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ARTICLE I
Recognition

In accordance with the provisions of the New Jersey Employment Relations Act, the
Board of Trustees of Ocean County College recoqnizes the Supportive Staff

Aggociation of Ocean Countx College as the gole and exclugive representative for
cellective negotiations concerning the terms and conditions of employment for the

following unit:

A. Unit: The unit shall include all full-tiwme and part-time employees in the
job classifications of gecretarial/clerical staff, custodjans, craftsvorkers,
groundavorkers, Health & Physical Education (HPE) attendants, and security guards

currently emploved or hereafter emploved by the College, in asecordance with the
P.E.R.C. Certificationa dated April 23, 1973 and November 27, 1973.

B. Unit Consolidation: Effective July 1, 1992, +the two units fermerly known
as (1) Secretarial/Clerical and (2) Physical Plant ehall be combined into one
Association as defined in Section 4 abaove.

€. Definition of Employee: Unlese otherwise indicated, the term "employee,"
vhen used hereinafter in this Agreement shall refer to all employees represented
by the Association in the negotiating unit as above defined.

ARTICLE II
Negotiation of Successor Agreement

A. Schedule: HNot earlier than Sepiember 15, 1995 nor later than October 15,
1995, the College and Asscciation agree to negotiate over a successor agreement
in accordance with the procedure set forth herein, in good faith effort on both
sides to reach agreement concerning salaries, conditions cof employment and other
matters vhich are not reserved to the Board as a management prerogative or which
ig not prohibited by law. Any agreement so negotiated shall apply to all memberz
of the negotiating unit and shall be reduced to writing and signed by all the
parties. Negotiations shall commence with a meeting at a mutually satiasfactory
place within fifteen (15) working days after receipt of mutual proposalz by the
College and the Association, unless the parties agree to an extension cof time
described herein.

B. Information Requests: Each party shall promptly make available to the other,
upon request, information within ite possession vhich is not privileged under the
law and vhich i= reasconable and necessary to the subjects under negotiation.

C. HNMeeting Liwits: Members of the bargaining unit wvill not be scheduled by the
parties hereto teo participate during working houre in negotiation meetings,
except as wutually agreed by both parties to this Agreement.



D. Exclugive Representation: The College agrees not to negotiate concerning
gaid employeeg’ negotiation unit, az defined in Article I of this Agreement, with
any organization other than the Association for the duration of this Agreement,

E. Completed Agreewent: During the term of this Agreement, neither party shall
be required to negotiate with respect to any such matter, whether or not covered
by this Agreement and whether or not within the knowledge or contemplation of
either or both of the parties at the time they negotiated or executed this
Agreement.

F. Impamse: If agqreement cannot be reached between the Associatien and the

Board of Trustees, either party has the right to declare an impasse and reguest
mediation procedures through the Division of Public Employment Relstions

Commiggion.

ARTICLE 111
Principles of Agreement

THIS AGREEMENT, is made _MNovember 7,1994 by and between the SUPPDRTIVE STAFF
ASSOCIATION OF OCEAN COUNTY COLLEGE, hereinafter sometimeg referred to as
*Asgouciation, ' and the BOARD OF TRUSTEES OF OCEAN COUNTY COLLEGE, hereinafter
sometimes referred to as "College®:

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

B. The College and the Association recognize the importance of orderly, just and
expeditious resolution of disputes vhich may =arise as to the proper
interpretation or implementation of this Agreement,

C. The College and the Association accept the provisione of this Agreement as
commitments which they will cooperatively and in good faith honor, support, and
seek to fulfill.

D. The provisions of this Agreement will conetitute a binding obligation of the
parties for the duration hereof, or until changed by mutual consent in vwriting.

E. MNanagewent Prerogative: Any righte or privileges not expressly given to
employees cor the Association in this Agreement are hereby expressly reserved by
the College as 8 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 to be contrary to lav, then such provision or application shall not be
deemed valid and subaisting except to the extent permitted by law, but all other
provisions or applications ghall continue in full force and effect.



G. Parasmeters of Agreement: This Agreement contains the entire understanding
of the parties and there are no representations, warranties, covenants, or other
undertakings, other than expressly set forth herein, and the College and the
Association are hereby bound to the extent of this Agreement and to any mandatory
lavs applicable to the employee-employer relationship between the parties. If
any sections of the Agreement which have been deleted due to changes in the law,
are determined to be mandatory topics of negotiations, either party sghall have
the right to open negotiations in those limited areas.

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

I. Duration of Agreewent: This Agreement shall be in effect from July 1, 1992
through June 39, 1996, unleass the Association and the College mutually agree in
vriting to an extension or modification of its duration.

ARTICLE IV
Association-College Relationship

A. Association Newmbership: The College and Association agree that there shall
be no discriwination, interference or coercion by either party against any
employee because of his/her membership in the Asgociation or because of his/her
refusal to join the Association. The Association further agrees that it shall
not unlavfully coerce employeee into membership.

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

C. Paid Release Tiwme: Whenever any representative of the Association or any
employee ig mutually scheduled by the parties to participate during working hours
in negotiations, grievance proceedings, conferences or meetings with the Board
ar ite representative, he ghall suffer no loss in pay. HNothing herein shall
require the Board or the College to schedule such mestings during working hours.

D. Amsociation Businesg: Represgentatives of the Association shall be permitted
to transact official Associstion business on College property at timee and places
to be determined in accordance with prevailing College policy, procedures and
regulations. It is understood that all meetings of the Association shall be held
so0 a8 not to interfere with or interrupt normal College operations. The request
for scheduling of all meetings shall be made through the designated College
acheduling office and the Dean of Personnel.



E. Use of College Equipment and Facilities: The Asgociation shall have the
right to use College equipment such as typewriters, ditto and mimeographing
machines, calculating machines, and photocopying machines at reasonable times
vhen such equipment is not other wise in use as determined by the College or
ite repregentativea. Prior to such use, a written request may be required by
the College or its representative. The Association shall pay for the
reagaonable cogt of all waterial and supplies incidental to such use. The
Asszociation shall have the right to use the inter-College mail system for
appropriate Association business.

F. Bulletin Boards: The College shall supply reasonable access to tvo (2)
bulletin boards for the posting of Aszeciation notices. Prior to posting, s
copy of said notice shall be furnished to the Dean of Personnel. HNotices
shall pertain 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 ite
relationghip with the employees of the Associstion is concerned, except as
these are limited by the specific terms of this Agreement.

ARTICLE Vv
Grievance Procedure

A. Definitions:

1. OGrievance: A "grievance" i= & complaint by a member of the bargaining
unit that there has been & misinterpretation or misapplication of the terms
of this Agreement and/or College policy as per the Supreme Court West Windsor
decision, which misinterpretation or mizapplication directly affects said
grievant,

2, Aggrieved Person: An "mggrieved person® iz the person or persons or the
Association making the claim,

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

B. Purpose: The purpose of this procedure is to secure at the lowest
possible level, equitable solutions to the problems which may from time to
time arise affecting employees and the employer. Both parties agree that
these proceedings will be kept as informal and confidential as may be
appropriate at any level of the procedure.

€. Procedures:

1. Time Liwmita: The number of days indicated at esach level shall be
considered a8 a maximum and every effort should be made to expedite the
process. The time limit specified may, howvever, be extended by mutual
agreement.



2. Level I - Immediate Supervisor: An employee with a grievance shall first
discuss it with his/her immediate supervisor, with the objective of resolving
the matter informally. A representative of the Aasociation may be present at
thiz level. Within fifteen (15) workdays after the grievant knev or should
have known of the events or conditions on vhich the grievant is based, a
grievance shall be submitted in writing to the supervisor vwho is the Director
of the Depariment or the Director’s designated reprezentative, by the
grievant through an Association representative. A copy of the grievance must
also be submitted to the Azsociation by the grievant-employee. Within ten
{10) workdaye thereafter a written reply shall be given by the supervieor or
designated representative to the grievant with a copy to the Association.

