2011 - 2012 Contract

Between

Douglas County
Federation of Classified

Employees
Local No. 2265 AFL-CIO

And

Douglas County
School District Re-1

2011 — 2012 Revisions in Blue



1.

Table of Contents

RIGHTS osssssesesasssnssrrsssssssssessassssssessssnasssssssssnessssssssasnssssssssssssssssssssnssanssssns sasssssbnsssessssssasisussss
A PreamDIe oveessieisirisesssssssnnssssnssssstessassesanssssnsisrstessssssssnssssiasssssasassnssssnsssmns ssasssenssansanssanas 1
B. | ATTVITL) 1113 (1) | IR
1. Recognition as Representative ........ooemmeeeseisinsssissnsiimimss i, 2
2. Classified Bargaining URif...........covsismsmssismssssisisssnnsssmmsssssammessansns s 2
3. New Job Classifications.....cccrsvesserernessesssiosssssnsssisssnsssnsssessasssscssasssssnansssasanases 3
4. Additions or Removal of Existing Classifications .........c.onmssessniciiseinnnnn. 3
S. Modification of Existing ClassSifications........cccemseemerrercissscnssssnisascssnnissianes 3
C. General PrOVISIONS .....cooeeessssessssssssssssssssssssssssasssssassssssssasssssassassssnsssssssasasmsnsmassassssnnsss 3
1. INO JOD ACHIONS...curiiinrissasinnsssnssscssormssssmssasssaasssanssssssnnsssssassssssssnsssnessssesssassssnssnesss 3
2. Headings.....ccsrerirnnsnisssnsssessnssssesnersanasensesssssasssnmsassisstssssesssssssnassnnesassssessessssssnnas 3
3. SaVINES ClAUSE...ccvsisesrsersrsnesiimcsnsserssssmssssssessnsssessssnsnssmssssssasssnssnssnssmsssssse sissssnsssnns 4
D. Duration of AZreement........ccccrvircersnssmsssassansansanisasssnensssossosssssacssssssossassassnsssessssaees 4
E. D EFIMILIONS 1uvereareessssemerstssssssssssmsssssssssssssssssessassssssnnarsnsesassssnasssasssssasssnsssssssnmsssasassanens 4
F. Federation RIghtS.......oveecieeicireirenseninmiseneinismsssnmiiiasssesmmssmssmaaiassnsssase 6
1. Meetings with the Superintendent.........cevveeeeressscrssssssssrsnsrressneinasess
2. Orientation for New Classified EMPIOYees ...ccoccvreevisnnarsnininnensensninensse
3. Authorized Union Representatives ........ccecsrecsncsnscnsscnssasssicasssanseccnnsanscansass 7
4. Designated Union Representative .........cevreeeneninssnensssssnsnssisesssensnccenssnsssanses
5. Union Business Tile....c.ocvccsisnssnsessessessisunsassassussencrssssnsssssssssscssnssassnssasssassnsas
6. Bulletin BOArds ....cccccevicinimnsensinisasessmssssssesssnsesansssnsssssnsarsssssastssnssssansssnssssnnsss
7. District Delivery Service ....cceimeiiissmsssssnssanisssesssssssssnssssesisassmssnsisnsanssesnas
8. Access to Buildings and Sites......c.cciicmsremrcanisnmssnesssrenamssssssensessanssssnsisnnssanans



9. Meetings in District FACHILES ..ovrveerrersesisesimsesssissssesesessssssessmsessssssessssssesssns 8

G. DISEEICE RIGHLS....cvurssssssssssisessesenssssins s ssssssesssssssssssessssessssssssssseesssssssssssosssssssessons 9
1. DISEIICE RIGRES .ovvvvsissisecisssssssessesss s sessessssssssssssssssssssssessssssssssssessessssssssans 9
2. Role of the Board of EdUCAtION ...ccc.rvnveeseeesecssssssssesssesssessssmsesssssesesssssseses 10
3. Probationary EMPIOYEes.......ocvrcnnssrsssensessessmsissasssesnssessssssssssssasessesssssssssns 10
4. MediCal EXAMS .......vviisiesieesssecssssssssssssssessssassssssssesssssssmsssssssssessessessssssossans 10
S. Employee RIGHES c..cu.cuucviireiscrcssssiressesesssseesssenssssessssnssesssmesssssssssssesnssssssasesns 10
H. NOD-DiSCrimiNAtioNn.....ceimsisissrssesrnesisssssissssssssssssssssessssessssssasssssssssssssssesssssssssssses 11
1. Discrimination Prohibited .........oeveureesseersssessssesssssssssesesssssssesssesseosesssssses 11
2. Union Membership o1 ACHIVILY ...c.vveueeereresneseasesssssssessnsssssesssesesessensssssssons 11
L DUes DeUCHION........viissirsicisesesescessesessssisscssesssessssssssessessssesssssssssssssssssessssssessssenns 11
1. DUES DEdUCTION ...ucuecrcsriireneresetsnse e e essesssesssssesssseessessesssenssessessesssenss 11
2. Payment t0 UNHOM c....vveisescereceecccseseeescssss s sssesssssessssssmssasssnsesons 11
3 Canceling Dues DeduCtion ......c.cceureeeesssssssssessssssssssssssssssssssssssssssssssssssons 12
4 Reimbursement 0f CoSt.......vmmirernuereresireeecseseresessesmssesmssssssesssssssssmssssssssens 12
5 HOI HAFTOIESS .....ou.ecvveneenecercsreses e reesesnsesessesssstsssscnsasnssasnessessesassessssmssssens 12
6. Notice of InQUIry or Claim .....c..ceceeeerereeeereeeesssessssssssssssesssssesssmsesssnssssons 12
J. PerSORNel RECOTTS . nmrimimienrcrisceenessseessssecssssecsessssssssesessessesssmsseessssssesssesssesmeens 12
1. PerSONNEl File.......uuimiiinricnecrrennresseneiscssmscsesssasesssssssesessesesssasssasessesssssssseses 12
2. Supervisor’s Working Files ........cuurueeeeererereseesnmssessensssesessssssoesssessssssenns 12
3 Access t0 the Personnel File..........oweueereeeriencsesssmseoeessessesmsesesssssessssnssssssan 12
4 Manner of ReteNtion ..........veceeeueeeeesneccesssssssessssssscssessssassesssssessssssassssssens 13
IL WORK ASSIGNMENTS AND CHANGES .....ououremmeeeesesmsesssesseseessesesesssssesssessssssesseeens 13
A Job Assignments, Transfers & Reductions.......eceeeveersereeereremeessessssessemsesossees 13

il



1. Postmgsl 3
2. T ADSTEES -.vuvccrerisssssessessesssanensassesessnasssensesnsnarannssssasosassessasssssasessassansasnnsssnassnsos 13

3. Involuntary Transfers Due to Changes in Program or Student

ERrolIMEDt ..cccosrecrisssrssinmsssssessssirnssssnssssssssssssnnsessesssssnnsssssasssssssssssnssssssasnssas 14

4. Reduction in Force (RIF)......cccreennes eessssenssaseasasasnanssntsasasisnarsasnsassesasesaanisns 14

5. Involuntary Administrative Placement ......ceeversrevernsrsenssrssnsesinssssissnansssanes 16

B. TEA Rotite PACKAZES ..cccovivsarmismismssssnsissasessinensssssmnssnsasnssssssssssssssasssassssssssisssassssss 16
1. Route Creation and ASSigDIMEntS....ccuuverrmreasesrssoenanrasasessarssssssasssassasssassanss 16

2. Package REVIEW ....ccccciiiiirisiosisnnmssissinissmsssssiasssssassssssssssssssmssissssnensssssnss 17

3. Change of Route Package .....cccrvveriinsereccsnnnnssisisssisssessnesnsensoassnsnisssesssse 17

C. Temporary ASSIZNMENt.......ivvressrismesmssmsssnsesssssssnssisssasssssssssssssssssiassssnssnsssnsss 17
D. Employee Evaluation ... scscsorssssiansssccsserssesssnssssnssasssassesnsassscases 17
1. Employee Job Performance......c.uverererrcerccennssisssicatencussserssnssnnsnssssesssses 17

2. Modification to Job Performance Evalnation System ........cc.ccoemsiersencennns 17

E. RESIZNALION ccvcrrersmrernrsssevessisressssrissssmsinssssssisssssssssssssasssrssssssssssssssesmssmsnnarassnsonsssessn 18
HIL  COMPENSATION ..oocccrierirmseissenensssssmsamsascsssasssssssstssssssssassnsssisassossssnssannssssassasssssssssasssassess 18
A, Wages & Rates 0f Pay....coeeecereeneeienienenneneenesnssiessissssssssesnssnisssesansssasasssassssssass 18
1. Pay RADEZES .cvvrirmrrerinirirsnsrsnssnnssrsmssssserssssmverssesmssmsssosssssssssssonsansssnssssansnssnssssses 18

2. Initial Placement.......cccuvvrmermssesssssiscnsssssensssamsssnssssnssnesssensssssnsssssssssssassssnsssns 18

3. Repayment for EXTOrS... e crmnineceninnennnnsasecssnsasssssasanesransasassssssnsons 18

4. Annual Range Adjustment ..........c.eeoisecrersincensassnsssssasesnesamsssnsssssessassassnsasens 18

S. Movement Within the RANGE....c.ccccveccremrcrrissrisnrinissencsnesanessersssssensnnenns 18

6.  Assignment of Classification to a New Pay Range .....c...ccovrvcireieensnrnennns 19

7. Employee Transfer.....ocvveeserrnscrenseenenns wesassressenmesbssansasaennssmssenns 19

8. WOTK WEEK cueeiiicrnrrcricninissserssscsnnnessssniessssnsmesssssssssssssssasnsasesssssssssastssasassassans 19

il



9. School Year and WOTK YT ...vecvvesercreeressssesssssessssmsssnssssssssssosssssnssnsssens 19

10, WOTK SCREdUIE......ueeeiceeesecnss s ssssesssssssssssssssssassssssssssiosssssnsasses 19

