacation allowance, provided that they were
employed by the Flint Board of Education at the College on June 30, 1970, aDd
transferred their employmeDt to Cbarles Stewart Matt C()IJ1II11JDjtyCollege on July
1, 1970.

B. vacation AJ1OWa"GCS for 40 to/aDd including 52-week employees. (Excludes all
employees who work less than 48 weeks per year and were hired after January 1,"1976.)

1. VacaQon credit for DeW employees sball accrue from the date of employment. An
employee begiDDiDg work on or before the fifteeDth (15) of any mondl shall be
credited with vacation allowaace of six aDd two-tbirds (6 213) hours for tbat moDd1.
If work is begun on die sixteeDdl (16) or after, DO credit will be given for that
month.

2. Employees with less than five (5) years of service shall accrue vacation time at the
rate of six aDd two-thirds (6 2/3) hours per mamb.

3. After me completion of five (5) years of service with the Board, an additional fony
(40) hours of vacation will be credited to the employee duriDg die official month
of employmeDl, IDd die VICItion allowm:e for dial IIlODdlaDd succeeding montbs
will be computed at me rate of ten (10) hours per month.

4. After tbe completion of teD (10) years of service with the Board, an additional fony
(40) hours of vacation will be credited to die employee duriDg the official month
of employmall, IDd vacation allowance for tbat moDlb aDd succeeding montbs will
be computed at the rate of tbirteen and one-third (13 1/3) hours credit per month.

5. Vacation a11owm:es may DOt accumulate. Each employee shall be eligible to take
hislher vacation cluriDI the year after the close of the fiscal year in which it is
eamed. (Example: VICItion eamed duriDg fiscal year 1986/87 can be used during
fISCal year 1987/88 aDd must be used prior to JUDe 30, 1988.) Exceptions are to
be made by the 0fIice ofBuman Resources.

6. Upon termiDation of employment, a unit member shaD receive pay for any unused
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vacation time. An employee with less than five (5) years of service shall receive
vacation credit at the rate of six and two- thirds (6 2/3) bours per month; an
employee with. five (5) years, but less than ten (10) completed years, at the rate of
ten (10) houn per month; aDd an employee with ten (10) years or more of service
at. the rate of thirteen and one-third (13 1/3) houn per moDdl. An employee
leaVing service on or before the fifteemh (15) of any given month shall receive DO
credit for mat month, but if be/she leaves on or after the sixteenth (16) of a month,
credit sball be gramed.

C. Employees shall be paid for me following specific days wben tbey fall within a work week
in which the employee is regularly wiped to wort:

July 4, 1994 !DdepeDdeDce Day

September 5, 1994 Labor Day

November 24, 1994 TbaDksgiviDg Day

November 25, 1994

December 26, 1994

December 27, 1994

December 28, 1~

December 29, 1994

December 30, 1994

JIIIUIl'Y 2, 1995

JIIIUIl'Y 16, 1995 Martin Lutber _'s Birtbday

May 29, 1995 Memorial Day

D. Part-time employees wIlD work oae-balf (112) time or more, bulless tban full time in a
regularly usiped position shall receive ODe-half (1/2) the above vacation alloWaDCCS.

E. It is agreed tbat if die MOIl MaiDreDaDce unit of Local 591, AFL-CIO, or die Professional,
TecJmiral, 0fficeIMEA Unit receive additional holidays duriDg die period of July 1, 1993,
through JUDe 30, 1995, die Secrewia1IClerical holiday scbedule will be adjusted to include
any such additional bolidays •
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ARTICLE XIV

STRIKES AND SANCTIONS

A. Neither the Union nor any persons acting in its behalf will cause, authorize, or support,
nor will any of its employees take pan in, any strike or stoppage of work for any purpose
whatsoever in any matters which are covered by the grievance procedure which the UDion
recognizes as the sole remedy for adjudication of grievances.

B. The Union will DOt suppon the action of any employee taken in violation of Paragraph (A)
nor will ii directly or indirectly take reprisals of any kind against an employee wbo
contimles or attempts to coDtiDue the proper performance of bisIber duties or who refuses
to participate in any of the activities prohibited by Paragraph (A).

C. Violation of Paragraph (A) by any employee or group of employees will constitute just
cause for discipline up to and ~ludiDg discharge.