3. Level 2 - Dean of Personnel: If the aggrieved person is not satisfied
with the dispesitien of his/her grievance at Level 1, or no decision has been
rendered within five (3) work days sfter the presentation of the grievance,
he/she may file the grievance in writing with the Association within five (5)
work days after the decision at Level 1, or ten (1@) wvork days after the
grievance was presented, whichever is soconer. Within five (3) work days
after receiving the written grievance, the Association shall refer it to the
Dean of Personnel. The Dean of Personnel shall render a written decision
within fifteen (13) work days of receipt of the grievance.

4, Level 3 - President of College: If the aggrieved person is not satisfied
with the disposition of his/her grievance at Level 2, or if no decision has
been rendered vithin fifteen (15) work days efter the presentation of the
grievance, he/she may file the grievance in vriting with the Association
vithin five (3) wvork days after the decision at Level 2, or twenty (20) work
daye sfter the grievance was presented, whichever is sooner. Within five (5)
work days after receiving the written grievance, the Association shall refer
it to the President of the College or his dezignee. The Association or the
grievant shall also submit a copy of the grievance to the College Board of
Trustees for information purposes only. Seid grievance shall only be
submitted in writing. The Preszident or his designee shall then render =z
vritten decision within fifteen (153) work days of receipt of the grievance.

9. Level 4 - Board of Trusgtees: 1f the agarieved person is not gatisfied
with the disposition of his/her qrievance st Level 3, or if no decision has
been rendered within fifteen (15) work days after the presentation of the
grievance, the Agscociation may decide to file the arievance with the Board of
Trustees_for action. The Board of Trustees sghall appoint @ subcommittee of
its members to hear the grievance, The Board Committee shal} be represented
by counsel and have gsuch memberg of the administrstion present as it deems
appropriate. The Grievance Hearing shall occur within tventy (20) workdays
of the filing date at the Board Step. The Board Grievance Committee shall
make 8 recommendation to the full Board of Trustees at the next reqularly
scheduled meeting following the grievance hearing. The decigion of the Bopard
of Trustees ghal]l be communicated, in writing, to the Asgociation not more

than five (5) workdays folloving the Board meeting.




6. Level 5 - Binding Arbitration for Grievances of Terms of this Agreement:

ta) If the aggrieved person is not satisfied with the disposition of his/her
grievance at Level 4, or if no decision has been rendered within twenty (20)
vork days after the grievance wvas delivered to the Board of Trustees of the
College, he/she may within five (5) vorkdays after a decision was delivered
to the Board of Trustees, whichever 1s esooner, request arbitration. If the
Asgociation in its discretion determines that the grievance is meritorious,
it may submit the grievance on behalf of the individual to arbitration within
fifteen (15) work days after receipt of request by the aggrieved person,

(b} Within ten (1@) wvork days after such written notice of submission to
arbitration, the College and the Association shall attempt to agree upon a
mutually acceptable arbitrataor and shall obtain & commitment from saild
arbhitrator to serve, I1f the perties are unahle to agree upon an arbitrator
or to obtain such a commitment within the specified period, a request for a
list of arbitrators may be made to the American Arbitration Association by
either party. The parties shall then be bound by the rules and praocedures of
the American Arbitration Association in the selection of an arbitrator.

{c) The arbitrator 50 selected shall confer with the representatives of the
College and the Association and hold hearings promptly, and shall issue
his/her decision neot later than twenty (20) days from the date of the
closing of the hearings, or if oral hearinge 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
findinge of fact, ressoning, snd conclusion as to the issues submitted. The
arbitrator shall be without power or authoarity to make any decision which
requireg 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 Association and shall be final and binding to
the parties.

{d) In the event the arbitrability of a grievance ig at issue betveen the
parties, jurisdictioen to resolve the issue shall rest solely with the
arbitrator selected in accordance with the provisions herein, which decision
shall be final and binding on koth parties.

(e) The cost for the services of the arbitrator including per diem expenses
if any, and actual necessary travel subszistence expenses and the cost of the
hearing room shall be borne egually by the College and the Association. Any
other expenses incurred shall be peid by the party incurring =ame.

7. Level & - Advisory Arbitration for College Policy Grievances:

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



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

D. Righte of Employees to Representation:

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

2. Reprisals: MNo reprisal of any kind shall be taken by the College or by
any member of the administration, or by the Associstion or by any employee,
against any party in interest, any representative, any member of the College
or the Asgociation, or any other participant in 2 grievence procedure by
reason of such participation.

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

E. Migcellaneous:

1. Written Decisions: All decisions rendered above Level 1 of the
Grievance Procedure shall be in writing setting forth the decision and the
reasons 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 include only such parties in interest
and their designated or selecied representatives, heretofore referred in this
Article.

3. Association Orievance: 1If, in the judgment of the Association, a
grievance affects a class or group of employees, the Association may submit
such grievence in writing to the Dean of Personnel directly and the
processing of such grievance shall be commenced at Level 2. The Association
may process such a grievance through all levels of the Grievance Pracedure
even though the aggrieved person dees not wish to do so.

4, Separate Grievance File: Upon completion of the final =step of a
grievance procesas, including court action if used by either party, which
resolves an issue in favor of the grievant, communications and records
dealing vith the processing of that grievance shall be filed in a separate
grievance file and shall not be kept in the personnel file of any af the
participants.

1



ARTICLE VI
Yacation/Personal Leave

A. Scheduling Leave: Vacation/Personal Leave shall be scheduled in
consonance 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 department shall be picked by employees
in seniority order.

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

First through Third Year: thirteen {13) days per year.
Fourth through Sixth Year: gighteen (18) days per year.
Seventh Year and over: tventy-three (23) days per year.

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

€. MNid-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 separate from employment with the College mid-year shall have
their Vacation/Personal lLeave balance reduced by a prorated share of the
annual total. A prorated share of the amounts listed above shall be posted
on the anniversary years.

D. Utilization Limits: Vacation/Personal Leave may not be taken in advance
of being posted. Vacation/Personal Leave shall not be taken during
probationary perilods, Vacation/Personal Leave must be taken within eighteen
{18) months of the date on which it was posted. If a holiday falls during
the leave peried, the holiday does not count as a Vacation/Personal day.

E. Part-time Employees: Part-tiwme Secretariasl/Clericsl emplayees who work
at least 91@ hours per year shall earn a prorated share of Vacation/Pers=onal
Leave, in sccordance with the accrual rateg get forth in Section B above.
Part-time custodians, craftsvorkers, qroundswvorkers, HPE attendents, and
security guards who work at least 104@ hours per year shall earn a prorated
share of Vacation/Personal Leave, in accordance with the accrual rates set
forth in Section B sbove.

F. Payment for Unused Vacation/Personal Leave Upon Separation from
Employment; Upon separation from employment after more than one year of
service, the employee is entitled to payment for earned but unused Vacation/
Personal Leave within the limitations prescribed herein.
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ARTICLE VII
Holidays

A. Schedule of Holiday=s: Holidays allowed and paid for are:

NHew Year's Day

Good Friday

Memorial Day

July 4

Labor Day

Thankagiving

Friday after Thankegiving
Christmas

Day before or after Christmas

Dr. Martin Luther King's Birthday

B. Additional Holidays: The College hereby guesrentees to each employee four
{(4) days of holiday in addition to the days set forth hereinabove. The
precise dates shall be determined by the College. If at the discretion of
the College the Christmas-New Year break is provided and five discretionary
holidays are necessary for that purpose, a fifth discretionary holiday will
be 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 continue 8 support service, a
percentage of employees mey be scheduled to wark. V¥hen employees work on
days designated to be holidays, such employees shall be paid in accordaence
vith the following guidelines:

Holiday Pay: Full-time employees shall be paid straight time holiday pay, in
accordance with the designated holidayz of Article VII.

1. Employees who 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 fer
each hour vorked in addition to straight time holiday pay vhich egquals two
and one 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 two and one-half (2 1/2) times their regular
rate of pay for each hour worked.

3. In order to be eligible for holiday pay, an employee must be actively
employed at the time of the holiday and must have vorked his/her regularly
gcheduled vorkday before and after the holiday, unless such absence is
authorized by the appropriate Dean (in the mbsence of the Dean, the Dean of
Fersonnel}.

