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Senior Clerk Transcriber
Principal Clerk Transcriber

Data Control Series
Data Conirol Clerk
Senior Data Control Clerk
Principal Data Control Clerk

Data Entry Series
Data Entry Operalor 1
Senior Data Entry Machine Operator
Principal Data Entry Machine Operator

Employee Benefits Series
Employee Benefits Clerk
Senior Employee Benefits Clerk
Principal Employee Benefits Clerk

Employment Series (FDP)
Employment Specialist
Senior Employment Specialist

Human Services Specialist Series
Human Services Specialist 1
Human Services Specialist 2
Human Services Specialist 3

Investigator Series
Investigator 1
Senior Investigator, CWA

Keyboarding Clerk Serics
Keyboarding Clerk 1
Keyboarding Clerk 2
Keyboarding Clerk 3

Legal Stenographer Series
Legal Stenographer
Senior Legal Stenographer
Principal Legal Stenographer

Messenger Series
Messenger
Senior Messenger

Operator Series
Telephone Operator
Senior Telephone Operator
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C.
accreted to this bargaining unit unless it is clearly that of a supervisory, managerial, or confidential nature.
If the Employer creates a new position, prior to filling it, the Employer shall notify the Union of the
Employer's views concemning inclusion or exclusion in the negotiation unit and if included in the unit, the
salary range that the Employer intends to assign to the position, Ifthe Union disagrees, within two (2) weeks
after the Union's receipt of the Employer's notification, the Union may advise of its intent to negotiate. Any

dispule as to inclusion or exclusion (i.e., unit composition), if not resolved through face to face negotiations,

Associate Counsel, CWA

Attorney

Chief of Administrative Services
Chief Clerk

Chief Counsel

Chief Investigator

Coordinator, Child Suppott and Paternity Unit
Data Processing Coordinator

Data Processing Programmer

Deputy Director of Welfare

Deputy Chief Counsel

Director of Welfare

Fiscal Officer

Human Services Specialist 4

Legal Secretary to Chief Counsel
Legal Assistant

Management Specialist

Office Services Manager

Paralegal Technician 1

Personnel Assistant

Personnel Officer

Employment Specialist Supervisor
Secretarial Assistant to the Director
Secretarial Assistant to the Deputy Director
Senior Clerk Typist to the Director
Senior Data Processing Programmer/Systems Analyst
Social Work Supervisor

Supervising Account Clerk
Supervising Clerk

Supervising Receptionist

Supervising Telephone Operator
Supervisor, Central Mail Room
Supervisor of Accounts

Supervisor of Property and Resources
Systems Analyst

Training Supervisor

In the event that the Employer decides to create and/or use a new title, that title shall be
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C. The Employer's exercise of its managerial rights, pursuant to this Article or otherwise, shall

not be subject to submission to the Grievance Procedure (Article 6) of this Agreement.

ARTICLE 3 - DUES AND REPRESENTATION FEE CHECK OFF

A In accordance with N.J.S.A. 52:14-15.9¢, the Employer, upon receipt of a duly executed
authorization-assignment form acceptable to the Employer, agrees to deduct from each pay period, the
established Union dues. It is further agreed that the Employer shall remit such deductions to the Union prior
to the 10th day of the month following the month for which such deduction is made. Dues shall be two (2)
hours pay each month based on forty (40) hour work week or such other amount as may be certified to the
Employer by the Union at least thirty (30) days prior to the month in which the deduction of Union dues is
to be made.

B. The Employer further agrees to deduct, in accordance with P.L. 1979, c. 477, as it relates
to the agency shop provisions, from the pay of each bargaining unit employee covered by this Agreement
who does not furnish a written authorization for deduction of Union dues, a representation fee in the amount
as certified to the Employer by the Union at least thirty (30) days prior to the month in which the deduction
of dues is to be made, commencing ninety (90) days after the date of hire of such employees. However, in
the event of rehire, such dues shall commence after thirty (30) days of date of rehire.

C. Any public employee who pays a representation fee in lieu of dues shall have the right to
demand and receive from the majority representative, under proceedings established and maintained in
accordance with Section 3 of P.L. 1979, c. 477, a retum of any part of that fee paid by him/her which
represents the employee's additional pro rata share of expenditures by the majority representative that is
either in aid of activities or caused of a partisan political or ideological nature only incidentally related to
the terms and conditions of employment or applied toward the cost of any other benefils available only to
members of the majority representative. The pro rata share subject to refund shall not reflect, however, the
costs of support of lobbying activities designed to foster policy goals in collective negotiations and contract
administration or to secure for the employees represented advantages in wages, hours, and other conditions
of employment in addition to those secured through collective negotiations with the public Employer. The
Union shall indemnify, defend, and save the Employer harmless against any and all claims demands, suits,

or other forms of liability that shall arise out of any of the above deductions.

Page 6



ARTICLE 5 - HOURS OF WORK

A. The normal work week shall consist of thirty-five (35) hours per week. The Section 8 rental
assistance employees shall follow the regular thirty-five {35) hour work week without any loss of pay. There
shall be a minimum of two (2) shifis, 8:00 A.M. to 4:00 P.M., and 9:30 A.M. to 5:30 P.M. The hours of work
for building maintenance staff shall be 8:00 A.M. to 4:00 P.M. or as established by the Employer.
Exceptions to the normal shift schedule above may be made in emergency situations, when employees
participate in the Compressed Work Schedule Program, or with the agreement of the Director ant the Union
in writing. The Compressed Work Schedule Program shall be in accordance with the procedures agreed to
between the parties and found in Appendices C and D of this Agreement. Shift changes shall be announced
at least two {2) weeks in advance of occurrence. Nothing stated in this Paragraph A shall be construed to
diminish or alter the Employer's prerogative to add or delete shifts or to revise starting and ending times of
existing shifis, to conform to the Employer’s operational needs as determined by the Employer in its sole and
exclusive discretion. The Employer represents that it has no present intention to implement any such change,
and agrees that ifat any future time it does intend to implement any such change it shall first notify the Union
of its intentions reasonably in advance of intended implementation and shall negotiate upon written request
by the Union in response 1o such notification as long as the Union's input is provided in a timely manner.
If negotiations reach impasse either party may request PERC's impasse procedures.

