
ARTTCLE VIII

UNION BUSINESS

A- No more than one (1) union designee at a time, who must be

either an officer or the shop steward, rdy have a reasonabre
amount of time to investigate and process gri-evances during
working hours without loss of pay. However, under no

circumstances shall such representatives interfere with the
work of others and before leaving their work stations t5ey
must consult with their supervi-sor and obtain pernissiol,
which permission wirl not be unreasonabry denied.

Any meeting between the emproyer ancl any ur"r.i_ori

representative which rerates to grievances shal I hE lrL:l<.1

during a mutually scheduled time. sr-rclr nic.,.:Lipc1s slr;rl,l
normalry be during working hours ancl slr;r,l-.1. he or1 tl.re
employert s prernises without loss of pa1, . Illi;er.rs1-, {,.5c:

employer reserves the rigtrt, uttcler speci;r I cii.{.-:r..rt,.ls"t.arrces, tr:
hold such rneetings during norr-r,+pylr, j 11g t_.lno .

B.

c. Paid time under Sections A arrrj U ai:ove *;lr;rll

maximum of one (1) hour.

I i nr i t- erl Lc-r .-r
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D. rn addi ticn t-c tlre ;ihove, the designated union
represenLali..res nh;:l.l- be ;:l1l owed a reasonabre amount of
time' provirlecl pc:'*i*e-ion is first secured from the
supervlsor, f ar p;.:.ri-- i"rrr."5 ljni.on notices, distributing
reasonal:]-* alrr-rilrrti; iii r-rn ir:n ,l-iterature, transnitting Union
COmmutr-icat i<'ti$ ,1 r1i llr.rr i1"r:1! l'i, t.he LoCal, of its officefs, to
the r-,i-hraryr *.r: it-r .'",Frr€s*f,Lalives, and consulting with the
Library, or i t- ": r'{Irr'1-:rerrt-atives, concerning the enforcement
of any pr:or;isirn of t.lri; Ac{i:eement.

E. During negoL j-at- iq-:ill,; r.rl

negoti-ati crr rncel..-i irr-i*r

conveni-enb, t-inre. $lir,u_r J

i:l fiucr.Jessor contract to this one,

sllrirl l- be scheduled at a mutually
r,i such meet.ings be scheduled during

normal work.irrg lrour r;. t,lre l,ibrary sharl provide that a

maximum of tr,ro { 2 ) enf.r_}$ys** shall receive no loss in pay

for a maxirrrnru of i,lrr:ee {3) hours each per meeting.

o8 18L
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t.A.

ARTTCLE rX

GRIEVANCE PROCEDURE

To provide for the expeditious and mutually
satisfactory settr-ement of grievances arising with
respect to complaints occurring under this Agreement,
the following procedures shar-l be used. For the
purposes of this Agreement, the term 'rgrievance'r neans
any complaint, difference, or dispute between the
Library and any covered employee with respect to the
interpretation, appfication or vioration of any of the
provisions of this Agreement.

rn addition to grievances arising with reqard to the
interpretation, apprication or viol-ation of this
Agreement, an employee may raise a grievance invorving
the interpretation, appfication or vioration of
administrative decisions or policies which affect
his/her terms and conditions of employment. However,
it' is expressly understood that grievances of this
nature shall end with step Two, and the decision of the
Library Director shall be final.

2.

o8 18L
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B. The procedure

fol-lows:

1_.

for settlement of grievances shall be as

STEP ONE:

rn the event that any enproyee covered by this
Agreement has a grievance, within ten (10) calendar
days of the occurrence of the event being grieved, the
employee shal1 notify his/her steward and then discuss
it inforrnarry with the imrnediate supervisor. The

supervisor shall decide the grievance within seven (7)

calendar days after the grievance is first presented to
hirn/her.

STEP TWO:

rf the grievant wishes to appear the decision at step
one, the grievance shall be presented in writing to the
Library Directory or his/her delegated representative
within ten (10) carendar days. The Library Director or
his/her authorized representative shalr give the union
the opportunity to be heard by way of an informal
non-adversarial conference, lirnited to the Library
Director his/her representative, the grievant, his/her
representative and one local union representative. The

Director will- give his/her decision in writing within
twenty (2o) calendar days of receipt of the written
grievance.

2.

08 18L
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3. STEP THREE:

(a) rf the grievance is not settred through Steps one

or Two, the grievant may refer the matter to the
New Jersey state Board of Mediation within fifteen
(15) calendar days after the determination by the
Library Director, or his/her designee. A'
arbitrator shal-1 be serected and shall serve
pursuant to the rures of the New Jersey state
Board of Mediation.

(b) The arbitrator shalr be bound by the provisions of
this Agreement and restricted to the application
of the facts presented to him invorved in the
grievance. The arbitrator shal-l not have the
authority to add to, modify, detract from or alter
in any way the provisions of this Agreement or any

amendrnent or supplement thereto. The arbitrator
sha1l set forth his findings of fact and

concrusions of Iaw and the reasons for making his
award. The decision of the arbitrator shall be

final and binding upon the parties.
(c) The cost for the services of the arbitrator shall

be borne equarly by the Library and the union.
Any other expenses, including but not limited to
the presentation of witnesses, shalr be paid by

the party incurring same.

