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ARTICLE I
Recognition

In accordance with the provisgions of the Kev Jersey Employment Relations Act,
the Board of Trustees of Dcean County College recognizeg the Supportive Staff
Association of Dcean County College as the sole and excluaive reprementative
for collective neqotiations concerning the terme and conditions of employment
for the following unit:

A, Unit: The unit shall include all full-time and part-time employees in
the job classlfications of mgecretarisl/clerical staff, custodiansg,
craftevorkerse, groundasvworkere, Health & Physical Educetion (HPE) attendants,
and gecurity guards currently employed or hereafter employed by the College,

in accordance with the P.E.R.C, Certifications dated April 23, 1973 end
November 27, 1973.

B. Unit €onsolidation: Effective July 1, 1992, +the two units formerly

known as (1) Secretarial/Clerical and (2) Physical Plant shall be combined
into one Association ag defined in Section A sbave.

C. Definition of Employee: Unlees othervise indicated, the term
"employee, ' vhen used hereinefter in this Agreement shall refer to all
employees represented by the Association in the negotiating unit as above
defined.

ARTICLE II
Negotiation of Succemsor Agreement

A, Schedule: HNot earlier than September 13, 1994 nor later than October 15,
1994, the College and A=scciation mgree to negotiate over a successor
agreement in accordance vith the procedure set forth herein, in good feith
effort on both gides to reach agreement concerning selsries, conditions c¢f
employment and other matters which are not reserved to the Board az a
management prerogative or which is not prohibited by law. Any agreement so
negotiated shall apply to all members of the negotisting unit and ghall be
reduced to writing and signed by all the parties. Negotiations shall commence
vith a meeting at a mutually =atiefactory place within fifteen (15) working
deye after receipt of mutual proposalez by the College and the Association,
unlegs the parties agree to an extension of time described herein.

B. Information Requests: Each party shall promptly make available to tha
other, upon request, information vwithin its possessien vhich is not
privileged under the lav and which is reasonable and necessary to the
subjects under negotiation.

C. Meeting Limitg: Members of the bargeining unit will not be =cheduled by
the parties hereto to participate during working hours in negotiation
meetings, except as mutually agreed by both parties to this Agreement.



D, Excluesive Representationt The College agrees not to negotiate concerning
said employees’ negotistion unit, =3 defined in Article I of this Agreement,
wvith any organization other than the Association for the duration of this
Agreement,

E. Completed Agreewent: During the term of thia Agreement, neither party
shall be reguired to negotiate with respect to any such matter, whether or
not covered by thie Agreement and vhether or not within the knowvledge or
contemplation of either or hoth of the parties st the time they negotimted or
executed thi= Agreexent.

F. Impasse: If agreement cannot be reached between the Association and the
Boerd of Trustees, either party has the right to declare an impasse and
requeat mediation proceduresz through the Diviegion of Public Employment
Reloation= Commimseion.

ARTICLE III
Principles of Agreement

THIS AGREEMENT, is made June 22, 1992 by and between the SUPPORTIVE STAFF
ASSOCIATION OF QOCEAN COUNTY COLLEGE, hereinafter sometimez referred to as
*Agsociation, * and the BOARD OF TRUSTEES OF OCEAN COUNTY COLLEGE,
hereinafter sometimes referred to as *College®:

A. This Agreement is negotiated in order to establish for its term the
terms and conditions of employment for all members of the staff employed in
the classificetiona set forth in Article I-A.

B. The College and the Association recognize the importance of arderly,
just and expeditious resolution of disputes which may srise as to the proper
interpretation or implementation of thi= Agreement.

C. The Ceollege and the Association sccept the pravisions of this Agreement
as commitments which they will cooperatively and in good faith honor,
support, and seek ta fulfill.

D. The provisions of this Agreement will constitute a binding ocbligatior of
the parties for the duration hereof, or until changed by mutual consent in
writing.

E. Management Prerogative: Any rights or privileges not expressly givern to
employees or the Association in this Agreement are hereby expressly reserved
by the College as a management prerogative.

F. Severability Clause: If any provision of this Agreement or any
application of this Agreement to any employee or group of employees or to the
employer is held tc be contrary te law, then such provision or application
shall not be deemed valid and subsisting except to the extent permitted by
law, but all other provisione or applicationes shall continue in full faorce
and effect.



G. Parameters of Agreement: This Agreement contains the entire
understanding of the parties snd there are no representations, warranties,
covenentsg, or other undertakings, other than expressly set forth herein, and
the College and the Associgtion are hereby bound to the extent of this
Agreement and to any mandatory lewe applicable to the employee-employer
relationship bhetween the parties. If any sections of the Agreement which
have been deleted due to changes in the lav, are determined to be mandatory
topice of neqgotimtions, either party shall have the right to open
neqotiations in those limited areas.

H. Modification: This Agreement shall not be modified in vhole or in part
by the parties, except by an instrument in writing duly executed by the
parties. Any vaiver by either party to any part of this Agreement shall not
be deemed to be a waiver of any other part of this Agreement.

I. Duration of Agreement: Thigs Agreement shall be in effect from July 1,
1992 through June 30, 1935, unless the Association and the College mutually
agree in vriting to an extension or modification of its duration.

ARTICLE 1V
Agaociation-College Relationship

A. Association Membership: The College and Association agree that there
shall be no discrimination, interference or coercion by either party against
any employee because of his/her membership in the Associatien or because of
his/her refusal to join the Associstion. The Association further agrees that
it shall not unlawfully coerce employees into membership.

B. Public Records: The Board agrees to make available to the Association
all public records for their reviev that are relevant to a matter contained
in this Agreement. It is understocod that the Board doces not have an
obligation to provide reports or deta not public records as defined in the
"Open Public Meeting Act™ of New Jersey.

C. Paid Release Time: Whenever any representative of the Association ar any
employee ig mutually scheduled by the parties to participate during vorking
hours in negotiations, grievance proceedings, conferences or meetings with
the Board or ite representative, he shall suffer no loss in pay. Nothing
herein shall require the Board or the College to schedule such meetings
during vorking hours.

D. Amsociation Business: Representatives of the Association shall be
permitted to transact official Association business on College property at
times and places to be determined in accardance vith prevailing College
policy, procedures and regulations. It is understood that all meetings of
the Association shall be held so as not to interfere with or interrupt normal
College operations. The regquest for scheduling of all meetings shall be rade
through the designated College scheduling office and the Deen of Personnel.



E. Use of College Equipment and Facilities: The Associatien shall have the
right to use College equipment such as typewriters, ditte and mimeographing
machines, calculating machines, and photocopying machines at reasonable times
vhen such equipment i=s not other vise in use as determined by the College or
ita representatives. Prior to such use, & vritten request may be required by
the College or its representative. The Association shall pay for the
reagsonable cost of all material and supplies incidental to such uge. The
Association shall have the right to use the inter-College wall system for
appropriate Association business.

F. Bulletin Boards: The College shall supply reasonable access to two (2)
bulletin boards for the posting of Association notices. Prior to posting, s
copy of said notice shall be furnished to the Dean of Per=sonnel. Hotices
shall pertsin and be limited to the announcing of meetings and other
Association business. Bulletin boards shall not be used for improper or
inappropriate statements,

G. Board Rights: The College retains all existing rights insofar as its
relationahip with the employees of the Association is concerned, except as
these are limited by the specific terms of this Agreement,

ARTICLE ¥
Grievance Procedure

A. Definitions:

1. GOGrievance: A "grievance" ig a complaint by a member of the bargaining
unit that there hag been a misinterpretation or misapplication of the terms
of this Agreement and/or College policy as per the Supreme Court West Windsor
decision, vhich misinterpretation or misapplication directly sffects gaid
grievant.

2, Aggrieved Person: An "aggrieved person® is the person or persons or the
Agsociation making the claim.

3. Party in Interest: A "party in interest" is the person or perscns making
the claim, including the College or the Association.

B. Purpose: The purpose of thie procedure is to secure at the lowest
posgible level, equitable solutions to the problems whaich may from time to
time arise affecting employees and the employer. Both parties agree that
these proceedinge vill be kept as informal and confidential as may be
appropriate at any level of the procedure.

C. Procedures:

1. Time Limits: The number of days indicated at each level shall be
considered as a maximum and every effort should be made to expedite the
procesg. The time limit specified may, hovever, be extended by mutual
agreement.



2. Level 1 - Immediate Supervisor: An employee ¥ith a grievance shall first
digcuss 1t with his/her immediste gupervisor, with the objective of resclving
the matter informally. A representative of the Association may be present st
thie level, Within fifteen (15} varkdays after the grievant knew or should
have known of the events or conditions on which the grievant iz based, a
grievance shsll be submitted in ¥riting to the supervisor vho is the Director
of the Department or the Director’s designated representative, by the
grievant through an Asscclation representastive. A copy of the grievance must
also be submitted to the As=sociation by the grievant-employee. Within ten
(10) workdays thereafter & written reply shall be given by the supervisor or
designated representstive to the grievant with a copy to the Association.

3. Level 2 - Dean of Perzsonnel: If the aggrieved person is not satiefied
vith the disposition of his/her grievance at Level 1, or no decision has been
rendered within five (35) work days after the presentation of the grievance,
he/sghe may file the grievance in writing with the Association within five (5)
vork daye after the decision at Level 1, or ten (1@) work daye after the
grievance wae presented, whichever is sgconer. Within five (9) work days
after receiving the written grievance, the Association shall refer it to the
Dean of Personnel. The Dean of Personnel shall render & written decision
vithin fifteen (15} work days of receipt of the grievance.