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

holiday if it falls on a normally scheduled vorkday. If s holiday falls on a
day when he/she is normally not scheduled to work, the part-time employee
ghall not receive payment for the holiday.
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ARTICLE VIII
Work Schedule

A. Normal Work Week:

1. Secretarial/Clerical Employees: The normal work week for all full-time
Secretarial/Clerical employees shall be thirty-five (35) hours weekly, five
(5) consecutive days a week, with one hour for lunch daily. Depending upon
the employee’s particular department, he/she may be required to vwork from
8:00 a.m. to 4:00 p.m,, 8:30 a.m. to 4:30 p.m., or 9:00 a.m, to 5:00 p.m.
Monday through Friday. Other hours of work to meet the particular
requirements of a department may be mutually scheduled by the College and the
employee upon the recommendation of the Department Supervisor and the
approval of the College Personnel Office. Secretarial/Clerical employees

who work hetween 6:0@ p.m. and 6:80 a.m. shall receive twenty (20) cents

per hour worked, in addition to bhis/her scheduled rate of pay.

2. Custodians, Craftasworkers, OGroundsvorkers, and HPE Attendants: The
normal work period for full-time Custodians, Craftsworkers, Oroundsvorkers,
and HPE Attendants shall be eight (8) hours per day, five (3) consecutive
days, with two (2) days off for a total of forty (4@} work hours per a given
five (5) day period. Full-time employees working night shifts {(any shift
which 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 =
total of thirty-seven and one-half (37 1/2) work hours per week. Meal
periods shall be given to each of said employees which during each seven and
one-half (7 1/2) hour work pericd, shall be one-half (1/2) hour in length.
The College shall pay for =aid meal period which shall be part of the normal
seven and one-half (7 1/2) hour work schedule. Custodians, Craftsworkers,
Groundsworkers, and HPE Attendants who work between 6:09 p.m and 6:83 a.m.
shall receive twenty (208) cents per hour worked, in addition to his/her
scheduled rate of pay.

3. Security Guards: The normal work period for full-time Security Guards
shall be eight (8) hours per day, five (5) consecutive days with two (2}
consecutive days off for a total of forty (40) vork hourg per a given five
(5) day period. Meal periods shall be given to each of =aid employees
during each eight (8) hour work period which shall be one-half (1/2) hour in
length at a time and place to be desgignated by the supervisor. The College
shall pay for gaid meal period and shall be part of the normal eight (8) hour
vorkday. Security Guards vho work betveen 6:00 p.wm and 6:28 a,m, shall
receive fifty-one (51) cents per hour worked, in addition to his/her
gcheduled rate of pay.

B. Other Work Week Patterns: The normal work week for present full-time
employees, as noted above, does not negate the right of the College to
establish other work week patterns for either vacant or newly budgeted
positions. Such additional work week patterns shall provide at least
thirty-five (33) hours per week with one (1) hour for lunch/dinner daily for
Secretarial/Clerical jobs or at leagst forty (40) hours per week with one-
half (1/2) hour for lunch/dinner daily for Custodisng, Craftsworkers,
Groundsvworkers, HPE Attendsnts, and Security Guardse.
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C. MHeal Reimbursement: If a full-time day employee must work evenings,
he/she will be allowed two (2} haurs off between his/her dey and evening
schedule as a dinner period. Those full-time employees vho work a full-time
regular dey shift and who work the full evening registration shall be
entitled to reimbursement for an evening meal in the amount of $13.0@ in
1992/93, £14.00 for 1993/94, and $15.98 for 1994/95.

D. Breaks: Two (2) uninterrupted periods of not more than fifteen (13}
minutes shall be available to employees. The times shall be mutually agreed
to by the emplaoyee and his/her supervisor.

E. Overtime: Overtime is defined a= any authorized work time gpent at
regular duties or other assignments, either before or after regular daily
vork hours described hereinbefore, sbove 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 worked over forty
(40) hours in a single week. For overtime hours worked from thirty-=ix (36)
through feorty (4@} hours, compensaticn will be st the regular hourly rate.
Any employees required to work on thelr regular days off shall be paid at the
rate of one and one-half (1 1/2) times his/her base hourly rate and shall bhe
guaranteed a wminimum of four {4) hours of work. 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. Qvertime Aszignments: All overtime and compensatory time shall be
auwthorized in advance by the appropriate Dean or an administrator designated
by the Dean. Overtime shall be posted and offered to supportive staff on a
rotational seniority basis within each respective department. When overtime
work is to be done, the specific gkills and the number of employees required
to perform such work shall be as determined by the appropriate Dean or the
Dean’s designated representative. When overtime work shall require a number
of workers exceeding the number of emplayees officially holding the specific
classification comprising such determined skills, the offer of overtime work
shall be wade on a broad-base, rotational/seniority basis to those other
employees vho posgesgs a known and acceptahle level af competency in the
required job skills, a=s determined by the gppropriste Dean or the Dean’s
designated representative.

F. Compensatory Time: In the event the employee and the immediate
supervigor mutuslly esgree, cowmpensatory time may be allowed in lieu of
salary. Compensatory time shall be computed at one and one-half (1 1/2)
hours for each hour of overtime worked. Compensatory time shall be utilized
within a sixty (6@) day period efter it is esarned, with vritten consent of
the supervizsor. If the needs of the College preclude the employee’s
utilization of the compensatory time within the aforesaid zixty (60) day
period, the College, in its discretion, shall either pay the appropriate
overtime or provide the earned compensatory time regardless of vhether it is
beyond the 6@ day period. In the event Secretariasl/Clerical employees 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 one and one-half (i 1/2) hour of comp
time for each hour worked.

G. Sunday Work: Employees who are required to work outside their regqular
vork schedule, an a "Sunday, ® shall receive double their regular rate of pay
for work performed on that day. Those employees whose work schedule
normally includes Sunday, shall be paid their regular rate of pay for vork
performed an that day. However, if required to work on the second day of
their normally scheduled two consecutive days off, such employees shall be
paid at double their regular rate of pay for hours wvorked on that day.

H. Hatural Emergencies: Employees working their normal shift receive
straight time payment. Employees required to work beyond their shift

receive double time payment for such extra work. When all other college
employees are excused (sent home or sre not required to report for work
initially), Physical Plant employees who are required to work their regular
shift shall be paid two and one-half (2 1/2) times his/her regular rate of
pay for hours worked. If placed aon standhy, the employee shall be paid at a
minimum of two (2) hours straight time. In the event a Building Haintenance
Worker/Custodian is assigned to remove snow beyond areas arocund buildings for
vhich custodiane are normally responsible, he/she shall receive one and one-
half (1 1/2} times his/her regular rate of pay for the actual time engaged in
such activity.

J. ©Gnov and Ice Daya: If classes are cancelled due to excessively

hazardous roads in the area of the College, the Coliege will notify employees
vhether or not they will be required to report to work, in accordance with
departmental procedures.

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

ARTICLE IX
Working Conditionzs - Safety & Welfare

A. Eguipment: Appropriate and adequate equipment shall be provided to all
employees covered by this Agreement, properly maintained to fulfill their
respective job functions as defined by the College.

B. Minimum Temperatures: Employees shall not be required to work under
unsafe or hazardous conditions, or to perform taske vwhich unreasonably
endanger their health, safety, or well-being, nor sghall they be required to
vork in rooms with temperatures below Bixty-three (£3) degrees Fahrenheit,
unless conditions beyond the control of the College require the maintenance
of the heating system belovw sixty-three (63) degrees Fahrenheit.

C. Maximum Temperatures: Employees shall not be required to work in rooms
vith temperatures above pinety {(98) degrees Fahrenheit, as measured in the
center of the room and said condition has peresisted for more than one hour,
In such instances, the College may exercise its normal management authority
and reassign affected employees to a different work area. These provisions
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temperature in working areas shall not be operable if overriding considerations
or mandates of energy conservation make adherence impracticable.

