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Between

THE MONMOUTH COUNTY WELFARE BOARD

And

Local 1967, American Federation of State, County and
Municipal Employees, AFL-CIO

PREAMBLE

This agreement entered into by the Monmouth County Welfare
Board, hereinafter referred to as the "Employer" and Local 19%¢&7.
Ameriecan Federation of State, County and Municipal Employees, AFL~CIO,
hereinafter referred to as the "Union", has as its purpose the
promotion of harmonious relations between the Emplover and the Union;
the establishment of an equitable and peaceful procedure for the
resolution of differences and the establishment of rates of pay,
hours of work and other conditions of employment.

RECOGNITION

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

Cook

Senior Cook

Senior Food Service Worker
Food Service Worker
Bullding Service Worker
Hospital Attendant

Senior Practical Nurse
Practical Nurse

Senior Hospital Attendant
Building Maintenance Worker
Maintenance Repairman
Therapy Aide
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Unless the parties to this Agreement mutually agree to include
other classifications in addition to those listed above, employees in
the above classifications and no others shall have the right to be
represented in this bargaining unit.

UNION SECURITY

The Employer agrees to deduct the Union monthly membership
dues from the pay of those employees who individually reguest in
writing that such deductions be made. The amounts to be deducted
shall be certified to the Emplover by the Treasurer of the Union
and the aggregate deducticons of all employees shall be remitted to
the Treasurer of the Union together with a list of namea of all
employees for whom the deductions were made by the 10th day of the
succeeding month after such deductions are made. This authorization
shall be irrevocable during the term of this Agreement, or as may
otherwise be provided in applicable statutes. The Union will notify
the employer, in writing, at least 30 days in advance of any change
in dues structure.

EMERGENCY OVERTIME

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

CALL-IN-TIME

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

OVERTIME

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

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

RATES GF PAY

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

When an employee 1s promoted or reclassified from one class or
title to another having a higher salary range, then his salary shall
ba adjusted to the next increment step in the higher range which he
enjoyed in the range from which he was promoted.

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

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

An enployee shall be pald the rate of pay for his own classifi-
cation when performing work of a lower classification.

PAID LEAVES

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

(a} One working day sick leave with pay for each month of
service from the date of appointment up to and including
December 31lst next following such date of appointment, and
fifteen days sick leave with pay for ecach calendar vyear
thereafter. If any such employee requires none or a portion
only of such allowable sick leave for any calendar year, the
amount of such leave taken shall accumulate to his credit
from yeaf to year, and he shall be entitled to such accumu-
lated sick leave with pay if and when needed.

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

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

(d) Slck leave claimed by reason of guarantine or exposure to
contagious disease may be approved on the certificate of
the local department of health,.

JURY DUTY

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

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

Any compensation received by employee while receiving full pay
from the county while on jury duty shall endorse check received for

jury duty over to County Treasurer.

FAMILY DEATH

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

"Members of the immcediate family" means spouse, parents of
employees or spouse, child, sister or brother.

UNPAID LEAVES

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



UNICN BUSINESS

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

MATERNITY

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

MILITARY SERVICE

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

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

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

WORKMAN'S COMPENSATION

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

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

as only one sick day. Should the employee not have any accumulated
sick leave at the end of eight (8) weeks, he will receive workman's
compensation only.

PAY SCALES

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

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

EDUCATIONAL

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

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

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

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

SENIQRITY

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

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

In 2ll cases of prometicns, demoticns, layeff, recall, shift
assignment, building assignment, vacation schedules and other situations
where substantial employee advantages or disadvantages are concerned,
employees with the greatest amount of seniority shall be given
preference, provided the employee has the ability to perform the work
involved.

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

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

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

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

HOLIDAYS

The following days are recognized paid holidays:

New Year's Day FEaster Sunday
Lincoln's Birthday Labor Day
Washington's Birthday Columbus Day

Good FPFriday Presidential Election
Memorial Day Veteran's Day

Fourth of July Thanksgiving Day

Christmas Day



GRIEVANCE PROCEDURE

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

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

STEP 2 1If the grievance has not been settled (it shall he
presented in writing by the Union steward for the Union grievance
committee member) to the administrator within 7 days after the
supervisor's response is due. The Administrator shall respond to
the Union steward or grievance committee within 3 working days.

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

STEP 4 If the grievance i1s still unsettled, the Union may
within 15 days, after the reply of the director is due, by written
notice to the director require arbitration,

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

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

Expenses for the arbiltrator's services and the proceedings shall
bhe Dborne equally by the Employer and the Union, However, each party
shall be respnsible for compensating its own representatives and
witnesses., If either party desires a verbatim record of the pro-
ceedings 1t may cause such a record to be made, providing it pays for
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the record and makes copies avallable without charge to the other
party and the arbitrator.