11, LUNCh BIEAKS cuuueicoroiveisiseesssesssstsssesssssssessssssssssssssssessesssnsssssossmsssssssssssenes 20

12, WOIK BIEaks ..oosiisicsssiessnsmsessssssesssessssssssssssssssssssssssssssssssssssssssssasssssssssessons 20

13.  Recording Time WOrked .........oovucrmmesssmsssssssissssisnesssosssssmsesssssssssssssssesseses 20

14.  Absence and Tardy Reporting ........oesueeeesssssssssessasessasssssssssassssssassessanns 20

15.  Overtime and EXtra HOUES.....coo.ovvermsesssssssseesssssssssesssssssssssssssssssssssssssesssnns 20

16.  Using Compensatory Tie .....c...ceveeeeeesisscsessessessessssssonsssssssassensmssssessssessaes 21

17.  Delayed School and Early DiSmissal...........cvesuecseessanencesssessessiomsssscsenns 21

18.  District-Declared Snow Days/Emergency CIOSUIe....co.uuosessssessssssesssesnns 21

19, Payroll and Payday .......c.coccemenrcenesnssnesssesssssssessessesssssassssssssssssessssessenssens 22

20, LONZEVIY PAY ..ceccisronisernnnisnnsiasesesssasssssssssssssssssssssssssesssssinsmsssnsssmnessensenes 22

B. ClaSSI00M COVETAZE ....uceurimsisnsnsssssrssssssssssssssssesssssssasmssssssesssssssassassssasssemsmsensmesensnses 22
1. REQUITEMENLS .....oeeessssisiisseesessseseesscssssessssssssssnssrssasssmsssesssssasssssasssssssssesens 22

2. COMPENSALION ...ueeieeiiiseessnreseeneassennessesssssssssssssessesssssasssassesssnssssssessssenen 23

C. License and Certification ReqUIrements .............ecoeuueuneureceseemcsssssessessesesassessnns 23
D. Mileage ReimbUISEMENT........cccovereremeereneessesesenessresssssesessasssssssssssssssssssssesssnsssemssses 23
E. Performance Pay COmpPONENts .........oovveevemssesssesssssessssssesessmsesnes 24
F. Tuition ReIMDUISEIMENL........ccecerrrrreenrrersreeseeseseesssesssssssssassessesssssassssssermsmssesseses 25
G. LOW COSE LOAN cununeieecrcteececretnsesessses e ssssssssessssesssssesessssssssssssnssssasssssnssassass 26
BENEFTTS.......oetittssssisisssssesssssssssssssssssssessssessssssssssssssssssssasssssassasessesssssssnsessessssssssans 27
A. INSUrance Programs........reeereeecssscemessassessosssssessossenens w27
1. TYPES Of COVEIAE ...oeceeienecrcrrenressesseses e sesmesssesesssessssssssssssssssssssmssasssassssans 27
2. Benefit Start/End Date.........coccerreereerievereracressssssssessssssmsmesesssssssessssssessessanns 27
3. Contributions While On Leave ........ccceecvereererarscrsssscsmssssssssssessssossensssosseans 27

iv



4. Flexible Benefits PlAm ....ccccocceeceeesesssresscnsosteasassesssasssssesssassssssansassaansassssnensasens 27

5. Insurance COMMILLEE ......ocusesnsssermsasessansssessranssasssnnsasssssssssssssnsanssssassssnssssasess 27

V. SEVERANCE ..occsvesessssesssererressssesessessssssasssssssssssassssssmossons sessanssasasssasasesssssasssssssssssasassosessssass 28
A. Unused Sick Leave PAYOut.....cciesuniessnsaninisssssonssisnissssssssnsssisasssssnsassssssssssassans 28
B. Extended Service Severance Benefits........ccovivinneanninnssnsnsnnisncsssiisinnnnoniaseesss 28
1. PUIPOSE..csisinissecsscsiisninsssnssssssnss s issssssssssisssiassasssns s seasasss s s ssns s 28

2. EIGIDILILY 0ucsessunssessesanscsissussnssnanasnsssnssnsnsasnsessssssssesesnsssessasasasnsssnssasssssusasssssese 28

3. PN 170] 110711 10 | O B R R R 28

4, BEIETIt .ccvosssienesessnsenessonesanssssossesssnssssssssssnsessssnunssnsarssasnossssensesssonssasssanaasssenses 28

VI.  TIME OFF BENEFTIT ..cococerrmerrsismssssnsssssesssmssnmssnsssssssassssesasssnsssassssassssssasssmassnnssssssasssssssse 29
A. SECK LAVE cevsreerecsisssisanassssssssssassenssssansssssnsassssnsessananessntassessansssssnssnsssazssssssssssassasasss 29
1. Absence from WorK......isimmmsisissssessmsmsmmsansmssmaimsesnsssssnassassssssssasnsssssasss 29

2, 00 1762117171 3 20U B R 29

3. Use Of SICK LEAVE crvvrerranesrnnisssssoisssensissssssssssssnsssonsaasssssanssssassnsssassansanssssasses 30

4. Transfer to Non-Sick Leave Eligible PoSition .......cccceeveeercmnennrinennascncsasene 30

B. SicK Leave BanK....cceeeervrerrmssnssnnesssissssssssnssssaressansassnessnsesssasssasarsasasasssansossnnassassassonss 31
1. EHGIDIHLY ..vvsesirsesesnssesessnsesssssssesrasssssssnsssssnsssssssssssssssssssssnasessssssssassssssessnsss 31

2. Employee Must Be Disabled .....oeresrreciosisnseresmerensnsssssnssssssssseinsesnne 31

3. Application and Medical Verfication.........cooevevesssrenismscscssssssscennsnssennse. 31

4. Not Covered by the Bank .........cccorvnineniinnnnscssnnssnesssensessnsesnesensnssssesaess 31

5. Multiple REQUESES....ouvcreeinrreensssessmmscrnsssnrsssssnnsosssmsssassissssssssssnnsssisssasssnses 31

6. Maximum Benefits........ccceremismninssersiensnmsssrsssssassesnssssssssasesnssnsensssnsenses 32

7. Program AdminiStration .......cecvvereeesissssscsnsssssssnnsnsesssssssssss e 32

8. RECOTTS.cceerereeenserercrnessnessnsssansesssntssestessaassssasarssassssanssssssnsssssasssssntsassanassssnsane 32



9. Long-Term DiSability .........cocovesverrcseeesensesssesssesssssssssssssssssssisssssmssssesssssmsases 32

FAMily MEdiCal LEAVE........cocverececerrecnnrsresissssesssissssssssensssesessssessessssssessssesssessssmsssns 32
1. EHGIDILY c...ueosirecesssmssesissisicesssssnssnssssnessssssssessessssssssesssssssssssssesssseassssseans 32
2. REASODS oot sssss s sessssssssssssssssssssssssosssssmsse e sssssassans 32
3. REGUESE fOF LeAVE ....eorcercrereernsessessssassaessssssessesssssssssosssssensssssssessssssssseas 33
4. Use Of PAId LEAVE ........vsescnssnsessssssssssssssssssssesssssesssmssssssssssessessesssnseane 33
5. Benefits Arrangement..........veecvssecnmssessssssssssssssssssemssssssssssssssssssssesenns 33
Bereavement Leave..........cceceveeeermveennsssssnssessssssssssssssssssssssssssssssssssssssssossssnsssesssssns 33
MIlIEATY LEAVE ..coeuisrsrrisnrissssssssssssssssssasssssssesssssssssssssessessssssesssssssessesssssessesssssssesses 34
1. Military Training Leave........vieeecesisinssssessssesssesssssssmsessssssssssssessssnss 34
2 MILIAry SEIVICE....voiiiesiiiseisisssssessssesssssssssssssasssssssssssssssemsssssesssssessssssesasan 34
Leave for Jury Duty and Required Attendance in Legal Proceedings............... 34
1 JULY DULY ettt s sesis s ssasssssssssesesesssssesesssssessensmsssssenssnas 34
2. Work-Related Appearance in Legal Proceedings........oveveveeeresresersassnennn. 34
3. Non Work-Related Appearance in Legal Proceedings...........cocserereeene.. 34
Unpaid Leave 0f ADSENCE ........coervemceueeererecicsecsresesesseseesssssssssssssesessnssssasssssasssons 35
1. AVAADIILY ettt sreee e sssssnac s ssssssssessasssssssssssnesensasnans 35
2. ReASONS fOF LEAVE ... trereensseseessssse s ssssmsssssessmsessasssssnsseane 35
3. Unpaid Leave of Seven (7) Days 0F LeSS....ccoeeennesmeeseseesssssssessssssssssens 35
4. Unpaid Leave of More Than Seven (7) Days.........cveecesreseneesecsessesnns 35
S. Benefits While on Leave of Absence Without Pay........coecveeeneresnemenens. 35
6. Employee Contact INfOrmation .............eeeeeeeessecsemssnsessesssemssmsesssesssssssssnns 36
7. REtUID 0 DULY ... sessss s sssnssssesasssmssssssemsnsesssnsnas 36
Personal LEAVE .....cmieiisiereieseeceernsesessnsssssesesessesssssesssssssmsassosasessssssssssssssssensenses 36
1. EHGIDILLY c.ccvenieeeeeeeniiticsnres s cceneeecse s senssssessesssssssessssssssssensesassses 36



2. Personal Leave Proration........ .o w37

3. ReqUest/APPIoval cocmecresreennsessnsssesnssssssssssssssesssssssmsmsasasssssessossasansssssaness 37

4, LO11Y 1111112 (1) | USRS R 37

S. Transfer to Non-Sick/Personal Leave Eligible Position .....cccecouseaveneensns 37

6. Additional DAYS..c.coiesssnssnssssnsssssensassnsanssssssassasssssassnessssrsassnsassssansassasssssssasns 37

7. URUSEA LEAVE carrrrerersessssssmsssssnsssssnsssssanssnssassssssanssssssssanssesssssassssssnsasnasanssass 37

L Paid HOUWAAYS...cvireinirisisisiesssnismasasisansssnsosssnesssssansassssasnssssssssssesscsssasasssssassssssssasssscens 38
1. EI@IDIILY .oconesenssnnsessesnossnsnsasmanssssssssansassersnsssosnssssassssssnssossanassnsassssaransessases 38