D. Asgsault: In any case involving an assault by or upon an ewployee, the
Colliege shall be guided by appropriate law concerning said attack., An employee
suffering an assault shall immediately report cases of assault in connection with
their employment to their immediate supervisor. Such notificestion shall be
immediately forwarded to the Dean of Personnel who shall comply with any
reasonable request from the employee for information in the possession of the
supervisor relating to the incident,

E. Uniforms: Custodiang, Craftsvorkers, Groundsworkers, HPE Attendants,
Security Guards, and Mailroom/Stock Clerks shall receive within thirty days of
employment (contingent upon availability of supplies) the uniforms designated in
Appendix A of the Agreement. All employees for whom uniforms are provided shall
be required to be in complete uniforms during all working hours. Employees shall
receive uniform replacements when the employee turns in the worn or unservicable
uniform to the Assistant Dean of Physical Plant. Employees in receipt of
uniforms described in Appendix A of the Agreement shall provide reasonable
maintenance of their uniforms, which shall include washing, cleaning, pressing,
and mending, etc. The annual clothing maintenance allowance of one hundred
twenty-five dollars ($125) shall be made payable toc each employee in egqual
instaliments during July and January of each year. Custodiane, Craftsworkers,
Groundsworkerg, and Mailroom workers shall purchase steel-toed safety shoes when
their shoes are worn or unserviceable. Physicel Plant employees shall turn in
his/her old shoes and proof of purchase of nev shoes to the Associate Director
of Physical Plant. Mailroom employees shall turn in his/her c¢ld shoes and proof
of purchase of new shoes to the Assistant Dean of Business Affairs. The College
shall reimburse the employee for the itemized cost of the shoes, not to exceed
$89.00. Every effort shall be made to provide reimbursement within two weeks of
the receipt of proof of purchase.

ARTICLE X
Leaves of Absence With Pay

A. MNilitary Leave: Nembers of the Reserve or National Guard are allowed two (2)
wveeks of paid leave annually to attend training, This is in addition to other
leaves set forth in this Agreement.

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

C. Jury Leave: Jury leave for jury duty is pasid leave in the amounti of the
difference between a normal day’s wages 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 hig/her normal salary for the period by
surrendering his/her endorsed court jury check to the Personnel Department.
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D. College Temporary Disability Program: The College shall provide, at no
expense to the emplovee, a tewmporaryv disability income plan for employees of the
College who are absent from work due to prolonged gserious illness/injury. This
program is offered ag a substitute for participation in the New Jersey Temporary
Digability program which is permigsible by lavw., In nc instance shall the benefit
or terms vf the College program be less than_that of the New Jersey Temporary
Disability program.

1. Eligibility for Tewmporary Digability:

a. To be eligible for College Temporary Disability an employee wmust meet the
game wage earnings qualifications as required for the New Jergey Temporary
Digability program,.

b. The emplovee mugst have exhausted all accumulated gick leave. The employee
may elect to use accumulated vacation/persconal leave or compensation time in
order to stay in a full pay status for ae long as possible.

C. The emplovyee must submit a wmedical certification which specifieg the
illness/injury that prevents the emplovyee from being able to perform his/her
duties, The medical certification must also specify the approximate length of
time the physician expects the emplovee to be disabled. The College reservesg the
riqght to require the employse to be examined by a College appointed physician at
Board expense,

2. Caiculation of Disability Income: The disability income benefit shall be
calculated in accordance with the prevailing method used by the HNew Jersey
Temporary PDisability proqram and the College Temporary Disability method set
forth beiow. The employee shall select in writing the method of payment he/she
chooses to be paid by.

Employment at 0.C.C. Disability Payment

ist through 3rd year 49% of hourly wage or base galary
Fourth vear 45% of hourly wage or base galary
oth year and more 5@% of hourly wage or bage galary

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 tag work.

3. Duration of Dimability Paywentg; Benefit payment shall commence on the next
regularly 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 elects the College method of payment, the duration of
payments shall be iimited to an aggregate maximum of fifty-two {(52) wveeks,
commencing with the initial date of digability. If the digability ic rejated to
a Workers’ Compeneation claim, time in Workers Compensation shall be inclusive
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to the aggregate maximum for Colleqe Temporary Dissbility.

c. If an employee recovers from disability for which benefitg have been received
and again becomes disabled within one hundred and four {194) weeks of the initial
date of digsability, the later disability shail be considered a continuation and
shall be counted againgt the fifty-two (52) week aqgregate maximum. If the later
disability is due to an unrelated cause it ghall be considered a new disability.

d. Disability payments shall cease when the employee returns to work, the

enployee leaves employment with the College, the employees gualifies for permanent

digsability under the New Jersey Division of Pensions or the disability benefit
ig exhausted. The employee must submit medical verification of his/her ability

to return to work, pricor to returning to work.

4, Coordination of Benefits: The College Temporary Disability income ghall be
reduced by an amount equal to income received by the employee for:

(a) any other avenue of pay by the College, (b) any income received through a
gtate or federal disshility program, {(c} Workers_ Compensation, or {d) income
associated with any rehabilitation efforts.

3. Procedures; Disabled employees must file 8 request for Temporary Disability.
Forms are availliable in the Personnel Department. Every effort to process the
request as rapidly as possible ghall be wade as soon as proper

medical verification(g) are received. The Personnel Department shall provide
information on the prevailing New Jersey Temporary Disability program and written
calgulation of the benefit options available to the employee.

The Dean of Personnel ghall provide the employee with a written disposition

of the President’s decision. The President’s decision shall be finzal and not
subject te the grievance procedure contained in this Agreement. This program

supercedeg and supplants Board Policy/Procedure #305@.

ARTICLE XI
Leaves of Absence ¥Without Pay

A. Regulation and Definition: Leave of absence without pay may be granted to
non-praobationary 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/sher former position classification or
classification of like status and compensation, unless circumstances of the staff
member or the College have changed making this unreasonable. in such
circumstances the member will be assigned to a classification for which the
member is qualified and for which & peosition is available. Leaves of Absence,
not to exceed thirty (30) calendar days require the approval of the President of
the College. Leaves of absence in excesz of thirty (39) calendar days will
require the final approval of the Board of Trustees.
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B. Eligibility and Duration of Leaves of Absence Without Pay:

Maximumw Duration Haxiwum Duration
af Including
Type/Eligibility Initial Leave Extensions
Personal
Unable to work because & months 1l year
of personal reasons,
Child Care
Follovwing birth of a 12 months {none)
child or following adoption of
a child under age 6.
Maternity Disability
Uport a female member’'s Under conditions of a female
request, with a physician’s member‘s biclegical maternity,
verificatiocn. any sick leave time accrued
may be initially applied and
exhausted,
Military
Selective Service Period of 4 yeare
induction or called up Active Duty plus addi-
as a Reserve or National tional time
Guard member, required by

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

C. Vacation Payout and Accrual While on Leave: Emplovees may be paid for accrued
vacation leave time at the beginning of an uanpaid 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 is taken by the
employee, seniocrity based upon length of mervice will continue to accumulate
during this period.

E. Pension Plan, Health Insurance, and Group Life Insurance: When an employee
is granted a leave of absence, there are distinct pension plan, life insurance
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 to these
programs and specific arrangements for the continuation of these benefits shall
be in conformity with New Jersey Statutes and shall have been made with the
Personnel Office prior to the leave of absence.

F. Outgide Employment: When an employee takes a leave of absence and it is
learned that he/she is ewployed elsewhere, such discovery will be cause Ifor
termination of employment unlegs specifically approved in writing by the College
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in advance of the leave.

G. Exceeding a Leave of Absence Without Pay: Failure to report for work at the
conclusiocn of a leave of absence or granted extensiong, will be considered a
resignation and employment will be automatically terminated without notice.

H. MNedical Examination: Upon the return of an employee from a leave of absence
without pay, the College may require without cost to the staff member, that a
phyaician{(a) of its choosing and expense, may examine the staff member before
returning the member to active employment. A staff wmember returning from medical
leave of absence must provide a statement from the member’s physician releasing
the member to return to work.

1. Return to Work Prior to Expiration of Leave of Absence Without Pay: The
return to work of an employee prior to the expiration of a leave of absence will
be at the option of the College.