D. The Board, in die evem of violation of Paragraphs (A) aDd (B) will have the right, in
addition to the foregoiq, aDd any otbel' remedies available at law, to seek injuDctive relief
and damages agaiDst die UniOD.
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ARTICLE XV 

JOB EVALUATION COMMITTEE 

The Job Evaluation Committee shall have four (4) members; two (2) members to be appointed by 
the Board and two (2) members to be appointed by the Union. 

All newly appointed JEC committee members must sit in on at least one (1) JEC evaluation prior 
to obtaining active status as a committee member. One (1) alternate committee member shall be 
appointed by administration, and one (1) alternate committee member shall be appointed by the 
Union. 

The JEC chairperson shall schedule necessary training sessions for all JEC committee members 
and alternates. 

The following procedures will be established for the Job Evaluation Committee to recommend 
classification and grade placement: 

1. Requests to initiate a review of any existing position on the Secretarial/Clerical schedules 
at the College may be made by any of the following: the employee, the immediate 
supervisor or any of his/her line superiors. Such requests shall be submitted to the Office 
of Human Resources. The committee may periodically review any or all positions at die 
College. 

2. The job analysis and evaluation shall consist of: 

a. a review of the current approved job description 
b. a review of the position description questionnaire 
c. reviewing the job evaluation request form 
d. utilizing the following criteria: 

1. knowledge and skill 
2. problem solving 
3. independent 
4. contact with others 
5. delegation of work to others 
6. assignment of work from others 
7. mental/physical fatigue 

3. The committee may interview the unit member and/or surjervisor regarding job description 
content. In such instances, the committee shall develop questions based on the criteria 
addressed in the evaluation tool which may be asked during the interview. Such questions 
shall be developed prior to the hearing date. 
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4. The committee's average score will be the only determining factor for placement in a
grade classification. The committee shall not be influenced by the personality andI or
performance of the individual in the position.

The committee chair shall complete the IEe request form with the committee I s
recommendation for placement in grade classification aud forward this form along with
the JEC scoring sheet to the Human Resources Office, within five (S) days of the hearing.
The actions taken by the committee are recommendations to the President. All patties
involved in the review sball receive formal notification of the President's decision from
the Office of Human Resources within teD (10) working days following DOtification of the
President's decision.

S. Within fifteen (IS) workiDg days of the date a request is received, the involved parties will
be notified of a future meeting date of the Job Evaluation Committee.

6. The unit member and supervisor will receive notice of grade clusification in accordance
with AppeDdix B from the Human Resources Office, within teD (10) working days
following DOtification of the President's decision.

7. All unit members must follow the established guideliDes of the JEC in order to apply for
a job evaluatioD. Tbese guide1iDes are available upon request from the Human Resources
Office.

8. The individual committee member's results are confideDtia1 aDd Shalloot be shared with
any UDit member or otber employee of the college by JEC committee members.

9. The initiator of the request or the employee whose position is being reviewed sball bave
the rigbl to appeal within fifteen (IS) workiDg days after receiving formal notification of
the PresideDl's decision. WitbiD fifteen (IS) working days oftbe date a request is received
in Human Resources, die UDit member and the supervisor will be notified of a future
~eariDI date.

10. The appeal procedures will be as follows:
a. The employee requesting a review or an appeal sball be interviewed by the

commiuee. TIle employee requesting a review or an appeal sball bave access to
all documeDWiOD considered.

b. The employee mald"llD appeal shall bave a heariDg before tile committee at which
time additioual iDformation may be presented and reviewed.

c. The committee will review procedures followed in making its original
recommendatioD.
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d. The committee will make a majority report of the appeal and/or DeW majority
recommeDdatiOD to the Office of Human Resources.

e. Tbe Office of Human Resources sball forward the majority report to the PresideDl
for a final decision.

f. The committee shall be informed of the President's. decision in a timely fasbion but
not more tbaD thirty (30) working days from followiDg receipt of committee' 5

recommeDdatioD.

I. The employee requesting a review or appeal sball be notified of tbe President's
decision by the committee.

11. After completion of those procedures used in review or appeal, a position will DOt be
subject to ~va1uation umiI a period of six (6) moDtbs bas elapsed.

