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, AGREEMENT
Between
THE MONMOUTH COUNTY WELFARE BOARD

II . | . Coe :,’._.L_);_'JK I)Ol
. | And X PO

LOCAL 2284, AMERICAN FEDERATION OF STATE, COUNTY
AND MUNICIPAL EMPLOYEES, AFL~CIQ

)

PREAMBLE

This agreement entered into by the Monmouth County Welfare
Board, hereinafter referred to as the "Employer" and Local 2284,
American Federation of State, County and Municipal Employeces, AFL-CIO,
hereinafter referred to as the "Union", has as its purpose the
promotion of harmonious relations between the Employer and the Union:
the establishment of an equitable and peaceful procedure for the
resolution of differences and the establishment of rates of pay,
hours of work and other conditions of employment.

' RECOGNITION

The Employer recognizes the Union as the sole and exclusive
representative of the employees in the following job classifications
in the John L. Montgomery Medical Home and the Geraldine IL.. Thompson
Medical Home for the purpose of establishing salarles, hours of work
and other conditions of employment:

Cook
" Senioxr Cook
Senior Food Service Worker
Food Service Worker
Building Service Worker
Hospital Attendant
- Senidr Practical Nurse ,
Practical Nurse
Senior Hospital Attendant
Building Maintenance Worker
Maintenance Repairman
~ Linen Room Attendant
" Environmental Therapy Aide

;e
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Unless the parties to this Agreement mutually agree to include
other classifications in addition to those listed above, employees in
the above clasgifications and no others shall have the right to be
represented in this bargaining unit.

UNION SECURITY

The Employer agrees to deduct the Union monthly menmbership
dues from the pay of those employees who individually regquest in
writing that such deductions be made. The amounts to be deducted
shall be certified to the Employer by the Treasurer of the Union
and the aggregate deductions of all employees shall be remitted to
the Treasurer of the Union together with a.llet of names of all
employess for whom the deductions were made by the 1l0th day of the
succeeding month after such deductions are made. This authorization
shall be irrevocable during the term of this Agreement, or as may
otherwise be provided in applicable statutes. The Union will notify
the employer, in writing, at least 30 days in advance of any change
in dues structure. |

EMERGENCY QVERTIME

When the employer declares thexe is an emergency situation,
such as a hurricane or some other Act of God, and calls an employee
to perform such emergency work outside of his normal working hours,
the employee will be compensated at time and one-half for such time
that he worked, As a result of such an emergency, employees unable
to report for duty shall be excused with pay.

CALL-IN-TIME

»

Any employee who is requested and returns to work during
periods other than his regularly scheduled shift shall be paid time
and one-half for such work and be guaranteed not less than threc
hours pay, regardless of the number of hours actually worked. If
the employee's call-in-time work assignment and his regular shift
overlaps, he shall be paid time and one-half for the first two hours
of work. Thereafter, for the balance of his regulax work shift
he shall be paid at the appropriate rate.

QVERTIME

Time and one-half the employee's regular hourly rate of pay
shall be paid for work under the following condition:

All work performed. in excess of thirxrty-seven and
one=half (37%) hours in any one week.
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Overtime work will be distributed as equally as possible among
" employees within the same classification,

RATES OF PAY

The pay scales for all emﬁloyees covered by this agreement
shall be as set forth in Appendix A attached.

When an employee is promoted or reclassified from one class or
title to another having a higher salary range, then his salary shall
be adjusted to the next increment step in the higher range which he
enjoyaed in the range from which he was promoted.

During the term of this agreement the pay scales will not be
reduced unless by mutual consent of both parties.

An employee who performs work in a higher paid classification
will be paid the higher classification rate, when performing those
. duties. An employee can be worked in a higher classification, at no
increase in pay, for a reasonable time. Reasonable time being
fifteen {15) days.

J

An employee shall be paid the rate of pay for his own classifi-

cation when performing work of a lower classification.

PAID LEAVES

Employees in the service of the Employer shall be entitled to
the following sick.leave of abgence with pay:

(a} One working day sick leave with pay for each month of
service from the date of appointment up to and including
December 3lst next following such date of appointment, and
fifteen days sick leave with pay for each calendar year
thereafter., If any such employee redquires none or a portion
only of such allowable ‘sick leave for any calendar yoear, Lhe
amount of such leave taken shall accumulate to his credit
from year to year, and he shall be entitled to such accumu-
lated sick leave with pay if and when needed.

(b) If an employee is absent for three consecutive days (working
days}, for any of the reasons set forth in-the above rule
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the employer shall reguire acceptable evidence on the form
prescribed. The nature of the illness and length of time _
the employee will be absent should be stated on the deoctor's
certificate and charged against sick time.

(c) An emplovee who does not expect to report to work because of
personal illness or for any of the reasons included in the
definition of sick leave herein-above set forth shall notify
his immediate superior, by telephone or personal message
within one hour before the beginning time of the employee's
shift.

{(d) 8Sick leave claimed by reason of quarantine or exposure to
contagious disease may be approved on the certificate of
the local department of health.

JURY DUTY

Employees shall be granted a leave of absence with pay anytime
they are required to report for jury duty or jury service.

Employees shall be paid the difference between any jury duty
compansation they receive and their regular wages for each day of
jury service,

Any compensation received by employee while receiving full pay
from the county while on jury duty shall endorse check recelved for
jury duty over to County Treasurer.

FAMILY DEATH

In case of death in the immediate family of an employee, time off
with straight time pay will be allowed up to a maximum of three
scheduled work days charged against annual sick leave,

"Members of the immediate family" means spouse, parents of
employees or spouse, c¢hild, sister or brother,

UNPAID LEAVES

Ieaves of absence for a limited period--shall be granted f{or any
reasonable purpose, and such leaves shall be extended or renewed for
any reasonable period. Reasonable purpose in each case shall be
agreed upon by the Union and the Employer,



UNION BUSINESS

Employees elected to any union office or selected by the Union
to do work which takes them from their employment with the employer
shall at the written request of the Union be granted a leave of
absence without pay. The leave of absence shall not exceed two years,
but it shall be renewed or extended for a similar period upon the
request of the Union. The request for renewal or extension shall be
requested by the Union every six months.