J. Procedures for Requesting Leave of Absence: Requests for leaves of absence
vithout pay will be made and processed in accordance with official Coliege policy
and procedure on the subject,

ARTICLE XII
Sick Leave

A. Sick Leave Accrual: Sick Leave for full-time employees shall accrue at the
rate of thirteen (13} days per year. Part-time Secretarial/Clerical employees,
vho work at least 910 hours per year, shall earn a prorated share of the sick
leave annual accrual. Part-time Custodians, Craftsworkers, Groundsworkers, HPE
Attendants, and Security Guards who work at least 1040 hours per year, shall earn
a prorated share of gick leave annual accrual. Annual sick leave shall be posted
to each employee’s account an July 1lst., Supportive 5Staff entering or leaving
employment with the College mid-year shall have their sick leave balance
appropriately prorated. Probationary employees may utilize sick leave. The
unused portion of sick leave is cumulative with no limit to the number of days
that can be accrued. Sick leave is not earned during periods of leave of absence
without pay of one wonth or longer.

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

C. Hedical Verification: When an employee takes three (3) or more consecutive
sick days, the College, at its discretion, may require that employee validate
sick leave taken by presenting the written statement of employee’s physician, or
in the discretion of the College, the employee may be required to present
himgeli/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
a vwritten varning when a pattern of sick leave utilization on Fridays and londays
hag been established, and if that pattern continues, the College way require the
employee to consult a doctor at College expense. Supervisors shall have the
responsibility of documenting said absences.
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D. Exhausted Sick Leave: An employee who expects that his/her absence due to
illness will continue beyond his/her accumulated sick leave may request a leave
of absence without pay. If this request for leave of absence is approved by the
College, the employee may continue health benefits insurance for a limited peried
of time by arranging for prepayment of premiums to the College in accordance with
New Jersey Statutes.

E. Paid Sick Leave Upon Retirewent: A Supportive Staff Member who is: (1) sixty
{60) years of age or older and has ten (1@) or more years of gervice at OCC and
elects & retirement; or, (2) who has fifteen (15) years of service at 0OCC and
vhose employment is terminated for a reagon other than just cause, shall be
eligible to receive payment for fifty percent (5@%) of his/her unuzed gick leave
up to a maximum of six thousand dollare ($60@8). Effective July 1, 1995, the
maximum reimbursement shall not exceed seven thousand dollars {($7080).

ARTICLE XIII
Insurance Benefits

A. Health Ingsurance - Employees: The Board of Trustees shall provide fully paid

health insurance {(traditional plan) for all Secretarial/Clerical emplovees who
vork st leagt 9i1@ hours per year and for all Custodians, Craftsvorkers,
Groundevorkers, HPE Attendants, and Security Guardg who work at least 19049 hours
per year. Employees who elect an H.M.0. or a P.P.0. shall be subject to payroll
deductiong for premiume which exceed the cost of the Traditional State Health
Plan.

B. Health Insurance - Dependents: The Board of Trugtees shall provide
fully paid health insurance (traditional plan) for the eligible dependents
of Secretarial/Clerical employees, Craftgworkers, CGroundsworkers, HPE
Attendants, and Security Guarde who qualify for health insurance henefits,
in accordance with "A" above. Ewplovees who elect an H. .0, or a P.P.0O.
shall be gsubject to payroll deductions for premiums for their dependents
which exceed the cost of the Traditional State Health Plan.

C. Health Inpurance Csarrier: Health care coverage is currently provided by the
Board of Trugteeg through the N.J, State Health Benefit Program for Public
Employees. Supportive Staff employeezs enrolled ip this program are subject to
gll rules and requlations promulqated by the N.J., Division of Pensions, State
Health Benefit Section. In the event the Board of Trustees changes the health
insurance carrier, the level{g) of coverage within the nev pregram shall not be
legse than the coverage in effect, 88 of June 30, 1992, Asgogiation
representatives shall participate in the gelecticn process for any new carrier,

over which the Board has control.

D. Hajor ¥Medical Deductible Reiwburgement: Effective July 1, 1985, the Board
will reimburse the employee for up to $100 paid by the employee toward his or her

Hajor Medical deductible. Payment shall be made in the following manner:
1. Upon presentation to the Personnel Department by the employee of his or her

statement from the Major Medical carrier specifying that the $10@ deductible has
been met, the full $109 will be reimbursed at that tinme.
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2. Should the 510@ deductible not be reached, the employee may be reimbursed
for that portion of the deductible he or she has met upon submission of
proper documentation from the Major Medical carrier at the end of the
calendar year.

3. HNo duplicate payment shall be made for expenses incurred in October,
November, and December of any given year.

4, Effective January 1, 1986, the Board of Trustees shall provide for
payment of the deductible for the dependent unit in the same manner as
payment is provided for the single employee. Partial charges against the
dependent unit may be combined to reach the maximum deductible reimbursement
of one hundred dollars (5100}.

E. DPental Insurance: Secretarial/Clerical employees who work at least 91@
hours per year, and Custodians, Craftsworkers, Groundsworkers, HPE
Attendants, and Security Guards who work st least 1040 hours per yvear shall
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
manth for the life of the contract. Employee coverage shall be mandatory for
all employees, but each member may cheose any plan offered by the insurance
carrier,

F, Optical Expenme Reimbursement: Secretarial/Clerical employees_who work
at least 91@ hours per year, and Custodians, Craftsworkers, Groundsworkers,

HPE Attendants, and Security Guards who work at least 19040 hours per year
shall bhe eligible for Optical Expense Reimbursement. The Board =hall
reimburse eliqible employees for eye exams and/or optical lenses/Irames.
Reimbursewent shall be made to the employee promptly upon submission of proof
of payment of the expenses incurred by the employee or eligible dependents.
Reimbursement shall! not exceed 3 mawimum of $225,00 per employee per budget
year for eligible expenses. Eligibility for dependents shall be determined
the same ag Health Insurance dependent eligibility is deterwined.

ARTICLE XIV
Retirement Benefits

Statutes and regulations governing retirement program benefits and other
programs and features contained under such statutes and regulations shall be
provided to any employee covered by this Agreement under the eligibility
rules as contained in referenced statutes and regulations.

ARTICLE XV
Education Bensfit=

A. Employee Tuition Wajiver: Secretarial/Clerical employees who work at
least 91@ hours per vear, and Custodians, Craftsworkers, Groundsworkers, HPFE
Attendants, and Security Guards who work at least 1040 hours per year shall
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be eligible for Educaticn Benefits. Eligible Supportive Staff emplovees
shall be permitted free tuition and fees for courses offered by Ocean County
College up to a maximum of six (6} credit hours per gemester, and up to a
maximum of four {(4) credit hours for the first summer session, four (4)
credit hours for the second summer sessign, and three (3} credit hours for
the summer post sezggion.  Excluded from the waiver of fees described herein
shall be direct cost associated with Community Education courses and Credit
by Examination. Supportive Staff may regigter for Community Education
courses on a space available basig, providing the minimum paid enrollment for
the courge has been satisfied.

B. Dependent Tuition Waiver: An eligible Supportive Staff emplovee’s
dependents shall be granted free tuition and fees, as defined above, for
courseg offered by Ocean County Ceollege, up to a maximum of sixty (6@} credit

hours, or the egquivalent of the required course load for two (2) full-time
students, in any one academic year. Dependents of eligible emplovee’s may
register for Community Education courses on & space available hasis,
providing the minimum paid enrolliment of the course hag heen sstisfied.
"Employee dependent”™ shall be defined in accerdance with the prevailing
definition used by the U.S5. Internal Revenue Service to determine dependent
gtatus.

C. Internationsl 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 with International Education courses., Employees will not be
responsible for overhead, administrative expenses, coordinater salaries, and
similar 0CC indirect expenses.

2. For all International Education courses, properly enrolled and approved
supportive staff and dependents shall initially pay all tuition,
college/student fees, and lab charges. After the course(s) is/are completed
and after all direct per capita expenditures have been accurately identified
by 0CC, the College will refund to the employee the difference between these
direct expenditures and payments previously made to OCC by the employee. It
is understood by both parties, that the amount refunded is subject to wide
fluctuations due to: currency exchange rates, country and college attended,
course of study, lodging, transportation, meals, tickets to performances,
required foreign insurances, and all other items for which 0CC 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 OCC such as,
but not limited to, professional development funds=, travel reimbursements,
and scholarships.

D. Tuition Reimbursement {(Other Institutiong): Secretsrial/Clericsl
employees who work at least 91@ hours per year, and Custodiang,
€raftgworkers, Groundsworkers, HPE Attendants, and Security Guards who work
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at least 1243 hours per vear shall be eligible for Tuition Reimbursement
for courses taken at other institutions of higher education.