12. The committee sba1l not submit any recommendation or repon to me Office of Human
Resources unless me same bas been approved by a majority of die emire colDlDitree. In
the eveDt the committee is UDable to obtain a majority decisioo. die previous ruliDI sbaIl
become tiDal.
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ARTICLE XVI

DISCIPLINARY PROCEDURES

A. No employee shall be reprimanded, suspended with or without pay, discharged or
otherwise disciplined without just cause. The Board will follow a policy of progressive
discipline.

B. The panies that in the instaDCe of those "disciplinary offenses" specifically detailed in
Article XVI of the Master comract, the progressive penalty formula utilized bytbe College
sball be as hereiDafter provided, except as otherwise ·stated in this appeDdix.

1. First Offeuse Oral WamiDg (documented)

2. SecoDd Offease Written WamiDg

3. Third 0ffeDse Written Reprimand

4. Founb 0ffeDse Written Reprimand-two (2) day suspension

5. Fifth 0ffeDse Written Reprimand-ooe (1) week suspension

6. Sixth Offense Suspension with length to be determiDed up to discharge

C. Formal discipliDary action (written notices through discharge) sball remain as an active
pan of the progressive discipliDary file as follows:

1. Oral wamiDa shall remain in effect for three (3) moDlbs.
2. Written wamiDa sbalI remain in effect for six (6) moDlbs.
3. Written reprimaDd sball remain in effect for twelve (12) moDtbs.

.
D. In all cases iDvolviDI discipliDary action or discbarp, representation shall be made

available prior to such action, except in cases involving probationary employees.

E. Copies of wamiDp lid reprimanck will be distributed to die office of Human Resources,
the affecIed employee, aDd die Union. Serious breaches of coDduct or failure to meet job
respoDlibilides may lad to iDsIIDl suspension leading to dismissal. In addition, incidents
of which may ern"""'ate within a given period of time may lead to suspension aDd
dismissal.

F. It is understood, however, that nothiDg is iDteDded to prevent Administration aDd
Supervisors from bypassing the progression of ItdiscipliDary offenses It oudiDed in
Paragraph B for more serious offeDses subject to review tbrough die grievaDCe procedure.

October 1994
47



ARTICLE XVII

TERM OF AGREEMENT AND REOPENER

This Agreement sball not be effective until ratified by the Board aDd the Union and upon
ratification sball remain in full force and effect without change, addition or amendment from July
1, 1993 through JUDe 30, 1995.

Notice OfiDtemioD to reopen this AgreeD1em shall be given in writiDg by die party desiring to
reopen the AgreemeDt on or before May 15, 1995, aDd uegOtiadODS sball commence as soon
thereafter u sball be feasible.

This Agreement may not be modified in whole or in part by tbe parties except by an iDstrument
in writiq aDd duly executed by both parties and DO departure from any provisioDS of this
Aireemem by eitber party, or by their officers, ageDr$, or represeuradves, or by members of me
barga,iJIiJII UDit shall be cousaued to cousulUte a conrinuiDg waiver of tbe rigbl to eDforce such
provisiolL

CHARLES STEWART M01T COMMUNITY COLLEGE

Its CbairmaD

Service Employee's IDIematioDll UDion,

Charles Stewart Mou Secretarial-eterical UDit of

Local 591, AFL-CIO

Its PresideDt or Desipee
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APPENDIX A

SALARY SCHEDULES
(WEEKL Y RATE)

EffectiveJanuary 1,1994 -October30, 1994
1994

STEP
GRADE 1 2 3 4 5 6 7

A 379 390 406 421 ·432 449 462
B 389 406 422 437 449 462 477
C 406 425 439 452 463 477 501
D 424 442 453 469 477 495 517
E 460 477 488 504 513 531 552
F 495 513 524 540 S48 566 588

EffectiveNovember 1,1994 - JUDe 30, 1995
1994-95
STEP

GRADE 1 2 3 4 5 6 7
A 390 402 418 434 445 462 476
B 401 418 435 450 462 476 491
C 418 438 452 466 477 491 516
D 437 455 467 483 491 510 533
E 474 491 S03 S19 S28 547 569
F 510 528 S40 556 S64 583 606

Impl~ntatioD of 1993-94 Salary ScbechIle

1. Tbe 1992-93 salary schedule sball be iDcreased by ODe aDd ODe-bait (1 1/2~)
perceDt effective Jamwy 1, 1994.

2. ADIdditioDa1 ODe (1") percent of an employees 1992-93 salary shall be paid OD
or before November 4, 1994, to employees actively employed OD JUDe 1, 1994.