4. Level 3 - President of College: If the aggrieved person ie not satisfied
vith the disposition of his/her grievance at Level 2, or if no decision has
been rendered vwithin fifteen (13) work days after the presentation of the
grievance, he/ghe may file the grievance in writing with the Association
vithin five (3) work days after the decision at Level 2, or twenty (20) work
days after the grievance was presented, vhichever is sooner. Within five (3!
vork days after receiving the written grievance, the Association shall refer
it to the Presgident of the College or his designee. The Association or the
grievant shall alsoc submit & capy of the grievance to the College Board of
Trustees for information purposes only. Said grievance shall only be
submitted in writing. The President or his designee shall then render a
vritten decieion within fifteen (15) wvork days of receipt of the grievance,

5. Level 4 - Board of Trustees: If the sggrieved person ig not satisfied
with the dispogition of his/her grievance at level 3, or if no decision has
bheen rendered within fifteen (15) work days after the presentation of the
grievance, the Association may decide to file the grievance with the Board of
Trusteegs for action. The Board of Trusteeg shall appoint a suhcommittee of
its members to_hear the grievance. The Board Committee shall be represented
by counsel and have such members of the administration present as 1t deems
appropriate. The Grievance Hearing shall occur within twenty {20} workdsys
of the filing date at the Board Step. The Board Grievance Committees shall
make a8 recommendation to the full Board of Trustees at the next reqularly
scheduled meeting following the grievance hearing. The decigion of the Board
0f Trustees shall be communicated, in ¥writing, to the Association noti mere
than five (S) workdays following the Board meeting.




6. Llevel 5 - Binding Arbitration for Grievances of Terms of thim Agreement:

(a} If the aggrieved person 1s not satisfied with the disposition of hia/her
grievance at Level 4, or if no decision has been rendered ¥ithin twenty {20)
vork days after the grievance was delivered to the Board of Trustees of the
College, he/she may within five (5) workdays after a decision was delivered
to the Board of Trusitees, whichever is soaner, request arbltration. If the
Asgociation in ite discretion determines that the grievance ie meritoriocus,
it may submit the grievance on behalf of the individual to arbitration within
fifteen {13) wvork days after receipt of request by the aggrieved person,

{b) Within ten (190) work days after such written notice of submission to
arbitration, the College and the Association shall attempt to agree upon a
mutually acceptable arbitrator and shall obtain a commitment from said
arbitrator to serve. If the parties are unable to agree upon an arbitrator
or to obtain such a commitment within the specified period, a request for a
ligt of arbitrators may be made to the American Arbitration Association by
either party. The parties shall then be bound by the ruleas and procedures of
the American Arbitration Associstion in the selection of an arbitrator.

{c) The arbjtrator so gelected shall confer vith the representatives of the
College and the Association and hold hearings promptly, and shall issue
his/her decision not later than twenty (20} days from the date of the
claging of the hearings, or if orel hearings have been waived, then from the
date the final statements and proofs on the issues are submitted to him/her.
The arbitrator’s decision shall be in writing and shall set forth his/her
findingse of fact, reasoning, and conclusicn sg to the issues submitted. The
arbitrator shall be vithout power or authority to make any decision which
requiree the commission of an act prohibited by law, or which is violative of
the terms of this Agreement. The decision of the arbitrator shall be
submitted to the Board and the Aessociation and shall be final and binding to
the parties.

(d} In the event the arbitrability of a grievance is at issue between the
parties, jurisdicticn to resolve the issue shall rest sclielv with the
arbitrator selected i1n accordance with the provisions herein, which decizic.
ghall be final and binding on both parties.

{p) The cost for the services of the arbitrator including per diem expen=es
if zny, and actual necessary travel subsistence expenses and the cost of the
hearing room shall be borne egually by the College and the Association. Any
other expenses incurred shall be paid by the party incurring same,

7. Level 6 - Adviscry Arbitration for College Policy Grievances:

The parties agree that the grievance definition shall be expanded to incicde
policy grievances a= per the Supreme Court West Windsor decision. The
parties further agree that policy grievances shall have a final step and
terminate in Advisory Arbitration.



Note: The grievance procedure for College policy grievance shall follow the
game time table as established for grievances which may end in Binding
Arbitretion.

D. Righta of Employees to Representation:

1. Employee Choice: Any supportive staff may be represented at any level of
the Grievance Procedure by himself/herself or at his/her option by an
Association Representative.

2. Reprisals: HNo reprisal of any kind shall be taken by the College or by
any wmember of the adminisiration, or by the Association or by any employee,
againet any party in interest, sny representative, any member of the College
or the Association, or any other participant in a grievance procedure by
reason of such participation.

3. Disciplinary Conference: If any employee is brought up on charges, no
suspensgion or discharge shall be put into effect without a meeting between
the Dean of Personnel and/or his/her representative and two (2) appropriate
repregentatives of the Association. This provision does not apply to
gituations requiring immediate action because of the nature of the offense,
but every effort will be made to provide such a meeting.

E. MNiscellaneous:

1. W¥ritten Decisions: All decisions rendered above Level | of the
Grievance Procedure shall be in writing setting forth the decision and the
reagons therefore, and shall be transmitted promptly to all parties in
interest and to the Association.

2. Private Meetings: All meetings and hearings under this procedure shall
not be conducted in public and shall ineclude only such parties in interest
and their designated or selected representatives, heretofore referred in this
Article.

3. Association Grievance: If, in the judgment of the Associaticn, =
grievance affects a class or group of employees, the Associaticn may submit
such grievance in writing to the Dean of Personnel directly and the
processing of such grievance shall be commenced at Level 2. Tho Associat:ce
may process such a grievance through all levels of the Grievance Procedurs
even though the sggrieved person dees not wish ta do so.

4, Separate Grievance File: Upon completion of the final step of =
arievance proceegs, including court action if used by either garty, whach
resolves an issue in favor of the grievant, cowmunications snd recoids
dealing with the processing of that grievance ghall be filed 1n 5 zsparate
grievance file and shall nct be kept in the personnel file of any <of %
participants.

le



ARTICLE VI
Vacation/Personal Leave

A. Scheduling Leave: Vacation/Personal Leave shall be scheduled in
congonance with the work schedule of the department and shall be subject to
the advance approval of the employee’s supervisor. Choice of
Vacation/Personal Leave, within each depsrtment shall be picked by employees
in seniority order.

B. Vacation/Persconal Leave Accrual: VYacation/Personal Leave shall be earned
according to employment service at the following rates:

First through Third Year: thirteen (13) daye per year.
Fourth through Sixth Year: eighteen (i8) days per year.
Seventh Year and over: tventy-three (23) days per year.

The full =cheduled amount of Vacation/Personal Leave shall be posted to each
employee’s account each July 1lst.

C. Mid-Year Appointments and Exits: Employees who begin work mid-year shall
receive a prorated share of the scheduled amount of Vacation/Personal Leave,
Employees who geparate from employment with the College mid-year shall have
their Yacation/Personal Leave balance reduced by a prorated share of the
annual total. A prorated share of the amountg listed above shall be posted
on the anniversary years.

D. Utilizatjion Limits:; Vacation/Perscnal Leave may not be taken in advance
of being posted, Vacetion/Personal Leave shall not be taken during
probationary periods. Vacation/Perscnal Leave must be taken within eighteen
(18) months of the date on vhich it wvas posted. If 8 holidsy falls during
the leave period, the holiday does not count as a Vacation/Personal dav.

E. Part-time Employees: Part-time Secretarial/Clerical employees who work
at leagst 91@ hours per vear shall earn a prorsted share of Vacsticen/Perscnal
Leave, in sccordance with the accrual rates set forth in Section B above.
Part-time custodians, craftevorkers, groundseworkers, HFE attendants, and
security quards wvho work at least 1240 hours per yvear zhall earn a prorated
gshare of Vacation/Perscnal Leave, in accordance with the accrual retes set
forth in Section B above.

F. Payment for Unused Vacation/Personal Leave Upon Separation fram
Employment: Upon separation from employment after =ore thar one yeoar of
service, the employese 1s entitled to payment for earned but unused Yecztion)
Perscnal Leave within the limitations prescribed herein.
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ARTICLE V11
Holidaye

A. Schedule of Holidays: Holidays allowved and paid for are:

New Year's Day

Good Friday

Memarial Day

July 4

Labor Day

Thanksgiving

Friday after Thanksgiving
Chrietmas

Day before or after Christmeas

Dr. Martin Luther King's Birthdey

B. Additional Holidays: The College hereby gusrantees to each employee four
(4) days of holiday in addition to the dayg set forth hereinabove. The
precise dateg shall be determined by the College. If at the discretion of
the College the Christmas-Nev Year break is provided and five discretionary
holidays are necessary for that purpose, a fifth discretionary holiday will
he added for that particular year.

C. Holiday Work: In the event a holiday falls on a day during which the

College administration deems it necessary to caontinue a support service, a
percentage of employees may be scheduled to work. When employees work on

daye designated to be holidays, such employees shall be pasid in accerdance
vith the folloving guidelines: -

Holiday Pay: Full-time employees shall be paid straight time holiday pay, in
accordance vith the designated holidays of Article VYII.