1. Eligible Supportive Staff employees shall receive tuition reimpursement, up
to the prevailing Rutgers undergraduate tuition rate, for undergraduate courses
taken by the employee at accredited colleges. Eligible Supportive Staff

employees shall receive tuition reimburgement, up to the prevailing Rutgers
graduate tuition rate, for graduate coursgses taken by the emplovee at accredited

colleqes.

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

E. Development and Training Funds: The College shall annually budget five
thousand doliars ($5@@9) for group development and training workshops. The
workshops ghall be pianned each year by a commitiee of four employees
appointed by the Supportive Staff Association and the Assistant Director

of Pergonnel. Funding will be tentatively divided evenly between clerical
employees and physical plant employees. However, the Committee may decide

to plan events for the whole aroup. Unexpended Development and Training Funds

shall not be carried forward from one budget year to another,

1. Employees who qualify for tuition reimbursement, as defined in "D" above may
apply for unexpended Development and Training Funds on June lgt of each budget
year. Reimburgement for costs which exceeded the Rutgers tuiticn

rate(s) shall be avarded on a prorata basis to those who have made applicatian

by June 1.

ARTICLE XVI
Salaries

A. BSalary: Supportive Staff shall receive incresses to their respective
bsse salary or wage rate in accordance with the following schedule:

Custodians, Craftsworkers,
Groundsworkers, HPE Attendants,

Secretarial/Clerical

7/1/92:

and Security Guards:

Full-time; +$1200 per year Full-time: +$1200 per_year
Part-time: +S$.66 per hour Part-times: +5.58 per hour
® * * L
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Custodiang, Craftsworkers,
Groundsworkers, HPE Attendants,
Secretarial/Clerical and Security Guards:

7/1/93: Full-time; +$971 per year Full-time: +5$971 per year
Part-time: +%,53 per hour Part-time: +5$.47 per hour

* * * *

Custodians, Craftsworkers,
Groundsvorkers, HPE Attendants,

Secretarial/Clerical and Security Guardsg:
7/1/94: Full-time; +$1074 per year Full-time: +51074 per year
Part-time: +5.39 per hour Part-time: +$,52 per hour
E L » »

Custodians, Craftsworkers,

Groundsworkers, HPE Attendants,
Secretarial/Clerical and Security Guardg:

7/1/93; Full-time; +5939 per vear Full-time: +5$939 per year
Part-time: +5.52 per hour Part-time: +%.45 per hour

B. VWage/Salary Placesent Ranges: _All newly hired Supportive Staff employees
shall be employed within the prevailing minimum wage/salary for their job

clagsification, accordance with Appendix C.

C. Salary Increase Eligibility: To be eligible for the annual salary increase,
an employee must be employed prior to Nay 1st of the year in which the increaszse
iz scheduled.

D. Withholding Salary Increases: The (College may withhold, for ineffectiveness
or other good cause, the salary adjustment of any employee. Notice of the
intention to so withhold an adjustwent shall be given in writing to the affected
employee, wiih reasons, at least thirty days (39) prior to the action. The
employee may appeal such action through the grievance procedure provided in this

Agreement.

E. HMethod of Paymwment: Effective July i, 1983, a one-week pay deferral shall be
instituted. Employees are paid bi-veekly and checks are issued to each employee
every other Friday. 1If a payday falls on a holiday, the employee shall be paid
the previoue day, 1If an employee iz absent on a payday, he/she may authorize a
representative to pick up his/her paychechk. This representative must have
vritten authorization frow the employee. An absent employee way also request
that the check be mailed, if the absence is expected to be of & prolonged nature.
¥hen going on vacation, the employee wmay request and receive his/her check on the
lagt working day before the vacation begins. Such requests must be made through
the supervigor to the Payroll Office at least two (2) weeks before the vacation.
Employees who resign or wvho are discharged shall receive their pay no later than
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the regular payday following the date of their termination, providing that the
employee has satisfactorily completed the termination clearance procedure. If
a2 normal payday falls on a holiday, checks shall be issued on the previous day,

F. Longevity Awards: QOcean County College recognizes the value of having
employees who are committed to long-term service. Ocean County College shall
provide longevity awards, in accordance with the procedure set forth below:

1. Supportive Staff employees shall receive a Longevity Award upon the fifth
{Sth), tenth (10th!, fifteenth (15th), twentieth (20th), and twenty-fifth (25th)
anniversary date of employment at Ocean County College.

2. Longevity Awvards are increases to the existing base salary/wage of the
employee. Full-time employees shall have five hundred dollars (5500.80) added
to his/her then annusl base salary. Part-time Secretarial/Clerical employees
ghall have tventy-sgeven cents ($,27) added to his/her then current hourly wage.
Part-time Custodians, Craftsworkers, Groundsworkers, HPE Attendants, and Security
Guards shall have twenty-~four cents (%$.24) added to his/her then current hourly
vwage., The increase in longevity averds, efifective

July 1, 1992, shall be prospective only.

3. For the purpose of Longevity, time employed in Reserve, and/or other
intermittent emplovment positions shall not be considered. Ewmployees who hold
two or more positions at the College shall accrue Longevity separately for each
job.

G. Perdiem Calculation/Hourly Wage Calculation: Effective 7/1/92, perdiem
shall be calculated by dividing the annual base salary by 260 days. Hourly
wage egquivalentis shall be calculated by dividing the annual base salary by
1820 hours for Secretarial/Clerical employees and by dividing the annual
bage galary by 2080 hours for Custodianz, Craftevorkers, Groundsvorkers,
HPE Attendants, and Security Guards.

. Boiler Operator License Stipend: Employees who are hired into positions
P-3, P-5, P-6, and P-35 shali be employed at a rate of pay which is s215.09
above the entry level wage/salary in effect at the time of hire. Individuals
must maintain a valid New Jersey Black Seal Lov Pressure Boiler Operator's

License tp gualify for this stipend.

1. Shift Serqeent Pay: Ewployees who are hired in Security positions P-35,
P-41, P-44, P-45, and P-47 sghall be employed at a rate of pay which is $.23
per hour above the entry level wage/salary, in effect at the time of hire.

ARTICLE XVII
Employwent Procedures

A. Job Description: There shall be on file in the FPersonnel Q(Office a
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 8 copy of his/her job description.
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B. In-Grade Advancement: The Ccllege shall annually budget sufficient monies
to fund In-Grade Advancements for ten percent (10%) of the total

number of Supportive Staff. Unexpended In-Grade Advancement funding shall not
be carried forwvard from one fiscal year to another. Supportive Staff shall be
eligible for In-Grade Advancement not more than every third (3rd) year of their
employment with the College. Supportive Staff who are approved, in accordance
vith the procedures set forth belov, shall receive a five percent {9%) increase
to their annuwal base wage/salary.

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

a. Completed three {3) years of service in their current position without having
received an In-Grade Advancement or Job Reclassgification.

b. Received "above average" or "outstanding® annual evaluations (numericaily
averaged) for the three years immediately preceding application,

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

2. Procedures: Not later than April 30th each year, Supportive Staif interested
in being considered for an In-Grade Advancement shall submit %o the Dean of
Persennel an application and all supportive documents which he/she wishes the
Screening Commitiee to consider.

a. By Hay 153th of each year, the Dean of Personnel shall convene the In-Grade
Advancement 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 Staff.

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

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

b. Recommendations: The candidate shall submit all recommendations which he/she
wantse the GScreening Committee to consider, 4i.e., immediate supervisor’s
recommendatione, area Dean’s recommendation, and any others.

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

d. Growth and Training: The candidate shall submit all evidence of his/her
participation in Growth/Training opportunities during the three years immediately
preceding applications. Graduation from a degree or certificate program shall
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bve considered very positively by the screening Committee,

e. Productivity/Efficiency: The candidate shall submit all evidence which
demonstrates intra/inter departmental improvements which he/she has been
respongible for and any ether 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 worthy of an In-Grade Advancement.

5. The President shall submit his recommendations to the Board of Trustees
during June of each year for awards to be effective on July list. The Dean of
Personnel shall notify all candidates of the final outcome of their applications.