MATERNITY

Woman employees who are permanent and have completed their
working test period may request that earned and accumulated sick leave
be granted during the time prior to the expected date of confinement
(date of delivery) and for one month after the actual date of
confinement. This request must ke accompanied by a doctor's certifi-
cate and is also dependent on approval by the departmental authorities.
Additional time beyond the one month period after confinement may be
granted provided the doctor's certificate sets forth the details of
the condition requiring the additional leave.

MILITARY SERVICE

Any employee who i1s a member of a reserve force of the United
States or of this State and who i1s ordered by the appropriate
authorities to attend a training program or perform other duties
under the supervision of the United States or this State shall be
granted a leave of absence during the period of such activity. S5uch
duty is not to exceed three (3) weeks.

Any employee who enters into active service in the armed forces
of the United States while in the service of the employer shall be
granted a leave of absence for the period of military service.

Employees returning from authorized leaves of absence as set
forth herein will be restored to their original classification at
the then appropriate rate of pay, with no loss of seniority, or other
employee rights, privileges of benefits. .

WORKMAN'S COMPENSATION

When an employee is injured while on duty, he will receive
workman's compensation of two-thirds of his salary, plus one-third
from the County for a period of eight (8) weeks with no loss of sick
time,
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8hould the employee still be disabled after the eight (8) weeks

and has accumulated sick leave, the County will continue to pay him
the one-third and will charge time against sick leave based on one-
third, i.e., Every three days paid by the County will be charged

as only one sick day. Should the employee not have any accumulated
sick leave at the end of eight (B8} weeks, he will receive workman's
compensation only. '

PAY SCALES

The pay scales for all employees covered by thie Agreement shall
be as set forth in Appendix "A" attached.

During the term of this Agreement the pay scales will not change
unless by mutual consent of both parties,

EDUCATIONAL

After completing one year of service, any employee, upon reqguest,
shall be granted a leave of absence for educatidnal purposes. The
period of the leave of absence shall not exceed one year, but it shall
be extended or renewed at the request of the employee. One year
leaves of absence (with any redquested extengion for educational
purposes) shall not be provided more than once every three years.

The purpose of educational leave is to improve or up-grade the
employees skills or professional ability related to their County
position.

Employees shall also be granted leaves of absence for educational
purposes—-not to exceed one month in any calendar year--to attend.
conferences, seminars, briefing sessions, or other functions of a
similar nature that are intended to improve or upgrade the individual's
skill or professional ability, relevant to their county positions.

Employees returning from authorized leaves of absence as set
forth above will be restored to theilr original classification at the
then appropriate rate of pay with no loss of seniority, or other
employee rights, privileges, or benefits.

SENIQRITY

Seniority is defined as an employee's total length of services
with the Employer, beginning with his original date of hire.
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In the event that two employees commence their employment
on the same date, their respective seniority shall be determined
alphabetically.

All employees shall be considered as probationary
employees for the first thirty (30) calendar days of their
employment., During the probationary period an employee shall
be considered as having no seniority rights. Upon completion
of such probationary period, seniority will be dated as of the
date of the commencement of employment. During the probationary
period an employee may be terminated at the sole discretion
of the employer.

In all cases of promotions, demotions, layoff, recall,
shift assignment, building assignment, vacation schedules and
other situations where substantial employee advantages or
disadvantages are concerned, employees with the greatest amount
of geniority shall be given preference, provided the employee
has the ability to perform the work involved.

The Employer agrees that where circumstances permit,
day-to-day work assignments of employees will be made in such
a manner as will provide senior employees with experience that
will improve his ability to qualify for promotions in line with
his seniority.

In the event of layoff, the Union Chapter Chairman, Chapter
Secretary and the Shop Stewarts shall be the last to be laid off
and the first to be recalled after layoff.

The Employer shall maintain an accurate, up-to-date
seniority roster showing each employee's date of hire, classification
and pay rate and shall furnish copies of the same to the Union
upon request.

The Employer shall promptly advise the appropriate Union
representative of any changes which necessitate amendments to
the seniority list.



-7A-
HOLIDAYS

The following days are recognized paid holidays:

New Year's Day Eagter Sunday
Lincoln's Birthday Labor Day .
Washington's Birthday Columbus Day

Good Friday ‘ Presidential Election
Memorial Day Veteran's Day

Fourth of July Thanksgiving Day

Christmas Day

:

A. Employees who are scheduled to work on the holiday's
listed above in this agreement are to be paid at a rate of
time and one half, plus regular days wages, In order to be
eligible for holiday pay, an employee must be on the active
payroll of the Welfare Board and must have worked his full
regular scheduled workday before and after their holiday,
unless excused.

B. Any other holiday granted to other County employees
by resolution of Board of Freeholders, The Governor of New
Jersey or the President of the United States shall also be
granted.



GRIEVANCE PROCEDURE

Any grievance or dispute which may arise between the parties
including the application, meaning or interpretation of the Agreemént,
shall be settled in the following manner:

STEP 1 The Union Steward, with or without the employee, shall
take up the grievance or dispute with the employee's immediate super-
visor within 10 days of its occurance, if at that time, the steward is
unaware of the grievance, he shall take it up within 10 days of his
knowledge of its occurance, The supervisor shall then attempt to
adjust the matter and shall respond to the steward within 3 working
davya.

STEP 2 If the grievance has not been settled (it shall be
presented in writing by the Union steward for the Union grievance
committee member) to the administrator within 7 days after the
supervisor's response is due. The Administrator shall respond to
the Union steward or grievance committee within 3 working days.

STEP 3 If the grievance still remains unadjusted, it shall be
presented by the Union steward, Union representative or grievance
committee to the department of divisions director in writing within
five working days. )

STEP 4 TIf the grievance is still unsettled, the Union may
within 15 days, after the reply of the director is due, by written
notice to the director require arbitration.