1. Employees vho work on a holiday during their regularly scheduled shift,
shall be paid one and one-half (1 1/2) times their regular rate of pay for
each hour worked in addition to straight time helidesy pay which eguals tw-
and cne half (2 1/2) times rate of pay.

2. Employees who work on a holiday, before or after their regularly
scheduled shift, shall be paid twoe and one-half 2 1.2) times their regular
rate of pay for each hour worked.

3. In order to be eligible for holaday pay, en employee must be actively
employed at the time of the holiday and must have vorked his/her regularl:
echeduled workday before and after the heliday, uniess such sbgence is
authorized by the apprapriate Dean f1n the absence of the Dean, the Dean 7
Personnel},

D. Part-time Employees: Part-time employees shall receive pay for a

holiday if it falls on 2 neormally scheduled workday. 1f a holiday falls on a
day when he/she is normally not scheduled ta work, the part-time employee
shall not receive payment for the holiday.
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ARTICLE VIII
Work Schedule

A. Hormal Work Week:

1. Secretarial/Clerical Employees: The normal work week for all full-time
Secretarial/Clerical employees shell be thirty-five (33} hours weekly, five
(3} consecutive days a week, with one hour for lunch daily., Depending upon
the employee’s particular departiment, he/she may be required to work from
8:00 a.m. to 4:00 p.m,, B8:30 a.m. to 4:30 p.m., or 9:00 a.m. to 5:0Q p.m,
Monday through Friday. Other hours of work to meet the particular
requirements of & department may be mutually scheduled by the College and the
employee upon the recommendation of the Department Supervieor and the
appravel of the College Personnel Office. Secretarial/Clerical employeesg

vho work between 6:@80 p.m. and 6:00 a.m. shall receive twventy (20) cents
per hour worked, in addition to his/her scheduled rate of pay.

2. Custodiang, Craftevorkers, OGroundevorkers, and HPE Attendanta: The
normal work period for full-time Cuestodiang, Craftsworkers, Groundsworkers,
and HPE Attendants shall be eight (8} hours per day, five (5) consecutive
days, with two (2} days off for a total of forty (48) work hours per a given
five (5) day perind. Full-time employees working night shifts (any shift
vhich extends beyond 6 p.m.! shall work seven and one-half (7 1/2) hours per
day for five {3) consecutive days with two (2) consecutive days off for a
total of thirty-seven and one-half (37 1/2) work hours per veek, HNeal
periods shall be given to each of zaid employees which during each seven and
one-half (7 1/2) hour vork period, shall be one-half {1/2) hour in length.
The College shall pay for said meal period which shall be part of the normal
seven and one-half (7 1/2) hour vork schedule., Custodians, Craftsworkers,
Groundsvorkerg, and HPE Attendants who work between 6:8@ p.m and 6:@9 a.m.
shall recejive tventy (20) cents per hour worked, in addition %o hig/her
gcheduled rate of pavy.

3. Security Guards: The normal work period for full-time Secusrity Guaris
shall be eight (8) hours per day, five (3) consecutive days with two (2)
consecutive days o0ff for a total of forty (40) work hours per a given five
{3) day period. HMeal pericds shall be given teo each of s=aid employees

during each eight (8) hour vork periocd which shelil be one-half (1/2} hour in
length at a time and place to be designated by the supervisor. The Colleje
shall pay for said mesl period and shall be part of the normal eight {8} hour
workday. Security Guards who work between 6:@@ p.m and 6:0@ a.m. shall
receive fifty-one (51) cents per hour worked, in addition to his/her
scheduled rate of pay.

B. Other Work Week Patterns: The nermal work week for present full-time
employees, as noted above, does not negate the raight of the College teo
establish other work week patterns for either vescant or newly budgeted
positions.  Such additionsal work week patterns shall provide at least
thirty-five (35} hours per week with one (1) hour four lunch/dinner daily zor
Secretarial/Clerical qjobs or at least forty (40) hours per week with one-
half (1/2} hour for lunch/dinner daily for Custodians, Craftsworkers,
Groupdsworkers, HPE Attendants, and Security Guards,




£. Meal Reimbursement: If a full-time day employee must vork evenings,
he/she will be allowed two (2) hours off between his/her day and evening
schedule as & dinner period. Thoge full-time employees vho wark a full-time
reguler day shift and vho work the full evening registration shall be
entitled to reimbursement for an evening meal in the amount of $13.00 in
1992/93, 514.00 for 1993/94, Bnd $15.00 for 1994/95,

D. Breaka: Two (2) uninterrupted periods of not more than fifteen (13)
minutes zhall be available to employees. The times Bhall be mutually agreed
to by the employee and his/her supervisor.

E. QOvertiwme: Overtime is defined as any authorized work time apent st
regular duties or other essignments, either before or after regular daily
vork hours deecribed hereinhefore, above the thirty-five (35) hours per week,
excluding lunch/dinner hour.

1. Overtime Calculation: Overtime will be remunerated at the rate of one
and one half (1 1/2) times the hourly salary for all hours vorked over forty
{42} hours in a single veek. For overtime hours worked from thirty-six (36)
through forty (48) hours, compensation will be at the regular hourly rate.
Any employees required to work on their regular days aff shall be paid at the
rate of one and one-half (1 1/2) times his/her base hourly rate and shall be
guaranteed a minimum of four {(4) hours of vork. Overtime will be adjusted
upward to the nearest half hour at the end of each pay period. Overtime shall
be computed to include (1) Holidays, {2} Vacation/Personal Days, (3) Sick
Days, (4) Bereavement Days.

2. Overtime Asaignments: All overtime and compensatory time shall be
authorized in advance by the appropriate Desn or an administrator designated
by the Dean. Overtime shall be posted and offered to supportive steff on a
rotational seniority basis within each respective department. When overtime
vork is to be done, the specific skills and the number of employees required
to perform such work shall be as determined by the appropriate Desn or the
Dean’s designated representative. When overtime work shall reguire a nurber
of workers exceeding the number of employees officially helding the specific
classification comprising such determined skills, the offer of overtime work
shall be made on a broad-hese, rotational/seniority basis to those other
employees who possess a kanown and acceptable level of competency in the
required job skills, as determined by the appropriate Dean or the Dean’s
designated representative.

F. Compensatory Time: In the event the employee and the immediate
Supervisor mutually agree, compensatory time may be allowed in lieu of
galary. Compenszateory time sheli be computed szt _one and one-half (1 1/2°
hours for each hour of overtime worked. Compensatory time shall be utalared
within a sixty (6@) day period after it is earned, with written coasent of
the superviser. 1f the needs of the College preclude the employee’s
utilization of the compensatory time within the aforesaid sixty (B0} cay
period, the College, in its discretion, shall either pay the appropriate
overtime or provide the earned compensatory time reqardless of whether 1t is
beyond the 6@ day period. In the event Secretarial/Clerical employvees elect

to receive comp time for hours worked between thirty-six (36) and forty (40)
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hours per week, he/she shall receive gne and one-half (1 {/2) hour of comp
time for each hour worked.

G. Sunday Work: Employees who are required to work outside their reguler
vork schedule, on & "Sunday," shall receive double their regular rate of pay
for work performed on that day. Those employees vhose work scheduie
normally includes Sunday, shall be paid their regqular rate of pay far vork
performed on that day. However, if required to vork on the second day of
their normally scheduled two consecutive days off, such employeee shaell be
paid at double their regular rate of pay for hours vorked on that day.

H. Natural Emergencies: Employees wvorking their normal shift receive
straight time payment. Ewmployeea required to work beyond their shift

receive double time payment for such extre work. When all other college
employees are excused {sent home or are not required to report for work
initially), Phyeicsl Plent employeee who are required to work their regular
shift shall be paid tvo and one-hslf (2 1/2) times his/her regular rate of
pay for houra worked. 1If placed on standby, the employee shall be paid at =
minimum of tvo (2) houre straight time. In the event a Building Maintenance
Worker/Custodian is assigned to remove snow beyond areas around buildings for
vhich cugtodians are normally responsible, he/she shall receive one and one-
heif (1 1/2) times his/her regular rate of pay for the actuwal time engaged in
such activity.

J. Snov and Ice Days: 1f classes are cancelled due to excessively

hazardous roads in the area of the College, the College ¥ill notify emplayees
vhether or not they will be required to report to work, in accordance vith
departmentsl procedures. :

K. Summer Hours: The College, at ite discretion, may grant reductions in
work hours during the summer months as done in prior years without prejudice.

ARTICLE IX
Working Conditions - Safety & Welfare

A. Equipment: Appropriate and adeguate equipment shall be provided to sll
employees covered by this Agreement, properly meintained to fulfill their
regpective job functions as defined by the College.

B. Minimum Temperstures: Employees shall not be required to work under
unsafe or hazardous conditions, or to perform tasks which unreasonably
endanger their health, safety, or well-being, nor shall they be required to
work in rcoms with temperatures below sixty-thres (63) degrees Fahrenheat,
unlesg conditiens beyond the control of the College require the maintenance
of the heating system below sixty-three (63) degrees Fshrenheit.

C. Maximum Temperatures: Employees shall not be required teo work in rooms
with temperatures above ninety {(9@) degrees Fahrenheit, as measured in the
center of the room and said condition has persisted for more than one hour.
In such instances, the College may exercise its normal management authority
and reasgign affected employees to s different work area. These provisions
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concerning temperature in vorking areas shall not be operable if overriding
considerations or mandates of energy conservation make adherence

impracticable,

D. As=ault: In any cese involving an assault by or upon an employee, the
College shall be guided by appropriate law concerning said sttack. An
employee suffering an sssault shall immediately report cases of asgsault in
connection with their employment to their immediate supervisor, Such
notification shall be immedistely forwerded to the Dean of Personnel vho
shall cowply vith any reasonable request from the ewployee for information in
the possession of the supervisor relating to the incident.