2. Holiday ObServed.........iccimrsssmsssssnisnssssessesssssnsasissssassssimsensansesssszsssssssnssasss 39

3. Pay for Work on the Actual or Observed Holiday .....cooovernasirracissssnnsss 39

4. Special SIUALIONS .oveuereerireerensssreressserassenssinesssnessassmssrssssenrasnsessasonsassassesnenses 39

J. VACAION LLEAVE cevvaerrrnerrrcerirsnssesiissossssassssssisssensssesansesissnsersssssnassssssssssssntesssnassasssasass 40
1. ELGIDIIILY cucusasnsnerssensersesismsmsnsasssnsessasmsasssssssansssnsnsssarsssssssasasnsamansnssasssssassssasses 40

2. Maximum Vacation Hours Available ......ccciecreiinennmisncsnsmmnnienseninnnne, 40

K. Worker’s COmPenSation .......c.cvccueriessmssranssnsnsessnssnransssscssossssssssssnesnssesnsassasssssasassess 41
VI,  PROCEDURES .....oocivereernrresenssissisassssssssssssasssssstsssssssassssssssssnsssnsesassssssssssnsssssassnsssasssasssnss 41
A, Negotiations ProCedlre .. eeeninessisssnsnisssssssesnsssssssssssnssinssssssssssssscssssssnses 41
1. GEDET AL cverisirrnrsrnenseanesssnsssmsssncssssnasssssasasssssnsssensessssnnsssssasassssssnsssssnsnsasssnnss 41

2. RePreSentatives ..cuveiiiniesensnsescnsesssnsssnssnsnsasssrossasasansasansnsssssnssssesassass 41

3. Labor-Management COMMILtIEES......cecveerenrreerrsresrsasssrsscscsnrssssssnsnssasasssesse 42

4. Negotiations Procedures tassensmsranesssssntessessaeRRSSESR RS SRS RO R TSRS BRSSO RR SRS 42

5. Negotiations Process ...ccusecrssssnncesssesnssmessnmsasssrassesssnesesssssssassssnssssssessses 42

6. Facilitation .....cccccennemisnnirinisncieisenenss TS SR —— 43

7. MEdIALION «.ecreeecrerennsseessssnrsnssserensisrersnessasssasnssanssssonsasntsassnassasessnssspasasnsasasnassss 43

vil



8. FACt FINAING....oviiisisiiniesessessienerssesnssssssessssssssssssssssssssssssssssassemssssssssnsasensns 43
0. Tentative AZreements.....co.ccorieriversreererssssnssssssssssesnssssessasssesssssssnsessssssonses 44
10.  Negotiating in Good Faith .......ccceerecsiesssssisessssesssessensessesssesesssseasesssssesssssonns 45
11. EDtire AGIrEemMENt......ucisiseesiinssesssssrsssesssssssssssssssssssssassassssssessssessssssssssens 45
B. Discipline and DiSCRAIEZE .......cv.vueernrenerreseessesessssssssssesesnssssessssssessssssssssssssssssssssses 45
C. GriEVANCE PrOCEUIES......ccoiveinsirssesssessesissessessssessssssssssssesessenesensssssessessemssssssessans 46
1. DEfINItIONS ..u.evessessissisesssssesnsssses s ssssssssssssssssssssssassssssssssssessessressssmssessessases 46
2. PUIPOSE...esiiisiirisisnsessisisssss e sssassssasssenessessmmssssssasessssesssanse 46
3. ProCedure.... ot sesse e e nsssssasesens 46
4, Miscellaneous 49

EXHIBIT A - Job Classifications Specifically Excluded from the DCFCE

--------------------------------------------------------------------------------

Classified Employee Bargaining Uit ..........ce.uecurueerssmsesscseseseeseesessessessesserssssssnns 51
EXHIBIT B - DCS Classified Employee Salary Schedule .......ocoerenrreernnneene 52
EXHIBIT C - Route Selection Process for TEAs Hired Prior to March 1, 2007 coaeeeeerreerennenees 53
Miscellaneous Pay Schedule for Classified EmMpIoyees 09-10 SY vuunevueeeereemseressmremsessssesesssessonns 55
DCSD Classified GrievAnCe FOIM.......iursecseessessssssssssassssesessssssssssssssssssssssssssessssessessssorsssens 56
DCSD Classified Grievance ReSPOnSe FOIML.......uuuueuuneesrusesesssesseessecmssssssssssessssssssssssssesssssesens 57
DCSD Classified EMPIoyee Pay RANEES .....uueeeessesecsssessessesesssessssessssssssssssssssssssssessssesssosssssssssses 58
M.O.U. - 21% Century Partnership......ooeeoeeoeeoseesesssemsesssssesssssssossesees 63
M.O.U. - Compensation 2011-2012-Addition of One Work Day for 2011-2012.................. 64
M.O.U. — Emergency CloSUIe/SnOW DAYS .........c.cuueusresseesecrsesessemememsensosssssssesssssssssssessssosssssssens 65
M.O.U. — Extended ServiCe SEVEIANCE....uurrrmmrmersmemsressessssssessesseressssssssessesssssssssssssessssssessssssonss 67
M.O.U. - Pay for Performance 2011-2012 ... meeeeeeemeeeereeeseeeensans 68

viil



I. RIGHTS

CONTRACT

A, Preamble

1. This Agreement is made and entered into by and between the Douglas County

Federation of Classified Employees (DCFCE), affiliated with the American
Federation of Teachers and the AFL-CIO, hereinafter referred to as the
“DCFCE,” and the Board of Education of Douglas County School District Re-1,
hereinafter referred to as the “District,” or the “Board.”

The District assists parents in fulfilling their responsibilities by providing a
quality education program to the students of the District. The employees covered
by this Agreement are an integral part of fuifilling the District’s mission. The
District has determined that quality services for the community are best achieved
through dialogue between the District and employees and the DCFCE, and
collaboration among them on matters of mutual concern or interest. In
furtherance of that goal, the District has created various forums and opportunities
for consultation and collaboration between the District and the DCFCE. The
parties embrace this Agreement as providing a fair and workable framework for
the analysis and resolution of problems and concerns that may arise or be
identified. Both the District and the DCFCE commit to utilizing the processes of
this Agreement or other mutually-agreed upon mechanisms to address issues or
problems that may arise.

The District and the DCFCE mutually agree that the role of the DCFCE, as the
exclusive representative of employees in the classified bargaining unit, should in
no way reduce the quality of service provided to students and District patrons, and
that the professionalism of employees covered by this Agreement will continue to
be consistent with the high standards expected of public education employees
entrusted with the safety, welfare, and education of District students. Employees
have the responsibility to observe rules of conduct and ethical principles
established by state law or Board of Education action. The governing premise is
that employees will be fairly compensated for the full and faithful performance of
their work responsibilities. It is recognized that every member of the school
community has a responsibility to see that ethical guidelines and behavior
standards are met.

The Douglas County Federation of Classified Employees and the Douglas County
School District agree to establish a Living Contract. This will provide for
ongoing discussions and timely decision-making on matters that will improve
union-management relations and build a more effective overall system. The
Negotiations Team shall be authorized to discuss any issue of mutual interest or
concern and to reach tentative agreements on issues in a timely manner without
delaying action until the expiration and re-negotiation of the collective bargaining
agreement. The Negotiations Team shall have the power to amend the Contract
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provided that any amendments shall be subject to internal ratification and
approval procedures of the District and DCFCE.

The overall charge of the Negotiations Team utilizing a living contract shall
include but not be limited to the following:

» What’s best for students is the shared value for any specific proposal
advanced by either the District or the DCFCE

» Conduct ongoing negotiations monthly

* Resolve disputes or problems in the interpretation and application of the
Contract as they arise

*» Revise the provisions of the Contract in order to clarify, organize and
streamline language and meaning, correct contradictions or inconsistencies,
and remove outdated language

° View collective bargaining as collaborative rather than positional by using
Interest-Based Bargaining

» Use the collective bargaining process to build a more genuine profession for
classified employees and more effective schools/sites

B. Recognition

1.

Recognition as Representative. In May 2005 the majority of classified employees
voting in an election, selected the Douglas County Federation of Classified
Employees (“DCFCE”) to represent them for purposes of collective bargaining.
The Board of Education of Douglas County School District Re-1 (“Board” or
“District”) recognizes the DCFCE, affiliated with the American Federation of
Teachers, as the sole and exclusive representative of the employees in the
bargaining unit described in subparagraph B., below, for the purpose of
bargaining on the following topics:

Bargaining Procedure, including methods of resolving impasse
Salaries and Fringe Benefits

Leaves of Absence

Grievance Procedure

Hours of Work

° Other working conditions as may be mutually agreed upon

Classified Bargaining Unit. The classified bargaining unit includes only those
classified employees of the District in non-exempt job categories not otherwise
represented by another union, and excluding:

e substitutes

e temporary employees




s contract employees

s employees who have immediate access to confidential information regarding
negotiations with the DCFCE

o all employees in the professional technical job areas

o all administrative positions

s all positions licensed by the Colorado Department of Education except for the
positions of Sign Language Interpreter/Tutor, Certified Occupational
Therapist Assistant (COTA), Occupational Therapist Assistant (OTA), and
Speech & Language Pathologist Assistant

o any person or employee hired, selected and supervised by a charter school.

As of the date of this Agreement, non-administrative positions excluded from the
bargaining unit include the classifications listed in the attached Exhibit A.