B. Under the current circumstances regarding County responsibilities for opening the building
and for providing building maintenance, the Employer agrees that its building maintenance staff is subject
to the same reporting requirements as other employees, as set forth above. However, if and when current
County functions are altered with respect to opening the building and/or providing building maintenance for
the Employer, so as to require different reporting requirements for building maintenance staff, the Employer
reserves the right to make such changes in the reporting requirements for building maintenance staff. In any
such case, the Employer shall first give the Union reasonable advance notice of any such proposed change,
and upon the Union's timely request, shall negotiate the proposed change before it goes into effect.

C. Overtime Pay:

When, by reason of the pressure of official business, an employee is authorized and required
to work overtime, which is defined as hours or any fraction thereof, accrued in excess of the normal thirty-
five (35) hour work week, the employee is entitled to receive cash compensation or compensatory time, at
the Employer's option, for work performed between thirty-five (35) hours and forty (40) hours in any given

work week at straight time, and beyond forty (40) hours in any given work week at a rate of one and one-haif
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4. Nothing in this Agreement shall be construed as permitting negotiation of the standards or
criteria for employees’ performance.

C. Presentation of a Grievance: The Employer agrees thal in the presentation of a grievance,
there shall be no loss of pay for the time spent in presenting the grievance by the grievant, a Union
representative and a Union recorder, both of whom shall be an employee of the Employer. The Employer
and the Union shall mutually agree, on a case by case basis, whether or not to have an electronic device
recording the proceedings. The Employer shall provide to the Union an unedited copy of the tape of the
proceedings within three (3) working days after the last date of the proceedings. In no event shall recording
occur prior {o the third step.

D. Grievance Procedure:

L. STEP 1

The grievant and his/her Union Shop Steward shall present the employee's written grievance
or dispute within fifteen (15) working days of its occurrence or within fifteen (15) working days after he/she
would reasonably be expected to know of its occurrence, to the appropriate supervisor. Failure to act within
said fifteen (15) days shall be deemed to constitute an abandonment of the grievance. The supervisor shali
schedule a hearing within ten (10) working days of receipt of the grievance and shall render a decision in
writing to the grievant within ten (10) working days of the hearing.

Step 1 may be waived by mutual agreement between the parties.

2, STEP2

If the grievance is not settled through Step 1, the same shall be presented in writing by the
employee and the employee’s Union representative who is a shop steward or local Union officer, to the
Director or his/her designee(s) within ten (10) working days of the written response from Step 1. The
Director or histher designee(s) shall hold a hearing within ten (10) working days of the request for the
hearing and render a decision within fifteen (15) working days of the hearing. No person(s) shall be named
as the Director’'s designee(s) except professional legal staff members or persons in positions of a higher level
than the Step 1 management representative.

3. STEP3

a. Should the grievant disagree with the decision of the Director or his/her designee(s), the
grievant may, within ten (10) working days, submit to the Board of Social Services, a statement, in writing,
and signed as to the issues in dispute. In the event the grievant files his/her statements with the Board of
Social Services at least ten (10) working days prior to the next regularly scheduled Board of Social Services

meeting, the matter shall be placed on the agenda for that Board of Social Services meeting. Statements filed
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Service Commission directly. The Grievance Procedure may be pursued for those matters for which no
specific appeal to the New Jersey Civil Service Commission is available,

d. Should the Union wish to move a grievance to arbitration, the parties may have the option
of selecting an arbitralor as follows:

(1) By selection from the panel of arbitrators maintained by PERC, in accordance with the
selection procedures of PERC; or

(2) By selection from the panel of arbitrators maintained by the American Arbitration
Association, in accordance with the selection procedures of the American Arbitration Association.

e. The parties shall meet at least ten (10) working days prior to the date of the arbitration
hearing to frame the issues to be submitted to the arbitrator and to stipulate the facts of the matter in an effort
to expedite the hearing. The arbitrator shall hear the matter on the evidence and within the meaning of this
Agreement and/or such rules and regulations as may be in effect by the New Jersey Civil Service
Commission,

f. The arbitrator shall have the full power to hear the grievance and make a decision, which
decision shall neither modify, add to, nor subtract from the terms of this Agreement and the referenced
policies. He/She shall confine himseiffherself 1o the precise issue submitted for arbitration and shall have
no authority to determine any other issues not so submitted to him/her, nor shall he/she submit observations
or declaration of opinions which are nol essential in reaching the determination. The decision shall be
rendered within thirty (30) days of the hearing.

g The cost of the arbitrator and his/her expenses shall be borne equally by both parties. Any
other expenses incurred in connection with the arbitration shall be paid by the party incurring same.

h. The cost of the transcript, if any, shall be borne by the party requesting it. If both parties
request a transcript, the cost shall be shared equally.

i. The arbitrator may prescribe an appropriate back-pay remedy when he/she finds a violation
of this Agreement, provided such a remedy is permitted by law and is consistent with the terms of this
Agreement, except that he/she may not make an award which exceeds the Employer's authority. The
arbitrator shall have no authority to prescribe a monetary award as a penalty for a violation of this
Agreement.

j- The decision or award of the arbitrator shall be final and binding on the Board of Social
Services, the Union, and the grievant or grievants to the extent permitted by and in accordance with

applicable law and this Agreement.
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E. The Employer agreesto set forth on the disciplinary form PER-62 (Written Warning Report)
that the employee has the right to have Union representation.