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

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

EQUAL TREATMENT

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

WORK RULES

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

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

If an employee is reguested to work a double shift, a 15 minute
break is allowed prior tc start of shift.

VACATIONS

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

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

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

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

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

INSURANCE

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

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

STRIKES AND LOCKOUTS

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

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

SAFETY ANWD I[IEALTH

The employer shall at all times maintain safe and healthful
working conditions, and will provide emwloyees with any wearing
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apparel, tools or devises reasonably necessary in order to insure
their safety and health.

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

GENERAL PROVISTONS

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

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

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

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

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

CLASSIFICATICN AND JOB DESCRIPTICNS

The Classification and job descriptions, for employees covered
by this Agreement, are attached hereto as Appendix "A" and by
reference are made a part of this Agreement.
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If, during the term of this Agreement, circumstances require
that new job descriptions and/or classifications be established
or that changes be made in existing job descriptions and/or
classifications.

MANAGEMENT RIGHTS

It is recognized that the Welfare Board has and will continue
to retain the rights and responsibilities to direct the affairs of
the Nursing Homes in all its various aspects. Among the rights
retained by the Board are its rights to direct the working forces;
to plan, direct and control all the operations and services of
the Nursing Home to determine the methcds, means, organization
and personnel by which such operations and services are to be
conducted; to contract for and subcontract out services:; to relieve
employees due to lack of work or for other lecgitimate reasons; to
make and enforce reascnable rules and regulations; to c¢hange or
eliminate existing methods, equipment of Ffacilities; provided,
however, that the exercise of any of the above rights shall not
conflict with any of the e¢xpress written provisions of this Agree-
ment and that a grievance may be filed by the Union alleging such
conflict.

TERMINATION

This Agreement shall be effective as of thM //(l”/
d shall remain in full force and e¢ffect until®the / df-7 of

» m%“/jc7,/’ . It shall be automatically renewed from year to
year tHereafter, uless either party shall notify the other in writing
60 days prior to the anniversary date that it desires to modify this
Agreement., In the event that such notice is given, negotiations shall
begin not later than 30 days prior tc the anniversary date; this
Agreement shall remain in full force and be effective during the
period of negotiations and until notice of termination of this
Agreement is provided to the other party in the manner set forth in
the following paragraph.

In the event that either party desires to terminate this Agree-
ment, written notice must be given to the other party not less than
10 days prior to the desired termination date which shall be before
the anniversary date set forth in the preceding paragraph.



WORK SCHEDULES

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

Where more than onc work shift per day within a given classi-
fication ig in effect, employeecs within such classification
wlill be given preference ¢f shifts in accordance with thelir seniority.
S5uch preferences will be exercised only when vacancies occur or when
for other reasons changeg in the number of employces per shift are
being made. In no instance however, will a senior employee be
regquired to walit longer than one year in order to exercise his
preference of shift over a less~senior employee.
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IN WITNESS WHEREOF, THE
THIS 7 DAY OF
/l"

TIES HAVE HERETO SET THEIR IIANDS

FOR THE UNION: FOR THE EMPLOYER:
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NOTARY PUBLIC OF NEW JERSE‘!I_
My Commission Expires May 19,1828



APPENDTZX A

SALARY INCREASES:

All employees of the John L. Montgomery and Geraldine
L. Thompson Medical Homes in the bargaining unit of
the job classification attached to this appendix are
to receive a salary increase of $475.00 for the year
1971.

UNIFORM ALLOWANCE:

A uniform allowance for full time, active employees
shall be provided for in the current year in the
amount of $50.00. Said uniform allowance shall be
payable in the amount of $25.00 in the month of June
and $25,00 in the month of December. An employee
shall have served on full time active duty for a
period of 6 months to become eligible for said
uniform allowance payment. The Administrator of
the institution shall certify in writing to the
Department of Finance, County of Monmouth, the
names of those employeces eligible to receive the
uniform allowance of $25.00 in the months of June
and December.
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CQ0K

DEFINITION: Under direction, prepares and cooks food in large quantitiies;
does related work as required.

smm

SXAMTLES OF WORXs Prepares and cooks food in large quantilies; preparss soups,

reats, vegetables, salads and other focds; in addition to
cooking, bakes bread and/or pastries; checks or assists in checking food supplies,
idtehen laundry and c¢leanliness of kitchen and food service equipment; keeps
NeCcEssary records. '

REQUIRNLEJT3 2

l. Ability to read and write English.

2, One year of experience as a cook inwvolving thie preparation of a variety
of food in larga quantities.

3. Some knowledge of the problems involved in coclding work and of the
materials, methods and equipment used in preparing food in large guantibies.