08 18L
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D.

c. Any employee covered by this Agreement sha11 have the right
to process his/her own grievance, provided that a Union

representative rnay be present as an observer at any hearing.

The time lirnits expressed herein sha1l be strictly adherecl

to. rf any grievance has not been initiated within the time

l-inits specified, then the grievance shall be deemed to have

been abandoned. rf any grievance is not processed to the
next succeeding step in the Grievance procedure within the
time limits prescribed therefor, then the disposition of ilre
grievance at the last preceding step shal1 be deemed to be

conclusive. rf a decision is not rendered within the time

limits prescribed for decision at any step in the Grievance

Procedure, then the grievance sharl be deemed to have been

denied and the grievance shall move to the next step.
Nothing herein shal-t prevent the parties f rom rnutually
agreeing to extend or contract the time rimits providecl for
processing the grievance at any step in the Grievance

Procedure.

rf an employee erects to use the Grievance procedure, he/she

shal1 waive his/her right to any civil service remedy. rn

no event sha11 any arbitration hearing be held sooner tlran

thirty (30) days from the finat determination by the Lilrrary
Director.

E.

o8 18L
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F' The Library shall- give written notice to the union of any
'\-- grievance meetings which take place at the Directorrs level

or above.

G. The union reserves the right to have a non-employee union
representative present at any grievance meeting at the
Directorrs level or above.

19
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A.

ARTTCI,E X

I,EAVES OF ABSENCE WITHOUT PAY

A request for a reave of absence without pay shour-d be in
writing stating the rength of time and the reason, and

should be subrnitted to the Library Director at least sixty
(60) days before the anticipated leave, except in emergency

or if the reave prevents notice that far in advance.

The Library Director may authorize such reave and, if so,
shalr subrnit his/her authorization to the Library Board for
its approval. The Board sharl review each individuar case
on its rnerit and, without estabrishing a precedent, may

provide a leave of absence without pay for a period of up to
six (6) months for good cause.

B.

c.

D.

E.

Leaves nay be extended one time for
originally granted, at the discretion

the same duration as

of the Library Board.

Employees on such approved

seniority benefits.

In the case of maternity

such Ieaves provided a

certifying the fact that

Ieave shall not lose any accrued

leaves, the Library shall not deny

doctorrs certificate is subnitted
the employee is pregnant.

o8l-8L
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F. No employee sharl be entitred to unpaid maternity reave of
absence under this Articre until he/she has been emproyed at
the Library for a minimum of eighteen (1g) consecutive
months.

G' During an unpaid leave of absencer dn emproyee shalr receive
no benefits from the Library. rf an emproyee wishes to
continue group health insurance coverage at his or her own

expense, this may be accomprished, if possibre, through the
normal procedures and practices as established between the
Library and the Village of Ridgewood.

08l_8L
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ARTICLE XI

SENIORITY

A. seniority means an employee's length of continuous service
with the Library since his/her last date of hire. part-ti-me

work of twenty (20) hours or more per week shall be deemed

the same as full-time work for the purposes of calculating
and accruing seniority.

B. Probationarv period

A11 new employees hired shall be considered as probationary
employees for the first ninety (90) days of their
ernployment. This period may be extended an additional-
thirty (30) days upon notice to the union for non-permanent

employees. when an employee compretes his/her probationary
period, helshe shal1 be entered on the seniority list
retroactive to his/her date of hire. There sharr be no

seniority among probationary employees; however,

probationary employees shall recej-ve those salary and fringe
benefits afforded to all regular employees which are earned..

It is specifically understood that during the probationary
periodr dD enployee may be disciplined or terrninated without
recourse to any qrievance procedure.

08r-8L
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c.

An employeers continuous

voluntary resignation,
retirement. However, if
capacity within six (6)

service shall be removed

servj_ce record shall be broken by

discharge for just cause, and

an employee returns to work in any

months, the break in continuous
from his record.

E.

D.

Any emproyee who is hj-red on a regurar temporary basis and
who is subsequently transferred to permanent status without
a break in service sharr be credited with seniority for the
purpose of all benefits of this Agreement from his original
date of hiring as a temporary employee.

If, according to civil Service,
conflict with any portion of this
or regulations shall prevail.

In the case of a transfer of an

bargaining unit, such enployee shall
or she re-enters the bargaining unit.

their rules or regulations
Agreement, then such rules

employee outside the
retain seniority if he

F.

081_8L
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ARTICLE XII

HOTIRS OF WORK

A. FuII-time Library employees are

(35) hour week, exclusive of a

period for each fult seven (7)

not include custodians who are

hour week, exclusive of a one (1)

enployed for a thirty-five
one (1) hour non-paid lunch

hour day worked. This does

enployed for a forty (40)

hour non-paid lunch break.