F. The Employer agrees that whenever an employee has a disciplinary hearing with a member
of the agency that is higher in authority than their immediate supervisor, that the Union shall be notified prior
1o the hearing.

G. Ifa job related complaint is lodged against an employee, the employee shall be informed of
the nature of the complaint and the identity of the complainant at such time, i any, as the Employer in its
discretion deems il appropriate to so inform the employee.

H. if the Employer takes disciplinary action against an employee and if the Union files
appropriate appeal action, the Employer agrees to provide the Union with copies of all documentation upon
which it shall rely to support the disciplinary action. In addition, the Union agrees to provide the Employer
with copies of all documents upon which it shall rely at any subsequent hearings at least forty-eight (48)
hours in advance of the scheduled hearing date. Any such documentation which becomes known for the first
time within the forty-eight (48) hour period shall be provided as soon as possible thereafler, prior to the

commencement of such hearing.

ARTICLE 8 - HOLIDAYS

A. The following paid holidays shall be observed:
New Year's Day, January 1,
Martin Luther King Day, 3rd Monday in January.
George Washington's Birthday, 3rd Monday in February.
Good Friday.
Memorial Day, Last Monday in May.
Independence Day, July 4.
Labor Day, 15t Monday in September.
Columbus Day, 2nd Monday in October,
General Election Day.
Veteran's Day, November 11.
Thanksgiving Day, 4th Thursday of November.
Friday after Thanksgiving Day.
Christmas Eve, December 24,
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Temporary employees shall be granted sick leave with pay on the basis of one (1) day sick
leave for each full month of service or major fraction thereof. Sick leave may be taken by each employee
not exceeding the amount earned. They shall be permitted to accumulate sick leave without limit.

D. Part-Time Employees

Part-time employees shall receive sick leave on a pro-rated basis,

E. All Employees

1. Sick leave for absences of three (3) consecutive days or greater must be requested by the
employee when known in advance, in writing, to the Employer's Human Resources Department. This
request must be accompanied by a written stalement by a physician prescribing the sick leave for the stated
period of time.

2, Excused sick leave shall not have an adverse impact on evaluations, subject to New Jersey
Civil Service Commission casc law. Under the provisions of N.J.A.C. 4A:6, the Employer may require proof
of illness of an employee on sick leave whenever such requirement appears reasonable. Abuse of sick leave
shall be cause for disciplinary action,

3 In all cases of illness the employee is required to notify the Employer of the reason of
absence no later than thirty (30) minutes after the scheduled starting time. The employee shall attempt to
reach his/her supervisor. If the supervisor is unavailable, the employee shall call a central system to be
developed by the Employer. The employee is required to call in daily, unless the employee indicates in the
initial call that they will be absent a given number of days beyond the call-in day. In that case the employee
will not have to call in daily. Ifthe employee will be out sick for longer than initially reported he/she must
again call in to report the additional day or days of illness. Failure to report absences on the part of any
employee may be cause for disciplinary action. A physician's certificate must be submitied whenever an
employee is on sick leave for five (5) consecutive work days or more.

4, All sick leaves are subject to Administration and/or Board approval and, where appropriate,
to approval by the Division of Family Development and the New Jersey Civil Service Commission.

5. Each employee who retires from the Public Employees Retirement System shall be entitled,
upon retirement, to receive 2 lump sum payment for accumulated unused sick leave earned during continuous
unbroken service since the most recent date of hire. This payment shall be compuled at the rate of one-half
(}4) of the eligible employece’s daily rate of pay for each day of eamed and unused accumulated sick leave
based upon the average annual compensation received during the last year of his/her employment prior to
the effective date of his/her retirement, provided, however, that no lump sum supplemental compensation

payment shall exceed fifieen thousand dollars ($15,000.00). Retirees may change the amount of 1axes
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dependents during such period of authorized leave of absence without pay and provided that ao period of
such continued coverage exceeds a total of nine (9) months or twenty (20) bi-weekly payroll periods.

G. The Employer agrees to prepare and distribute a handout for employees who request a leave
of absence. This handout shall provide Employer policy relative to benefits and procedures to be followed
when requesting leave and when returning from leave.

H. The Employer agrees to be bound by all provisions of the New Jersey Family Leave Acl,
N.J.S.A. 34:11B-1I ct seq., and the Federal Family and Medical Leave Act of 1993 (Pub. L. 103-3, February

5, 1993} so long as both acts shall remain in effect.

ARTICLE 11 - VACATION LEAVE WITH PAY

A. Fuli-time employees hired before January 1, 2011 shall be granted vacation leave as foltows:
1. One (1) working day for each month of service or major fraction thereof during the first year;
2, Afler one (1) year of service through five {5) years of service, twelve (12) working days per

year,
kR After five (5) years of service through ten (10) years of service, fifteen {(15) working days
per year;

4. After ten (10) years of service through seventeen (17) years of service, twenty (20) working
days per year;
5. After seventeen (17) years of service through twenty-five (25) years of service, twenty-five

(25) working days per year;

6. After twenty-five (25) years of service, thirty (30) working days per year.

B. Full-time employees hired on or after January 1, 2011 shall be granted vacation leave as
follows:

1. One (1) working day for the initial month of employment if they begin work on the first (1%)
through the eight (8") day of the calendar month, and one-half (4) working day if the begin on the ninth (9*)
through the twenty-third (23"} day of the month.

2, Apfter the initial month of employment and up to the end of the first calendar year, employees
shall receive one (1) working day for each month of service. Thereafier, employees shall receive paid
vacation leave as follows:

a. From the beginning of the first full calendar year of employment and up to five (5) years of

continucus service, twelve (12) working days;
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D. Requests for pregnancy disability leave and/or child care leave shall be made in writing to
the Director. Notification of pregnancy shall be given to the Director not later than the end of the sixth
month of pregnancy. Except for reasons of health and safety or inability to perform her job, the pregnant
employee shall be permitted to work provided the attending physician approves and so advises in writing.