4o Abidity to organize assigned work and develop effective work methods.
S. Good health and freedom Irvom disabling physical and mental defects which

would impalr the proper performencs of the required duties or uhich migat endanger
the health and safely of onesell or others.



e < B
[

SENIOR COOX

DETINITION: Under direction, performs the more responsibla work involvad in the
reparation, cocklng and serving of food in largs guantities and taXes
the lead over assaigned food service personnel; does related work as required.

DXAMPLES OF WORX: Prepares and cooks food in large quantities; assists in planning
and constructing nenus; takes the lead over assigned food service
personnel; when so directed, requisitions supplies, equipment and utensils required
in the kxitchen; prepares soups, meats, vagetables, salads and other £oods; in addition
to cocking, bakes bread and/or pastries; keeps necessary records.

REQUIREMENTS 2

l. ARbility to read, wrilite and undarstand English auf’iciently to parform the
duties of this position.

2, Two years of experience as a cock involving the preparation of a variety
of food in laxge guantities.

3. Considerable knowledge of the problems involved in cooking work and of
the materials, methods and equipment used in preparing Zood in large guantities.

4, Ability to organize assigned work and develop effective work methods and
to take thie lead over assigned food cervice personnal.

5. Good health and freedam from éisabling physical and mental defects which
would impair the proper performance of the required dutles or which might endangar
the health and safety of oneself or others,

ARC]
2-28=59
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SENICR FOUD SERVICE WORXKER

DEFINITION:  Under dirsction, assumes a specified responsibility for the coperation
of a minor and non-professionsl phase of preparing and serving food;

does related work as required.

ELAMPLES OF WORK:  Assists in preparing and cooking food; assists in cutiing-

_ . meat and in beking: assumes direcu TESPOHblb iiity for main-

- %aining cleanlinegs of & kitchen, adjacent iceboxas, pantiies, snd included

cquipment; assumes direct responsibility for the proper serwvice at a stean table

or for all the mervice within a specific dining room; assists in the washing of

gishes; receives, checks, weighs, measures, issues, and maintains records and

inveniories of food supplies and equipment.

REQUISEMENTS « ¢

i

l

~ i

b
1. fbilivy to read dnd write IEnglish,

2. One year of experience in goneral kitchen and dining room work.
< .

3. Considerable ¥mowladge of the methods of cleanifg and preparing fruit
and vegetables for cooking; and of the metvhods, practices, equipment, and
materials used in maintaining ¢lean and sanitary condltlons within food prepar-
ation, serving, and storing facilities.

L, Ability to assist in the preparation and cocklng of food; +to assume
direct responsiollity for the complete preparation and cocking of soups, veg-
etables, salads, and beverages; to cut meat; to maintain a clean and orderly
kitchen, icebox, paniry, and equipment; to assume the proper service av a steam’
tavle or for all service within a specified dining room; +to assist in the wash-
ing of dishss; to0 supervise and provide suitable assignments and instructions
to groups and individuals, and to receive, check, weigh, measure, lssue, and
maintain records and inventories of food suppliss and equipment.

5« 0ood health and freedom from disabling physical and wental defects
which would impair the proper periormance of the required duties or which might
endanger the healuh and safety of oneself or ouhers.

ARM -
7/9/68
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FGOD SERVICE WORKER

DRTINITION: Under dircction, performs varied routine work
invloved in preparing and serving food and/or

in cleaning food service facilities and equlpment does related

work as required.

EXAMPLES OF WORK: Prepares Ifruits and vegetables for cooking:

serves meals; walts on tables; delivers food to
¢ining rooms; assists in receiving and storing food supplies, foods and
focd service equipment; assists in preparing salads, desscertas and -
beverages; prepares and delivers trays; washes, scrubs, polishes
and cleans flcors, walls, stoves, pots, pans, dishes, silverware and
other food service facilites and equipment; cleans Xitchen area and
kitchen utensils and equipment; assists the cook by cutting, washing
or otherwise preparing food items for cooking; serves food at
counter, at ‘tables or from a hot food truck or on trays; prepares
food tiems such as coffee, toast, eggs and juices; arranges dishes,
cutlery, napkins, and condiments on dining tables or on trays; gathers
-used dishes, cutlery and trays for washing, washes dining tables,
washes and sterilizes dishes, cutlery and trays; procures items Lor
cooks from the butcher shop, milk shed ro storeroom; gathers and bags
used aprons, napkins and table cloths and sends them to the laundry;
washes kdtchen and dining room floors and walls, washes and sterlizes
cooking utensils and washes hot food trucks; carries garbage pails To
Gisposal area and returns sterlized garbage pails to the kitchea, -

 REQUIREMENTS 3

1. Formal or other education aad traLnlng showing attainment
of the level represented by completion of the eighth grade.
: -

2. BSome knowledge of the problems, procedures, and meatcds
of preparing and cleaning fruits and vegetables for cooking and of
cieaning kitchen utensils and eguipment.