6. Candidates who are not successful, may apply again in any follewing year, in
accordance with the procedures outlined abeve.

C. Dismigsal of Employees: A two (2) week notice of employment termination
shall be given by the College. Dismissal without notice may result from the
following causes: neglect of duty, incompetency, absence from work without
proper notification, dishonesty, improper conduct, contempt or failure to obey
legitimate directionz of a department head, and discourteous treatment of
students, other personnel or visitors. Any new employee may be dismissed without
cause during the first three (3) months of employment.

D. Severance Pay: A person who has been employed for at least one year and
whoge employment is terminated by the College will be paid severance pay in the
amount equal to two (2} weeks galary. A person wvho has been employed beyond the
three (3) wonth probationary period snd whouse employment is terminated by the
College prior to completing one full year, will be paid in an amount equal to one
week’'s =alary. Severance pay will not be paid to any person, (a) vwhose
employment is terminated during the first three (3} months of employment, {b}) who
voluntarily resigns his/her position, and (c¢) who is dismissed for cause.

E. Resignation: Any employee vho is resigning from his/her position shall 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 haz not been given and in such
event, no vacation pay shall be due and payable,

F. VYacancy Postings: When a vacancy cccurs or a nev pogition 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} working
days. Further, the President of the Association shall receive a copy of this
notice. However, failure to supply said notice te the President of the
Association shall not be a grievable matter, Said notice shall set forth the job
classification, duties and requirements, date of starting and starting salary.
Employees desiring conasideration shall make application to the person designated
in the notice within the specified time period of said posting. Each employee-
applicant not selected shall, upon request, receive a written explanation from
the Dean of Personnel.
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G. Job Reclaggification: Ocean  County College recognizes that ijob
responsibilities way increase over time to the extent that a higher job
classification is justified.

1. FProcedures/Eligibility:

a. The immediate supervisor may submit a recommendation to reclassify a job to
the area Dean and the Dean of Personnel.

b. Complete dogcumentation to support the criteria cited below shall be prepared
by the immediate supervigor, including a proposed job description.

Cc. Candidates for job recisssification ghall be congidered by Senior Stsff for
approval,

d. Recommendations appraoved by the President shall be submitted to the Board of
Trustees. Upon approval by the Board of Trustees, the employee shall be
reclasgified and receive a base galary/wage increase of not less than three
percent (3%) nor greater than five percent (5¥) to his/her then current base
gsalary/wage or a raige to the adopted minimum of the new classification
(vhichever ie greater}, including retroactive pay, if approved. The decigion

of the President regarding the percent of increase shall not be subject to the
grievance procedure of this Agreement.

e. Employees shall not be eligible to receive a job reclassification in the same
budget year that they receive an In-Grade Advancement.

4 The Dean of Personnel shall communicate the final disposition, including
reasons, eof all recommendations tc the appropriate parties, in writing,

2. Criteria for Job Reclassification: The folloving criteria shall be used by
Senior Staff in assesging candidates for job reclagsgsification:

8. Evidence of substantial increasee in job respongibility must be submitted to
justify a job reclasgification., This must be evidence of new or

additional regpongibility. Re-alignment of duties within a department ghall not
be considered sufficient to justify a reclassification.

b. Nevw responsibility wmuet be in addition to existing responsibility. Job
regponsibilities ghall algo be examined to identify responsibilities which have
been removed from the employee’s overall duties.

C. The overall responsibility of the employee must be comparable to the
respongibility of those employees in the proposed higher job classification.
This ghall be considered the most important criteria.

d. A comparative analysis of the proposed job classification shall be
considered. This analysis shall be provided by the Personnel Department.,

e, When the job reclagmsification analysis is completed, the overall employment
record of each candidate shall be reviewed. Vage/salary increases shall be
withheld for any candidate for whom the employment record discloses evidence of
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concurrent performance problems or deficiencies.

H. Ewployee Evaluation: Evaluation of employees in this unit shall be made by
his/her appropriate department head at least once a year. A copy of thie
evaluation shall be given to the employee and discussed with him/her, If the
evaluation is unfavorable, a subsequent evaluation shall be made within one 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 employee’s personnel file subsequent to his/her
termination, the College ghall notify in writing said employee at his/her last
known address. The evaluation form shall provide an opportunity for the employee
to make comments thereon.

i. Personnel Filee: An employee’s personnel records shall be made available for
ingpection by the individual employee within a reasonable amount of time, upon
request by the employee. The employee shall have the right to examine all
documents in hissher file except outside confidential recommendations. He/she
may have reproduced anything in his/her file except those items stated above,
official transcripts, and anything prohibited by law. A copy of all internal
evaluation reports and recommendations concerning the employee’s competence ghall
be included in this file. An employee who exercises his/her

right to examine his/her file, wmay be accowpanied if he/she wishes, by a
repregsentative of the Association. All evalvations, recommendations, etc. in an
employee’s file must be signed by the issulng authority. An employee must be
notified whenever any negative material regarding his/her health or performance
is placed in his/her folder. An employee’s file shall be made available during
the processing of any grievance.

J. Non-discrimination: Ocean County College and the Agssociation agree to
cooperate in continuing to maintain the policies and practicee which prevent
discrimination against any employee or applicant fer employment because of race,
color, religion, sex, age, naticnal origin, or marital status, and further to
affirmatively cooperate in the implementation of Presidential

Executive Order HNo. 11246 as amended, its regulations and other lawful
requirements intended to prevent any such discrimination.

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

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

L. Layoffs: The College retains within its sole and absolute discretion the
right to lay off employees. Seniority shall be defined as the employee’'s length
of continuous service beginning with his/her last date of hire. The

College shall provide a minimum gixty (6@) days notice of layoff to any employee
to be affected. In the event of a layoff, the least sgenior member in the
affected job classification of the unit shall be laid off first. Recall from
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layoffs shall be accomplished in the inverse order of the layoff. When an
employee is being recalled, said employee shall be so0 notified by certified mail
direct to the address of the employee, as stated in the College records to return
to work and he/she ghall be allowed ten (10} workdays in which to report to work
after such notice is sent before any loss of seniority occurs. Employees on
layoff shall be recalled to work prior to the College hiring nev employees for
the job classifications opened by the layoffs., Employees shall be eligible for
recall during layeff for a period not to exceed eighteen (18) months. Seniority
shall cease upon voluntary termination, discharge for just cause, lapse of the
eighteen (18) month period or failure to return to work when recalled within the
time period set forth herein.

H. Progressive Discipline

Ocean County College follows a four-step corrective, discipline

procedure consisting of:

1. Verbal Warning

2. Mritten Reprimand

3.  Suspension or Wage/Salary Reduction
4. Termination

The application af this policy shall be congigtent and in accordasnce with the
specific procedures met forth in Appendix B.

ARTICLE XVI1I
Deduction of Duer from Salaries

A. Employee members may request dues deductions pursuant to Mew Jersey State Law
for the dues of the followving organizatioans: 5.5.4.0,.C.C. (known as the
"Association"), the Ocean County Education Association, the New Jersey Education
Agssociation, and the Mational Education Association. Such authorizations sghall
continue in effect until formally revoked in writing by the employee and copies
thereof delivered to the Association and the Board.

B. Payment of such dues as may be deducted from salaries shall be made payable
to the Treasurer of the Association within fifteen (135) days of the end of the
month for which dues have been deducted.

ARTICLE XIX
Nigcellanecus Provigiona

A. Credit Union: The College shall provide an opportunity for payroll savings
deductions in accordance with N.J.5.A. 49:11-26 "Compensation of Persons holding
Public QOffice 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-Oc Public Employees Federal Credit Union.
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B. Job Actions: There shell be no strikes, picketing, slov downg, job actions
or other concerted refusal by any employee or group of employees or

the Association to render full and complete gervice to the College. A
violation of this clause by an employee or group of employees shall be considered
grounds for immediate dismisssl and if necessary, appropriate legal action by the
College. Further, there shall be no lockoui by the College. Thie clsuse ghall
remain in full force and effect during the term of this Agreement,
notwithstanding any change in the law to the contrary.