E. The Employer agrees to be bound by all provisions of the New Jersey Leave Act, N.J.S.A.
34:11B-1 et seq., the Federal Family and Medical Leave Act of 1993 (Pub. L. 103-3, February 5, 1993), and

the New Jersey Paid Family Leave Act (P.L. 2008, c¢. 17, May 2, 2008) so long as all acts shall remain in
effect.

ARTICLE 13 . EDUCATIONAL BENEFITS

A. Employees with one (1) year permanency with the Employer shall be eligible for
reimbursement with prior approval of the Board for nol more than eighteen (18) credit hours per calendar
year to the extent of one hundred percent (100%) of tuilion in job related areas.

l. Employees must show proof of enrollment and upon completion of course, must show proof
of satisfactory completion of course (grade of “C” or better), to receive reimbursement. Rates, not 1o exceed
those of Rutgers, The State University of New Jersey.

2. Any full-time permanent clerical employee in any range below that indicated for a clerk
typist shall be entitled to reimbursement with prior approval of the Education Committee for tuition for basic
typewriting course. The employee must show proof of satisfactory completion {grade of “C” or better) in
order to receive reimbursement.

3. The Employer shall provide an allowance not to exceed two hundred and fiRy dollars
($250.00) per year for books, required materials, registration fees, or other mandatory charges required by
the educational institution and for reimbursement of fees o qualified staff, required by the New Jersey Board
of Social Work Examiners for Social Worker certification, re-certification, licensing and licensing renewal,
as well as reimbursement for the continuing education courses required by the New Jersey Board of Social
Work Examiners for continued Social Work licensing and/or certification. The reimbursement for the
continuing education courses shall not apply if the Employer provides in-housing training for all of the
continuing education credits required, which meets the stale requirements for approval to qualified
cmployees.

B. Basic adult education programs, GED program tuition costs, and remedial programs required

as a prerequisite for degree programs or certifications, shall be reimbursed at the rate of one hundred percent
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An employee for full-time educational leave must receive prior approval from the Board as well as the
Education Committee of the Burlington County Board of Social Services.

a. If a stipend is requested by the employee and approved by the Education Committee
of the Burlington County Board of Social Services and the Board, the stipend is to equal eighty percent
(80%} of the salary being earned by the employee at the time of registration or six hundred dollars ($600.00)
per month, whichever is less. This stipend is subject 1o mandatory deductions and any elective deductions
agreed upon by the employee. An employee must have current permanent status in a New Jersey Civil
Service Commission title as one of the conditions for full-time leave with/without a stipend, and/or tuition,
Salary is not to be paid to an employee while he/she is receiving a stipend. If the employee is eligible to
receive scholarships or stipends from sources other than the agency, he/she must utilize these first and the
agency stipend and/or tuition aid may be used to supplement up to the amount the agency would have
authorized if it were the single funding source. Such acceptance of financial aid outside of the agency must
in no way obligate the employee/student to 2 work commitment in other than the sending county welfare
agency which is granting the release time.

b. Priortoreceiving agency stipend and/or tuition aid, the employee must signa service
commitment (Educational Leave Agreement) to return to the sending county welfare agency immediately
upon completion of his/her course of study.

c. If the employee on fuli-time education leave with or without stipend and/or tuition
aid receives a degree and decides not to retum to work, he/she has an obligation to notify the Director of
Welfare of histher intention to resign. The employee shall be required to repay the Board of Social Services
all monies received in the form of stipend, tuition, etc.

d. If an employee terminates employment before completion of the service
commitment, he/she must repay the county welfare agency the financial value of the stipend and/or tuition
that have not been repaid in work commitment.

€. The work (service) commitment to the agency is one-half (*2) month for each month
the employee/student was on leave with stipend and/or tuition aid.

3 Tuition Reimbursement

Tuition reimbursement is financial aid granted 1o an employee attending class part-time at
an accredited institution. Release time may not exceed four (4) hours per week per employee. If more than
four {4) hours per week is required, work schedules may be modified when feasible to accommodate the need
but requires approval of the Director of Welfare, If additional time is necded and the work schedule cannot

be modified, a request for approval of the additional time must be made through the Board of Social Services.
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or course of study that shali not fall clearly under part-time or full-time category; therefore, under these

circumstances, the agency shall contact the Board of Social Services for clarification.

ARTICLE 14 - HEALTH INSURANCE COVERAGE

A, The Employer agrees to pay the designated cosis for eligible employees and their
dependents, in accordance with the definition of the insurance carrier, as follows:

l. Medical Insurance

Hospital, surgical, and major medical Blue Cross/Blue Shield of New Jersey or Health
Maintenance Organization (“HMO™) or Preferred Provider Organization (“PPO™} benefits as presented by
New Jersey State Health Benefits Program shall be available for temporary, interim, and permanent full-time
employees after the first of the month following sixty (60) days of service. The Employer shall pay up to
the same amount towards HMO coverage that it contributes toward basic coverage of the New Jersey State
Health Benefits Program. Any additional cost for HMO and PPO coverage shall be the sole responsfbilily
of the employee through bi-weekly payroll deductions. It is agreed that should the premium cost exceed
thirty-five percent (35%) in any one (1) year, the Employer shall have the right to reopen the Agreement and
renegotiate alternative medical insurance plans.

2. Dental Plan

Dental plan coverage for full family to include orthodontist benefits as defined by the
insurance carrier, Delta Dental Plan of New Jersey, Inc. Coverage shall be provided from the first day of the
month following the completion of three (3) full months of continuous service to the Employer.