E. Uniforms: Custodiang, Craftsworkers, Groundsworkers, HPE Attenpdants,
Security Guards, and Mailroom/Stock Clerks shall receive within thirty day=
of employment (contingent upon availability of supplies) the uniforms
designated in Appendix A of the Agreement. All employees for vhom uniforms
are provided shall be required to be in complete uniforms during all working
hours. Employees shall receive uniform replacements vhen the employee turns
in the worn or unservicable uniform to the Assistant Dean of Physicsl Plant,
Employees in receipt of uniforms described in Appendix A of the Agreement
ghall provide reasonable maintenance of their uniforms, which shall include
washing, cleaning, preseing, and mending, etc. The annual clothing
maintenance allovance of one hundred twenty-five doliars ($125) shall be made
payable to each employee in equal installments during July and January of
each year.

-ARTICLE X
Leaves of Absence With Pay

A. Military Leave: Members of the Reserve or National Guard are alloved two
(2) weeks of paid leave ennually to attend training. Thie is in addition to

other leaves set forth in this Aqreement.

B. Bereavement Leave: In the cese of a death in the employee’s immediate
family {(spouse, children, parents, parents-in-lsw, brothers, brothers-in-law,
sisters, sisters-in-lav, sons-in-law, daughters-in-lsw, grandparents,
grandparents-in-law, and grandchildren) paid hereavement leave not to exceed
four (4) days will be granted.

C. Jury Leave: Jury leave for jury duty is paild leave in the amount of the
difference hetveen a normal day’'s vwages and that paid by the court for duty.
Normally the payment by the court will be significantly less than the
employee’s wages, The employee may receive his/her normal salary for the
period by surrendering his/her endorsed court jury check to the Personnel
Department.

D. College Temporary Disability Program: The College shall provide, at no
expense to the employee, a temporary digability income plan for emplovees of
the Colleqe who are abgent from work due to prolonged serigus illness/injury.

This program is offered ag a gubstitute for participation in the New Jersey
Temporary Disability program which ig permissible by law. In no instance
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shall the benefit or terms of the College program be less than that of the
Nev Jersey Temporary Disability program.

1. Eligibility for Temwporary Disabilitv:

8. To be eligible for College Temporary Disability an employee must meet the
game wage earnings qualifications ®s required for the Nev Jersey Temporary
Digabjility program,

b, The employee wust have exhausted all saccuwulated sick leave. The

employee may elect to use mccumulated vacetion/personsl leave or compensstion
time in order to stay in & full pay stetus for as long as posaible,

c.  The employee must submit 8 medical certification which specifies the

illness/injury that prevents the employee from being able to perform his/her
dutieg. The medicel certification must slso specify the spproximate length
of time the physician expects the employee to be disasbled. The College
regerves the right to require the employee to be examined by a College

appointed physician at Board expensge.

2. Calculation of Disability Income:; The disability income benefit ghall be
calculated in eccordange with the prevailing method used by the Hev Jersey
Temporary Disability program and the Colleqe Temporary Digability method set

forth belov. The employee ghail gelect in writing the method of payment
he/she chooses to be paid by.

Employment at 0.C.C. Digability Payment

lgt through 3rd year 40%10f hourly wage or base salary
Fourth year 45% of hourly wvage or base salary
oth year and more 58% of hourly wage or base salary

The disability benefit shall be prorated for part-time employees. Disability
benefits shall not be paid during any time frame in which the employee is not
contracted/scheduled to work.

3. Duration of Disability Paymentg; Benefit payment shall commenge on the
next regqularly scheduled payday following approval by the President of the

application for Temporary Disability.

a. If the employee elects the State method of payment, the duration of
payments ghall be in accordance with the prevailing state program.

b. If the employee glects the College methed of payment, the duraticn of
payments shall be limited to an gggregate maximum of fifty-ivwe (52} weeks,
commencing with the initial date of disability., If the disability is related
to a Workers’' Compensation claim, time in Workers Compenssgtion shall he
inclu=zive to the aggregate maximum for College Temporary Digability.

c. If an employee recovers from disability for which benefits have been

received and again hecomes disabled within one hundred and four (194} weeks
of the initial date of disability, the later disability shall be considered a
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continuation and shall be counted againgt the fifty-two (52) week aggregate
maximum. If the later digability is due to an unrelated cause it shall be
considered a new digability.

d, _Disability payments shall cease when the employee returna to work, the
employee leaves employment vith the College, the employee qualifies for
permanent disability under the Nev Jersey Division of Pensions or the
digability benefit ie exhausted. The employee must submit medical
verification of his/her ability to return to work, prior to returning to
vork.

4. Coordination of Benefits: The College Temporary Disability income shall
be reduced by an amount equal tg income received by the emplovee for:

(a) {a) any other avenue of pay by the College, (b) any income received through

a state or federal disability prooram, (c) Workers Compensation, or (d)
income asgociated with any rehsbilitetion efforts,

5. Procedureg; Disabled employees must file a request for Temporary
Disability. Forme are svajiliable in the Personnel Depariment. Every effort
to process the requeat as rapidly as possible shsll be made as soon as proper
medical verification(s}) ere received. The Personnel Department shall

provide information on the prevailing Nev Jersey Temporary Digabilitiy program
and written calculation of the henefit optiong avejilsble to_the employee.

The Dean of Personnel shall preovide the employee with a written disposition
of the Pregident’s decision. The President’s decigion shall be finsl and not
gubject to the grievance procedure contsined in this Agreement. This program
supercedes and supplants Board Policy/Procedure #3050,

ARTICLE XI
Leaves of Absence Without Pay

A. Regulation and Definition; Leave of absence without pay may be granted to
non-prohationary employees for the following reasons: personal, child care,
maternity, and military. An employee returning from a leave of absence as
defined herein will be assigned to his/her former pasition classification or
classification of like status and compensation, unless circumstances of the
gtaff member or the College have changed making this unreasonable. In such
circumstances the member will be assigned to a classification for which the
mamber is qualified and for which a position is available. Leaves of
Absence, not to exceed thirty (38) calendar days requare the approval of the
President of the College. Leaves of absence in excess of thirty (30
calendar days will require the final approval of the Board of Trustees.

B. Eligibility and Duration of Leaves of Absence Without Pay:

Naximum Duration Maximum Duration
of Including
Type/Eligibility Initial Leave Extenaions
Personal
ilnable to work because & months 1 year

of personal reasons.
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Haximum Duretion Maximum Duration

of Including
Type/Eligibility Initial Leave Extensiona
Child Care
Following birth of a 12 months {none)
child or folloving adeoption of
a child under age 6.
Maternity Disability
Upon a female member'’s Under conditions of a female
requeet, vith a physician’s member’'s biolegical maternity,
verification. any gick leave time sccrued
may be initially applied and
exhausted.
Military
Selective Service Period of 4 years
induction or called up Active Duty plus addi-
ag a Reserve or National tional time
Guard member, required by

lav, if any,
plus 9@ days
release from
duty.

C. VYacation Payout and Accrual While on Leave: Employees may be paid for
accrued vacation leave time at the beginning of an unpaid leave of absence.
No vacation, sick, or personal leave time will be accrued during an unpaid
leave of absence.

D. Senority: In the event the leave of absence without pay ims taken by the
employee, seniority based upon length of service will continue to accumulate
during this perioed.

E. Pension Plan, Health Insurance, and Broup Life Insurance: When an
employee ig granted a leave of absence, there are distinct pension plan, life
ingurance and health insurance implications. Many of these implications

vary with (a) the reason for leave of absence, (b) the duration of leave of
absence, (c) the pension program enrollment., All matters relative tg these
programa and gpecific arrangements for the continuation of these benefits
ghall be in conformity vith New Jermey Statutes and shall have been made with
the Personnel Office prior to the leave of absence.

F. Outeide Employment: When an employee tskes a leave of absence and it is
learned that he/she is empleoyed elsevhere, such discovery will be cause for
termination of employment unless specifically approved in writing by the
College in advance of the leave.

G. Exceeding a Leave of Absence Without Pay: Failure to repert for vork at
the conclusion of a leave of absence or granted extensions, will be
congidered a resignation and employment will be automatically terminated
vithout notice.
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K., Medical Examination: Upon the return of an employee from a leave of
sbsence vithout pay, the College may require without cost to the steiff
member, that a physician(g) of its choosing and expense, may examine the
gstaff member before returning the member to active employment. A staff
member returning from wedical leave of absence must provide a statement from
the member's physician releasing the member to return to work.

I. Return tc York Prior to Expiration of Leave of Absence Without Pay: The
return to vork of an employee prior to the expiration of a leave of absence
vill be at the option of the College.

J. Procedures for Requesting Leave of Absence: Requests for leaves of
absence without pay will be made and processed in accordance with official
College policy and procedure on the esubject,

ARTICLE XII
Sick Leave

A. Sick Leave Accrual: Sick Leave for fuli-time employees shall accrue at
the rete of thirteen (13) days per year. Part-time Secretarial/Clerical

employees, who work at least 91@ hours per year, shall earn a prorated share
of the gick leave annuasl accruel. Part-time Custodians, Crsftsworkers,

Groundsvorkers, HPE Attendasnts, end Security Ousrds who work at least 1040
hours per year, shall earn a prorated share of gick leave annual accrual.