B. Because of the nature of the Library service, Library
employees are subject to working evening and saturday
hours. such saturday hours sharl be considered as any

weekday hours for the purposes of this Agreement. The

Library shalr endeavor to schedure saturday work on a

rotational- basis so that alr furr-tirne employees shall have

every other Saturday off.

sunday work shal-l- normally be voluntary; however, the
Library will- continue its present practice of hiring
part-time employees in the event that there is insufficient
staff for sunday work. rn an emergency, if there are not
sufficient vol-unteers or part-time employees, the Director
may assign emproyees invoruntariry on a rotational basis in
accordance with inverse job classification seniority.

c.

o8l_8L
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D. Each staff member shal1 have a rest period of fifteen (r.5)

minutes of Library time for each seven (7) hours of
continuous work. The fifteen (L5) minute time period shall
be strictly adhered to.

E. Lunch Periqds and HeaI periods

Arr employees covered by this Agreement shall have

hour of their own tine (unpaid) for each seven

shift.

one (1)

(7 ) hour

F. The regular hours of work each day for all emproyees, except

custodians, shall be consecutive. Reference to consecutive
hours of work in this Article sha1l be construed to excfude
runch periods. However, an emproyee may be scheduled to a

split shift on an emergency basis.

G. work schedules showing the emproyees, shifts, workdays and

hours shall be posted at each work location.

H. Under norrnal conditions, individual working hours shall not
be changed unress mutually agreed upon by the emproyee and

the Library. However, working hours may be shifted to
adjust to any individuat condition upon the request of the
Library Director or his/her designee and upon notice to the
Union.

o8 t-8L
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r. rf an enployee desires to take work-rel_ated courses, such

employee shal1 advise the Library Director thirty (30) days

in advance. The Library shall end.eavor to schedule such

employee,s hours to accommodate such courses.

J. Provided the Library,s service is not affected, reave with
no loss of pay shall be provided to individuals in order to
take Civil- Service exams. The Library reserves the right to
rirnit the number of employees out at any one time for this
purpose.

K. unress he or she volunteers, an employee shalr not be sent
home during his/her regularly scheduled shift for the
purpose of recalling such employee to work for another work

shift which either begins at the end of the employee,s

regular work shift or any tirne thereafter, except in the
event of an emergency.

0818L
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A.

ARTICTE Xrrr
OVERTIUE

Fu]l-time employees, when required to work additional- hours
beyond their regurarry estabrished workweek as determined by
the Library Director, sharr be granted compensatory time
off, to be arranged with the Library Director. This
compensatory time off shalr be on a straight time basis.

Compensatory tirne accumulations nay not exceed a total of
fourteen (14) hours in any one tine and shalr be taken
during the carendar year accumurated unress specificarry
waived bec,ause of speciar circumstances by the Library
Director.

B.

c. Compensatory time shall be

applicable Federal Law allows.

available only insofar as

D. custodians who work a forty (40) hour week, when asked to
work overtime which then makes their workweek total over
forty (40) hours, sharl be paid at a rate of tirne and

one-half (r- r/2) for hours worked over forty (40).

E. overtime work sharr basicarry be voluntary. However, if
there are no vorunteers, the Library Director may assign

08 18L
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overtime to emproyees by inverse job classification
seniority. rf there is no one availabre within the same

classification, then the Library Director nay assign
overtime to an employee in another classification. This
paragraph applies to work not directly contiguous to an
empl0yee',s regurar work onry. AIl empl0yees shar-r_ be
expected to work a

voluntary basis.

reasonable amount of overtime on a

F. overtirne work sharl be distributed as equitably as possible
to emproyees in the same job classification and within a

department, unit or subdivision on a rotationar basis,
provided the emproyee can do the avairable work.

G. If an ernployee is called in to work for
the normally scheduled workday, he

guaranteed a rninirnum of two (z) hours
time in lieu thereof.

a period other than

or she shalt be

of pay at straight

0818L
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A.

B.

ARTICLE XIV

PROII{OTIONS AND FILLING OF VACANCTES

(NON-COUPETITM OR pRovIsroNAL)

The term prornotion means the advancement of an employee to a

higher paying position.

whenever an opportunity for promotion occurs or a job
opening occurs in other than a temporary situation in any
existing job classification or as the resurt of the
development or establishment of a new job classification, a

notice of such opening sharl be posted on alr bulletin
boards' stating the job crassification, rate of pay,
location of the job and the nature of the job requirements
in order to quarify. such posting sharl usually be for a

period of ten (10) days wherever possible.

c. During this period, emproyees who wish to apply for the open
position, including emproyees on layoff, ildy do so. The

application shaIl be in writing and it shall be submitted to
the Library Director.

D. The Library shall firr such job openings or vacancies (if it.
is deterrnined that such jobs shall be fil1ed) from among

those emproyees who have appried, who meet the standards of

08 L8L
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E.

the job requirements as deterrnj-ned by the Library, except
that if there is more than one emproyee who is qualified for
the job, as determined by ilre Library, then such position
shall be firted by selecti-ng from among those so quarifj_ed,

the enployee with the greatest seniority.

Any employee selected in accordance with the procedure set
forth above shalr undergo a triar period of ninety (90)

days. rf it is found that such emproyee does not meet the
requirements or responsibilities of the position to which

he/she has been selected during the tria] period, then such

employee shall be restored to his/her former position.