3. Each employee shall contribute twenty-five dollars ($25.00) per month towards the cost of
dental insurance premiums. The above employee conlributions shall be eligible for Flexible Spending
Account (FSA) Section 125 Plan treatment pursuant to IRS regulations.

4. It is recognized that the State Health Benefits Program (SHBP) Traditional/Indemnity Plan
has been replaced with NJ Direct 10 and that NJ Plus has been replaced with NJ Direct 15.

5. The Employer wishes to implement opt-out incentives for employees with dual health
insurance coverage, if and when authorized by law, consisting of: (a) No contribution towards medical and
dental insurance premiums; and (b) A twenty-five percent (25%) refund of the savings generated to the
Employer not to exceed $5,000 per year. If and when implemented, it is the Employer’s intention that

payment of the savings refund commence upon implementation of an FSA with any retroactive adjustment
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G. Retirees employed for less than twenty (20) years in one or more New Jersey State or locally
administered retirement systems as of June 28, 2011 shall be required to contribute to the cost of their health

care benefits coverage during retirement in accordance with P.L. 2011, c. 78.

ARTICLE 15 - HEALTH AND SAFETY

A, Health and safety is a concern of the Employer and the Union, The Employer and the Union
mutually recognize the need for a safe and healthful work environment for all employees.

B. The Employer agrees {0 make every effort to ensure optimum werking conditions and to
provide for the highest standards of workplace sanitation, ventilation, cleanliness, light, noise levels, and
health and safety in general. The Employer further agrees to comply with federal, state, and local health and
safety laws and regulations.

C. The Employer and the Union agree to provide that the Health and Safety Committee shall
be comprised of one (1) management representative, three (3) Union representatives, and three (3)
representatives from the Office & Professional Employees International Union (OPEIU}, Local 153, AFL-
CIO which shall meet quarterly or as needed. The purpose of the Committee is to make recommendations
to the Employer concerning the improvement or modification of working conditions which represent hazards
to the employees, clients, and to the property of the Employer.

D. Either party shall give as prompt notice as can reasonably be given to the other upon
discovery of a health hazard,

E. The Employer and the Union shall communicate and exchange information regarding health
and safety hazards of all employees.

F. The Employer shall make every reasonable effort not to use paints or pesticides during
business hours,

G. Until January 1, 2012, the Employee Assistance Program (“EAP") shall continue upon
mutual agreement between the Employer and the Union based on an evaluation of the program. The cost of
the EAP shall be borne by both parties. The Union shall pay an amount equal to thirty-two and one-half
percent (32.5%) of each monthly premium. The Employer shall pay the balance of each monthly premium.
The Union shall be recognized in all agency memoranda and letters as a co-payer of the EAP. Each yearthe
EAP Commiltee shall meet for the purpose of evaluating the program. Said Committee shall be provided
with all non-confidential information that is available from the carrier. Before the expiration of the

agreement with the current EAP provider, the EAP Committee shall report its recommendations to the Board.
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ARTICLE 17 - BEREAVEMENT LEAVE

A. Employees shall be entitled 10 a maximum of five (5) days leave with pay for each
occurrence of death in the immediate family. The immediate family shall be defined as: brother, child, foster
child, grandchild, grandparent(s), parent(s), parent(s-in-law), sisler, spouse, step-child, step-parent(s), acourt
appointed legat guardian or custodian, any person who at the time of death was living with the employee and
was sponsored at that time by the employee on behalf of the Department of Human Services, Division of
Developmental Disabilities, or any other relative who resides in the home with the employee.

B. An employee shall be entitled up to a maximum of three (3) days per occurrence for the
death of their immediate brother-in-law and immediate sister-in-law. Immediate brother-in-law and
immediate sister-in-law shall include: (1) the current spouse of the employee's brother and/or sister; and (2)
the employee's current spouse’s brother and/or sister and their current spouse.

C. The employee must be in a pay status (excluding employees on educational leave with pay)
for the full work day before and afier a bereavement day in order o be paid for thal bereavement day.
Unpaid time approved for Union aclivity shall be treated as being in pay stalus for the purpose of
bereavement pay eligibility.

D. An employee shall be required to present his/her immediate supervisor with proof of death
(i.e., copy of death certificate, obituary notice, etc.) and, if necessary, to provide a personal written

certification of the relationship to the deceased.

ARTICLE 18 - PERFORMANCE APPRAISALS

A. Employees shall be evaluated annually. Merit increments shall not be withheld due to the
failure of a supervisor to complete a performance appraisal in a timely manner.

B. An employee must have worked for their immediate supervisor for at least three (3) months
before a performance appraisal can be made.

C. Each employee shall be notified of histher performance appraisal and shall have the
opporiunity to review such performance appraisal and the supervisor shall confer with the employee
regarding the performance appraisal.

D. Any disciplinary actions taken as a result, either partially or fully, of performance appraisals,
are appealable through either the Grievance Procedure, if minor discipline, or to the New Jersey Civil Service

Commission, if major discipline.
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C. Natices of promotional examination shall comply with applicable New Jersey Civil Service
Commission regulations. Currently, N.J.A.C. 4A:4-2.1 requires that promotional examination

announcements include at least the following:

1. Title of examination;

2 Salary information;

1 Minimum qualification for admission to the exam;

4 Filing information; and

S In open compelitive examination, a reference to duties and responsibilities.

The parties agree that if, during the term of this Agreement, the foregoing regulation is
amended, the Employer shall contact the Union and arrange a meeting to review the amendment and attempt
to agree upon any contractual changes that may be required to come into conformity with the amendment.
In addition to the requirements of the regulation cited above, the Employer agrees to continue its historical
practice of placing a notice on promotional bulletin boards advising employees that duties and
responsibilities as indicated in job description are available for review in the Employer’s Human Resources
Department.