3. An additioDal ODe IDd ODe quaner (1 1/4") percent of an employees 1992-93
salary sball be paid on or beforeNovember 4, 1994, to employees actively
employed OD JUDe 1,1994.
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Implementation of me 1994-95 Salary ScheduJe

Effective upon ratification of this agreemem by both parties, the 1993-94 salary schedule shall be
improved by three (3~) percent on November 1, 1994, through JUDe 30, 1995 aDd a signing
bonus payment reflecting tbe earnings not received by employees for the period July 1, 1994
through October 31, 1994, sball be provided by separate check.
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APPENDIX A

SALARY SCHEDULES
(WEEKL Y RATE)

EffectiveJuly1,1995-June 30,1996
1995-1996

STEP
GRADE 1 2 3 4 5 6 7

A 400 412 429 445 457 474 488
8 411 429 446 462 474 488 504
C 429 449 464 478 489 504 529
D 448 467 479 496 504 523 547
E 486 504 516 532 542 561 584
F 523 542 554 570 579 598 622





APPENDIXB
GRADE SYSTEM

Grade A
Arts & Humanities
Clerk, Business" Technology
Clerk, College RelatiODS
Clerk, Community Education
Clerk, GuidaDce & Counseling
Clerk, GuidaDce & Counseling
Clerk, GuidaDce & Counseling
Clerk, GuidaDce & Counseling
Clerk, Health ScieDCeS
Clerk, Educational Technology
Clerk, Science & Math
Clerk, Social ScieDCeS
Clerk, Registrar's Office
Clerk, Registrar's Office
Clerk, Registrar's Office
Clerk, Tutorial Services
Pan-Time Clerk, GuidaDce & COUDSeliDg
Pan-Time ClerkITypist, Vice PresideDt
Clerk, Advisement CeDter
Clerk, AdvisemeDl CeDter

Grade B
AssistaDt Cashier
AssistaDt Cashier
Clerk, AccounIs Payable
Clerk, G~ & Programs, FID. Aid
Clerk, MailroomIBiDdery
Clerk, Payron
Clerk, Regjstnr's Office
Clerk, Regjstnr's 0fIic:e
ClerklBookDeper t Library
Clerk/Cashier, Community Educltion
Head Catalog Clerk, Library
Head Circulation Clerk, Library
Head VLC Clerk .
Machine Operator
Part-Time Secretary, Academic Services

October 1994

Grade B copt
Pan-Time Secretary, Facilities Mgmt
Pan-Time ~tary, Honor's Program
Secretary, Ans & Humanities
Secretary, Arts & Humanities
Secretary, Arts & Humanities
Secretary, Academic Development
Secretary, AdmissioDS
Secretary, AdmissioDS
Secretary, Athletics
Secretary, Business Division
Secretary, Business & Teclmology
Secretary, Business & Technology
Secretary, Business & Technology
Secretary, Business & Technology
Secretary, Commuuity Education
Secretary, Community Education
Secretary, Commuuity Education
Secretary, FiDaDcial Aid
Secretary, GuidaDce & Counseling
Secretary, Health ScieDCeS
Secretary, Health Sciences
Secretary, Handicapped Services
Secretary, EducatioDll Technology
Secretary t Information Systems
Secretary, ScieDces
Secretary, Social Scieuces
Secretary, Placemeut
Secretary, StudeDtActivities
Secretary, Upward BouDd & SiDgle

PareDtlSex Equity Programs
Secretary/Director, Library
Switchboard Operator

opdce
Secretary, Dean, Academic Services
Secretary t Dean, Arts " Humanities
Secretary, Dean, Business" Technology
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Grade C cont.
Secretary, Dean, Health Sciences
Secretary, Dean, Liberal Arts
Secretary, Dean, Science & Math
Secretary, Dean, Vocational Education

Grade D
Lead Machine Operator

Grade E
Clerk, Financial Aid

Grade F
Clerk, Work Study ~ Fin. Aid
Loan CoordiDator
Secretary, Vice Pres. Academic Affairs
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