3. Ability to understand, remember and carry out oral and
written directions, and-te learn quickly from oral and written direction:
and from demonstrations.

4. Good health and freedom from disabling physical and mental
defects. ' ' .



BULLDING SERVICE WCRKER

DOFINITION:  Under direction, pexforms varied simple and routine tasks involved in
the cleaning of buildings; does related work as reguired,

EXLMPIES OF WONK:  Either woriting alone or as one of a group, washes and cleans

windows and floors, polishes floors, dusts desks, tables, chairs,
and other furniture; cleans business offices, cafeterias, living quarters, class-
rooms, halls, gymnasiums, auditoriums, hospital wards, lavavories and other builde~
ings; emptles ash trays and waste baskets; makes beds; sweeps and vacums Iugs; £ees
that clean towels, tissue and soap are available in bathroams and restrooms; Keeps
simple records.,

BLQUIRFMENTS s

1. Ability te read and write English.

2. BSome knowledge of the problems, procedures, methods, equipment, and supe
plies used in cleaning and washing windows and floors, in waxing and polishing
floors, and in dusting desks, chairs, and other furaiture.

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

L. Good health and freedom from disabling physical and mental defects.

If:RU
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HOSPITAL ATTENDANT

DEPINITION: Under directlon, performs non—professional nuru*nu WO
;nvoivac in tendlng patlents ol a hospital; doss related work as
-“Oquirufao ’

THaTPLES O WORK: Checoks census and counts patlonts in assigned unic
or wiits; gives proper ahd nesccssary custodial care to patisnts; nre-
varos paticnts for mealsy betnea patlontz, giviag special a““cuuio

£0 care ol nallis and scaips and chaecklng bodias constantly TYor vernll
boulccs, rashes cnd othoer injuries or do‘o"mities' grooms patlsnts
colnz to activitles or “aceivln visltors or be;nﬂ transferred or dia-
charged o» vigiting howmes in add*t en to ueﬂd ng pavisats, maintalns
zood nocuselieeping in assigaad unlt oy units; asesists 1o changing
patlionis! surgical dressings; escorts Dationts to dining, ftroatment or

recreation rooma; soarves food o bed-rldden patlents; acslsts paticnts
in changing their clothing and 1n molntaining personal hygience; assists
in guioting distirubed patients: proparsgs bodlss for the nospital
morsus; may asalat 1a the preparatlon wnd distributlon of beverazes o
“the varlous wards; may pasict in the storing and distribution of
aupplles and In tho cleaning of storecrooms: may assist in the wmoarling
of pat;anu ' clothing; may be assigned to other hospltel divialonaz lor
cnmparatively: skoprt perlods forutraining purposcs or to Decome ec-
,o"*intou with {ae varlous functions of tha hospltel; kesps needed:
records. ~

RAEQUIRTTNSS ¢

les formel or other educaftion and training showing attainment
ol the level represented by completian of the eighth grade.

2. Some khowledga ol the problems Involved in perfcrmina noa=~
professional nursing wori involved In tendling patisnte of a hospiztal.

3« Ability to be sympathetic but firm with patlentss

Le GCood hcaltbjand freedom fraw disabling physiclal and mental
Gofocts. - _ '
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Coa ) ENIOR PRACTTCAI NURSE

DEFINITION: Under direction of a physician and/or professional
nurse, supervises and works with assigned emplovess

‘engaged in the non-professional or sub-professional nursing work

iavioved in tending patients in a unit or uniits of a hospital znd
‘performs sub-profcssional nursing tasks reguired in the care of
malients 1n carvying our of medical orﬂgrs, requiring an underauundlug

. of elementary nursing but not requiring professional wursing SeerCc,

does related work as reguired.

EXAMPLES O WORK: Relieves previous th;“ employees, takes repozt,

-enecks snarps aend special keys: chaecks cenzus and counts patients

mersonally or delegates this duty to an assigned employee- gives proper

. znd neces ssary non-professional or sub-professional nursing care to

patients or delegates these dutles to assigﬁed employee or emplovees;
-accompanies doctors on their rounds and receives instructions as to the
spocial custodial care of various patients; supervises and works with as-—
signed employees engaged in preparing patients for meals and in the