New Job Classifications. Whenever the District creates a new classification
which would appropriately fit within the DCFCE bargaining unit by virtue of the
similarity of duties and responsibilities based on the above criteria, the Human
Resources Department of the District will inform the DCFCE of the new
classification. The DCFCE and Human Resources will subsequently meet for the
purpose of agreeing on an appropriate pay range for the new job classification. In
the event agreement cannot be achieved, the District will establish the pay range
to be in place pending resolution of the compensation question at the next round
of negotiations. For the purpose of this section, it 1s understood that the District
has the right to determine the duties, responsibilities and requirements of any job
classification.

Additions or Removal of Existing Classifications. In the event the District
modifies the duties or responsibilities of a classification not in the bargaining unit
such that, by operation of the above criteria, it should be included in the
bargaining unit, the question of inclusion will be the subject of negotiations
between the District and the DCFCE. The same is true if the duties or
responsibilities change so that inclusion in the bargaining unit is no longer
appropriate.

Modification of Existing Classifications. Human Resources will inform the
DCFCE of any modifications to any current job classifications.

C. General Provisions

1.

No Job Actions. The DCFCE and the Board subscribe to the principle that any
and all differences between them and the members of the unit should be resolved
by peaceful and appropriate means without interruption of the District’s
operations. Accordingly, the DCFCE agrees that it will not instigate, engage in,
support, encourage or condone in any way, a strike, work stoppage or other
concerted refusal to perform work on the part of any of the members of the union.

eadings. Any headings preceding the text of the sections in this Agreement is

ﬂ_—-L

solely for convenience or ease of reference, and shall not constitute part of this
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Agreement, nor shall it affect the meaning, construction or effect of any of the
sections of this Agreement,

3. Savings Clause. This Agreement shall be governed and construed according to the
constitution and laws of the State of Colorado. In the event any provision of this
Agreement is or shall be at any time held to be contrary to that law by a court of
last resort of Colorado or of the United States, or by a court of competent
jurisdiction from whose judgment or decree no appeal has been taken within the
time provided for doing so, all other provisions of this Agreement shall remain in
effect, and, within ten (10) days after such provision has been held contrary to the
law, the parties shall meet to negotiate a substitute provisions.

D. Duration of Agreement

* This Agreement shall be in full force and effect from July 1, 2011 through
June 30, 2012.

* Reopening. Negotiations procedures for subsequent periods, or to modify the
Agreement during its terms are covered in the Negotiations section of this
Agreement.

E. Definitions

Board of Education. The terms “Board” or “Board of Education” refers to the governing
board of the District as appointed and constituted consistent with Colorado law.

Continuous Service. An employee’s continuous service with the District means the
period of time since the most recent hire date for which the employee has been
continuously employed. Service is also deemed to be continuous if an employee is on
approved leave. Any employee who has resigned must return to work within one (1) year
for employment service to be deemed continuous. Being off work for more than one (D
year is considered to be a break in employment.

Department. The term “department” refers to a functional division or operating unit
within the Douglas County Schools, such as the Special Services Department, Human
Resources Department, Maintenance Department, or Transportation Department.

District. The term “District” refers to Douglas County School District Re-1, a school
district organized and operating under the laws of the State of Colorado.

Employee. The term “employee” refers to an individual who has been hired by the
District to perform the duties of a particular position and who has successfully passed
through all steps of the District’s employment process and is being paid in accordance
with the duly recognized District salary schedule.

Exempt Employee. The term “exempt employee” refers to an employee of the District

who is deemed exempt from the overtime provisions of the Fair Labor Standards Act, as
amended.

Federation or DCFCE. The term “Federation” or “DCFCE” refers to the Douglas County
Federation of Classified Employees which is affiliated with the Colorado Federation of
Teachers and the American Federation of Teachers.
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Job Assignment. The term “job assignment” refers to a particular site or department
where the work is to be performed by an employee, and bearing a title indicating
membership in a job classification. (Example: Educational Assistant at Eldorado
Elementary School)

Job Classification. The term “job classification” refers to a group of jobs that share
similar duties and responsibilities and are assigned a common job title and a common job
description. (Example: Educational Assistant)

Job Responsibilities. The term “job responsibilities” refers to the delegation of particular
job duties and responsibilities or tasks to be performed by a particular employee holding
a job assignment (defined in subsection G, above) appropriate to the duties assigned.
(Example: Educational Assistant at Eldorado Elementary--Copy Room. For a TEA, the
job responsibilities are the route package.)

Job Status. The term “job status” is defined in subsections 1-9, below.

» Probationary Employee. A probationary employee is an employee working as a
full-time, part-time or internal services self-funded program employee, who has
not completed 90 calendar scheduled work days of service after beginning
employment with the District.

» Regular Employee. A regular employee has satisfactorily completed the 90
calendar day probationary period and is continuing in District employment.

o Full-Time Employee. A full-time employee is an employee who is regularly
scheduled to work at least 35 hours per week up to 40 hours per week, for a
minimum of 168 work days per school year.

e Part-Time Employee. A part-time employee is an employee scheduled to work
an average of less than 35 hours per week, for a minimum of 168 work days per
school year.

o Long-Term Substitute. A long-term substitute employee is an employee who is
taking-over duties of an absent employee for a specific period of time, up to 90
work days.

o Temporary Employee. A temporary employee is an employee whose total
duration of job assignment is expected to be for a specific period of time, up to
168 days.

o Substitute Employee. A substitute employee is an employee who is employed on
an as-needed basis in place of a fuill-time or part-time employee for a continuous
period of less than 10 work days in any one position.

e Internal Services Self-Funded Program Employee. An internal services seli-
funded employee is an employee who works in one of the District’s self-funded
programs, such as Before & After School, Intercession, Pre-School, Nutrition
Services or other program(s) required to generate revenues to support their
operation.

e Charter School Classified Support Staff Employee. A charter school classified
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support staff employee is any person or employee hired, selected and supervised
by a charter school.

Non-Exempt Employee. The term “non-exempt employee” refers to an employee who is
deemed not exempt from the overtime provisions of the Fair Labor Standards Act, as
amended.

Pay Grade. The term “pay grade” refers to a particular level of compensation
characterized by a minimum salary level and a maximum salary level to which one or
more job classifications are assigned for pay purposes based on judgment about market
conditions and the skill, effort and responsibility of the job.

Route Package. Route packages for Transportation Education Assistants identifies
the hours, the area(s) served, and schools served, and any other work duties which are
part of the assignment.

School Year. The term “school year” means the period beginning on the first day of July
and ending on the thirtieth day of June.

Seniority. The term “seniority” refers to the length of service that an employee has with
the District. The measure of seniority may differ from one section to another. For
purposes of reduction in force or recall, seniority shall mean the total period of an
employee’s service measured in years, months and days of service since the most recent
hire date without a break of service. Approved leaves of absence or absence due to a
reduction in force are not a break in service and will not reduce the total length of service.
Rehire within one (1) year of separation is not considered a break in service.

Site. The term “site” as used in this Agreement, shall refer to a physical location where
employees of the District are assigned to work or to report for work.

Superintendent. The term “Superintendent” refers to the individual duly appointed to
serve as the Superintendent of Schools of the Douglas County School District Re-1 by the
Board of Education.

Supervisor. The term “supervisor” refers to an employee of the District whose
responsibilities include the management, supervision or direction of one or more District
employees, and includes such functions as evaluating, scheduling, reprimanding,
counseling, and/or disciplining another District employee, or making recommendations to
another District official regarding any of the foregoing.

F. Federation Rights

1. Meetings with the Superintendent. At the request of a party, the Superintendent
and/or his/her designee will meet at least monthly with up to three (3) authorized
representatives of the DCFCE to discuss matters of mutual concern and matters
relating to the implementation of this Agreement. Other representatives may be
included at the request of the Superintendent and/or his/her designee.

2. Orientation for New Classified Employees. The DCFCE shall have the right to
participate in orientation activities for new employees according to a time

6



mutually agreed upon with the administration.

3. Authorized Union Representatives. The DCFCE shall provide the District with an
official list of all DCFCE officers and designated authorized representatives
assigned to each site by the end of the second week of September of each year. If
any changes occur during the school year, the DCFCE will notify the District as
soon as possible.

4. Designated Union Representative. The DCFCE can designate one classified
employee to be granted leave for a percentage of time mutually agreed upon on an
annual basis by the DCFCE and the District. The cost of compensation and
benefits for the employee shall be apportioned by the DCFCE and the District as
the parties may agree. In the event agreement cannot be reached, the cost of
compensation and benefits will be split 50/50.

5. Union Business Time.

a. Nesotiations. During scheduled negotiations sessions between the District
and the DCFCE, the District will release employees who are members of the
DCFCE negotiating team from their regular work duties without loss of time
or pay for the purpose of participating in negotiations. Such hours will be
considered as hours worked for purposes of computing District pay and
benefits. In no event will any compensation provided to DCFCE negotiators
by the DCFCE be considered a District payment, nor will it in any way affect
the computation of pay and benefits due to the employee by and from the
District.

b. Time for Investigations, Disciplinary Hearings or Grievances. Building or site
representatives who are asked to attend a grievance, disciplinary, or
investigative meeting called by the District, and released by the District for
the purpose of attending such a meeting will not suffer any loss of time or pay
for the time actually spent in the meeting, conference or grievance. Any
additional time spent by the representative in conferring with affected
employees, other union officials, or doing other research or background
activities will be considered as union time and will be performed outside of
the employee’s regular work hours, and without compensation from the
District.

c. Mutually Beneficial Activities. Activities by an employee serving as a
DCFCE officer or representative deemed by the Human Resources
Department of the District to mutually benefit the District and the DCFCE
may be treated as time worked by the employee in the discretion of the
Human Resources Department. Such activities might include training of
DCFCE officers and representatives.

d. Other Union business. Union officials or representatives may be released
from work, without loss of time or pay, for other activities not covered above
at the request of the President or Vice-President of DCFCE provided that the
DCFCE reimburses the District for the employee’s salary, PERA and
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Medicare contributions for such time. In instances where the District employs
a substitute to cover for the absent employee the DCFCE will reimburse the
cost of the substitute. The DCFCE recognizes that many employees work in
critical or time sensitive activities. Where the release time requested may
impact a critical function the President of DCFCE and the Assistant
Superintendent of Human Resources will discuss the interests of the District
and the DCFCE regarding such release. The District will provide up to a total
of fifteen (15) days per year.