081_8L
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A.

ARTTCLE XV

TEUPORARY JOB OPENTNGS AND TRANSFERS

Tenporary job openings are defined as job vacancies that may

periodically develop in any job crassification because of
extended irrness or reave of absence for a period of six (6)
months or less. Job openings that recur on a regurar basis
shall not be considered temporary job openings.

Assignments for such temporary openings shall be made by the
Library Director, and if it is decided to utilize existing
personnel for such assignments, the emproyee so assigned
shall receive either his/her own rate of pay or the rate of
pay of the newly assigned position, whi_chever is higher,
provided the assignrnent is for a period of at least one (1)
week- The Library retains the right to hire temporary
employees.

c. Transfers

L. Enployees desiring to transfer to other jobs shall
submit an application in writing to the Library
Director. The apprication shalr state the reason for
the requested transfer.
rf there are quarified vorunteers, there shalr be no
involuntary transfers. ff there are no such

B.

2.

081-BL
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volunteers, then the Library Director may transfer from
those helshe judges to be most qualified the least
senior employee.

o8l_8L
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ARTICLE XVI

PERI{ANENT PROIT{OTTONS, I,AYOFFS AND RECALI,S

A. In all cases of layoffs and recalls and permanent

promotions, Civil Service Regulations and Rules shall
prevail.

B. In the event the Library plans to lay off employees for any

reason, the Library shall notify the Union, wherever

possible, dt least thirty (30) days prior to such layoff.
If the Union requests to discuss the anticipated layoff, the

Library sha1l meet with and confer with the Union regarding

such layoffs. This section in no way tirnits the right of

the Library to lay off such employees.

08l-8L
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A.

ARTICI,E XVIT

VACATION

Librarians and clerical employees working full time shall
receive twenty (20) working days, vaeation after one (1)

year's employment, to and including twenty-five (25) years

of enployment, and twenty-five (25) working days

thereafter. Full tine custodians are entitled to thirteen
(13) days after one (1) year,s emproyment, to and including
ten (10) years of service, sixteen (16) days for the
eleventh (1lth) through the twentieth (2oth) year of
service, and twenty (20) days per year thereafter. Regular
part-time employees, and those who have worked less than a

year, are erigible for a vacation leave on a pro rata
basis. However, no new employee is eligible for vacation
reave during the first six (6) months of employment,

although it shall be earned during that period. rn all
cases of vacation, dt least four (4) weeks, advance notice
must be given to the Library.

Vacation arrowance is to be taken during the year in which

earned. seniority of appointment and position are taken

into consideration in the determination of when vacation
leaves are approved by the Library Director.

B.

o8 18L

34



c. rf an employee finds, because of extenuating circumstances,
that it is not possible to take all of the allotted vacation
days during any one (1) year, a balance of up to five (5)

days onry may be taken during the folrowing year, provided
advance approvar is obtained in writing by the Library
Director.

An employee who has given proper notice and. who has either
resigned or retired or is discharged sharr not be deprived
of any unused vacation he/she had accumulated at the tirne of
separation. Howeverr €rn employee who is terminated for acts
of theft, violence or vandal-ism shall not be eligibre for
such unused vacation.

E. Ernployee vacation requests wil-l generally be granted at the
time requested by the emproyee and within the guidelines
established herein and in paragraph F berow. rf the nature
of the work makes it necessary to linit the number of
employees on vacation at the same tirne or prevent any

employee from being on vacation at the same time or prevent
any employee from being on vacation at a a given tirne, then
the employee with the greatest seniority in job
classification shalr be given first choice of vacation
period in the event of any conflict over vacation period.

D.

08 L8L
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F- vacations shall be taken in minirnum blocks of one (r) week
at a tirne. However, up to one (1) week of vacation may be
taken in individual blocks of one (1) day or more. Ar1
vacations exceeding dne (1) week in duration shalL be taken
during the period May 1 through october 3j- of each calendar
year. Exceptions to this paragraph may be made upon
presentation of good cause at the discretion of the Library
Director.

o818L
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A.

ARTTCI,E XVIII

SICK I,EAVE

Furl-tine employees sharl accumurate sick reave on the basis
of fifteen (f.5) days per year (f- I/4 days per rnonth).
Regular part-tirne employees are erigibte for sick reave on a
pro rata basis.

sick leave refers to the absence of an ernployee due to
personal i-lrness, accident, exposure to contagious disease,
medical or dentar appointment, maternity reave or attendance
upon a si-ck member of the employee, s imrnediate faniry.
rrnmediate famiry sharl be defined, for the purpose this
ArticLe, ds father, mother, spouse, chird, sister, brother
or relative residing in the emproyeers household. sick
leave not used shalr accumulate from year to year to be used
if needed.

The Library Director nay require proof of the need for sick
leave whenever such requirenent appears desirable, in his
discreti-on.

up to two (2) sick days per year may be used for personar
emergencies. one (1) weekrs notice shalr be provided to the
Directorr or his/her designee, unress emergency

circumstances prevent such notice.

B.

c.

D.