C. Printing of The Agreement: During the first week of employment each newly
hired employee shall be presented with a copy of the current Agreement between
the College and the Association, Failure to so receive & copy of the Agreement
shall not be umed as a basis for a grievance against the College or for a claim
of ignorance of working conditions. The College shall bear all costs and
regpongibility for printing a newly ratified Agreement, in acceptable form within
30 days of such ratification. The College shall deliver to the President of the
Asscciation sufficient copies of the printed Agreement for Association
distribution to all employees represented by the Association.

D. Release Time: The Supportive Staff Association President, First Vice

President, Second Vice Presgident, Secretarxl and Treasurer shall each be

provided one (1) hour of paid release tiwe, every other week, to conduct
Aggociation buepiness. The gcheduling of releagse time shall be by mutual

agreement _between each officer and his/her immediate supervisor,

E. Benefit Option Program: Effective July 1, 1995, the Board shall budget five
hundred twventy-five dollare, per supportive staff employee vho works at least 510
hours per year, for the Benefit Option Program. These funds shall be used to
spupport/supplement any or all of the folloving options: dependent dental premium
cost, dental reimbursement for uncovered expenses, and optical care expenses.
Employees who chooge to utilize these funds to cover dependent dental premium
costs shall submit a written request to the Personnel Department each April to
cover the subseguent premium year. Employees who utilize these funds for
uncovered dental expenges shall submit an insurance claim report which verifies
claim rejection to the Personnel Depariment for reimbursement. Employees who
utilize these fundz for optical care reimbursement, ghall continue to submit
regquests for reimbursement, in accordance with Artical XIII, Section F (p,22),

except it ig understood that the $225 get forth in Artical XIII, Section F is

inclusive to the $325 get forth above, effective July 1, 1995, In no instance
shall the total reimbursements exceed a waximum of five hundred tweniy-five

dollare ($3525) per budget vear.
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ARTICLE XX
Agreement Ratification

IN WITNESS WHEREOF, the parties hereto have caused this Agreement to be signed
by the Chairman of the Board of Trustees and the Secretary of the Board aof
Trustees, and the President and Secretary of the Association. This Agreement
ghall initizlly be executed by the Asscciation after receipt of a certified
Resolution of the Asgociation along vith an agreement executed by the President
and Secretary of the Association, the Chairman of the Board of Trustees and the
Secretary of the Board of Trustees, upon proper Resolution of the entire Board
of Trusteeszs sh ikevige execute said Agreement.

FOR THE ASSDCIATION:

\ By: ﬂ LL/L,—:_/C @»ﬂ- R ;_-Zﬂ-t___
WiIII?E:z%ﬁﬂépting,‘ST“"__ ' Carol Regula
Chairpers President
Supportive Staff A=sociation

By?" ;EZ vt T g i b

athleen Langenbachq;f
S.5.A.0.C.C, Negotiator

Board of Trustees

By: S AT N\l /(1?&(& 7%L(2;1£§A*

Milton Shaw Dawvn LeCompte
President 8.5.4.0,C.C, Negotiatag
Bys i\o.}\ja«&»-——-—— 8y:

Robert Seymour Anita Bischoff

hi:zzgzgzézZ::tor S.S.A.0.C.G. Negotiator
o Hai

Patricia Hall
Board Negotiator

-7-%4
(date)
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APPENDIX A
UNIFORM ALLOWANCE
IRITIAL ISSUE OF UNIFORMS AT TIME OF EMPLOYMENT

Custodian, Craftswvorkers, OGroundsvorkere, Security, Mailroowm Workers, and HPE
Attendantg:

winter shirts

summer shirts

medium weight pants

pair of steel-toed uniform shoes

pair of sneakers (HPE Attendants only}

jacket (with zip-out lining)

e ol N [N 4]

Security Personnel shall also receive:

uniform ties
Blazer

hat {(summer}

hat (winter)
sveater

raincoat and hat

Ll (il ol [l Tl 8 ]

FOUL WEATHER GEAR:

Craftsworkers, Groundsvorkers, Mailroom Workers, and HPE Attendants shall each
be issued:

1 Rain Suit (3 piece!}
1 pair oi Overshoes {(boots)

Sufficient numbers of foul weather gear, in sizes of small, medium, and large
shall be available for use by custodians vho are required to work outdoors during
inclement weather.

UNIFORM REPLACEMENTS:

A replacement of a worn or unserviceable part of a uniform shall be iasued to the
employee when the item is turned over to the Asgistant Dean of Phyesical Plant.
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OCEAN COUNTY COLLEGE

APPENDIX B
PROGRESSIVE DISCIPLINE PROCEDURES

A. MNDTIFICATION: When an action of an employee appears to be a violation of
College Policy/Procedures, the immediate supervisor shall initiate an
investigation. The superviscr shall inform the employee, in writing, of the
apparent violations 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
what was said by each person questioned during the investigation. The
folloving kinds of information should be collected:

1. VWhat happened?

2. Who wvas involved?

3. When did it happen? (Times, dates)

4, Where did it happen?

3. W¥hy did it happen?

6. Is this action habitual or i® it an isolated incident?

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

8. Are there any mitigating circumstances?

9. I8 the incident governed in any manner by a current Board
policy or procedure? I1If yes, was the employee aware of the
policy/procedure which has been allegedly violated?

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

accidental, or a performance error?

11, How serious is the alleged violation?

12, How were similar violations handled in the pazt?

13. What is the employee's reaction to the investigation?

€. DECISIONS AND RECOMMENDATIOMNS: Each case shall be considered
individually, based on the facte snd circumstances involved. In the event the
investigation does not support the allegation, the supervisor shall inform
the employee, in writing, of this finding. Should the investigation support
the allegation of a violation, disciplinary action shall be taken. The
burden of justifying a disciplinary recommendation rests with the
adminietration. If dieciplinary action is to be effective, the supervisor
ghall:

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

2. Be congistent and even-handed,
3. Dverlook no offense{s)},

4. Emphaeize correction of the problem, rather
than punishment of the individual,

3as



5. Insure that the employee has the opportunity to
maintain his/her self-respect,

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

7. Recognize changes 1in behavior which result in
the employee becoming more effective.

D. PROGRESSIVE DISCIPLINE STEPS;

1. Verbal Warning: When the employee i= to be given a verbal warning, the
supervisor shall conier with the employee, present the facts, and allow the
employee to reapond to them. The employee is entitled to representation at
this meeting. Every verbal warning should include a notice to the employee
that continued violations will result in further disciplinary action.
Following the issuance of a verbal warning, the supervisor shall document the
nature of the violation(s) including time, date, and location of both the
offense and the dieciplinary conference, by way of wmemorandum to the
employee. This documentation is to be retained by the supervisor
(confidentially) and the employee for future reference. MNo documentation is
to be sent to the Personnel Depariment.

2, VWritten Reprimand: The employee may be given a written reprimand for a
second offense or if the seriocusmness of the violation warrantz more than a
verbal warning. The written reprimand shall clearly state that violation of
College policy/procedure cannot be allowed to 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 prior
verbal warning{s) shall be attached toc the written reprimand. The employee
ghall be provided an original copy of the written 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 REDUCTION: The employee may be
given a suspension for a third vioclation that occurs within a period of
tvelve months from the date of the most recent written reprimand or if the
seriousness of the violation wvarrants more than a written reprimand. A&
auspension may be for no less than three working days and no more than ten
vorking days, depending on the seriousness of the violation. The supervisor
shall vrite 8 recommendation for suspension which includes a history of all
past violations and a history of the supervisory efforts to correct the
problem. A detailed documentation of the facta related to the violation
shall be attached. Copies of the recomwendation for suspension

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

Trustees for consideration. At the diecretion of the President, a
recommendation to reduce the wage/salary of the employee for a period

not to exceed one year may be advanced to the Board of Truatees.
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4, TERMIKATION: In the event efforts at corrective discipline fail, the
final disciplinary action shall be termination from employment. When a
supervisor believes termination 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 Dean of Personnel to
present the facts of the case and the Recommendation for Termination. The
employee shall be provided the opportunity to respond and shall be provided
such other due process opportunities as may be appropriate.

E. ACCELERATED CORRECTIYE DISCIPLINE: Depending on the gravity of the
offense, the disciplinary process may be accelerated to any advanced step.
The cummylative effect of many kinds of disciplinary problems may justify
accelerated discipline,
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