Annual egick leave shall be posted to each employee’'s account on July 1st.
Supportive 5taff entering or leaving employment with the College mid-year
shall have their sick leave balance appropriately prorated. Probsticnary
employees may utilize sick leave. The unused portion of sick leave is
cumulative vith no limit to the pumber of days that can be accrued. Sick
leave 18 not earned during periods of leave of absence without pay of one
month or longer.

B. Separation from Employment: There shall be no settlement of sick leave
credit at time of separatiop of employment., Sick leave is only available to
persons for health reasons.

C. Medical Yerification: When an employee takes three (3) or more
congecutive sick days, the College, at its discretion, may require that
employee validate sick leave taken by presenting the vwritten statement of
employee’s physician, or in the discretion of the Cellege, the employee may
be required to present himself/herself to a physician to be selected by and
paid for by the College, before being permitted to return to work. The
appropriate supervisor shall issue s written warning when a pattern of sick
leave utilization on Fridays and Mondays has been established, and if that
pattern continues, the College may require the employee to consult a doctor
at College expense. Supervisors shall have the responsibility of documenting
said absences.

D. Exhausted Sick Leave: An employee who expects that his/her absence due
to illness will continue beyond his/her accumulsted sick leave may request a
leave of absence without pay. If this request for leave of absence is
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approved by the College, the employes may continue health benefits insurance
for 8 limited period of time by arranging for prepayment of premiums to the
College in accordance with New Jersey Statutes.

E. Paid Sick Leave Upon Retirement: A Supportive Staff Member vho is: (1)
gixty (6@) years of ege or older and hes ten (1@} or more years of eervice at
OCC snd elects & retirement; or, (2) who haa fifteen (135) years of service at
OCC and vhose employment im terminated for a resson other than just cause,
shall be eligible to receive payment for fifty percent (50%) of his/her
unugsed gick leave up to a maximum of gix thousand dollars ($6008).

ARTICLE XI1I
Insurance Benefite

A. Health Insurance - Employeee: The Board of Trustees shall provide fully
paid health insurance {(traditional plan) for all Secretarial/Clerical
employeeg who wvork at least 210 hours per year and_for all Custodians,
Craftsworkers, Groundsvorkers, HPE Attendants, and Security Guards who work
at least 184@ hours per year. Employeeg who elect an H.M.08. or a P.P.O.
gshall be gubject to payroll deductions for premiums which exceed the cogt of

the Traditional State Health Plan.

B. Health Insurance - Dependents: The Board of Trustees shall provide
fully paid health insurance (traditional plan) for the eligible dependents

of Secretarial/Clerical employees, Craftsworkers, Groundsvorkers, HPE
Attendants, and Security Guards who qualify for heslth insurance benefits,
in accordance with "A® shove. Employees who elect an H.M. 0., or a P.F.0O.
ghal)l be Bubject to payroll deductions for premiums for their dependents
vhich exceed the cost of the Traditional State Health Flan,

C. Health Insurance Carrier:; Health care coverage ig currently provided by
the Board of Trugtees through the M.J. State Health Benefit Program for
Public Employees. Supportive Staff employees enrollied in this program are
subject to all rules and regulations premulgated by the N.J. Division of
Pengions, State Health Benefit Section. In the event the Board of Trustees

changes the health insurance carrier, the level{s) of coverage within the new
program shall not be lege than the coveraqe in effect, as of June 30, 1992.

Association repregentatives ghall participate in the gelection process for
any nev carrier, over which the Board hasg control,

D. Major Medical DPeductible Reimbursement: Effective July 1, 1985, the
Board will reimburse the employee for up to $10® paid by the employee toward
his or her Major Medical deductible., Payment shall be made in the following
manner:

l. Upon presentation to the Personnel Department by the employee of his or
her stastement from the Major Medical carrier specifying that the 5100
deductible has been met, the full $100 will be reimbursed at that time.
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2. Should the 5100 deductible not be reached, the employee may be reimbursed
for that portien of the deductible he or she hag nmet upon submission of
proper documentation from the Kejor Medical carrier at the end of the
calendar year.

3. Ho duplicate paywent shell be made for expenses incurred in October,
November, and December of any given year.

4, Effective January 1, 1986, the Board of Trustees shall previde for
payment of the deductible for the dependent unit in the same manner as
payment ies provided for the =ingle empleyee., Partiml charges against the
dependent unit way be cowbined to reach the maximum deductible reimbursement
of one hundred dollars (510@).

E. Dental Insurance: Secretarial/Clerical emplcoyees who vork at least 910
hours per year, and Custodians, Craftsworkers, Groundsworkers, HPE

Attendantg, apd Security Buards who work 8t least 1846 hours per year ghall
be eligible for dental insurance. The Board will continue to provide full

premium coverage for the employee portion of the dental plan. In addition,
effective 7/1/85, the Board shall provide for the coverage of the dental
premium for dependents to the extent necessary up to and including $27.62 per
month for the life of the contract. Employee coverage shall he mandatory for
all employees, but each member may choese any plan offered by the insurance
carrier.

F. DOptical Expense Reimbursement: Secretarial/Clerical employees who work
at least 910 hourg per year, end Custodians, Craftsworkers, {roundsvarkers,

HPE Attendants, and Security Guards who work at least 194@ hours per year
ghall be eligible for Optical Expense Reimbursement. The Board shall
reimburse eligible employeeg for eye exams and/or optical lenses/frames.
Reimbursement shall be made to the employee promptly upon submission of proof
of payment of the expenses incurred by the employee or eligible dependents.
Reimburgement shall not exceed a maximum of $225, 390 per emplecyee per budget
year for eligible expenses. Eligibility for dependents shall be determined
the same as Health Insurance dependent eligibility is determined.

ARTICLE X1V
Retirement Benefits

Statutes and regulations governing retirement program benefits and other
progranms and features contained under such statuties and regulations shall be
provided to any employee covered by this Aqreement under the eligibility
rules ag contained in referenced statutes and regulations,

ARTICLE XV
Education Benefitg

A. Employee Tuition Waiver: Secretarial/Clerical employees who work at
least 91@ hours per year, and Custodians, Crafteworkers, Groundsworkers, HPE
Attendants, and Security Guards who work at least 1940 hours per year shall
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be eligible for Education Benefits. Eligible Supportive Staff employees
shall be permitted free tuition and feegs for courses offered by Ocean County
College up to a maximum of six (6} credit hours per semester, and up to a
maximum of four (4) credit hours for the first gummer session, four (4)
credit hourg for the second summer seseion, and three (3) credit hours for
the summer post session. Excluded from the waiver of fees described herein

shall be direct cost associated with Community Education courseg and Credit
by Examination. Supportive Staff may register for Community Education

courges on 8 gpace available basis, providing the minimum paid enrollment for
the course has been gatisfied.

B. Dependent Tuition Waiver: An eliqgible Supportive Staff employee’s
dependents shall be granted free tuition and fees, as defined above, for
courgeg offered by Ocean County College, up to & maximum of sixty (60) credit
hourg, or the equivelent aof the required course load for two (2) full-time
studentg, in any one academic yvear. Dependents of eligible employee’s may
reqister for Community Educetion courses on & gpace aveilahle besis,
providing the minimum paild enrolilment of the coursge hag been satisfied.
*"Employee dependent® shall be defined in accordance with the prevailing
definition used by the U.S5. Initernal Revenue Service tp determine dependent
g2tatus.

C. International Education: Supportive staff must submit application to
participate in International Education courses for themselves, or for their
dependents in the same manner that applications for tuition waivers are
submitted.

1. Supportive Staff shall be responsible for all direct per capita costs
associated vwith International Education courses. Employees vill not he
responsible for overhead, administrative expenses, coordinator salaries, and
glmilar OCC indirect expenses.

2, For all Internatienal Education courses, properly enrolled and approved
supportive staff and dependents shall initially pay all tuition,
college/student fees, and lab charges. After the coursel(s) is/are completed
and after all direct per capita expenditures have been accurately identified
by OCC, the College will refund to the employee the difference between these
direct expenditures and payments previously made to OCC by the employee. It
ig understood by both parties, that the amount refunded is subkject to wide
fluctuations due to: currency exchange rates, country and college attended,
course of study, lodging, transportetion, meals, tickets to performances,
required foreign insurances, and all other items for which OCC must make
payment.

3. The amount of the potential refund described above shall be reduced by
the amount of any other form of payment made to the employee by 0CC such as,
but not limited to, professional development funds, travel reimbursements,
and scholarships.

DB, Tuition Reimbursgement (Other Institutions): Secretarial/Clerical
enployees who work at least 91@ hours per year, and Custodians,
Craftsworkers, Oroundsworkers, HPE Attendants, and Security DBuards who work
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at leagt 104@ hours per year shall be eligible for Tuition Reimbursement
for courses taken at other institutions of higher education.

1. Eligible Supportive Staff employees shall receive tuition reimbursement,
up to the preveiling Rutgers undergraduate tuition rate, for undergraduate
courseg taken by the empleyee at accredited colleges. Eligible Supportive
Staff employees shall receive tuwition reimbursement, up to the prevailing
Rutqers graduate tuition rate, for greduste courses isken by the employee at
accredited colleges.