The arbitration proceedings shall be conducted by an arbitrator
to be selected by the Employver.and the Union within 7 days after
notice has been given. If the parties fail to agree upon an arbitrator
the state mediation service shall be requested by either or both
parties to provide a panel of five arbitrators. Both the emnloyer and
the Union shall have the right to strike two names from the pancl.
The Employer shall strike the first name; the Union shall then strike
one name, etc,, and the name remaining shall be the arbitrator,.

The decision of the arbitrator shall be final and binding on
the parties, and the arbitrator shall be reguested to issue his
decision within 30 days after the conclusion of testimony and argument.

Expenses for the arbitrator's services and the proceedings shall
be borne equally by the Employer and the Union. Ilowever, cach party
shall be respnsible for compensating its.own representatives and
witnesses. If either party desires a verbatim record of the pro-
ceedings it may cause such a record to be mada, prov;dzng it pays for
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the record and makes copies available without charge to the other
party and the arbitrator,

The Union will notify the Employer in writing of the names of
its employees who are designated by the Union to represent employees
under the grievance procedure. Employees so designated by the Union
will be permitted to confer with other Union representatives,
employees and with Employer representatives regarding matters of
employee representation during working hours without loss of pay.

Representatives of the Union who are not employees of the Employer,
will be permitted to visit the Medical Home during their working
houxs, for the purpose of discussing Union rxepresentation matters.
Such representatives shall also be recognized by the Employer as an
authorized spokesman for the Union in meetings between the parties
regarding employee representation matters. Such representatives
shall give 24 hours notice.

EQUAL TREATMENT

The Employer and Union agrees that there shall be no discrimation,
favoritism for reasons of sex, age, nationality, race, religion,
marital status, political affiliation, union membership oxr union
activities,

WORK RULES

The Employer shall establish reasonable and necessary rules of
work and conduct for employees. Such rules shall be equitably applied
and enforced, '

Employees will be allowed a fifteen minute (15} break period
daily prior to their normal lunch schedule,

If an employee is requested to work a double shift, a 15 minute
break is allowed priorx to start of shift,

VACATIONS

{a) One working day for each month worked during the first
calendar year of employment,

{b) Twelve working days per year after the first calendar year,
up to an inecluding ten years of service.
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{c} Fifteen working days per year for each calendar year of
service beyond ten and up to and including twenty years,

(d} After twenty years of employment, twenty working days per
year.,

Part-time employees receive vacation leave on a pro-rate basis;
e.g,.,, employees on half-time service, after the first calendar year,
receive six working days vacation per calendar year, etc. "Part-
time employees” are defined for purposes of these benefits as
employees who work less than the regqularly scheduled work week, but
20 or more hours in the week. ‘

All vacation monies to be paid to employees on last week prior
to vacation.

INSURANCE

Present insurance plan to be continued for duration of Agreement
unless amended or changed by mutual consent of parties.

Present disability plan to be continued for duration of this
Agreement unless amended or changed by mutual consent of parties.

STRIKES AND LOCKOUTS !

In addition to any other restriction under the law, the Union will
not cause a gtrike or work stoppage of any kind, nor will any employee
take part in a strike, intentionally slow down in the rate oI work,
or in any manner cause interference with or stoppage of the Employer's
work, provided the Employer fallows the Grievance Procedure for which ’
provision is made herein and the and the Employer shall not cause any
lockout,

If either of the parties or if any person violates this section
then such parties or person shall be responsible for any damicdges
resulting as a matter of consegucnce of such action and such drgnages
may be recovered by appropriate action instituted in the Counly Court
of Monmouth County or the Superior Court Law Division, Monmouth
County.

SAFETY AND HEALTH

The employer shall at all times maintain safe and healthful
working conditions, and will provide employees with any wearing



WORK SCHEDULES

Where the nature of the work involved requires continuous
operations on a twenty-four hour per day, seven days per week basis,
employees s0 assigned will have their schedules arranged in a
manner which will assure, on a rotation basis, that all employees
will have an equal share of Saturdays and Sundays off, distributed
evenly throughout the year.

Where more than one work shift per day within a given classi-
fication is in effect, employees within such classification
will be given preference of shifts in accordance with thelr seniority.
Such preferences will be exercised only when vacancies occur or when
for other reasons changes in the number of employees per shift are
being made. In no instance however, will a senior employee be
required to wait longer than one yvear in order to exercise his
preference of shift over a less-senior employee.
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apparel, tools or devises reasonably necessary in order to insure
their safety and health.

The Employer and the Union shall designate a safety committee
member, It shall be a joint responsibility to investigate and
correct unsafe and unhealthful conditions. They shall meet
periodically as necessary to review conditions in general and to
make recommendations to either or both parties when appropriate,
The safety committee representing the Union shall be permitted a
reasonable opportunity to visit work locations throughoui the
Employer's facilities, where employees covered by this Agrecement
perform their duties, for the purpose of investigating safety and
health conditions, during working hours with no loss in pay, for
periods not to exceed one (1} hour per day, unless additional
time is authorized by the Superintendant, or the Employer.

GENERAL PROVISIONS

Bulletin Boards The Employer will make available one enclosed
bulletin board for the posting of official Union notices at cach of
the following locations, and the Union will limit the posting of
Union notices to such bulletin boards.

John L. Montgomery Medical Home--In the basement entry,
where the majority of employees report for duty.

Geraldine L. Thompson Hospital=--0On first floor, in the
dining room,

Should any portion of this Agreement be held unlawful and unen-
forceable by any court of- competent jurisdiction, such decision of
the court shall apply only to the specific portion of the Agreement
affected by such decisions, whereupon the parties agree immediately
to negotiate a substitute for the invalidated portion thereof.