D. Promotional vacancies to be filled on a provisional basis pending examination or new
permanent job openings shall be posted on a separate bullelin board for a period of five (5) working days
before the position is filled. The Union shall be notified of the appointment. In emergency situations, the
postings shall not be less than three (3) working days.

E. The Employer shall make every effort to give notice to eligible employees of County
examinations regarding entry level positions. If there is an existing Burlingion County Board of Social
Services promotional list the Employer shall not utilize the Counly list. The parties recognize that

historically, the vast majority of promotions have been filled from within,

ARTICLE 21- TEMPORARY/INTERIM JOB REPLACEMENT

A, When the Employer decides that there is a need to fill a position which has become vacant
on a lemporary/interim basis, the procedure shall be in accordance with applicable New Jersey Civil Service
Commissionregulations (currently N.J.A.C. 4A:4-1.6 regarding interimappointments, and currently N.J.A.C,
4A:4-1.7 regarding temporary appointments).

B. If the Employer fills a vacancy under this Article, based on program needs, the Employer

shall make every reasonable effort to fill the vacancy from current employees who meet the qualifications
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D.

Upon completion of a formal training period, the employee shall be given a training

evaluation which shall become part of the personnel record.

E.

The Public Assistance Staff Development Program is governed by regulations promulgated

by the New Jersey Department of Human Services, Division of Family Development. Currently, the
governing regulations are set forth in N.J.A.C. 10:109 and reads as follows:

10:109-1.1. Objectives for the Public Assistance Staff Development Program.

The purpose of public assistance staff development is to support the county welfare
agency in achieving its operating goals effectively and efficiently. The quality and extent
of service an agency is able to provide is dependent on the competence and skill of the staff
charged with delivering those services. Therefore, increasing the competence of staff in
order to assure the highest quality of service to the people served by the public assistance
program is a continuing objective.

10:109-1.2. County Welfare Agency Training and Staff Development Personnel,

The Director of a CWA shall be responsible for the administration of the training
and staff development function of the agency. A training supervisor as well as additional
trainers and support staff shall be employed in accordance with yearly budget instructions
issued by the Division of Family Development and county welfare agency needs, thereby
adequately providing for all required components of the Staff Development and Training
Program as listed at N.J.A C. 10:109-1.4.

10:109-1.3. Training Advisory Committee.

Each county welfare agency shall establish a Training Advisory Committee which
assists with the development of the required annual training plan, and provides guidance,
direction, and recommendations concerning the agency's overall policies and procedures for
staff development and training. The Committee shall be chaired by the training supervisor
and shall include representation from clerical, para-professional, professional, supervisory,
administrative staff, and/or any other group deemed necessary by the agency.

10:109-1.4. Componenis of the Staff Development and Training Program.

{A)  Staffdevelopment and training activities shall be provided through the use
of both in-service and out-service resources, when funding is available and as determined
by ongoing yearly needs assessments conducted by county welfare agency training staff,
Required components of a county welfare agency staff development program shall include:

1. A mandated orientation program for new employees which shall include
topics such as affirmative action, civil rights, and acquired immune deficiency syndrome
{AIDS) awareness;

2. Ongoing training related to each of the public assistance programs
supervised by the Division of Family Development and administered by the county welfare
agency such as Temporary Assistance to Needy Families (TANF) and Food Stamps;

3. On-going training conceming the use of all required management
information systems such as Family Assistance Management Information System (FAMIS),
Automated Child Support Enforcement Systems (ACSES), and On-Line Management of
Economic Goal Achievement (OMEGA);
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B. Employees on special re-employment lists, either through demotion or layoff, shall be
puaranteed to receive the same salary range and step if reinstated to their former position, and shzall not be
treated as new hires.

C. Employees hired onorafter Oclober 22, 1997 shall receive a salary reflecting the same range
as current employees but salary amounts from one (1) range below, and shall not receive any merit
increments.

D. Merit Increment/Anniversary Date Policy

1. Employees hired before October 22, 1997 who are not at the maximum of their salary range
and who have salisfactorily completed at least one (1) year of continuous employment shall receive a merit
increment based on either their date of hire or promotional appointment date, whichever shall apply.

2. Employees hired on or after October 22, 1997 shall not be entitled to receive merit
increments as delineated in Section D1 above. Instead, effective July 1, 2010, each of these employees shall
be entitled to & lump sum payment of two hundred fifty dollars ($250.00), not to be included in base salary,
and to be repeated at the same time in 2011 and 2012,

E. Advancement from Human Services Specialist 1 to Human Services Specialist 2.

All employees in the title Human Services Specialist 1 who have at least one (1) year of

permanent status as Human Services Specialist leisfaclow evaluations, shall be
provisionally appointed to the title Human Services Specialist 2, pending Civil Service Conunission

procedures,
F. Bilinguals and/or interpreters shall be compensated at one (1) range above the current non-
bilingual title.

ARTICLE 26 - USE OF PRIVATELY OWNED VEHICLES

No employee shall use his/her privately owned vehicle to conduct agency business.

ARTICLE 27 - PERSONNEL FOLDERS
A, No dual personnel records are to be kept unless otherwise required by law,
B. Employee shall, upon request, have an opportunity to review his/her personnel folder.
C. Employees shall be given the opportunity to initial derogatory or negative file entries.

Derogatory or negative file entries shall be placed in the employee's personnel record within twenty (20) days
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D. Leave not utilized in any period shall not be accumulated except that where the Union
requests, in writing, not less than thirty (30) days prior to the end of the calendar year, a maximum of five
(5) days may be carried into the succeeding year period exclusively for the annual Communications Workers
of America convention or for other approved special meetings.

E. In addition, leave of absence without pay shall be granted to not more than three (3)
delegates at any one () time who are authorized by the President or Executive Board of the Union and shall
be limited to an aggregate total of fifty (50) days of unpaid leave in a one (1) year period.