2. Coureevork which is reasonably related to the area in which the employee
renders service to the College must have the prior approval of the immediate
supervisor and appropriate Dean gnd the College President. Coursework
eligible for reimbursement shall not exceed 12 credits per academic yesr.
Employees shall be reimbursed upon submitting proof of tuition payment and
proof of having received credit for course completion at the institution they
are attending.

E. Development and Training Funde: The College shall annually budget five

thousand dollars (S580@8) for qroup development and training workshops, The
vorkshops shall be planned each year by a committee of four employees

appointed by the Supportive Staff Agsociation and the Asgistant Director
of Personnel. Funding will be tentatively divided evenly between clerical
employees and physical plant employees. However, the Committee may decide

to plan events for the whole group. Unexpended Developwment and Training
Funds shall not be carried forward from one budget vear to another.

1. Emplovees who qualify for tuwition reimbursement, as defined in *D* above
may apply for unexpended Development and Training Funds on June 1st of each

budget year. Reiwmbursement for costs which exceeded the Rutgers tuition
rate(s) shall be awarded on a prorata basis to these who have made
application by June 1.

ARTICLE XVI
Salaries

A. 5Salary: Supportive Staff shall receive increases to their respective
bage salary or wage rate in sccordapnce with the folloving schedule:

Custodians, Craftsworkers,
Groundsworkers, HPE Attendants,

Secretarial/Clerical and Security Guards:
7/1/92: Full-time; +$120@ per year Full-time: +$1289 per year
Part-time: +5.66 per hour Part-time: +3%.58 per hour

B. Wage/Salary Rangeg: Wagqe/Salary minimums and maximums, as set forth in
Appendix C, shall be imposed for all Supportive Staff Associstion emplovees.
All newly hired Supportive Staff shall be employed at the prevailing minimum
vage/salary for their job clagsification. Any emplovee vho reaches the
maximum for his/her job classification shall be capped. However, maximum
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vage/salary caps shall not affect longevity avards, In-grsde Advancements, or
iob reclassifications.

C. Wage/Salary Re-opener: All terms and conditions get forth in this
Agreement ghall be in effect from 7/1/92 through 6/3@¢/95, except for
Article XVI, Sections A, and B, and Appendix C, Not later than April 1,
1993, negotistion shall commence on Article XVI, Sections A. and B, and
Appendix_C. only, Both parties shall make every effort to settle Wage/

Salary issues on a timely basig for the 1993/1994 bhudget year snd if
pogeible for the 1994/1995 budget year.

D. Salary Increase Eligibility: To be eligible for the annual salary
increase, an employee must be employed prior to May lst of the year in which
the increase is scheduled.

E. Withholding Salary Increases: The College may withhold, for
ineffectivene=zs or other good cause, the salary adjustment of any employee.
Notice of the intention to so vithhold an adjustment shall be given in
¥riting to the affected employee, with reasons, at least thirty days (3@}
prior to the action. The employee may appesl such action through the
grievance procedure provided in this Agqreement.

F. Method of Payment: Effective July 1, 1983, a one-veek pay deferral shall
be instituted. Employees are paid bi-weekly and checks are issued to each
emplayee every other Friday. If & payday falls on a holiday, the employee
shall be paid the previous day. If an employee ie absent an a payday,

he/she may authorize a representative to pick up his/her paycheck. Thie
representative must have written authorization from the employee. An absent
employee may also request that the check be mailed, if the abeence is
expected to be of a prolonged nature. When going on vacation, the employee
may request and receive his/her check on the last working dey before the
vacation begins. Such requests must he made through the supervisor to the
Payroll Office at least two (2) weeks before the vacation. Employees who
resign or vho are discharged shall receive their pay no later than the
regular psydsy following the date of their termination, provading that the
employee has satisfactorily completed the termination clearance procedure.

If a normal payday falls on a holiday, checks =shall be issued on the previous
day.

G. Longevity Avarde: Ocean County College recognizes the velue of having
employees vwho are committed to long-term servace. Ocgean County Colleqge swall
provide longevity awards, in accordance with the procedure set forth below:

1. Supportive Staff employees chall receive =z Longevity Award upeon the fifth
{5th), tenth (1@th), fifteenth (15th), twentieth (20th), and twenty-fifth
(23th) anniversary date of employment at Ocean County College.

2, Longevity Awards are increases to the existing base sslary/wvwage of the
employee, Full-time employees shall have five hundred dollare ($500.0@)
added to his/her then annual base salary. Part-time Secretarial/Clerical
emplnyees shall have twenty-seven cents ($.27) added to his/her then current
hourly vage. Part-time Custodians, Craftsworkers, Groundgvworkers, HPE
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Attendants, and Security Guards shall have twenty-four cents (%.24) added to
his/her then current hourly wage. The increase in longevity awards, effective
July 1, 1992, shall be prospective only.

3. For the purpoge of Longevity, time employed in Reserve, and/or gther
intermittent employment positions shell noi be gonsidered. Employees who

hold two or more poeitions at the Colleqe shall accrue Longevity separately

for each jeb.

H. Perdiem Calculation/Hourly Wage Calculation: Effective 7/1/92, perdiem

ghall be calculated hy dividing the annual bage salary by 260 days. Hourly
vage eguivalents ghall be calculated by dividing the annual bage salary by
1828 houre for Secretarial/Clerical employees and by dividing the annual

bage galary by 2088 hours for Custodians, Craftsworkers, Groundsworkers,
HPE Attendants, and Security Guards.

I, Boiler Operator lLicense Stipend: Employees who are hired into positions
P-3, P-5;, P-6, and P-35 shall be employed at a rate of pay which ig $213,00

above the entry level wvage/salary in effect at the time of hire. Individuals
mugt maintain a valid New Jersey Black Sesl]l Lov Pressure Boiler QOperator's
License to qualify for this stipend.

J. Shift Sergeant Pay: Employees who are hired in Security positions FP-35,
P-41, P-44, P-45, and P-47 shall be emploved at a rate of pay which is 5.25
per _hour abaove the entry level vage/malary, in effect at the time of hire.

ARTICLE XVII
Employment Procedures

A. Job Deecription: There ghall be on file in the Personnel Office =
comprehensive job description of each Supportive Staff position. Any major
change in the assigned duties or responsibilities of any Supportive Staff
position shall be made known to the Association. On the first day of
employment each employee shall be given & copy of his her job description.

B. In-Grade Advancement: The College shall annually hudget sufficient
monies to fund In-Grade Advancements for ten percent (12%) of the total
number of Supportive Staff. Uneupended In-Orade Advancement funding shall
not be carried forward from one fiscal year to another. Supportive Staff
shall be eligible for In-Grade Advancement not more than every third (3re!
year of their employment with the College. Supportive Staff who are
approved, in accordance with the procedures set forth below, shall receive &
five percent (5%} increase to their annual base wage/malarvy.

1. Eiigibility: To be considered eligible for an In-Grade Advancement,
Supportive Staff shall have:

a, Completed three (32} years of service in their current position without
having received an In-Grade Advancement ar Job Reclassification.
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b. Received “"above average" or "outstanding™ annual evalvations (numerically
averaged) for the three years immediately preceding application,

. 4An official Personnel File free of any disciplinary actions for the three
years immediately preceding application.

2. Procedures: Not later thsn April 3@th each year, Supportive Staff
interested in being congidered for an In-Grade Advancement shall submit to
the Dean of Personnel en application and all supportive documents which
he/ghe wishes the Screening Committee to consider.

a. By May 15th of esch year, the Dean of Personnel shall convene the In-
Grade Advencement Screening Committee to judge the applications received.

b. The Screening Committee shall be composed of the Dean of Personnel as
Chairperson, a Supportive Staff representative from each of the four
divisions, and one clerical and one plant representative each shall be
appointed by the Supportive S5Staff,

3. Criteria: The In-Grade Advancement Committee shall judge all
applications in accordance with the following criteria:

a. Threshold Criteria: The Dean of Personnel shall certify that the
candidate meets the "eligibility" criteria cited in "A"™ above.

b. Recommendations: The candidate ghall submit all recommendatione which
he/she wants the Screening Committee to consider, i.e., immediate
supervieor's recommendations, area Dean’s recommendation, and any others.

c. Service Documentation: The candidate shall submit all evidence which
demonstrates excellence in service to students and/or service to the College
Community.

d., Grovth and Training: The candidate shall submit all evidence of his/ner
particaipation in Growth/Training opportunities during the thres years
immediately preceding applicetions. Graduation from a degree or certificate
program shall be considered very positively by the screening Committee.

e. Productivity/Efficiency: The candidete shall =submit all evidence whizh
demonstrates 1ntra/inter departmental 1mprovements which hes/she has been
regponsible for and any other such evidence of productivity/efficiency as
he/she wants considered by the Screening Committee,

4, The In-Grade Advancement Screening Committee shall recommend to the
President by June lst of each year those candidates most wortny of an In-
Grade Advancement.

5. The President shall submit his recommendations to the Peard of Trustees
during June of each year for awards to be effective on July 13t. The Dean of
Personnel shall notify all candidates of the final outcome of their
applicatians.
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6. Candidates vho are not successful, may appliy again in any folloving year,
in scceordance with the procedures outlined above.