It is agreed that representative of the Employer and represenc-
ative of the Union meet from time to time upon reguest of either
party to discuss matters of general interest or concern, matters
which are not necessarily a grievance as such,

CLASSIFICATION AND JO3 DESCRIPTIONS

The Classification and job descriptions, for cmployees covered
by this Agreement, are attached hereto as Appendix "A" and by
reference are made a paxt of this Agrecment.
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THE PARTIES HAVE HERETO SET THEIR HANDS

DAY OF

FOR THE UNION:
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NOTARY PULLIC OF ieiWw JoHbLY
My Cammission Expires May 19,1975



APPENDTIX A

SALARY INCREASES:

All employees of the John L. Montgomery and Geraldine
L. Thompson Medical Home in the bargaining unit of
the job classification attached to this appendix are
to receive a salary increase of $300,00 for the year
1972,

UNIFORM ALLOWANCE:

A uniform allowance for full time, active employees
shall be provided for in the current year in the
amount of %50.00. Said uniform allowance shall be
payable in the amount of $25.00 in the month of June
and $25.00 in the month of December. An employee
shall have served on full time active duty for a
period of 6 months to become eligible for said
uniform allowance payment. The Administrator of
the institution shall certify in writing to the
Department of Finance, County of Monmouth, the
names of those employees eligible to receive the
uniform allowance of %25.00 in the months of .June
and December,

A uniform allowance for all part-time employees on
a pro-rata basis.



' . SENIOR COOK

'DEFINITION: Under direction, periorms the more reaponsible work involved in the
praparation, cooking and serving of food in large quantities and takes
the lead over assigned food service parsonnel; does related work as required,

EXAMPLES OF WORKy Prepares and cooks food in large quantities; assists in planning

and constructing menus) takes the lead over assigned food service
personnel; when so directed, requisitions supplics, equimment and utensils required
in the kitchen; prepares soups, aeats, vegetables, salads and other foods; in addition
to cooking, bakes bread and/or pastries) keeps necassary rocords.

REQUI RBM'.E!NTS H

1. J«bilj.ty to read, writa an.d undaratand English aufficiently to porform tho
dutles of this position.

2, Two ysars of experience as a cook involving the preparation of a variety
of food in large quantities.

3. Considerable krnowiedge of the problams involved in cooking work and of
the materials, methods and equipment used in preparing food in large gquantities.

4. Ability to organize assigned work and devaelop eifective work methods and
to take the lead over assigned food sexrvice pexsonnsl,

5. Good health and freedam from éisabling physical and mental defocts which
would impair the proper performance of the reguired duties or which might and...ncer
the health and safety of onaself or others..

o
A
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DEFINITION: Undexr direction, prepares and cooks food in large quantitiies;
does related work as reguired.

EXAMPLES QF UQRK: Prepares and cooks food in large quantities; prepares soups,

meats, vegetables, salads and other foods; in addition to
cooking, bakes bread and/or pastries; checks or assists in checldng food supplies,
ldtchen laundey and cleanliness of kitchen and food service equinment; «eeps
neCegsary rocords.-

REQUIDENEITS:

1. 4bility to read and write English.

2. One year of experience as a cooik involving the preparation of a varlety
of food in large quantities.

J. Some knowledge of the Problems involved in cookding worl and of tha
materials, methods and equipment used in preparing {ood in large quantities.

L+ Ability to organize assigned work and develop effective work methods.
5. Good health and freedom from disabliag physical and mental defects which

would impair the proper performance of The required dutiss or which might endanger
the health and safety of oneself or others.

s
1-17-~68
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SENIOR FOOD SERVICE WORKER

1

DEFINITION: Tinder direction, assumes & specified responsibility for the opsraiion.

of & minor and non-professmona; phase of preparing and serving food;
does related work as required.
EXAMPIES OF WORK:  Assists in preparing and cooking food; assists in eutiing -

meat end in baking; assumes direct responsibility for main- .

taining oleanlinees of a kitohen, adjaoent iceboxes, paniries, and indluded
equipment; assumeas direct responsibility for the proper service at a steam table
or for all the gervice within a specific dining room; asslats in-the washing ol
dishes; recelves, checks, weighe, measures, issuaa, and maintains records and
inventories of food supplzea and equipment.

REQUIREMENTS s ¢

-

1. Abilivy to read dnd write English,

2+ One year of experience in general kitchen and dining room work.
. ' \ -

3. Considsrable lmowledge of the metheds of cleanifg and preparing fruiis
and vegetables for cooking; and of the methods, practices, squipment, and
materials used in meintaining clsan and sanitary condltions within food prepar-
ation, serving, and storing facilities,

4. Ability to assist in the preparation and cooking eof food; +o assume

+ direet responsibility for the compleie preparation and cooking of soups, veg-

- ctables, salads, and beverages; *to cub meat; to maintain a c¢lean and oirderly
«itchen, icebox, pantry, and equipment; to assume the proper service a% a steam’
table or for all service within & specified dining room; to assist in the wash-
ing of dishes; %Yo supervise and provide suitable assignments and instruciions
to groups and individusls, and te receive, check, weigh, measure, issue, and
maintain records and inventories of feod supplies and squipment.

5. Cood health ond frsedom from disabling physical and mental defechs
wnich woald impair vhe proper performance of the required duvies ar waich mlgh*

euuanger une health and safety of onsself op o«hers.
ARM: | '
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.1 _FOOD SERVICE WORKER