- bathing of patients, giving special attention to care of nails and scalps

“1& checking bodies constantly for vermin, bruises, rashes and cther
juries or deformities; is responsible for the care of and record on
Haulhnts, private and hospital clothing; is responsible for patients'
valuzblies; assists in planning projects and activities for patients in
the wards according to their interest and capabilities such as card games,
checkers, chess, c¢ribbage, sewiﬁg, knitting,'ucrap-bookb, group reading,
ddnc;ng, mdlchlng, group singing, group discussion (remotivation), out-
side gardening, ward work projects and caring for other patients; encourag
proper pe“sonal appearance among patledts, tries to stimulate theixr
&ncereﬁ“s in themselves, in others and in hospital enviornmeat and ac-
tivities as a means of helping themsclves; prepares required reports;
promotes, establishes and maintains good interpersonal relations with _
employees on all levels and with other hospital divisions and constantly
promotes intershift understanding and cooperation; is responsible for

}-Ju

" the appropriate grooming of patients going to activities or receilving

‘visitors or being transferred or dischurged or visiting home: is res-
ponsible for checking patients' personal belongings on return from nass
with particular attention given to valuables, drugs and sharps;: checks
assigned employees on duty dally, makes necessary substitution for illness
and absenteeisn; makes work schedules on assignments periodically and
poOsts; given suitable assignments and instructions to assigned employees:
is reuponsible for concerned egquipment and supplies and keeps inventories
on sucn items; i1s responsible for housekeeplng of assigned area; maintaias
needed records and files.

. REQUIREMENTS :

1. Formal or other education and training showing attainment oi the
level represented by gradqatxon -of high school, supplemented by training

T in prac“*cal nursing routines. Frer

2, One year of experience in performing sub-professional nursing
tasks reguired in the care of patients.

3. Licepsed ag n Praviical Nivee G lig tate of Hew Jexsey -
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DEFINITIZN: Under direscion, perlorms sub=rrefessional mursing
taska rogulir LQ intong cure of potiants In cooprying
out of medicnl orders, raoqu ing nounderstencing of olementary
nursing btut not reqguiring pio‘eqs canl nursing service; doees

relnted work as required, '

CEXAMPLES % CF VIORK: ' Terlorms sueh dubtisa 48 nre raguired 15 tha aarg

L]

of pntiontu in crrrying nut ol madizal ernono,
requliring an unders tn"di“b Gf elamantary Pursing but nol rojuiriing
ar.y prO.GSuiOuﬁl gervice Involving the . 2 ,llowtirn of prlneiples
{ nursing based on blologleal, physieal omd so0i 1 selmntes;
takes oral tnmper-tu.ﬂ, tnkos rectni tumwhrrturt, Livnes axill
]

tempernture, obselves charncter A and acunTs ruliwe, 00 307Ves
charcctor of oand om ﬁfq'? gpiration, observes canrncler ol an
mecsures urine, ohad rves charsctor of I'enas, obscrves ocnnrnater

"of rad mcwsures vomitusz, abserves b“u“ﬂﬁflr of and me2snre spltun,

ﬁsn‘nblra cants' aaliccts speclmiun of urdine, sputurn, foocns

lnﬂ;o“ vanitus; tests urine For albumin und/ox 3Ugnt; Fives oral
Alertiors unmﬁr direct prolassionsl nurse supurvislon; appliles

and removes handages, oincers ana nitesive taps; cliocds consus

snn counts prtients in aasigned Unit or units; gives propor and

nenesanry tustoddnd enre to patlirnte; borhes puticnts,; prepares

prtients for mesds;’ nﬁ‘qts pn,,gnts,in-w.katu4n¢ng norsonal
nysiesnd; nssiatal;anuif,_ng distur?w:Aprtiu I5; 40ops ndeessary
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e Tonsidapable Knowiudge ~f prooticnl pursing routinese
. lie AMLlity to aerist (n providing Tor th emetionrl nnd
physicrl - norfort ond acfety of pot -nta, te roserve, record an
report to tho fpproprl-t.w poi 1EonLS s?rr*ans,.reﬁctions end chluges
of patlonta, tn rnsist woth the rﬁh”ti itrtion of patients, ana -

to Keep Bhlulblu mueords., ' e
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OIS i SENIOR PRACTICAL NURSE - - S
| . L1 B ' .

! .

p ErINITION: Under direction of a b“ysician and/or profeaa;oﬁal

=}

e nurse, supervises and works with assigned Cm@*OJLuS
- -engaged in the non-professional or sub-professional nursing work

, . dnvloved in teadiang patients in a unit or units of a hospital and

' “.performs sub-professional nursing tasks recuired in the care of

; ozitents in carrying out of medical ordcrs, reguiring an understanding
- ;of elementary nursing but not requiring professional =mursing service;

coes related work as required.