C. Dismizsal of Employees!: A tvo (2} veek notice of employment termination
shall be given by the College. Diamissal vithout notice may result fram the
folloving causes: neglect of duty, incompetency, absence frem work without
proper notification, dishonesty, improper conduct, contempt or failure to
obey legitimate directions of a department head, and discourteous treatment
of students, other personnel or visitors. Any new employee may be dismissed
vithout cause during the first three (3) months of employment.

D. Severance Pay: A person vho has been employed for at least one yesr and
vhose employment is terminated by the College vill be paid severance pay in
the amount equal to two {2) veeks salary. A person who has been employed
beyond the three (3) month probationary period and whose employment is
terminated by the College prior to completing one full year, will be paid in
an amount equal to one veek's salary. Severance pay ¥will not be paid to any
person, (a) whose empleyment is terminated during the first three (3) months
of employment, (b} who voluntarily resigns his/her position, and {(c) who is
dismisged for cause.

E. Resignation: Any employee vwho is resigning from his/her position eghatl
give two (2) weeks written notice to his/her immediate supervisor. Earned
vacation shall be paid according to the proportion of full months worked to
the total contract year, unless proper notice hss not been given and in such
event, no vacation pay shall be due and payable.

F, Vacancy Postings: When a vacancy occurs or a nevw position is created
within the bargaining unit, the College shall distribute to major departments
and internally post a notice on the Personnel Bulletin Board for five (5)
vorking days. Further, the President of the Association shall receive a copy
of this notice. However, failure to supply said notice to the President of
the Aggociation shall not be a grievable matter. 5Said notice shall set forth
the job classification, duties and requirements, date of =tarting and
starting salary. Emplay=zes desiring considesation shall make application to
the person designated in the notice within the specified time period of szid
posting. Each emplaoyee-applicant not selected shall, upon request, receive a
vritten explanation from the Uean of Personnel.

G. Job Reclapsification: Ocean Couniy College recoqnizes that job
regsponsibilities may increase over time to the extent that a higher job
classification 15 justified.

1. Procedures/Eligibility:

a. The immediate supervisor may submit 3 recowmmendatior to reclacsesify & jcb

b. Complete documentation to support the criteris cited below shall be
prepared by the immediaste supervisor, including s propcsed Job description.

c. Candidates for iob reclassification shall be caonsidered by Senior Staff
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for approval.

d. Recommendations approved by the President shall be submitted to the Board
of Trustees. Upon approval by the Board of Trustees, the employee shall be

reclaggified and receive s hase salary/wage increase of not less than three

percent (3%) nor qreater than five percent (5%Z) to his/her then current base
salary/wage or a raise to the adopted minimum of the new classgification

{vhichever iz greater}), including retroactive pay, if approved. The decigion

pf the President regerding the percent of increase shall not be subject to

the grievance procedure of this Agqreement,

e. Employees shall not he eligible to receive a job reclassification in the
game budget vear that they receive an In-Grade Advancement.

f. The Dean of Personnel shall communicate the final disposition, including
reagons, of all recommendations to the appropriate partieg, in writing.

2. CEriterie for Job Reclassification: The following criteria shall he used
by Senior Staff in assessing candidates for jeb reclassification:

Aa. Evidence of subgtantial increases in job responsibiliiy must be submitied

to justify a job reclassification, This must be evidence of new ar
additional responsibility. Re-mlignment of duties within a department shall
not be considered sufficient to justify a reclassification.

b. MNev respongibility wmust be in additien to existing regponsibility. Job
regpongibilities shall alao be examined to identify responsibilities which
have been removed from the employee’s overall duties.

€. The overall responsibility of the employee must be comparable to the
respansibility of those employeesg in the proposed higher job clagsification.
This shall be considered the most important criteria,

d. A comparative analysis of the proposed job clagsification shall be
congadered. Thig analysie shall be pruvided by the Perscnnel Depariment,

. ¥When the job reclassification analysig is completed, the pverall
employment record of each candidate shall be reviewed, Wage/salary increases
shal]l be withheld for any candidate for whom the emplaoyment record discloses
evidence of concurrent performance proublenms or deficiencies.

H. Employee Evaluation: Evalustiion of employees in thie unit shall be made
by hig/her apprcopriate department head at least once a year. A cmopy of thas
evaluation shall be given to the employee and ciscussed with hamsher. If the
evaluation is untavorable, a subsequent evaluation shall be made within or2
month of the discussion with said appropriate department head., Said second
evaluation shall also be made by the department head. In the event a change
of evaluation of an employee is placed in the erpleyee’s persannel fiie
subsequent to his/her termination, the College shall notify in writing eaid
employee at his/her last known address. The evaluation form shall provide zn
opportunity for the employee to make comments thereon.
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I. Personnel Files: An employee’s personnel records shall be made available
for inspection by the individual employee within a reasonable amount of time,
upon regquest by the employee. The employee shall have the right to examine
all documents in his/her file except outside confidential recommendations.
He/ghe may have reproduced anything in his/her file except those itema stated
sbove, official transcripte, end anything prohibited by law. A copy of all
internal evaluation reports and recommendations concerning the employee’s
competence shall be incliuded in thie file. An employee who exercises his/her
right to examine his/her file, may be accompanied if he/she wishes, by a
repregentative of the Association. All evaluations, recommendations, etc. in
an employee’'s file must be signed by the issuing authority. An employee must
be notified vhenever eny negative material regarding his/her health or
performance is placed in his‘sher folder. An employee’'s file shall be made
available during the processing of any grievance.

J. Non-diescrimination: Ocean County College and the Asscociation agree to
cooperate in continuing to maintain the policies and practices which prevent
discrimination against any employee or applicant for employment because of
race, color, religion, sex, age, national origin, or maritsl status, and
further to affirmatively cooperate in the implewentation of Presidential
Executive Order Ko. 11246 as amended, its regulations and other lawful
requiremente intended to prevent any such discrimination.

K. Job Tranefers: When a vacancy occurs, employees shall have the right to
apply for a transfer through the Personnel Department. The Department
Administrator and the area Dean shall consider all relevant factors reqarding
the tranefer candidates. The area Dean shall have the absolute discretion to

approve or reject such request. In the event the position is not filled
internally, it shall be advertised externally.

L. Layoffm: The College retains within its scle and absolute discretion the
right to lay off employees. CSeniority shali be defined as the emplcyes’s
length of continuous service beginning with his/her last date of hire. T
College shall provide a minimum sixty (6@) days notice of layoff fo any
employee to be affected. In the event of a layoff, the least senicr member
in the affected job clagsification of the unit shall be laid cff first.
Recall from layoffes shall be accomplished in the inverse order of the layoff.
When an employee is being recalled, said employee shall be so notified by
certified mail direct to the address of the employee, as stated i1n the
College records to return to work and he/she shall be allowed ten (1@
workdays in whach to report to work after such netace i1z zent before any .o
of seniority occurs. Employees on layoff shall be recailed to vork pracr *o
the College hiring new empioyees for the job classifications opened by the
layoffs. Employees shall be eligible for recall during layoff for a period
not to exceed eighteen (15} months. Cenaority shall cezse upon voluntary
termination, discharge for just ceause, lapse of the eighteen (18) month
period or failure to return to work when rercalled within the time pericd set
forth herein.

ne
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8. Progregsive Discipline

Gcean County College follows a four-step corrective, discipline
procedure consisting of:

1. Verbal Warning

2. Written Reprimand

3. Suspension or Wage/Salary Reduction
4, Termination

The application of this policy shall be consistent and in accordance with the
gpecific procedures set forth in Appendix B,

ARTICLE XVIII
Deduction of Dueg from Salaries

A. Employee members may request dues deductions pursuant to New Jersey State
Lav for the dues of the following organizations: 5,5.A.0.C.€. (known aa the
*Agsocistion®), the Oceen County Education Association, the Hew Jersey
Education Association, and the National Education Association. Such
authorizations shaill continue in effect until formally revoked in writing by
the employee and copies thereof delivered to the Associlation and the Board.

B. Payment of such dues as may be deducted from salaries shall be made
pavable to the Treasurer of the Association within fifteen {13) days of the
end of the month for vhich dues have been deducted.

ARTICLE XIX
Migcellaneous Provisions

A. Credit Union: The Cellege zhsll provide an opportunity for pavroli
savings deductions in accordance with N.J.S5.A. 48:11-26 "Compensation of
Persons holding Public Office or Employment: Deductions.” All deductions
shall be remitted monthly in the name of the employee in accordance with
details arranged by the College and the Mon-GOc Public Employees Feders:
Credit Uniom.

B. Job Actions: There shall be no strikes, picketing, slovw downs, Job
actions or other corncerted refusal by any employee or group of employees or
the Association to render full and complete service to the Tollege. A
vioclation of this clasusg by an employee or group of swmployees ghall be
considered grounde for immediate dismissal and 1f necessary, sppropriate
legal action by the College. Further, there shall be no lockout by tne
College. This clause shall remain in full force and eifect during the term
of this Agreement, notwithstanding any change in the law to the contrary.

C. Printing of The Agreement: During the first veek of employment each
newly hired employee shall be presented with & copy of the current Agreement
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between the College and the Association. Fsilure to so receive a copy of the
Agreement shall not be used a= & basis for a grievance against the College or
for a claim ef ignorance of working conditions, The College shall bear all
cogts and responsibility for printing a newly ratified Agreement, in
acceptable form within 3@ daye of such ratification. The College shall
deliver to the President of the Association sufficient copies of the printed
Agreement for Agssoclation distribution to all employees represented by the
Association.