DEFINITION: Under direction, performs varied routine work

invioved in preparing and serving food and/or
in cleaning food service facilities and equlpment does related
work as required.
EXAMPLES OF WORK: Prepares fruits and vegetables for cooking:

serves meals; waits on tables; delivers food to

dining rooms; assists in receiving and storing food supplies, foods and
food service aguipment; assists in preparing salads, desserts and
baverages; prepares and dalivers trays; washas, scrubs polishoes
and cleans floors, walls, stoves, pots, pans, dighes, 51lve:ware and
other food service facllltes and eguipment; cleans kitchen area and
kitchen utensils and eguipment; assists the cook by cutting, washing -
or otherwise preparing food items for cooking; serves food at
countex, at tables or from a hot food truck or on trays; pirepares
foed tiems such as coffes, toast, eggs and juices; arranges dishes,
cutlery, napkins, and condiments on dining tables or on trays; gathers
used dishes, cutlery and trays for washing, washes dining tables,
washes and sterilizes dishes, cutlery and trays; procures items Zox
cooks from the butcher shop, milk shed ro storeroom; gathers and bags
used aprons, napkins and table cloths and sends them Lo the laundry;
washes Kiichen and dining room floors and walls, washes and sterlizes
cooking utensils and washes hot food trucks; carries garbage pails to
disposal area and retwrns sterlized garbage pails to the kitchen. -

 REQUIREMENTS:'

1. Tormal or other education and training showing attainment
of the level represented by completion of the eighth grade.

2. Some knowledge of the problems, procedures, and mehtods
of preparing and cleaning fruits and vegetables for cocoking and of
cleaning Kitchen utensils and eguipment.

3. XAmility to understand, remember and caxry out oral and
written directions, and.to learn quickly from oral and written directlons
and ifrom demonstrations.

4. Good health and freedom f£from-disabling physical and mental
defects. ' ' :

i T e
| . .



BUILDING SERVICE WORKCR

GFINITION:  Under direction, pemforms varied simple and routine tasks involved in
the cleaning of ouildings; does related Work as required.

EX4MPIES OF WORK: Either working alone or as one of a group, washes and cleans
windows and floors, polishes floors, dusts desks, tables, chairs,
and other furniture; ¢leans business offices, cafeterdias, living quarters, class-
rooms, halls, gymnasiums, auditoriums, hospital wards, lavatories and other build-
ings; empties ash trays and waste baskets; makes beds; sweeps and vacums rugs; Seas
that clean towels, tissue and soap are available in bathrooms and restrooms; keeps
simple records,

.

REQUIREMENTS :

l. Ability to read and write English,
2, Some knowledge of the problems, procedures, methods, equiprment, and sup-

plies used in eleaning and washing windows and floors, in waxing and polishing
floors, and in dugting desks, chairs, and other furnitwre,

3. Ability to understand, remember, and carry out oral and written dircetions,
and to learn quickly from oral and written directions and from demonstrations.

L. Good health and freedam from disabling physicil and mental defects,

1

H:RU



HOSPITAL ATTENDANT

DEFINITION: Under direction, performs non-professional nuru;né worlk
involved in tending patlents of a “ospital doas "alated worrlkk as
roquired, )
TATPLES O“ WVORKs Cheoks census and counts patlents In assligned witv
or uniics; giveos proper and necsssary custodlal care to patigutu; pira-
parod pauionta Tor moals; batnes patients, giving spoeclal attontion
to oare of nalls and soalps and cheoliing bodlas oonstantly Iow voriin,
brulses, rashos and othor injuries on deO“miLiO“‘ Zrooms pationts
going to activities or recoeliving visitors ox baxng transferrced o Gige
chorged or viglting home; iIn addition to tending pavients, wainvalns
sood housokeapling in aassigned unit¢ or uailts; assists 1n changing
patlents' surpgical dressings; escorts pcationts to dining, troauacnt o
rocreation rooms; sorves food to bed-ridden patlents; asslsts putients -
in changlinz thelr c¢lothing and 1n mninteining peruonal njniunhy asslsts
in quieting distrubed pationts; propares bodles Tor tho nos plu&l

morguo; may cssist In the preparation znd distribution ol buveraijos To
the varlious wWards; may nsslst in the storing and u¢3uribut;01 ol
aupplios and in the cleening of storercoms; may sassist Ia tho working

ol pnt;cnt clothing; rnay bo asgigned to other hospital divigicns fox
craporatively short perioeds forstralning purpoces or to becoms gc-

JIUJ&LﬂuOd with the varlous functions ol the hospital; ﬁﬁ@po nocdad’

-‘O GOT‘CL-.J- ' . .,

QU RENEETDS ¢

=

l¢ Porual or other cducatlon and tralning showing atfalnment
of the level represented by completlan of the e¢ghth gradoe.

2e Some knowledge o' tne problomsz Znveolved 1ln perlovuing non-
professiconal nursing wor & involvod in tonding patlents of a hospival.

3. Ability to be sympathetic but flrm with patientss

Le Cood roalti,and freedon Irowm ¢isabling physicial ané mental
golocts. . ¢ : ' '

.
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" |, SENIOR PRACTICAL NURSE

DEFINITION: Under direction of a physician and/or professional
nurse, supervises and works with assigned employc;s
»engaged in the non-professional or sub-professional nursing wor
invloved in tending patients in a unit or units of a hospital and
_pergorms sub-profe551onal nursing tasks required in the care of
vaitents in carrylng out of medical oxders, reguiring an u1qerstaqdihg
:of elementary nursing but not requiring pz ofeasmonal Dursing servlce,
does related work as required.

EXAMPLES OF WORK: Relieves prevxous Shl&t cmployees, tales regor

~enacks sharps and special keysy chegks cansus and counts pationt
" personally or delegates this duty to . an assigned emplo;ee- givcs propax

and necessary non-proressional or sub-~professicnal nursing care to

ratients or delegates these duties to asaigﬁed employee or employees;
-accompanies doctors on thelr rounds and receives instructions as to the
spocial custodial care of various patients; supervises and works with as
signed employees engaged in preparing patients for meals and in the
" bathing of patients, giving special attention to care of nails and scalps
and cnecking bodies constantly for vermin, bruises, rashes and other
injurlas or deformities; is responsible for the care of and record on
pctients; private and hospital clothing: 1s responsible for patient
valuables; assists in planning projects and activities for patients in