0818L
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ARTTCLE VIII

UNION BUSINESS

A- No more than one (1) union designee at a time, who must be

either an officer or the shop steward, rdy have a reasonabre
amount of time to investigate and process gri-evances during
working hours without loss of pay. However, under no

circumstances shall such representatives interfere with the
work of others and before leaving their work stations t5ey
must consult with their supervi-sor and obtain pernissiol,
which permission wirl not be unreasonabry denied.

Any meeting between the emproyer ancl any ur"r.i_ori

representative which rerates to grievances shal I hE lrL:l<.1

during a mutually scheduled time. sr-rclr nic.,.:Lipc1s slr;rl,l
normalry be during working hours ancl slr;r,l-.1. he or1 tl.re
employert s prernises without loss of pa1, . Illi;er.rs1-, {,.5c:

employer reserves the rigtrt, uttcler speci;r I cii.{.-:r..rt,.ls"t.arrces, tr:
hold such rneetings during norr-r,+pylr, j 11g t_.lno .

B.

c. Paid time under Sections A arrrj U ai:ove *;lr;rll

maximum of one (1) hour.

I i nr i t- erl Lc-r .-r
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D. rn addi ticn t-c tlre ;ihove, the designated union
represenLali..res nh;:l.l- be ;:l1l owed a reasonabre amount of
time' provirlecl pc:'*i*e-ion is first secured from the
supervlsor, f ar p;.:.ri-- i"rrr."5 ljni.on notices, distributing
reasonal:]-* alrr-rilrrti; iii r-rn ir:n ,l-iterature, transnitting Union
COmmutr-icat i<'ti$ ,1 r1i llr.rr i1"r:1! l'i, t.he LoCal, of its officefs, to
the r-,i-hraryr *.r: it-r .'",Frr€s*f,Lalives, and consulting with the
Library, or i t- ": r'{Irr'1-:rerrt-atives, concerning the enforcement
of any pr:or;isirn of t.lri; Ac{i:eement.

E. During negoL j-at- iq-:ill,; r.rl

negoti-ati crr rncel..-i irr-i*r

conveni-enb, t-inre. $lir,u_r J

i:l fiucr.Jessor contract to this one,

sllrirl l- be scheduled at a mutually
r,i such meet.ings be scheduled during

normal work.irrg lrour r;. t,lre l,ibrary sharl provide that a

maximum of tr,ro { 2 ) enf.r_}$ys** shall receive no loss in pay

for a maxirrrnru of i,lrr:ee {3) hours each per meeting.

o8 18L
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t.A.

ARTTCLE rX

GRIEVANCE PROCEDURE

To provide for the expeditious and mutually
satisfactory settr-ement of grievances arising with
respect to complaints occurring under this Agreement,
the following procedures shar-l be used. For the
purposes of this Agreement, the term 'rgrievance'r neans
any complaint, difference, or dispute between the
Library and any covered employee with respect to the
interpretation, appfication or vioration of any of the
provisions of this Agreement.

rn addition to grievances arising with reqard to the
interpretation, apprication or viol-ation of this
Agreement, an employee may raise a grievance invorving
the interpretation, appfication or vioration of
administrative decisions or policies which affect
his/her terms and conditions of employment. However,
it' is expressly understood that grievances of this
nature shall end with step Two, and the decision of the
Library Director shall be final.

2.

o8 18L
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B. The procedure

fol-lows:

1_.

for settlement of grievances shall be as

STEP ONE:

rn the event that any enproyee covered by this
Agreement has a grievance, within ten (10) calendar
days of the occurrence of the event being grieved, the
employee shal1 notify his/her steward and then discuss
it inforrnarry with the imrnediate supervisor. The

supervisor shall decide the grievance within seven (7)

calendar days after the grievance is first presented to
hirn/her.

STEP TWO:

rf the grievant wishes to appear the decision at step
one, the grievance shall be presented in writing to the
Library Directory or his/her delegated representative
within ten (10) carendar days. The Library Director or
his/her authorized representative shalr give the union
the opportunity to be heard by way of an informal
non-adversarial conference, lirnited to the Library
Director his/her representative, the grievant, his/her
representative and one local union representative. The

Director will- give his/her decision in writing within
twenty (2o) calendar days of receipt of the written
grievance.

2.

08 18L
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3. STEP THREE:

(a) rf the grievance is not settred through Steps one

or Two, the grievant may refer the matter to the
New Jersey state Board of Mediation within fifteen
(15) calendar days after the determination by the
Library Director, or his/her designee. A'
arbitrator shal-1 be serected and shall serve
pursuant to the rures of the New Jersey state
Board of Mediation.

(b) The arbitrator shalr be bound by the provisions of
this Agreement and restricted to the application
of the facts presented to him invorved in the
grievance. The arbitrator shal-l not have the
authority to add to, modify, detract from or alter
in any way the provisions of this Agreement or any

amendrnent or supplement thereto. The arbitrator
sha1l set forth his findings of fact and

concrusions of Iaw and the reasons for making his
award. The decision of the arbitrator shall be

final and binding upon the parties.
(c) The cost for the services of the arbitrator shall

be borne equarly by the Library and the union.
Any other expenses, including but not limited to
the presentation of witnesses, shalr be paid by

the party incurring same.
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D.

c. Any employee covered by this Agreement sha11 have the right
to process his/her own grievance, provided that a Union

representative rnay be present as an observer at any hearing.