F. In the event of a proposed federal, state, or county takeover of the supervision and
administration of the agency, two (2) members of the Union Executive Board shall be permitted to attend
any public hearings and/or meetings on the legislation, up to an aggrepate total of ten (10} days, withoul loss
of leave time or pay, subject to the approval of the Director of Welfare.

G. Absences due to Union leave approved under this Article shall not adversely affect

employment/pay slatus or evaluations.

ARTICLE 29 - UNION ACTIVITIES AT THE WORK SITE

A. The Union shall have the right to distribute information dealing with proper legitimate Union
business to employee's desks during non-working hours (lunch, break time, and before/after work). In
addition, the Union shall be provided with a locked bulletin board for the purpose of posting materials
relating to Union matters. No posting shall be allowed in any other location.

B. The Union shall be allocated a reasonable space for the accumulation and use of literature
and resources pertaining to Union business provided such space is available,

C. Monthly Union meetings may be held on the premises at lunch hour. Location of these
meetings shall be dependent upon whatever space is available at the discretion of the Director or his/her
representative. Special Union meetings may be called and may be held during the lunch hours on the
premises. All meetings, whether special or monthly, held during working hours shall not be held without
prior consent being given by the Director or his/her representative.

D. A Unijon representative shall be authorized to attend all public Board meetings without loss

of pay.
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matter referred to or covered in this Agreement, or with respect (0 any subject malter not specifically referred
to or covered in this Agreement, even though such subjects or matters may not have been within the
knowledge or contemplation of ¢ither or both parties at the time they negotiated or signed this Agreement.

B. The parties agree that they have fully bargained and agree upon all terms and conditions of
employment set forth in this Agreement. This Agreement represents and incorporates the complete and final
understanding and settlement by the parties of all bargainable issues which were or could have been subject

to negotiations.

ARTICLE 34 - NON-DISCRIMINATION

A. The Employer and the Union agree there shall be no discrimination against any employee
because of age, sex, marital status, race, color, religion, national origin, physical handicap, political
affiliation, affectional or sexual orientation, Union membership, or legal Union activily permitied herein, or
any other status protected by law,

B. Any employee claiming a violation of this Article shall advise the Director, Deputy Director,
Chief Counsel, Affirmative Action Officer, and/or Board Chairman and utilize, if the employee wishes, the
Employer’s internal procedure in an effort to resolve the malter prior to filing a complaint with an outside

agency. Failure to utilize the Employer’s internal procedure shall not result in imposition of discipline,

ARTICLE 35 - RETIREMENT

A. Employees retiring from the Public Employees Retirement System shall be entitled, upon
retirement, to receive a lump sum payment for accumulated unused sick leave eamed during continuous
unbroken service since the most recent date of hire, This payment shall be computed at the rate of one-half
("2) of the eligible employee's daily rate of pay for each day of earned and unused accumulated sick leave
based upon the average annual compensation received during the last year of his/her employment prior to
the effective date of his/her retirement, provided, however, that no lump sum supplemental compensation
payment shall exceed fifteen thousand dollars ($15,000.00). Relirees may change the amount of taxes
withheld from the supplemental check, if permitted by law. If this is done, the Employer shall be held
harmless for any problems encountered by the employee. An employee who elects a deferred retirement

benefit shall not be eligible for this lump sum payment.
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APPENDIX “A” . BARGAINING UNIT TITLES AND RANGES

TITLE

Account Clerk

Account Clerk Typing
Accounting Assistant

Building Maintenance Worker
Building Superintendent

Clerk 1

Clerk 2

Clerk 3

Clerk Transcriber

Data Control Clerk

Data Entry Operator 1
Employee Benefits Clerk
Employment Specialist
Housing Assistance Technician
Housing Inspector

Housing Inspector Trainee
Human Services Specialist |
Human Services Specialist 2
Human Services Specialist 3
Investigator 1

Keyboarding Clerk
Keyboarding Clerk 2
Keyboarding Clerk 3

Legal Secretary 1

Legal Stenographer

Messenger

Paralegal Specialist

Principal Account Clerk
Principal Account Clerk/Typing
Principal Clerk Transcriber
Principal Data Control Clerk
Principal Data Entry Machine Operator
Principal Employee Benefit Clerk
Principal Legal Stenographer
Receptionist
Receptionist/Telephone Operator
Records Support Technician 1
Records Support Technician 2
Records Support Technician 3
Secretarial Assistant

Senior Account Clerk

Senior Account Clerk/Typing
Senior Building Maintenance Worker
Senior Clerk Transcriber
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RANGE
06
07
15

13
05
08
13
07
08
06
08
19
12
i1
09
13
17
20
19
06
09
13
14
14
07
19
13
14
14
I3
13
15
16
06
07
06
08
13
I5
09
10
08
10



APPENDIX “B” - EXPLANATION OF SCHEDULES

Schedule D Employees hired on or before December 1, 1989

Schedule E Employees hired between December 2, 1989 through December 1, 1990
Schedule H Employees hired between December 2, 1990 through December 19, 1993
Schedule G Employees hired between December 20, 1993 through October 22, 1997
Schedule | Employees hired on or after October 22, 1997
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7. Sick, vacation, personal, or bereavement leave, which is taken by an employee participating
inthe Compressed Work Schedule Program, shall be charged on a prorated basis according to the actual time
the employee is absent from his/her scheduled work day. 1fan employee who participates in the Compressed
Work Schedule Program is absent for a day, he/she shail have his/her leave time reduced by seven and three-
fourths (7 %) hours unless he/she were scheduled to work eight (8) hours at which time his/her leave shall
be reduced by eight (8) hours.