-he wards according to thelr interest and capabilities such as card games,
cneckers, chess, cribbage, sewing, knitting, scrap-beooks, group reading,
dancing, marching, group singing, group discussion (remotivation), out-
side gardening, ward work projects and caring for other patients; encowraces
proper personal appearance among patients, tries to stimulate thelr -
"~ interests in themselves, in others and in hospital enviornment and ac- .
tivities as a means of helping thewselves; prepares required rCpoOrts;
_ﬁrOﬂotes, astablishes and maintains good ihterpersonal relations vrid v

promotes intershlift unders;andlng and cooperation; is reg ponsznlc for

the approvriate grooming of patients going to activities or recelving '
‘visitors or Ppeing transferred or discharged or visiting hone; is res-~
nonsible Zor checking patients' personal belongings on return froaw pass

. with particular attention given to valuables, drugs and sharps; checxs
assigned employees on duty daily, makes necessary substitution for illncss
and absenteeism; makes work schedules on assignments periodically and
posts, given suitable ass*gnmcn;s and instructions to assigned employeas:
is responsible for concerned equipment and supplies and keeps inventories
on such items; is responsible for housekecplng of asszgned arca; maintains
needed records and files.

' REQUIREMENTS =

1. Formal or other education and training showxng attaimnent o the
"~ level represented by graduation -of high school, supplemented by training
T in practlcal nursing routines. T '

2. ©One vear of experience in performing sub-professional aursing
tasks required in the care of patients. .

", LTI r

T, Sieonsed ao o Javtival NeGiu da Lo Glulo of Uow Joooe
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, B Co e Tl PRACTICAL IR3E :
H’. . "
. g e .
e . DEFINTITIOL: Undsr dirantion, pcr“o ma sub=prefossional rursing
:“ o ) tasks rogquired 1n toe ears of r o tiants in corrying
L ©out of medienl orders, roequiring ni understeniing of olementary
. - nursing but not requlring prefesslonul nursing ser vicé' dees L
" ' preloted work ns required., . '
b EXAMPLZ3 CPF WORK: Forforms such dutlea aa are roqu ired 10 tho care -
g of pnatients in crrrying nut of medisal ardarg, :
Coe requirling an undsratanding of elamentary nursing but not reauiring o
Lo 0 - any profassional service inveolving the. applientien ¢f nrinciples
i e . o nuraing besed on btiologlenl, physical and sopl 1 scionies;
v T tukes eral temper tureo, takos rental tempornture, Ltokeo axillary
oo tampernture, obseives ,nnrncter AY wnd ecunts rulan, o aorves
o churccter of ond crunta:respiration, obsedves chnrcctar ol and
A . mesaures urlne, 2bsrVes echarneter of feras, cbserves carracter
R o of nrd monsures vomitus, ooserves cawrnacter of and mensire spubun,
N - a55omble3 eherts; adollircts specimen of urine, sputum, ocas
" -'und/or VAmitua; tests urine for albumin /oy sugnar; gpives oral
) B meAdlerntiors under dirsct proflossioncl rurse supervizsion; uppiies
e, and removes Landqages, bindoers ann filiesive taps) cliecks rcensus
' annt coults prtlents In aagigred urnit or unilts; givea proper and
R netesanry cugtedinrl enrs to patieontz; bathes puticnts; rropr“es .
B S pritlents for mernis; ~aeists prtionns (n o~ulnteining personal DN

. nyleno; n53i0%8 At Aulcning &lsturkrd prtlunts; 4oeps neoessary
o reCOTGB . :

I FEGIIREMINTS 5.

" .

ﬁf - “Ye Frormrl oor nthoer oduantion ﬁn teedniag showing nttrinmens

T of rar Jcvel repreacuted by ogroaus vlon frem Likgh ashool, supplic-

- mented DY troindng A6 pructlenl. LURSiLs nouninius.

W .

Fooer 2. Licensen ns s Trocviarl ftirad in the 3tote of New G rseYe

; " St 3, Toasidrrabla Knowiodge AL pro2vical nursine routlns,

|

o i lie APLLity t0 scilat tn rroviding Cor the emectionrl ond

'f;] L physicrl aomfort o arfety of prtionts, te rbaurve, recordG and

AT raport tu tho sppropyicLe peracns symptoms, roenctions Ll clirLgas
e +of pntlontz, tn f"u) T w,tr the rﬁnfc.;it'rion of patienvs, and

.. to kKecep suitrhio ~ucoprds. . .

: e . vond haaltn crA reedow o Slandbiiug plvedanl and
e mentnl defucta, ‘ ' :

Y .
" . ’ s
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N . + ¢+ SENIOR HOSPITAL ATTENDANT

DLZINITION: Under direction, periforms the more responsible and var
‘non-professional nursing work invioved in tending patients of a ho=zpi

~and takes the lend over at least one Rospital Attendant; does relate
Woxk as required.

NP MPLES OF WORK:  Perxforms the nore responsilbla work ilnvleoved in
chneeiking census and counting patients and takes the lead ovar i lLaast
one kosnleal Attendant; performs the nere responsible work invlcoved in
e bathing of patients, QuPQCLullV those patients suffering Lfron
“discases walch may easily Zecome aggr avated, and takes the lead over &t
least one Hospital Attendant; FELlGLMS the more respoan smolc worlk invioved
i the grooming of patilents going to activities or receiving visitors
o pexug transferred oxr discharged or visiting home and takes ¢he lead
over 2t least oae_HoqplcaL Attendant; CL*IO:ma the more resvonslole worlk
hvlowed in qulet;ng {patients and takes the lead over =zt lesast one OaDluul
dcierdant; serves in the absence of 'a supervising attendant fox compar—
atively short pericds; 5eepa needed records.

P.J'eDIJ IREH 'rE].\TITS 3

1. Rormal or other ecducation nnd training showing attaimwent o
the level f6ﬁ£9991tEd by the completion of the eighth gradu.
2. One year of experience in performing non-professional nurs—-
“ing work invloved in tending patients of a hospital.

_ 3. Considerable &now%Qqu of the problems invloved in por-—
- forming non=-professional nurs;ngﬁlnvalved in tending PaLlCutd of a

Cho 71»&1

l-

_ 4. Ability to comprehiend established hosplual practices relatin
Lo the concerined work.