The time lirnits expressed herein sha1l be strictly adherecl

to. rf any grievance has not been initiated within the time

l-inits specified, then the grievance shall be deemed to have

been abandoned. rf any grievance is not processed to the
next succeeding step in the Grievance procedure within the
time limits prescribed therefor, then the disposition of ilre
grievance at the last preceding step shal1 be deemed to be

conclusive. rf a decision is not rendered within the time

limits prescribed for decision at any step in the Grievance

Procedure, then the grievance sharl be deemed to have been

denied and the grievance shall move to the next step.
Nothing herein shal-t prevent the parties f rom rnutually
agreeing to extend or contract the time rimits providecl for
processing the grievance at any step in the Grievance

Procedure.

rf an employee erects to use the Grievance procedure, he/she

shal1 waive his/her right to any civil service remedy. rn

no event sha11 any arbitration hearing be held sooner tlran

thirty (30) days from the finat determination by the Lilrrary
Director.

E.

o8 18L
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F' The Library shall- give written notice to the union of any
'\-- grievance meetings which take place at the Directorrs level

or above.

G. The union reserves the right to have a non-employee union
representative present at any grievance meeting at the
Directorrs level or above.

19
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A.

ARTTCI,E X

I,EAVES OF ABSENCE WITHOUT PAY

A request for a reave of absence without pay shour-d be in
writing stating the rength of time and the reason, and

should be subrnitted to the Library Director at least sixty
(60) days before the anticipated leave, except in emergency

or if the reave prevents notice that far in advance.

The Library Director may authorize such reave and, if so,
shalr subrnit his/her authorization to the Library Board for
its approval. The Board sharl review each individuar case
on its rnerit and, without estabrishing a precedent, may

provide a leave of absence without pay for a period of up to
six (6) months for good cause.

B.

c.

D.

E.

Leaves nay be extended one time for
originally granted, at the discretion

the same duration as

of the Library Board.

Employees on such approved

seniority benefits.

In the case of maternity

such Ieaves provided a

certifying the fact that

Ieave shall not lose any accrued

leaves, the Library shall not deny

doctorrs certificate is subnitted
the employee is pregnant.

o8l-8L
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F. No employee sharl be entitred to unpaid maternity reave of
absence under this Articre until he/she has been emproyed at
the Library for a minimum of eighteen (1g) consecutive
months.

G' During an unpaid leave of absencer dn emproyee shalr receive
no benefits from the Library. rf an emproyee wishes to
continue group health insurance coverage at his or her own

expense, this may be accomprished, if possibre, through the
normal procedures and practices as established between the
Library and the Village of Ridgewood.

08l_8L
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ARTICLE XI

SENIORITY

A. seniority means an employee's length of continuous service
with the Library since his/her last date of hire. part-ti-me

work of twenty (20) hours or more per week shall be deemed

the same as full-time work for the purposes of calculating
and accruing seniority.

B. Probationarv period

A11 new employees hired shall be considered as probationary
employees for the first ninety (90) days of their
ernployment. This period may be extended an additional-
thirty (30) days upon notice to the union for non-permanent

employees. when an employee compretes his/her probationary
period, helshe shal1 be entered on the seniority list
retroactive to his/her date of hire. There sharr be no

seniority among probationary employees; however,

probationary employees shall recej-ve those salary and fringe
benefits afforded to all regular employees which are earned..

It is specifically understood that during the probationary
periodr dD enployee may be disciplined or terrninated without
recourse to any qrievance procedure.

08r-8L
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c.

An employeers continuous

voluntary resignation,
retirement. However, if
capacity within six (6)

service shall be removed

servj_ce record shall be broken by

discharge for just cause, and

an employee returns to work in any

months, the break in continuous
from his record.

E.

D.

Any emproyee who is hj-red on a regurar temporary basis and
who is subsequently transferred to permanent status without
a break in service sharr be credited with seniority for the
purpose of all benefits of this Agreement from his original
date of hiring as a temporary employee.

If, according to civil Service,
conflict with any portion of this
or regulations shall prevail.

In the case of a transfer of an

bargaining unit, such enployee shall
or she re-enters the bargaining unit.

their rules or regulations
Agreement, then such rules

employee outside the
retain seniority if he

F.
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ARTICLE XII

HOTIRS OF WORK

A. FuII-time Library employees are

(35) hour week, exclusive of a

period for each fult seven (7)

not include custodians who are

hour week, exclusive of a one (1)

enployed for a thirty-five
one (1) hour non-paid lunch

hour day worked. This does

enployed for a forty (40)

hour non-paid lunch break.