) ZHAMPLES OF WORK: Relieves proevious hl"t enployees, takes report,
© - eheeks starps and spacial keys; checks consus and countc puhiun““
ff " narsonally or delegates this duty to.an assighned emploves; gives propss
.- and necessary non-professional or sub-ﬁro*ess;onal nursing care o

. mwatients or delegates these duties to assicgned employvee or emplovees;
‘.- zeccompanies doctors on their rounds and receives instwuctions as to the
r. . specizl custodial care of various patients; supervises aand works with &s-
" " signed eﬂDlOJees-engagcd in preparing vatients for meals and in the
s/ bathing of patients, giving special attention to care of nails and scalps
Cooo 0 and cnecking bodies conatu“tly for vernin, bdruises, rashes and other
re oo lnjurdes or deformities; is raesponsible for the care of and record on
e patients; private and hospital clothing: is “‘SUOnSlb;e for patientvs'
¢ valuables; assists in planning projects and activities for pacxenua 4
' " the wards accerding to thelr interest and Q&publllhles,buCﬂ as card games,
* . . cneckers, chess, cribbage, sewing, knitting, scrap-books, group reading,
e dancinJ, narching, group singing, group discussion (remotivation), out-
’ slde gardening, ward work projects and caring for other patlenbg, encouraces
proper yersonal appearance among patlents, tries to stimulate thelr o
; interests in themselves, in others and in hospital enviornment and ac-
"' tivities as a means of helping themselves; prepares requl ed renoris;
B Lpromotes, establishes and maintains good interpersconal relations with
P employees on all levels and with other hospital divisions and constantly
. promotes intershift understanﬁlﬂg and coopcrat¢on- is res pOﬁSlblu Zoxr
ﬂ.: ”,uue unproprlate grooming of patients going to activities or receiving
+ -visitors oxr being transferred or discharged or visiting home; is res
‘¢ . -~ ponsible for checking patients‘-persona¢ belongings on return from wass
. -.,w;Ln pactiocular attention given to valuables, drugs and sharps; cnecks
e signed employees on duty daily, makes necessary substitution Lor i1ilness
N zf"and absenteelsm; makes work schedules on assignments periodically and

- posts; gived suitable assignments and instructions to assigned emploveces:
~+ ;1s reswonsible for concerned equipment and suoplles and keeps inventories
..+ on sucn items; is responsible for housegecokng of ass;gned arear maintains

needed records and files. , : . |

N

.I

REQOUIREMENTS ¢

T , 1. FPormal or other education and training showing attainment of the
S level cepresented by gradaaulcn of hlgh school, supplemented by tra;ulzg
in proculcal nu;SLng routines, Frens

| ' ' . \ ,
roret s 2. One yvear of experience in performing sub-professional nursing
b0 tasks required in the care of patients. "
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SENIQR HOSPITAL ATTENDANT

DLPINIOION: Under direction, performs the more responsible and varicd
'“uﬂ—profeSH'onal nursing work invloved in tending patients of a hospital
aad takes the lend over at least one Hospital Attendant; does related.

work as required.

CEMRIMTLES QR WORK: Parforms the morc rasponsilblae work iavioved in
cducming census and countlwg vatients ané takes the lead covaxr at lezst:

COL2 spital Attendant pe:iorm the more responsible work invioved in
T b&cnlng cf patlenta, aespecialily th oue patients suffexing Zrom
~diseases waich may easily kecome aggravated, znd takes, the lead over at
lcast one {ogaltal Attendan», rverforms the more responsible work invioved

in the ¢reooming of patieats going to activities or receiving visitors
oz belng transferred or discharged or visiting nowe and takes the lb‘d
over at lecast one spital atteadant; performs the wmore respoasible worl

33 T
invleved in GulCLlng pahient and talkee the lead over at least one Hogglta
Avcendant; serves in the absence of a supervising attendant for compar-
atively short periods:; keeps neecded records,

.

g L. Pormal or other education and training showiang attaiament of
- .the level represented by the completion of the eighth grade,

2. One year of expericnce in pes
at s of

formlng non-professicnal aurs-
.ing work iavloved in tending patient Lo

spltal.

_ e
;o*mlhc non-professional nursingiinvelved in tending paLlean of

3. Considerable know%?dge of the probiems invlioyved in pex
a

e 4. Ability to corprehend established hospital practices relating
~. to the concerned work,

5. Good hualth and - freedon from leabllng physicel and meatal



EUILDTNG MAINTENANCE WCRXER

DIFTRITICON: Under direction, perfarms varied simple and routine tasks involived
in the c¢leaning and maintenancs of buildinpgs and grounds; does
Telated worlt as reqguired.