8. Since employees participating in the Compressed Work Schedule Program have a longer
workday than employees in the standard ten (10) day work schedule, a time differential exists on holidays.
This differential shall be equalized in the following manner during the period for those employees who elect
to participate in the Compressed Work Schedule Program. Ifa holiday occurs on an employee's regular day
off, hefshe shall be granted, on 2 straight hour-for-hour basis, seven (7) hours of compensatory time which
shall be used within three (3) months of being eamed. Ifthe employee fails to use their earned compensatory
time within the prescribed three (3) months, the Employer shall schedule the use of the compensatory time
with five (5) days notice to the employee. If a holiday occurs on a day that the employee was scheduled to
work, the employee shall be granted seven (7) hours of paid heliday time. The difference between what the
employee was scheduled to work and seven (7) hours shall be charged, at the employee's option, to either
paid vacation, paid personal, or paid compensatory time.

9. Employees who work in excess of thirty-five (35) hours per week in order 1o participate in
the Compressed Work Schedule Program shall not be eligible for time and one-half overtime pay for hours
worked in excess of thirty-five (35) hours for the sole reason of participating in the Compressed Work
Schedule Program. Participation in the Compressed Work Schedule Program shail not prohibit an employee
from being eligible for overtime if the employee works in excess of his/her scheduled number of hours with
prior administrative approval, by working more than seventy (70) hours in a two (2) week pay period.

10. Employees who participate in the Compressed Work Schedule Program may at times have
to attend a meeting, fair hearing, training session, or similar function during their scheduled day off under
the Compressed Work Schedule Program. If this occurs, the employee shail be allowed to reschedule their
day off with their supervisor's approval. Prior to requiring the employee to reschedule their day off, the
Employer shall examine alternatives such as but not limited 1o requiring an alternative employee to attend
the meeting or testify at the fair hearing. Any such decision rendered by the Employer is done on a case by
case basis and shall not be viewed as setting agency precedent. The Employer shall provide adequate notice
to the employee if they shall be required to reschedule their day off. Adequate notice shall be considered
as soon as reasonably possible once the Employer becomes aware of the scheduling conflict.

11. All administrators and unit supervisors shall not unduly deny or restrict an employee's
request to use their paid leave solely because the employee is participating in the Compressed Work Schedule
Program.

2. Anemployee who loses eligibility to participate in the Compressed Work Schedule Program
shall revert to the standard ten (10) day work schedule at the beginning of the next pay period upon two (2)
weeks notification by the Employer’s Fiscal Department.

13. The Union recognizes the Employer’s right in accordance with Article 9 of this Agreement

to request and receive medical documentation for the approval of sick leave whenever the Employer’s request
appears reasonable. The Union also recognizes that abuse of sick leave shall be cause for disciplinary action.
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f. All employees, whether in the Compressed Work Schedule Program, the Extended Hours
Program, or in the standard work schedule shall be required to work seveaty (70) hours in a pay period.
Employees who work in excess of thirty-five (35) hours per week in order to participate in the Extended
Hours Program shall not be eligible for time and one-half overtime pay for hours worked in excess of thirty-
five (35) hours for the sole reason of participating in the Extended Hours Program. Participation in the
Extended Hours Program shall not prohibit an employee from being eligible for overtime if the employee
works in excess of his/her scheduled number of hours with prior administrative approval by working more
than seventy (70) hours in a two (2) week pay period.

4, Extended Hours Program Under the Compressed Work Schedule Program

a. Employees who meet the eligibility criteria and voluntarily elect to participate in the
Compressed Work Schedule Program as specified in Appendix C may work one (1) of two (2) schedules
under the Extended Hours Program. The employee may work any of the three (3) schedules as listed in the
Compressed Work Schedule Program seven (7) out of the nine (9) days they are scheduled to work and on
the day the agency is open late, shall work from 10:45 AM. to 7:30 P.M.

b. Employees who meet the eligibility criteria of the Compressed Work Schedule Program as
specified in Appendix C and who participate in the Extended Hours Program but who do not elect to work
one (1) of the three (3) schedules specified in Appendix C may still voluntarily participate in the Compressed
Work Schedule Program by working 8:00 A.M. to 7:30 P.M. each Thursday under the Extended Hours
Program and then working their normal seven (7) hour shifis, be it 8:00 A.M. to 4:00 P.M.,, 8:30 A.M. to 4:30
P.M., or 9:00 A.M. to 5:00 P.M.,, for the other seven (7) days of the pay period with a tenth (10™) day off.

5. Standard Work Schedule Under the Expanded Hours Program

a. Employees who participate in the Expanded Hours Program but do not participate in the
Compressed Work Schedule Program either due to ineligibility for the Compressed Work Schedule Program
or voluntarily electing not to participate in the Compressed Work Schedule Program may participate in the
Expanded Hours Program by working 11:30 A.M. through 7:30 P.M. each Thursday. The employee
continues to work their normal work schedule the other eight (8) days of the work period be it working 8:00
AM. through 4:00 P.M., 8:30 A.M. through 4:30 P.M., or 9:00 A.M. through 5:00 P.M..

b. Employees who voluntarily elect to participate in the Extended Hours Program under the
Compressed Work Schedule Program by working the 8:00 A.M. to 7:30 P.M. schedule shall have two (2)
meal breaks of a one-half (12) hour duration. The employee shall aiso receive three (3) breaks of fifieen (15)
minutes. Two (2) of the three (3) fifteen (15) minute breaks may be taken in conjunction with their two (2)
meal breaks. All breaks on the extended day shall be completed no later than 6:00 P.M., except in unusual
circumstances with approval from the employee’s administrator. Those employees working the ten and one-
half (10%2) hour shift, shall be given the first opportunity to take the latest meal and break periods.

6. Leaves

Employees who participate in the Extended Hours Program under the Compressed Work Schedule
Program shall have their sick, vacation, bereavement, and personal leave charged on a prorated basis
according to the actual time the employee is absent from his/her scheduled work day in accordance with
Appendix C.
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