B. Because of the nature of the Library service, Library
employees are subject to working evening and saturday
hours. such saturday hours sharl be considered as any

weekday hours for the purposes of this Agreement. The

Library shalr endeavor to schedure saturday work on a

rotational- basis so that alr furr-tirne employees shall have

every other Saturday off.

sunday work shal-l- normally be voluntary; however, the
Library will- continue its present practice of hiring
part-time employees in the event that there is insufficient
staff for sunday work. rn an emergency, if there are not
sufficient vol-unteers or part-time employees, the Director
may assign emproyees invoruntariry on a rotational basis in
accordance with inverse job classification seniority.

c.

o8l_8L

24



D. Each staff member shal1 have a rest period of fifteen (r.5)

minutes of Library time for each seven (7) hours of
continuous work. The fifteen (L5) minute time period shall
be strictly adhered to.

E. Lunch Periqds and HeaI periods

Arr employees covered by this Agreement shall have

hour of their own tine (unpaid) for each seven

shift.

one (1)

(7 ) hour

F. The regular hours of work each day for all emproyees, except

custodians, shall be consecutive. Reference to consecutive
hours of work in this Article sha1l be construed to excfude
runch periods. However, an emproyee may be scheduled to a

split shift on an emergency basis.

G. work schedules showing the emproyees, shifts, workdays and

hours shall be posted at each work location.

H. Under norrnal conditions, individual working hours shall not
be changed unress mutually agreed upon by the emproyee and

the Library. However, working hours may be shifted to
adjust to any individuat condition upon the request of the
Library Director or his/her designee and upon notice to the
Union.

o8 t-8L
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r. rf an enployee desires to take work-rel_ated courses, such

employee shal1 advise the Library Director thirty (30) days

in advance. The Library shall end.eavor to schedule such

employee,s hours to accommodate such courses.

J. Provided the Library,s service is not affected, reave with
no loss of pay shall be provided to individuals in order to
take Civil- Service exams. The Library reserves the right to
rirnit the number of employees out at any one time for this
purpose.

K. unress he or she volunteers, an employee shalr not be sent
home during his/her regularly scheduled shift for the
purpose of recalling such employee to work for another work

shift which either begins at the end of the employee,s

regular work shift or any tirne thereafter, except in the
event of an emergency.

0818L
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A.

ARTICTE Xrrr
OVERTIUE

Fu]l-time employees, when required to work additional- hours
beyond their regurarry estabrished workweek as determined by
the Library Director, sharr be granted compensatory time
off, to be arranged with the Library Director. This
compensatory time off shalr be on a straight time basis.

Compensatory tirne accumulations nay not exceed a total of
fourteen (14) hours in any one tine and shalr be taken
during the carendar year accumurated unress specificarry
waived bec,ause of speciar circumstances by the Library
Director.

B.

c. Compensatory time shall be

applicable Federal Law allows.

available only insofar as

D. custodians who work a forty (40) hour week, when asked to
work overtime which then makes their workweek total over
forty (40) hours, sharl be paid at a rate of tirne and

one-half (r- r/2) for hours worked over forty (40).

E. overtime work sharr basicarry be voluntary. However, if
there are no vorunteers, the Library Director may assign

08 18L
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overtime to emproyees by inverse job classification
seniority. rf there is no one availabre within the same

classification, then the Library Director nay assign
overtime to an employee in another classification. This
paragraph applies to work not directly contiguous to an
empl0yee',s regurar work onry. AIl empl0yees shar-r_ be
expected to work a

voluntary basis.

reasonable amount of overtime on a

F. overtirne work sharl be distributed as equitably as possible
to emproyees in the same job classification and within a

department, unit or subdivision on a rotationar basis,
provided the emproyee can do the avairable work.

G. If an ernployee is called in to work for
the normally scheduled workday, he

guaranteed a rninirnum of two (z) hours
time in lieu thereof.

a period other than

or she shalt be

of pay at straight

0818L
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A.

B.

ARTICLE XIV

PROII{OTIONS AND FILLING OF VACANCTES

(NON-COUPETITM OR pRovIsroNAL)

The term prornotion means the advancement of an employee to a

higher paying position.

whenever an opportunity for promotion occurs or a job
opening occurs in other than a temporary situation in any
existing job classification or as the resurt of the
development or establishment of a new job classification, a

notice of such opening sharl be posted on alr bulletin
boards' stating the job crassification, rate of pay,
location of the job and the nature of the job requirements
in order to quarify. such posting sharl usually be for a

period of ten (10) days wherever possible.

c. During this period, emproyees who wish to apply for the open
position, including emproyees on layoff, ildy do so. The

application shaIl be in writing and it shall be submitted to
the Library Director.

D. The Library shall firr such job openings or vacancies (if it.
is deterrnined that such jobs shall be fil1ed) from among

those emproyees who have appried, who meet the standards of

08 L8L
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E.

the job requirements as deterrnj-ned by the Library, except
that if there is more than one emproyee who is qualified for
the job, as determined by ilre Library, then such position
shall be firted by selecti-ng from among those so quarifj_ed,

the enployee with the greatest seniority.

Any employee selected in accordance with the procedure set
forth above shalr undergo a triar period of ninety (90)

days. rf it is found that such emproyee does not meet the
requirements or responsibilities of the position to which

he/she has been selected during the tria] period, then such

employee shall be restored to his/her former position.