EXEMPLES OF WCRK: Either working alone or as one of a groupy, washes and cleans
windows and floors, polishes floors, dusts desks, tables,
chairs, aad other furniture; cleans business offices, cafeterias, living quarierc,
classrooms, halls, gymnssiuns, auditoriunms, hegpital wards, lavatories and oiner
bulldings; burms tragh in inginerators; polishes maetal fixtures and trimmings; noy
tend low prossura boilers used 0 produce hot water and heab; tddies working arcas
by arranging equipment, materials, and articles in an orderly mauner; deposiia
sweeping in trash cans; replages burned oub light bulbs and services waler oovlers
in addiilon to cleaning and maintaining buildings, mows lawns, wiks hedges, rakes
ang wurns leaves and refuse, trims driveway and sidewalk edges using spades and
hoes; in winler, shovels snow from driveways and sidewalks, and spreads saad, sali,
or ashes on Icy surfaces 1o prevent slipping; zssisis cerpenters; elecirleians,
painters, plumbers and steamfitiers by carrying tools and materials, by placing and
removing ladders; and by cleaning up afber work has been donej keeps simple rscordse

REQUIREMENTS ¢ ' ' .

1le AbiliLy to read and write ZEnglish.

2o Oame knowledge of the problems, procedures, methods, tools, equipment,
ang supplies used in cleaning and washing windows and floorsg in wexing and polish-
ing floors, in dusting desks, chairs, and other furniturs, and of making minor
repalrs to heating, sleotrical and other systems of varisd typess

3e Ability to understand, remenber, and carry out oral and written directians,
and Yo learn quickly fram oral and wyltbten directions and from demcnstrations.

Le Good health and freedom fram disabling physical and mental defects.

abe
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E. Thorough knowledge of practical nursing routines.

5. Ability to organize assigned work and develop effective
waork methods, to give suitable assignments and instructions to
assigned employees, to prepare reguired reporws, and to maintain needed
records and files.

6. Good health and freedom from éisabling physical anc mental
defects. ' '
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MAINTENANCE REPEIRMAN

DEFINITICON: Under direction, performs a varietv of routine maintenance

and repair tacks involved in blacksmithing and/or carpent
nd/or electrical and/or eguivment painting and/or masonry and/or pQL“L
ing and/or pipe covering and/or plastering and/or road and bridge struct-
ural and/or sheet metal and/or stecamfitting and/or thermostat and/or we ld-
ing and/or window cleaning and/or other types of maintenance work; does
related work as required. )

DISTINCUISHING CUHARACTERISTICS: Work performed approaches but is usually

B T . e
- . e -5

below the level of that performed by a
journeyman in the trade in that it 'is usually not as exacting, does not
cover as wide a variety of maintenance and installation work, and does no:
cover as wide a degrec of skill. Assignments are ordinarily received orally
or in writing and may Dbe accompanisad by sketches or bluevrints. The em—
ployee may devise his own methods for accomplishing assigned tasks and nay
work independently but the work is subject to inspezction. These ecmployees
may operate a variety of auuonotlve and special service equipment in con-
nection with their work. - -

EXAMPLES OF WORK:

MAINTENANCE REPAIRMAN ( BLACKSMITHE ) : Cuts, bends, hardens, tempers,

. ' and deces light forging of paint

scrapers, beam clamps, eve bolts, hooks, and other types of metal used in
maintenance repair, and construction work; does varied types of electric

and acetylene welding.

MAINTENANCE REPAIRMAN ( CARPENTER ) : Does the work involved in the repair,
maintenance, and construction of
wooden structures, uses planes, Zoiners, band and other saws, shapers and
other common carpentry tools and machinery.

)

MAINTENANCE REPAIRMAN ( ELECTRICIAN ): Does the work involved in the
installation, inspection, repai:,
and maintenance of wiring, motors, generators, pumps, and other types oI
eglectrical equipment, appliances, fixtures, machinewy and circuts; oils,
greases, and maintains in good working order eLectr¢cal fixtures, appli-
ances and machinery: replaces needed parts.

MAINTENANCT REPAIRMAYN ( EQUIDMENT PAINTER J: Does the work invelved in the
spray painting of varied types
of motor vehicles and equipment; prepares motor vehicles and eguipment Zoxr
spray painting by cleaning and sanding their surfaces; washes windows grd
accessories of motor vehicles and eguipment before spray painting: maintain
the spray painting area by keeping it clean and orderly.

fn

MAINTENANCE REPAIRMAN ( MASON )} :  Does the work involved in the mainitenance
' of walls, brick work, cement, zZné con-

rete floors, sidewalks, steps and foundations; uses trowels, concrete mix-

. ers and other common masonry tools and machinery.

ke e e g



. - ' - . - Lo
Taemwme b Al T an b G s B 2 e e milibie VRL T wnbestie T s " S i e o s i a5 L
=

Maintenance Repalrman (cont'd)

SMATNTINANCE REPAIRMAN ( PAINTER J: Does the work involved in the paiat-.
. . ing of wood, metal, prick and cement
walls, floors, and ceilings of the interior and exterior of buildings; pailnts

furniture, pipes, radiators and iron fixtures; mixes paints to the propers
consistency, matchnes colors, and adds coloring.