5. Good health and freedom from disabling physical aad mental
aefects. : . .



BUTLDING MATHTENANCE WORKER

DEFINITION: Under direction, perfarms varied simplo and routine tasks involved
in the cleaning and maintenance of buildings and groundds; dces
rolated work as reoquired. '

EARPLES OF WORK: Either working ajona or as ene of a group, washes and cloars
windowg and floors, polishes Iloors, dusis desks, bablos,
chairs, and other furniture; cleans business offices, cafeterics, livin: cuariers,
classroams, halls, gymnasiums, auditordiums, hospital wards, lavatories and otuicn
vulldinge; burnd trash in inoineraters; polisches metal fixturos and twisaingso; moy
wend low pressure bollers used to produce hot water and hoat; tldios worlkd TGRS
Uy arvanging esquipment, materials, and articles in an orderly manner; deiogiiu
sweeping 1a trash cans; replaces burned out light bulbs and scrvices water coolodl)
in addition ¢o cleaning and maintaining buildings, mows lawns, wims hedpes, rokos
ard burns leaves and refuse, trims driveway and sidewallk edgos using spades oad
hees; in winlter, shovels snow from drivoways and sidewalks, and spreads suind. sulb,
or ashes on icy surfaces to prevent slipping; assists earpenters; clectiuciuis,
painters, plumbers and steamfitiers by carrying tools and matericls, by placing cad
removing ladders, and by oleaning up after work has been done; koops sispla yucordze

!

REQUIREMENTS 2 : .

1s " Abllity to read and write Znglish.

2« Some knowledge of the problems, procedures, mathods, lools, equinie .o,
and supplies used in cleaning and washing windows and floore, in waxing and olish-

ing floors, in dusting desks, ohairs, and other furniture, and of maling minow
repairs bto heating, electrical and other systems of varisd types.

3« Ability to understand, remecmber, and carry ocut oral and writtus dirccbicns
and to lesxa quickly from oral and written dirsctions and from demansirotions.

L. Good health and freedan froam disabling physical and mental defecti.

M:RU



&. Thorough knowledge of practical aursing routines.

5. Abhility to organize assigned work and develop effective
work methods, to give suitable assignments and instructions to

assigned employees, to. prepare regquired reports, and to maintain
-racords and files,

3
()
0
£
5]
.

6., Good health and freedom from disabling physical and mental
defects. . o R . c .
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S MAINTENANCE® REPATRMAN

DEFINITION: Under direction, performs a variety of routine maintenance
and repair tasks involved in blacksmithing and/or carpentry
" and/or electrical and/or equipment painting and/or masonry and/or Daint-
ing and/or pipe. covering and/or plastering and/or road and bridge strucit-
ural and/or sheet metal and/or steamfitting and/or thermostat gnc/o w2 ld-
ing and/or window cleaning and/ox obher types of maintenance work; does
related work as regquired. . _
DISTINGUISHING CHARACTERISTICS:  Work performed approaches but is usually
balow the level of that performed by a
sourneyman in ‘the trade in that it 'is usuwally not as onactxng, doan not
cover as wide a variety of maintenance and installation work, and does not
cover as wide a degree of skill. Assignments are ordinarily recelvad orally
or 1n writing and may be accompanied by sketches or blucb“*ntu. The en-
ployee may devise his own methods for accomplishing assigned tagks ond may
work independently but the work is subject to inspection. These emplcyces
may operate a variety of automot¢ve and special service eguipment in con-
ricction with their work. e :

L AMPLES OF WORK:

AOGIKTENANCE REPAIRMAN ( BLACKSMITH ) = Cuts, bends, hardens, tompers,

: ; and does light forging oi waint

scrapers, beam clamps, eye bolts, hooks, and other types of metal used in

malntenance repair, and construction work does wvaried types of electric

and-.acetylene welding.

MALNTENANCE REPAIRMAN ( CARPENTER ) : Does tha work involved in the repain,
mailntenance, and constiuction of

wooden structures, uses pianes, joilners, band and other saws, shapers and

other common carpentry tools and machinery. ;

wd

FOAINTENANCE REPAIRMAN ( BLECTRICIAN ): Does the work invoivea in the
installation, inspection, repalr,

ang  maintenance of wiring, motors, generators, pumps, and othex Lypos of
nlpctrical eguilpment, appliances, fixtures, machineqrard circuvs;y orls,
grecases, and maintains in good working order electrlc fixtures, appll

ances and machinery; replaces needed parts.

MATNTENANCE REPAIRMAN ( EQUIDMENT PAINTER F: Does the work invo’veﬁ IR
spray painting of varieod ty;
of motor vehicles and equipment: prepares wmolor vehicles and LHMJ,MLMC
spray palnting by cleaning and sanding their surfaces; washes windows
acanssories of motor vehicles and equipment before spray paintiang; wain
bLhe spray painting area by Keeping it clean and orderly. .

%
o
-—
('f' QJOP'VI e

MATNTENANCE RL°A¢RDAN { MASOX } Doas the worx involved in ho adailncenance
w " of walls, brick work, cemenc, oid Con-
arete floors, sxaewalks, steps and foundations; uses trowalis, concrete wmix-
»rs and other common masonry tools and machinery.

.
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f=Maintenance Repairman {(cont'd)

MAINTENANCE REPATRMAN ( PAINTER ): Does the work invelved in the vaint—.
_ . ing of wood, metal, brick and cement i
walls, Aloors, and ceilings . of the interior and exterior of buildiangs; ﬁalnta
furniture, pipes, radiators and iron fixtures; mixes paints to the proper-

consistency, matches colors, and adds colorlng.

e

MAINTENANCE REPAIRMAN ( PIPE COQVERER ) Installs asbestoa covering on fur-—
naces, boilers and pipes; may paint

MATNTENANCE REPAIRMAN ( PLASTERER ): Plasters walls and ceilings. -

FAINTENANCE REPATRMAN { ROADS & BRIDGES ) : Does the work involved in the
maintenance and repair of
" bridges as wall as the construcktion and repair of storm draing, cacch bacin
and manholes; lays concrete pipe; builds catch basins and mazholes in pLoPc
location: mlxes cement and pours footings; constructs curb ends; replaces
or repairs guard rails: renows brldge tlmbars, Palnts brlagea.