Bulletin Boards. The DCFCE, through its authorized representatives, shall have
the right to post notices and other materials relating to DCFCE activities on
bulletin boards provided at each work site or location. Such postings shall not
include any political notices, nor matters of a personal nature.

District Delivery Service. The DCFCE may distribute communications and
materials, or communicate through the District delivery service and/or email
system items related to the DCFCE’s activities with the District. It is recognized
that existing employee mailboxes may be utilized; however, this section does not
obligate the District to provide individual mail boxes where none otherwise exist.

Access to Buildings and Sites. DCFCE officers or other authorized
representatives, not to exceed three (3) persons at any one time, shall be allowed
access to any school or site in the District during the hours when employees are
present, provided that the principal or supervisor in charge of the facility is
notified of his/her/their presence and the purpose of the visit, and provided that
the visit is conducted in such a way that it does not hamper or impede the work
flow or operations at the site.

Meetings in District Facilities. The DCFCE, acting through its officers or

representatives, shall have the right to schedule up to two (2) meetings per month
in a District facility before and after regular duty hours, provided that such
meetings do not conflict with any other scheduled activities. Reservation of the
meeting facility should be coordinated through the District using the standard
procedure(s) for using District facilities. If any additional cost is incurred, the
DCFCE shall pay the actual additional cost.

a. Audiences at Board Meetings. The DCFCE President or person designated by
him/her in writing, shall have the right to address the Board of Education
during the audience portion of the agenda of all its regular meetings, subject to
any reasonable time limitations then in effect.

b. Board Meeting Agendas. An advance copy of the agenda for each meeting of
the Board of Education will be provided to the DCFCE, if available, at least
twenty-four (24) hours prior to the meeting.

c. Board Minutes. The District will provide the DCFCE with unofficial copies
of the minutes of regular and special meetings of the Board of Education at
the same time it makes distribution of said minutes to principals. Unofficial
minutes shall contain listings of all approved personnel changes. Copies of
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official minutes will be furnished to the DCFCE upon the request of the
DCFCE President.

d. Listing of Employees. The District will provide the DCFCE with the names,
addresses and job assignments of all members of the classified bargaining unit
then employed on or about September 1. On a weekly basis thereafter, the
District will provide the DCFCE with the names and job assignments of new
bargaining employees, and with any changes of existing bargaining unit
employees.

e. Copies of Contract. The District will make an electronic copy of the
Agreement available on the District website. Each year, the Agreement will
be updated on the website to indicate any additions and/or modifications,
including omissions, using colored font and strike-outs, respectively.

f. Benefit Information. The District will provide each unit employee upon
hiring, with benefit plan information published by carriers of programs
provided by the District fo employees.

g. BOE/Administrative Policy Information. The District will provide the
DCFCE with copies of any Board and Administrative policy changes and
allow time for feedback prior to the final adoption of such policies by the
BOE and/or Superintendent.

G. District Rights

I.

District Rights. The DCFCE recognizes that the Colorado statutes require the
Board of Education of the District to perform certain functions and tasks. The
parties recognize that the Board and the administration of the District have
determined that in carrying-out these statutory functions, it is desirable to
collaborate with, consult with, and seek the advice of the DCFCE on a great
variety of matters of common interest, beyond matters which are the subject of
bargaining, as provided in this Agreement. Nevertheless, the DCFCE recognizes
that after having obtained the DCFCE perspective on issues or matters of concern,
there are certain matters which are ultimately determined by the Board of
Education or District officials to whom the Board may have delegated authority.
The DCFCE agrees that, except as provided in this Agreement, the District and
the Board of Education have the right to make final decisions notwithstanding
consultation and input from the DCFCE in areas which include, but are not
limited to these rights:

a. The right to determine the District mission, policies, and standards of service
offered to the public;

b. To determine the District budget or financial plan;

c. To plan, direct, control and determine the operations or services to be

conducted by employees of the District;



d. To determine the methods, means and number of personnel needed to carry-
out the District’s mission;

e. To direct the workforce;

f. To prescribe, effectuate and change service and work schedules;

g To introduce new or improved facilities, equipment or operating methods;
h. To hire, assign and transfer employees

1. To reduce the staff and lay-off employees due to lack of work or funds, or
changes in program priority, or other legitimate reasons

J. Todiscipline or discharge employees for cause;

k. To make, publish, and enforce rules, regulations and policies;

1. To determine minimum requirements of experience, health and physical and
mental fitness for any District position, and to determine the qualifications of

any individual for any position; and

m. To contract with other organizations for services or goods.

Role of the Board of Education. The DCFCE recognizes the prerogatives of the
Board of Education to operate and manage the District’s affairs in all respects in
accordance with its authority, discretion, responsibility and powers of authority as
set forth under the Constitution and laws of the State of Colorado.

Probationary Employees. A probationary employee may be terminated by the
District for any reason that the District, in its judgment, deems sufficient. For the
purpose of this Agreement, an employee shall be considered a probationary
employee for the first ninety (90) ealendar scheduled work days after beginning
employment with the District. The discipline or discharge of a probationary
employee is not subject to the grievance procedure of this Agreement, and the
District’s determination regarding such action shall be final and binding on all
parties.

a. Employees rehired within one year of their separation into a different
classification/position will be probationary for 90 scheduled work days.

Medical Exams. The District shall have the right to require employees covered by
this Agreement to be examined by a doctor or other qualified provider of medical,
psychological or health services selected by the District in order to determine the
employee’s fitness to work.

. Employee Rights. The DCFCE and the District recognize that classified

employees in the DCFCE bargaining unit have the right to confer with the District
and its managers and supervisors regarding problems, issues or concerns,
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including individual employee grievances, without the intervention or
involvement of the DCFCE or DCFCE representatives, provided that any decision
or resolution arrived at between the District and the employee must be consistent
with the provisions of this Agreement.

H. Non-Discrimination

L.

Discrimination Prohibited. Neither the DCFCE nor the District shall discriminate

against any employee covered by this Agreement in a manner which would
violate any applicable laws because of race, color, religion, national origin,
ancestry, marital status, sex, age, disability or sexual orientation.

Union Membership or Activity. The DCFCE recognizes its responsibility as the
bargaining agent, and agrees to fairly represent all employees in the bargaining
unit. Both the DCFCE and the District recognize that active membership in the
DCFCE, as opposed to simply being employed in a position within the bargaining
unit, brings with it certain rights and benefits. The rights and benefits attached to
active membership in the DCFCE are as set forth and defined in the Constitution,
By-Laws and other governing documents of the DCFCE. Neither the District nor
the Union shall interfere with the right of employees covered by this Agreement
to become or not become members of the DCFCE, and there shall be no
discrimination against any such employees because of lawful DCFCE
membership or non-membership activity or status.

I. Dues Deduction

1.

Dues Deduction, The District agrees to deduct monthly membership dues of
bargaining unit employees who choose to authorize such a deduction, from the
monthly pay of each bargaining unit employee who signs a dues deduction
authorization form acceptable to the District and the DCFCE in accordance with
the dues certified to the District by DCFCE officers. This deduction will occur
for every month that the employee has pay sufficient to cover the deduction, after
satisfying all other legal obligations. The DCFCE must submit the signed dues
deduction authorization form to the District by the first (1st) day of the month, to
be effective for that month’s payroll. The pay date for District employees is the
20th day of the month, unless adjusted due to weekends or holidays. The DCFCE
will set the dues structure which may provide different categories of dues,
provided that the categories can be accommodated by the District’s systems.
Union dues must be equal for every member of a category of employees. The
DCFCE may adjust the amount of the monthly dues deduction no more than once
in any 12-month period unless mutually agreed upon by the District and the
DCFCE. The District will not be required to deduct for a political action
committee.

Payment to Union. The District will deliver the amounts so-deducted to the
DCFCE within ten (10) days of the payroll processing date, by mailing or
delivering the payment to the President or Treasurer of the DCFCE as may be
identified to the District from time to time by the DCFCE.
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3. Canceling Dues Deduction. Any dues deduction authorized under this Section

may be cancelled as to any future dues payment by submitting a request to cancel
to the Payroll Department or the DCFCE office. The party receiving the form
from the employee will provide a copy to the other. The form of union deduction
cancellation will be agreeable to the District and the DCFCE. Cancellation
requests received by the District payroll department by the first (1*) day of the
month will be honored effective for that month’s payroll and any subsequent
payrolls.

Reimbursement of Cost. The DCFCE will make an annual payment to the
District in an amount equal to $.05 for each transaction processed by the District
pursuant to this dues deduction arrangement.

Hold Harmless. The DCFCE agrees to hold the District harmless and to
indemnify the District from any and all liability, claims, demands and costs

(including attorney fees and costs actually incurred) arising as a result of this dues
deduction arrangement.

Notice of Inquiry or Claim. The District agrees to notify the DCFCE in writing at
the time of any inquiry or claim made pursuant to this Section. The District
further agrees to work and cooperate with the DCFCE’s attorney(s) as pertains to
any claims arising hereunder.

J. Personnel Records

L.

Personnel File. The Douglas County Schools Department of Human Resources
shall maintain the official personnel file for each employee. Derogatory material
shall not be placed in the file unless either the employee acknowledges having
received and/or read the material as indicated by the employee’s signature on or
referencing the document, or by a signed notation by a District official indicating
that the employee was given the opportunity to sign the document and refused or
failed to do so; however in any event, material furnished by the employee and
copies of correspondence addressed to the employee shall not require the
employee’s signature.

It is further understood that the employee’s signature or acknowledgment of
having read the material does not signify that the employee agrees with its
content. No anonymous communication shall be included in the file. Anonymous
communications may not be used as evidence against an employee.