MAINTENANCE REPATRMAN ( PIPE COVERER ):Installs asbestos coverlng on fur-
naces, bollers aand pipes; may paint
pipes.

YAINTENANCE REPAIRMAN ( PLASTERER ) : Plasters walls and ceilings. :

MAINTENANCE REPAIRMAN ( ROADS & BRIDGES ) : Does the work involved in the
maintenance and repair or

bridges as well as the construction and repair of storm drains, catch basinz

and manholes; lays conerete pipe:; builds catch basins and manholes in propes

location: mixes cement and pours footings; constructs curb ends; replaces

or repairs guard ralls; renews bridge timbers; paints.bridges.

MEINTENANCE REPAIRMAN ( PLUMBER ) : ~ Does the work involved in the maia-

tenance of plumbing systems; removes
stoppage from waste pipes, ‘water closets, and drains;: cuts, fits, and
treads pipe.

MAINTENANCE REPAIRMAN { SHEET M3TAL ) : Cuks, bends, solders, welds, brazes,

wipes, rivets, or burns as requireq,
sheet metal parts and fittings for the installation or repair of roofs, gut-
ters, down apouts, ventilators, flashings, and other shecet metal structures.

. MAINTENANCE REPATRMAN ( STEAMFITTER): Does the work involved in the main-
tenance of steam systems, and may make some boller and heating repeairs; cuts,
fits,and threads plpe. '

MAINTENANCE REPAIRMAN ( THERMOSTATS }: Does the work involved in the install-
ation, repair anqudjustmeut of therm-—

ostatic controls.

MAINTENANCE REPATIRMAN- ( WELDER ) Does electrical and acetylene welding
. . and cutting to equipment mads of cast
- iron, aluminum, brass, silver, solder and other materials.

MATIRTENANCE REPIRMAN ( WINDOW WASHER ) :Does the work invclved in the cleaning
of windows.

REQUIREMENTS =

1. Formal or other education and training showing attainment of the
‘level represented by completion of thc eighth grade.
2. Some knowledge o©f the standard tools, materials, methods., and

practices and of the occupational hazards and safety preeautions oI the
specialty or specialties indicated in the appropriate class title.

3. Ability to understand, remenber, and carry out oral anc wiitten
‘directions, to learn guickly from oral and written explanations and Ifrom
demonstrations, to take needed safety precautions in performing the work,
and to take care of tools, equipment, materials and supplies.

o seod healtlh and freedom #rom digabling physical and mental delects.

e = S M e
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AL
ENVIRONMENTAL TIILRZPY RIDE

DIFINITION: Under direction, in a general therapy program, performs subprofessional

work in tha areas of occcupaticonal therapy, musiec therapy, recreation
therapy, personal hygiene and grooming, and domestic arts; does related work as
required.

EXAMPLES OF WORK: Assists in conducting ¢lesses in needlework, aritwork, metalwork,
besket-weaving, leathezwork and other arts and crafis; prevares
and lays out materials to be used and sees that necessary precautions and safeguards
are taken; &ssists in instructing patients in the principles of personzl hygiens
and good groomning; teaches patients the rudiments of good housekeeping: conducts
cooking classes; organizes and oversees social activities for the patients; teaches
patients to dance; organizes, instructs and supervices singing and other musical
activities; organizes, isntructs and supervises sports activities; conducts physical
£itnegs clasevss reports on attendanca, work output, and patient's attitude angd
progresss 1& raaponaelble for the cleanliness and good order o©f the unit: maintains
eguipment in proper coperating condition; keaeps necessary records.

REQUIREMENTS +

l. Graduation from High School, or Vocational High School, or possession of
an approved High School Equivalent Certificate, or any eguivalency in education
and experience.

2. One year of experience in work invelved in the custody or care of patients
or one year of experience in occupational therapy and/or music therapy and/or
recreation therapy and/or home economics work,

3. Some knowledge ¢f the problems encountered in working in a therapy unit
with persons whe are mentally or physically ill; of institutional routines and pro=-
grams; and of the equipment, materials, and procedures used in a general therapy
PLogram.

4. Ability to learn quickly from oral and written instructieons and from
demonstrations; to give simple instiuctions and routine assistance to patients under
profaessional supervision and to lay out and prepaere equipment and supplies; to
establish and maintain a coomerative relationship with supervisecry officers, pro-
fessional therapists, working assistants, and patients; t0 oObserve the rules and
requlations of the institution and to act to insure the safety, custody, and well-
being of patients; ability to prepare records of patients' prooress, materials used,
and other reports; and to maintain established records and files.

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