MATNTENANCE REPAIRMAN ( E;g ER bz - Does the work involved in the main-

- tenance of plumbing svstems; removes
. stoppage from waste pipes., ‘water closets, and drains; cuts, fits, and
trecads pipe. '

MAINTENANCE REPAIRMAN ( SHEET METAL )} : Cuts., beunds, solders, welds, brazes,

wipes, rivets, or burns as reguired,

sheet metal parts and fittings for the installation or repair of roofs, gut-

" ters, down spouts, ventilators, flashings, and other sheet metal structuzes.,

- MAINTENANCE REPAIRMAN ( STEAMFITTER): Does the work involved in the maln-.
* tenance of steam systems, and may make some boiler and heating repalrs cutls,
fits,and threads pipe. ’

MAINTENANCE REPAIRMAN { THERMOSTATS ) : Does the work involved in the install-
. ation, repair and adjustwent of therm-

ostatic controls.

HAINTENANCE REPAIRMAN' ( WELDER ) : Does electrical and acetvlens welding
- and c¢utting to equipment mace of cast
iron, alumniaum, brass, silver, solder and other-materials. :

MAINTZNANCE REPIRMAN ( W;NDOW WASHER ) :Doas ‘the worx invalved in the cleaning
" of w;ndowsh

- REQUIREMENTS :
- 1. Formal or other education and training showing attainment ol the
‘level represented by completion of the eighth grade.
2. Somc knowledge of the standard tools, materials, methods, and

prackices and of the occupational nazards and safetly preecautions ol the
‘specialty or specialties indicated .in the appropriate class title. ‘

3. Ability to understand, remanber, and carry out orxal and written
‘directions, to learn guickly f£rom oral and written explarnations ana Irom
. demonstrations, to take needed safety precautions in performing thc worlk,
_and to take care of tools, equipment, materials and supplies.

Lt Good health and firecedom £2om disakling physic§l and mentik dafnrt ..



V.. ENVIRONMENTAL THERRPY MAIDE @
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DEFINITION: Undar direction, in a genexal therapy program, performs subprofessional

work in the areas of occupational therapy, musio therapy, recreation
tharapy, personal hygiene and grooming, and domestic arts; doee related WOrKk as
required,

EXRMPLES QOF WORK: Assiste in conducting classes in needlework, artwork, metalworlk,
basket=-waaving, leathorwork and other arts and crafts; prepares
and lays out materials to be used and sees that necessary procautions and safeguards
are taken; asslsts in instructing patients in tha principles of personal hyvgiens
and good grooming: teachas patients the .rudiments of good housekeoping; conducts
cooking clasges; organizes and oversees social activities for the patients; tcaches
patients to dances organizes, instructs and supervises singing and other musical
activities; organizes, lsntxucts and supervises sports activities; conducts physical
fitnees elasacss reports on attendance, work output, and patient's attitude and
progress) is responalble for the claanliness and goed ocxder of the wndt; maintains
equipment in proper aporat;nq condltion; keeps necassary recerds.

REQUIREMENTS 2

1, Graduation from High School, or Vocational High School, or possession of
an approved High School Equivalent Certificate, or any equiValency in education
and expariencs.

2. One year of experience in work involved in the custody or care of patients
or ona year of experience in occcupational therapy and/or mua;c therapy and/or
recreation therapy and/or home economics work.

3. sSome knowledge of the problems encounterad in working in a therapy unit *
with. porsons who are mentally or physically ill; of institutional routinas and pro=~
grama) and of the equipment, materialas, and procaduras ueed in a goneral therapy
pPIogram.,

4, Bbility to learn quickly frow oral and written instructions and from
demonstrations; to give simple instructions and routine assistance to patients undex
professional supervision and to lay out and prepare equipment and supplies; to
establish and maintain a cooperative relationship with supervisory officers, pro-
fessional therapists, working assistants, and patients; to observe the rales and
roegqulations of the Iinstitution and to act to insure the safety, custody, and woll-
being of patients: ability to prepare records of patients' progress, materlals used,
and other reports; and to maintain established records and files.

5. Good health and freedom from disabling physical and mental defects wiich
would impair the proper performance of the required duties or which might endanger
the health and safety of oneself or others. '

AR P . ' : B MT/ST
&SI . T | S Zmi-1



LINEN ROOM ATTENDANT |

DEFIN'I‘I‘ION:I Under direction, performs routine tasks involved in the
collection, inspe¢ction and delivery of linens; does related

work a8 required.

EXAMPLES OF WORKs Stores, inventories, receives, segregates, counts, repairs
and records all soiled linens recelved from various
departments, and places linen in hamperg or baskets for transmittal to
laundry; receives, inspecta for tears, counts, and records laundered ltens
before gtoring on shelvea or including in linen requisitions; returns
improperly laundered articles; stamps linens with ideniifying laundry marks;
fills requisitions by counting and recording linen requested and places ordera
in hampers; invertories linems periedically and requests replacement, :

REQUINEMENTS s

la Ability to read and write English,

2¢ Some knowledge of the use and application of modern laundry and
linen room equipment.

3. Ablility to organlze assigned work amd develop effective work methods;
to work harmordously with assoclates; to understand, remember, and carry oul
oral and written directions; to learn quickly from observations, oral and
written axplanations, and from demonstrations; to count, sort, and check
necuratoly and rapidlyj to use modern laundry equipment, and to keep simple
recordd.

L. Good health and freedom from disabling physical and mental defecis
which would impair the proper performance of the required dutlea or which
might endanger the health and safety af oneaelf or athera. o
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