Supervisor’s Working Files. A supervisor’s working file includes information
that a supervisor gathers on an ongoing basis that might be used in conferring
with an employee, or as part of a formal employee evaluation. This information
will be purged unless it is referenced in the summative evaluation document. If
the information is used in a summative evaluation document, it will be placed in
the employee’s official personnel file, and such material will be provided to the
employee.

Access to the Personnel File. Employees shall be given access to the portions of
their employee personnel or supervisor’s working file as guaranteed to them by
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the Colorado Open Records Law upon seventy-two (72) hours notice to Human
Resources. The employee shall have the right to be provided with copies of
materials to which he/she is entitled at the employee’s expense. The District may
charge a reasonable fee for copies of personnel file contents.

4. Mamner of Retention. The District is converting personnel files to electronic or
file imaging systems. Accordingly, employee personnel files may not exist in
paper format and some records may exist only in electronic form.

II. WORK ASSIGNMENTS AND CHANGES

A. Job Assignments, Transfers & Reductions

The provisions of this Section shall apply to all employees. In addition, job assignments
for Transportation Education Assistants are governed by Exhibit C attached to this
Contract.

1. Postings.

a. In order to provide career enhancement opportunities for employees, and to
allow existing employees to express interest in other vacant District positions,
the District will post vacant classified job positions for a period of ten (10)
consecutive work days, unless there are special circumstances requiring that
the job be expeditiously filled, in which case, the posting will be for five (5)
consecutive work days. Each posting will indicate the date that the position
closes. Postings shall be accomplished by posting the notice on the District’s
Human Resources Department website. In addition, a notification of each
posting will be electronically mailed to each classified employee’s worksite.

b. Positions which are to be filled by employees who are being reassigned by the
District, will not be subject to the posting requirement. An administrator or
supervisor may change an employee’s job responsibility(ies) within the same
classification at the same rate of pay and increase or decrease hours of
employees within the same work location or division without posting the
position.

2. Transfers.

a. Only employees who have completed ninety (90) calendar days in their
current position are eligible to apply for a posted vacancy. An employee
wanting a transfer to a posted position for which the employee is qualified,
must complete the online transfer application process located on the District
website no later than noon (12:00 P.M.) on the posted closing date

b. The appropriate supervisor or hiring official will review all requests for
transfer which are submitted by the deadline. The hiring official will screen
all requests and determine which requests are from employees who do not
meet minimum qualifications who will be removed from consideration and
informed of that fact. From among the remaining requests, the hiring official
will determine which employees to consider for further interview or selection
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processing. There is no assurance that all District applicants will be
interviewed for a vacant position. The hiring official or the District will
inform successful candidates and additionally notify all candidates who were
interviewed and not selected. The District will, upon employee request,
provide feedback on his/her qualifications for the position. The judgments or
decisions made by the hiring official or other District personnel in carrying-

out the selection process and the hiring of staff are not subject to the District’s
grievance procedure.

3. Involuntary Transfers due to Changes in Program or Student Enrollment, An
employee may be transferred from one school, site or department within the

School District to another when programs are moved or modified, or when
student enrollment changes.

a. When making decisions, the site administrator must first ask for a volunteer
from those employees with satisfactory performance.

b. Based on program needs, the Superintendent or his/her designee will
determine which employee(s) shall be involuntarily transferred.

c. After the decision is made, the site administrator must provide an employee

notice explaining specific reasons for the involuntary transfer. Upon request,
written notice will be provided.

After notice of involuntary transfer has been provided to an employee, Human
Resources will assist an employee to find another position for which she/he is
qualified in the same classification at the same rate of pay at another District
location. The employee must accept the offered assignment within five (5)
working days. This five day acceptance period may be shortened to
accommodate unanticipated program needs. In such case, the DCFCE will be
notified. The District has no further obligation to an employee who does not
accept the offered position.

4. Reduction in Force (RIF). A reduction in force may take place when the Board of
Education decides that a financial exigency exists or is expected to occur during
the next fiscal year, or a program or operational change is to be made that justifies
the cancellation of one or more support employee positions. A reduction in force
(“RIF”), as defined here, only occurs when one or more employees will become
unemployed as the result of the cancellation of positions and in which no other
position with that classification exists at the time of the reduction.

a. Employees within their first three years with the District. When cancellation
of support employee positions occurs, employees with three years or less with
the District in the affected classifications will be reduced first, except when a
classified employee must be retained due to unique qualifications to meet
certain program needs. In such an event, the DCFCE will be provided a
written explanation.

b. Employees with more than three years in the District. Employees with more
than three years in the District in a classification to be reduced will be laid-off
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in ascending order at a site or department, starting with the employee with the
least amount of total years of service and going up the list until the desired
staffing level is reached, except when a classified employee with less seniority
must be retained due to unique qualifications to meet certain identified
program needs. When an employee is retained under the above exception, the
DCFCE will be provided with a written explanation of the basis for the
exception.

c. Reduction in Hours/Days. When an employee’s annual hours have been
reduced 25% or more, or the reduction has caused the employee to drop to a
lower insurance benefit tier, the employee may decline the position offer in
order to be placed on the Reduction In Force (RIF) list. The-emploveewatl
follow—the ReturntoPosition-and Recall-procedures:

Definitions:

1. R.LF. — Employees whose position has been eliminated will be
considered RIF. This period runs from the time of notification through
the end of June. If the employee is not working prior to June 1, the ex-
employee may continue to apply for In-District postings through June
30 as an in-district applicant. Qualified employees on the RIF list who
make application for the in-district vacancy must be interviewed.

eliminated-and-have not-sained-employment-in—anothervacaney—will

d. Vacancies during RIF period.

1. Site Postines: Building Administrators may choose to post and fill
vacant positions at their site with any qualified classified employee
already at their site before creating an in-district posting. Site postings
must be visible to all classified employees at that location for a
minimum of five (5) calendar days.

2. In-district postings: After site postings and interviews are completed,
all remaining vacancies will be posted in-district only. All qualified
in-district employees may apply. Qualified employees on the RIF list
who make application for the in-district vacancy must be interviewed.

e—RIFE and Recall Oualibeations HHedte s,
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Involuntary Administrative Placement. An employee may be moved from one
school, site, or department within the School District to another by the

Superintendent in order to meet the educational/operational needs of the School
Dastrict.

a. Written notice of involuntary placement explaining specific reasons for the
change shall be provided to the employee.

b. After notice and placement, an employee shall have a right to a conference
with the appropriate administrator and, if not satisfied with the results of the

conference, the employee may have a conference with the Superintendent or
his/her designee.

B. TEA Route Packages

Transportation Education Assistant (TEA) is employed at a specific transportation

terminal which is considered the TEA’s worksite. TEA job responsibilities are referred
to as a Route Package.

1.

Route Creation and Assignment. The District will create TEA Route Packages,
consistent with the guidelines set forth in this section. Exhibit C identifies the
route package selection process for TEAs hired before March 1, 2007. The
Section of Wages and Rates of Pay identifies the route package assignment
process for TEAs hired after March 1, 2007. Route packages for Transportation
Education Assistants will identify the hours, the area(s) served, and schools
served, and any other work duties which are part of the assignment. All route
packages will provide a guarantee of at least thirty-five (35) hours of work per
week. Packages that have no year-round schools attached, and which are
accordingly a 9-month package, may be combined with a 20-hour per week
summer relief package if such a package or such work is available. The bid
process referred to here, and in Exhibit C, is only available to TEAs hired prior to
March 1, 2007. Any route packages or responsibilities not selected through the
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bid process will be filled using the procedures under Job Assignments, Transfers
and Reductions.

2. Package Review. The District will make every effort to have the route package
timelines current and up-to-date for review by the route package posting deadline.
Route packages and other assignments, as well as the TEA seniority list will be
available for review in each terminal for two (2) weeks prior to the bidding
process. Any error in the seniority list should be reported to the District for
resolution prior to the bid. The bidding process should be completed before the
end of May each year. Route packages not filled through the bidding process will
be filled through the Job Assignments, Transfers and Reduction Section.

3. Change of Route Package. The DCFCE and the District, however, recognize that
routes and route packages are regularly changed due to such factors as additional
students being served, changes in student programs, discontinuance of service to
some students, the need to split routes, reassignment of drivers and other factors.
The parties recognize and acknowledge that this will have a direct impact on
TEAs, but both parties recognize the District’s right to make such changes at any
time during the year. The parties also recognize that the District has the right to
change route packages when the configuration of the route packages resuits in
drivers or TEAs working overtime.

C. Temporary Assignment

A classified employee who is assigned to, and performs the responsibilities of another
classified employee for a continuous period of ten (10) work days or more will be paid
for the hours worked in that assignment on the same basis as if he/she had been
permanently assigned to that position, or the employee’s regular rate of pay, whichever is
higher. At the conclusion of the temporary assignment, the employee’s pay will revert to
the pay rate appropriate to his/her former position and he/she will be treated as having
continuously worked in that assignment for the purpose of any pay or benefit
determinations.

D. Employee Evaluation

1. Employee Job Performance. Employee job performance is evaluated using the
District classified employee evaluation process. The evaluation process is set
forth in a separate document and is not part of this Agreement.

2. Modification to Job Performance Evaluation System. Any modification to the
classified employee job performance evaluation system must be made prior to the
school year when the modification is to become effective. The DCFCE will have
the right to appoint classified employee members to any committee organized to
review and recommend revisions to the classified employee job performance
evaluation system. Any such committee shall be composed of at least six (6)
members, with an equal number of classified employees and administrators.
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E. Resignation

An employee should provide the District at least two (2) weeks written notice of his/her
resignation from employment. An employee may not use paid personal or vacation leave
during the last two scheduled work weeks of employment. Unauthorized time off will
not be paid during this period. This notice maintains the employee’s good standing in the
event the employee seeks employment with the District. The desired notice may be
waived or modified by the Human Resources Department.