D. Releage Time: The Supportive Staff Agsociation President, Firsgt Vice
President, Second Vice Pregident, Secretary, and Treasurer shasll each be

provided one (1) hour of paid releage time, every other week, to conduct

Associstion business. The scheduling of release time shall be by mutual

agreement betwveen each officer and his/her immediate supervisor.
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ARTICLE XX
Agreement Ratification

Ik WITNESS WHKEREOF, the parties hereto haive caused this Agreement to be
signed by the Chsirman of the Board of Trustees and the Secretary of the
Board of Trustees, and the President and Secretary of the Association. This
Agreement shall initially be executed by the Association after receipt of 2
certified Resolution of the Association along with an agreement executed by
the President and Secretary of the Association, the Chairman of the Board oI
Trustees and the Secrétary\of the Board of Trustees, upon proper Resolution
of Trugtees shall likevise execute said Agreement.

FO SSECIATION:

By: g;lCJI’(z:Zk‘ /}L/{ﬁ(”Z;
uiziiﬂgy,ggr Vﬁudlth Hicks
President

HMilliam T.

Chairperson
Board of Trustees Supportive Staff Association
oy G i o aye (leend iiigaia
E?a J. Smithers ~ Carol Regula '
Secretar S.5.A.0.8.C. Negotiator
Board of Trustees
- !
T GG VLS VU sz;ﬁéa_,b@
Milton Shaw Davn lLeCompte

President S.Siﬁ.D.C.C. Negotiator L

i Redbodyeee o [t Sk

Robert Seymour Anita Bischoff
€.C. Negotiator

Board Negotiator 5.5.A.0.
% i U LD

Patricia Hall AT TS
Board Negotiataor S. ¢ A 0LC D0 Negot:zater
e -

- 4 heatl L
By: “Z)atdiciom. . P -mm./mca@,
Kathleen Langentacher
S.S.A4.0.C.C. Negotistor

o

o
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APPENDIX A
UKIFORM ALLOWANCE
INITIAL ISSUE OF UKIFORMS AT TIME OF EMPLOYMENT

Custodian, Craftsvorkers, Groundevorkerg, Security, Mailroom Workers, and HPE
Attendantsg:

vinter shirts

summer shirts

medium weight pante

pair of steel-toed uniform shoes

pair of sneakers {HPE Attendsants only)
jacket (with zip-out lining)

b= Jhe == U OA U0

Security Personnel shall alse receive:

uniform ties
Blazer

hat {summer)

hat (winter)
sweater

raincoat and hat

[ Tl (i el ¥

FOUL WEATHER GEAR:

Craftevorkers, Groundsvorkers, Mailroom Workers, and HPE Attendants shall
each be isgued:

1 Rain Suit (3 piece)
1l pair of Overshoes (boots)

Sufficient numbers of foul weather gear, in sizes of small, medium, and large
shall be available for use by custodianzs who are required tc work ~utdoore
during 1nclement weather.

UNIFORM REPLACEMENTS:
A replacement of a worn or unserviceable part of a uniform shall be issued to

the employee when the 1tem is turned over to the Assistant Dean of Physical
Blant.
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DCEAN COUNTY COLLEGE

APPENDIX B
PROGRESSIVE DISCIPLINE PROCEDURES

A. NOTIFICATION: When an action of an employee appears to be a violation of
College Policy/Procedures, the immediate supervisor shall initiate an
investigation. The supervisor shall inform the employee, in writing, of the
apparent vioclations and provide opportunity for the employee to respond. The
employee may have a Supportive Staff Association representative present, if
he/she chooses.

B. INVESTIGATION: The supervisor should conduct an appropriate
investigation to learn exactly vhat happened, keeping notes as to precisely
vhat was said by each peraon questioned during the investigation, The
following kinds of information should be collected:

1. What happened?

2. ¥ho wae involved?

3. V¥hen did it happen? (Times, dates}

4. ¥here did it happen?

5. W¥Why did it happen?

6. Is this action hsbitusl or ies it an isolated incident?

7. What is the employee’s past overall record?

8. Are there any mitigating circumstances?

9. 1Is the incident governed in any manner by a current Board
policy or procedure? If yes, waa the employee avare of the
policy/procedure vhich has been allegedly vioclated?

10. Was the incident a malicious act, the result of negligence,

accidental, or a performance error?

11, Hov geriouz is the alleged violation?

12. How were similar violations handled in the past?

13. V¥hat is the employee’s reacticn to the investigation?

C. DECISIONS AND RECOMMENDATIONS: Each case shall be considered
individually, based on the facts and circumstances involved, In the event the
investigation doee not support the allegation, the supervisor shall inform
the employee, in writing, of this finding. Should the investigation support
the allegation of a viclation, disciplinary action shall be taken. The
burden of justifying a disciplinary recommendation rests vith the
administration. If disciplinary acticon is toc be effective, the supervisor
shall:

1. Consider the employee’'s length of service and past
conduct record,

2. Be consistent and even-handed,
3. Overlook no offense(s},

4. Emphasize correction of the problem, rather
than punishment of the individual,
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5. Ingure that the employee has the opportunity to
maintain his/her eelf-respect,

6. Increase disciplinary recommendations progressively, if
the problem persists, and

7. Recognize changes in behavior which result in
the employee becoming more effective.

D. PROGRESSIVE DISCIPLINE STEPS:

1. Verbal Warning: W¥hen the employee is to be given a verbal warning, the
gupervisor shall confer with the employee, present the facts, and allov the
employee to reagpond to them. The employee ir entitled to representation at
this meeting. Every verbal varning should include s notice te the employee
that continued violations will result in further diaciplinary action.
Following the issuance of s verbal warning, the supervisor shall document the
nature of the violation(s) including time, date, and location of both the
offense and the disciplinary conference, by way of wemorandum to the
employee. This documentation i= to be retained by the supervisor
{confidentially’) and the employee for future reference. HNo documentation i=s
to be sent to the Personnel Department.

2. \Written Reprimand: The employee may be given a written reprimand for a
second offense or if the seriousness of the violation warrante more than a
verbal warning, The written reprimand shall clearly state that violation of
College policy/procedure cannot be alloved tn continue and shall state the
material facts of the case, nature of the offense, date, time, and location
of the violation and a record of conference{s) held. Documentation of prier
verbal warningi{s) shall be atteched to the written reprimand, The employee
shall be provided an original copy of the vritten reprimand and all
attachments. A copy of the vritten reprimand and all attachments shall be
transmitted confidentially to the area Dean and to the Dean of Personnel for
inclusion in the employee’s personnel file.

3. DISCIPLINARY SUSPENSION or WAGE/SALARY REDUCTICN: The employee may be
given a sugpensgion for a third violation that occurs within a period of
tvelve monthes from the date of the most recent written reprimand or if the
gerjousness of the violation warrants more than a written reprimand. A
suspension may be for no less than three working days and no more than ten
working days, depending on the sericusness of the violation. The supervisor
shall write a recommendation for suspension vhich includes 8 history of all
past violatione and a history of the supervisory efforts to correct the
problem. A detailed documentation of the facts related to the violation
shall be attached. Copies of the recommendation for suspension

ghall be confidentially transmitted to the employee, the area Dean, the Dean
of Personnel, and the President. The President shall decide if the
recommendation for suspension shall be transmitted to the Board of

Trusteeg for consideration. At the discretion of the President, a
recommendation to reduce the wage/salary of the employee for a pericd

not to exceed one year may be advanced to the Board of Trustees.
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4. TERMINATIOK: In the event efforts at corrective discipline fail, the
final disciplinary action shall be termination from employment. When a
supervigor believes terminaticn is appropriate, he/she shall confer with the
area Dean and the Dean of Personnel. Complete documentation of the case
shall be prepared by the supervisor. A conference with the employee and all
appropriate individuals shall be initiated by the Desn of Personnel to
present the facts of the case and the Recommendation for Termination. The
employee shall be provided the opportunity to respend and shall be provided
such other due procees opportunities as may be appropriate.

E. ACCELERATED CORRECTIVE DISCIPLINE: Depending on the gravity of the
cffense, the disciplinary process may be accelerated to any advanced atep.

The cummulative effect of many kinde of disciplinary problems may justify
accelerated discipline.
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Level

Grade I. Clerical

Grade II. Clerical

Grade 111, Clerical

Craftasworker 1.

Craftevorker II.

Groundsvorker 1I.

Groundsvorker I1,

Custodian I.

Custodian II,

H.P.E. Attendants I.

H.P.E. Attendants II.

Shift Sergeant

Security Guard I.

Security Guard II.

SUPPORTIYE STAFF ASSOCIATION

APPENDIX C

WAGE/SALARY RAMGES

Hinimum

14,851
8.10

13,790
7.52

12,73@
6.94

17,503
8.35

15,912
7.59

14,851
7.9

13, 75@

6. 58

14,831
7.09

13,799
5.58

14,831
7.09

13,790
&.58

15, 375
7.34

14,851
7.09

13,750
6. 58

per

per

per

per

per

per

per

per

per

per

per

per

per

per

hour

hour

hour

hour

hour

hour

hour

hour

hour

hour

hour

hour

hour

hour

Maximum

30,984
16. 89

28,082
15.31

26, 548
14,48

38, 159
18.21

25,530
12,18

22, 429
12, 7@

21,645
19,33

22,429
18,79

21, 645
198.33

22,429
10.70

21,645
12,33

22,951
1¢.95

22,429
10.70

21,645
1@. 33
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