081_8L
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A.

ARTTCLE XV

TEUPORARY JOB OPENTNGS AND TRANSFERS

Tenporary job openings are defined as job vacancies that may

periodically develop in any job crassification because of
extended irrness or reave of absence for a period of six (6)
months or less. Job openings that recur on a regurar basis
shall not be considered temporary job openings.

Assignments for such temporary openings shall be made by the
Library Director, and if it is decided to utilize existing
personnel for such assignments, the emproyee so assigned
shall receive either his/her own rate of pay or the rate of
pay of the newly assigned position, whi_chever is higher,
provided the assignrnent is for a period of at least one (1)
week- The Library retains the right to hire temporary
employees.

c. Transfers

L. Enployees desiring to transfer to other jobs shall
submit an application in writing to the Library
Director. The apprication shalr state the reason for
the requested transfer.
rf there are quarified vorunteers, there shalr be no
involuntary transfers. ff there are no such

B.

2.

081-BL
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volunteers, then the Library Director may transfer from
those helshe judges to be most qualified the least
senior employee.
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ARTICLE XVI

PERI{ANENT PROIT{OTTONS, I,AYOFFS AND RECALI,S

A. In all cases of layoffs and recalls and permanent

promotions, Civil Service Regulations and Rules shall
prevail.

B. In the event the Library plans to lay off employees for any

reason, the Library shall notify the Union, wherever

possible, dt least thirty (30) days prior to such layoff.
If the Union requests to discuss the anticipated layoff, the

Library sha1l meet with and confer with the Union regarding

such layoffs. This section in no way tirnits the right of

the Library to lay off such employees.
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33



A.

ARTICI,E XVIT

VACATION

Librarians and clerical employees working full time shall
receive twenty (20) working days, vaeation after one (1)

year's employment, to and including twenty-five (25) years

of enployment, and twenty-five (25) working days

thereafter. Full tine custodians are entitled to thirteen
(13) days after one (1) year,s emproyment, to and including
ten (10) years of service, sixteen (16) days for the
eleventh (1lth) through the twentieth (2oth) year of
service, and twenty (20) days per year thereafter. Regular
part-time employees, and those who have worked less than a

year, are erigible for a vacation leave on a pro rata
basis. However, no new employee is eligible for vacation
reave during the first six (6) months of employment,

although it shall be earned during that period. rn all
cases of vacation, dt least four (4) weeks, advance notice
must be given to the Library.

Vacation arrowance is to be taken during the year in which

earned. seniority of appointment and position are taken

into consideration in the determination of when vacation
leaves are approved by the Library Director.

B.

o8 18L

34



c. rf an employee finds, because of extenuating circumstances,
that it is not possible to take all of the allotted vacation
days during any one (1) year, a balance of up to five (5)

days onry may be taken during the folrowing year, provided
advance approvar is obtained in writing by the Library
Director.

An employee who has given proper notice and. who has either
resigned or retired or is discharged sharr not be deprived
of any unused vacation he/she had accumulated at the tirne of
separation. Howeverr €rn employee who is terminated for acts
of theft, violence or vandal-ism shall not be eligibre for
such unused vacation.

E. Ernployee vacation requests wil-l generally be granted at the
time requested by the emproyee and within the guidelines
established herein and in paragraph F berow. rf the nature
of the work makes it necessary to linit the number of
employees on vacation at the same tirne or prevent any

employee from being on vacation at the same time or prevent
any employee from being on vacation at a a given tirne, then
the employee with the greatest seniority in job
classification shalr be given first choice of vacation
period in the event of any conflict over vacation period.

D.
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F- vacations shall be taken in minirnum blocks of one (r) week
at a tirne. However, up to one (1) week of vacation may be
taken in individual blocks of one (1) day or more. Ar1
vacations exceeding dne (1) week in duration shalL be taken
during the period May 1 through october 3j- of each calendar
year. Exceptions to this paragraph may be made upon
presentation of good cause at the discretion of the Library
Director.
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A.

ARTTCI,E XVIII

SICK I,EAVE

Furl-tine employees sharl accumurate sick reave on the basis
of fifteen (f.5) days per year (f- I/4 days per rnonth).
Regular part-tirne employees are erigibte for sick reave on a
pro rata basis.

sick leave refers to the absence of an ernployee due to
personal i-lrness, accident, exposure to contagious disease,
medical or dentar appointment, maternity reave or attendance
upon a si-ck member of the employee, s imrnediate faniry.
rrnmediate famiry sharl be defined, for the purpose this
ArticLe, ds father, mother, spouse, chird, sister, brother
or relative residing in the emproyeers household. sick
leave not used shalr accumulate from year to year to be used
if needed.

The Library Director nay require proof of the need for sick
leave whenever such requirenent appears desirable, in his
discreti-on.

up to two (2) sick days per year may be used for personar
emergencies. one (1) weekrs notice shalr be provided to the
Directorr or his/her designee, unress emergency

circumstances prevent such notice.

B.

c.

D.

0818L

37


	~2667963.pdf
	~2667963.pdf