III. COMPENSATION

A. Wages & Rates of Pay

1.

Pay Ranges. Each job classification is assigned to one of the pay ranges in the
District’s Classified Employee Pay Schedule. All employees covered by this
Agreement will be paid a wage at least equal to the minimum rate for the pay
range to which they are assigned, and not to exceed the maximum of the range.
Pay rates effective July 1, 2006 are as set forth in Exhibit B, attached.

Initial Placement. When initially employed by the District, each classified
employee will be assigned a pay rate within the range for his/her position that
grants up to eight (8) years of employment experience recognized by the District
as relevant to the position in question. The initial placement determinations are
made by the District Human Resources Department. For each year of recognized
experience the employee will be advanced beyond the minimum salary for the
range by the percentage per year negotiated by the District and The DCFCE. For
positions which the DCFCE and the District have jointly categorized as “hard to
fill” the District will advance the newly hired employee by twice the negotiated
experience recognition percentage for each year of recognized experience.

Repayment for Errors. In the event the school district or the employee becomes
aware of a wage or compensation error, the school district or employee shall
immediately notify the other party. Thereafter, an adjustment or repayment shall
be made but only for a period of 12 months prior to the date of discovery.

Annual Range Adjustment. The pay ranges on the District’s Classified Employee
Pay Schedule will be adjusted annually by an amount negotiated between the
District and the DCFCE, taking into account wage changes in the relevant labor
market, changes in the cost of living and other factors deemed relevant to both the
District and the DCFCE. District employees’ pay rates will be adjusted by at least
the same amount as the general adjustment of their pay range.

Movement Within the Range. Classified employees who receive a satisfactory
evaluation and who are not yet at the maximum of their pay range, will annually
receive an increase in compensation in an amount negotiated between the District
and the DCFCE in recognition of the employee’s quality service to the District for
another year. Pay rates may not exceed the maximum of the wage range. An
employee hired between March 1 and June 30 of any year is not eligible for an
evaluation increase until the July after having been employed at least one (1) year.
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10.

However, employees hired after March 1 will receive any negotiated general
increase applied to the pay range for their position at the start of the next school
year.

Assiznment of Classification to a New Pay Range. When a job classification is
moved to a new pay range, an employee in that classification whose pay falls
within the new pay range will continue to receive the same rate until the next pay
adjustment. An employee in that classification whose pay is less than the new
minimum will be paid at least the new minimum. The DCFCE and the District
agree that any pay increase over these amounts constitutes an additional salary
cost. Thus, whenever a classification is assigned to a new pay range, any increase
in pay greater than provided in this paragraph is subject to negotiations between
the District and the DCFCE. Whenever the change in pay range, a general pay
adjustment and the evaluation adjustment occur at the same time, the general
increase will be applied to the schedule, followed by the evaluation increase, and
then the classification will be assigned to the new pay range.

Employee Transfer. When an employee voluntarily transfers to another job
classification which is paid a rate of pay different than that of his/her previous job
classification, the employee’s individual pay rate will be adjusted to be within the
range of the new job classification according to the following guidelines. If the
employee moves to a job which is paid at a higher range of pay, the employee’s
new rate of pay will be set at the same percentage over the minimum pay for that
range as in his/her previous position. The employee’s job experience in relation
to the duties of the new position will also be examined to determine if the
employee qualifies for the granting of experience credit. The employee’s salary
placement will either maintain the percentage above minimum, or will recognize
prior experience, whichever is most advantageous to the employee.

When an employee transfers to a job classification paid at a lower rate, the
employee’s new rate of pay will be adjusted to maintain the same percentage over
the minimum rate as in his/her previous position, or the employee will be placed
at a rate which recognizes the employee’s relevant prior job experience,
whichever is more advantageous to the employee.

Work Week. The basic work week consists of seven (7) consecutive twenty-four
(24) hour periods, commencing on Sunday at 12:01 A.M. and running through
Saturday at midnight.

School Year and Work Year. The “school year” and “work year” are both the
identical twelve (12) month period, commencing on July 1 and ending on June 30.

Work Schedule. The employee’s work schedule consisting of specific work
starting and ending times, identified lunch breaks, amounting to a certain number
of hours per week not to exceed forty (40) hours, will be set by the supervisor or
administrator. The work schedule may be modified or adjusted by the supervisor
as necessary, and upon reasonable notice to meet work requirements and to avoid
the necessity of working additional or overtime hours. When developing and/or
modifying work schedules, the supervisor shall give consideration to, but not be
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1.

13.

14.
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bound by, employee preferences. Any modification made by the supervisor
should consider and seek to reasonably accommodate the employee’s personal
and family obligations. The employee may not work additional or overtime hours
without the supervisor’s advance approval, except in the case of an emergency.

Lunch Breaks. Classified employees who are scheduled to exceed five (5)
continuous hours in the day will be scheduled for an unpaid, uninterrupted one-
half (2) hour lunch period during the work day. It is intended that the lunch
break occur during the work day to provide the employee a break to mentally
refresh and attend to personal needs, including food and drink. While the District
will attempt to schedule the lunch break in proximity to normal meal breaks, the
DCFCE and the District both recognize that a significant number of District
employees are involved in supervising or providing services to students during
student lunch breaks which of necessity, requires that employees breaks may be
scheduled at less convenient times.

- Work Breaks. Classified employees who are scheduled to work between two 2)

and up to six (6) hours will be provided one (1) formal or informal break at a
reasonable time during the work period of up to fifteen (15) minutes to attend to
personal needs. Classified employees who are scheduled to work six (6) or more
hours per day will be provided a total of two (2) formal or informal breaks of up
to fifteen (15) minutes each at a reasonable time during the work period to attend
to personal needs during the work day. Such breaks will not result in a deduction
from pay. Breaks are designed to break up and not shorten the work day.

Recording Time Worked. All time worked must be accurately recorded each day.
All recording of time entries and filling out paper time sheets and any exception
reports, including the swiping of cards to make entries in the automated time
management system, must be done personally by the employee.

Absence and Tardy Reporting. Classified employees must follow department,
building or division procedures for reporting to their supervisor or his/her
designee when they will be late for work or when they will be absent. Such a
report should be made in advance and if that is not possible, then as soon as
feasible thereafter.

- Overtime and BExtra Hours. An employee will be paid at a rate of 1% times

his/her regular hourly rate of pay for any hours worked in excess of 40 hours per
week of work, or hours that count as hours of work under this Agreement. An
employee who works two or more jobs during the work week and is paid different
rates for each job will have his/her “overtime™ rate determined by blending the
regular rates of the two or more jobs. All work in excess of forty (40) hours in
any work week, or any work in excess of the employee’s regular schedule
requires advance approval of the supervisor or designee, except in emergency
situations. Hours worked in addition to the employee’s regularly scheduled hours
will be paid at his/her regular rate of pay, or in compensatory time on an hour-for-
hour basis unless the total hours worked during the work week exceed forty (40)
hours. The term “overtime” refers to any hours worked which exceed forty (40)
hours in a work week, as defined in this Agreement. Paid holiday hours count as
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16.

17.

18.

work time in determining whether any hours worked exceed the forty (40) hour
overtime standard. When an employee is required to work hours in addition to
his/her regular schedule during a week that the employee has been pre-approved
for paid leave, the employee shall have such pre-approved paid leave hours
included as time worked in calculating eligibility for overtime pay. When an
employee works overtime, as defined herein, the employee may be compensated
for such overtime in either pay or compensatory time, provided that the supervisor
must decide prior to the performance of the work whether the overtime will be
compensated by overtime pay or by compensatory time off. All overtime and
compensatory time must be recorded in accordance with procedures established
by the department, division or building. Compensatory time may accumulate to a
maximum of 240 hours.

Using Compensatory Time Compensatory time for “overtime” hours is credited
at a rate of 1Y% times the “overtime” hours worked. An employee must make a
request of his/her supervisor to take such time off. Such requests will be granted
if the use of the compensatory time does not unduly disrupt the operations of the
employee’s school or department. Additionally, any unused compensatory time
accumulated by the employee by December 31 of each year will be paid to the
employee at the employee’s then-current rate of pay.

Delaved School and Early Dismissal. The Superintendent may delay school
starting times or dismiss schools early due to severe weather or other
emergencies. When schools are on a delay starting schedule, employees should
arrive at their work site as close to the normal starting time as is safely possible.
In those events when schools are dismissed early or start late and employees are
permitted to shorten their work day, employees may make up the time missed at a
later date if approved by the employee’s supervisor. The employee may also
choose to use accumulated personal leave, compensatory or vacation time to fill-
out the lost hours and maintain expected compensation levels; otherwise, the
employee will not be paid for the hours of work issued.

District-Declared Snow Days/Emergency Closure. An emergency closure occurs
when the District closes a school, work site, an area of the District or the entire
District due to adverse weather conditions or amother condition requiring an
unscheduled closure. Snow and ice are examples of adverse weather. Other
conditions that could cause a closure include problems at a site, a system failure
such as a water main break, heating system failure, or roof collapse. In the event
of such an emergency closure full-time, part-time and limited part-time classified
employees will be governed by the following provisions:

a. Essential personnel are those employees predetermined by the Assistant
Superintendent of Human Resources or his/her designee. Responsibilities of
essential employees include responding to the type of situation causing the
closure or performing a time sensitive or critical District function that would
have an adverse impact on the District if not performed on a specific day.

b. In the event of an emergency closure the following apply:
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Only essential personnel are to report to work at the affected siies.
Essential personnel will be paid their regular rate of pay plus one and ong
half (1 /%) times their regular rate for the hours actually worked. Essential
personnel reporting to work will be paid a minimum of 2 hours.

ii No other employees are to report to work. Non-essential employees who
are full-time, part-time or limited part time will be paid their regular hourly
wage for their normal work hours on the emergency closure day.

i Essential personnel who are notified by their supervisor not to report or
who are unable to report to work will be treated as non-essential personnel.

iv  Substitutes, long-term substitutes or temporary employees are not to report
for work and will not receive any compensation for the time.

vi If because of state attendance requirements the District is required to
schedule make-up time due to emergency closure classified employees
affected will be required to work the make-up days so scheduled.

19. Payroll and Payday. All payments of salary to employees are subject to legally-

20.

required and voluntary payroll deductions. The District payday is the 20™ day of
the month. The District strongly encourages employees to sign-up for direct
deposit of the employee’s paycheck.

Longevity Pay. In addition to the hourly rate of pay specified in this Agreement
for the various job positions, classified employees will get the additional dollars
and cents per hour for each hour of work performed starting in the next pay period
after the completion of the years of service specified in the table below.
Employees must be at a satisfactory level in their evaluation to move to the
longevity steps or move to a higher level.

Completed Years Additional Per Hour
of Service Compensation

14 $ .50

19 $ .80

24 $1.10

B. Classroom Coverage

1.

Requirements. Classified support staff employees who provide continuous
classroom coverage as a substitute teacher for one or more hours must hold a
current substitute authorization through the Colorado Department of Education,
which must be on file with the District substitute office. The authorizations that
are necessary differ based on the employee’s educational attainment. The District
substitute office can assist with determining the specific requirements.
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C.

2. Compensation. Classified support staff employees who provide continuous
classroom coverage as a substitute teacher of at least one (1) class period or one
(1) hour (whichever is less), will be compensated as provided in this section.
Employees providing coverage services for one (1) period or hour, or more will
be paid at the negotiated hourly rate or his/her regular rate of pay, whichever is
greater, for each such period of continuous classroom coverage. Consistent with
the District’s payroll practices, starting and ending time of substitute service is
rounded to the nearest quarter (%) hour.

a. A classified employee may only be paid for performing one (1) job at a time.
Hours recorded as having been worked as a substitute teacher providing
classroom coverage cannot also be recorded as hours worked in the
employee’s regular job. The classroom coverage pay provided in this section
is in lieu of the employee’s regular pay during the hours when the employee is
providing classroom coverage services. The employee must also comply with
other District timekeeping and recording requirements that may be in place
from time to time.

b. This requirement and payment option does not apply to Special Education
Assistants who provide classroom coverage for a teacher who is attending a
student’s staffing meeting at the school.

License and Certification Requirements

The District and the DCFCE recognize that a number of District positions require the
employee to possess a license or certification indicating that the employee possesses
certain knowledge or skill related to the particular job as a condition of employment.

Whenever the District requires that an employee possess and maintain a license or
certificate in order to perform the essential functions of the job, the District will
reimburse the employee the cost of renewing the license or certificate while employed by
the District. This provision does not apply to a basic Colorado Drivers license but does
apply to a Commercial Drivers License (CDL) where required by the District.

If an employee fails to maintain a required license or certificate, the District may remove
the employee from the job and/or terminate the employee in accordance with the Sections
regarding District Rights and Discipline or Discharge.

Mileage Reimbursement

Employees who are required to use their personal vehicle while providing service to the
District will be reimbursed at the rate approved from time to time by the Internal
Revenue Service as the allowable business mileage rate. Miles driven by the employee
from home to work and from work to home are not eligible for such reimbursement.
However, employees who are required to return to work after the completion of their
normal work day are eligible for reimbursement for miles incurred. Employees will be
paid for miles driven between work locations. Employees are responsible for submitting
mileage teimbursement forms to their supervisors in accordance with District and
department procedures.
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E. Performance Pay Components

Administrative guidelines concerning the operation of the Performance Pay

Components are listed on the Human Resources Department page of the District’s
website.

1. Additional Responsibility Pay. The Additional responsibility component is
intended to reward compensate employees for participation on esxistine
cemmﬁeerm—thesweﬂem%edﬁﬁd—ﬁu%heﬁ%ed—&&m%heemep&m&&—mm
the District and Site-based committees.

a. District Committees

1. District sanctioned and compensated committees are those mandated
by the Chief of Human Resources or his/her designee that benefit all
classified employee groups.

Parttetpation—Employees who serve on District committees will

be compensated monthly at a rate of $30.00 per hour esa-rate-thatis
negetiated through the Classified Performance Pay funds. is-paid

Time spent outside scheduled work hours on approved committee
activities is considered “time worked™ for purposes of computing pay,

including overtime. eonsistent-with-the agreement-between-the Distriet
and-the- DCECE.

b. Site-based Committees

1. Site-based compensated committees are those that support the entire
school/site and are comprised of licensed and classified employees.

2—Partieipation Employees who serve on a Site-based committee will be
compensated monthly at a rate of $12.00 per hour through the
Classified Performance Pay funds. is-paid Time spent outside
scheduled work hours on approved committee activities is considered
“time worked” for purposes of computing pay, including overtime.

consistent-with-the-agreement between-the Districtand-the DCFCE.

3. tn-order-to-participate-the elassified-employee must be-appointed to-an
approved-District-orsite-committee

2. Attendance Incentive. Employees will receive a one-time lump payment of $100
when the employee first achieves the accumulation of 300; 500; 700; 900; 1,100;
1,300; 1,500; 1,700; 1,900; or 2,100 hours sick leave. The payment bonus does
not reduce accumulated hours.

3. Certification/Licensure Program. National, State, and local organizations offer
exams to certify/license a person in a specific field. The employee prepares for
and takes the exam outside his/her normally scheduled workday (or takes personal
or vacation leave to take the exam.) In order to apply the certification / licensure
for additional pay, the certification/licensure cannot be a requirement of the
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employees current job.

Employees will receive an increase of $.10 per work hour in addition to and
separate from the employee’s base regular hourly rate.

4. Employee Recognition. The District will continue to operate the Classified
Employee Recognition Program (“Pillars of Support”), which is managed by the
Classified Recognition Committee.

S. Non-District Continuing Education Blocks. The Non-District Continuing
Education Block is wide-ranging coursework offered through universities,
colleges, vocational technical programs, etc.

Participants must complete the pre-approved coursework equaling 20 college or
University Semester hour credits or 150 Class/Seminar Contact hours to receive
$.25 per hour increase, which is in addition to and separate from the employee’s
base regular hourly rate for each submission.

6. Skill Blocks. Employees who meet the eligibility requirements specified in the
Skill Block portion of the Plan may participate in up to four (4) designated and/or
cumulative skill blocks per school year.

Skill Block offerings are listed on the Staff Development Department page of the
District’s website.

F. Tuition Reimbursement

1.

Tuition Reimbursement Program. The District will make available to classified
employees covered by this Agreement, the sum of $100,000 per year for a Tuition
Reimbursement Program.

Employees Eligible. Tuition reimbursement is available for any classified employee who
has a regular part-time or full-time position with the District, and/or who is on an
approved leave of absence.

Covered Expenses. Tuition reimbursement is available for tuition or registration
expenses and shall be approved semester hours from a college or university holding
regional accreditation; a nationally recognized and/or accredited trade/vocational
organization; and shall be obtained in the area of work directed toward a degree, license
or advanced certification, or in an area which will result in increased competence in the
area in which the employee is assigned. Reimbursement will be limited to registration
expenses and will not cover books, on-line software, software, supplies, travel, lodging or
other expenses.

Dollar Amount. Each individual classified employee may be reimbursed for actual
expenses, but will not receive more than $750.00 per year in reimbursement, nor more
than $2,000 in any five (5) year period.

Classified employees wishing to take a program of study for which they seek reimbursement
must file a “Tuition Reimbursement Request” form with the DCF office prior to undertaking
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the course of study. A form will be provided for such application. The rules and procedures
for the tuition reimbursement program are outlined on the request form. Any decision
concerning tuition reimbursement is not subject to further appeal through the grievance

procedure.

G. Low Cost Loan

The District and the DCFCE have agreed to the establishment of a Low Cost Loan Program
administered by the DCFCE for the purpose of making interest-free loans to employees to
enable employees to take courses or programs which would assist their career development.

The program is funded by a one-time payment from Classified Performance Pay dollars, in
the amount of $235,000.

l.

(8]

Administration. The DCFCE will hold the funds in a trust and administer the
program consistent with the purposes set forth above. The DCFCE is to establish
communication as it deems appropriate with staff regarding the program. The
DCFCE may charge a service fee to District employees who qualify for the
program in order to off-set the costs of administration of the program. Funds that
are not currently on loan to employees shall be maintained in an interest-bearing
account in trust for the District, with the interest earned on said funds being
applied to support the program and/or to cover administrative costs associated
with the operation of the program.

Annual Reports. At least annually, on a schedule determined by the Financial
Services Divisions of the District, the DCFCE will provide the District with
information regarding the utilization of the funds in question. The information
shall include the number of employees who participate in the program, the
amount of money lent to employees, the re-payment plans in place, and the
progress being made toward the re-payment obligation.

Termination. The Low Cost Loan Program may be terminated by either party at
June 30 of any year upon thirty (30) days written notice to the other. Upon
termination, sum of $235,000 will be returned to the District and deposited in the
Classified Performance Pay Program, less any sums then on loan to employees
and further, less any sums jointly deemed uncollectible by the DCFCE and the
district. The DCFCE will assign to the District any right to receive re-payment of
funds on loan to employees that may be in place as of the effective date of
termination.
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IV. BENEFITS

A. Insurance Programs

1. Types of Coverage.

d.

Health/Medical Plan. For those employees covered by this Agreement who
qualify according to the table of scheduled work hours/year below, the District
shall make a monthly contribution in an amount up to the “employee only”
premium toward the available medical coverages selected by the employee.

Hours Worked/Year | District Contribution

1,183 — 2,088 100%
676 — 1,182 50%

Dental Coverage. For those employees covered by this Agreement who
qualify according to the table of scheduled work hours/year above, the District
shall make a monthly contribution in an amount up to the “employee only”
premium for dental.

Vision Coverage. For those employees covered by this Agreement, the
District shall make a monthly contribution up to the “employee only”
premium for vision coverage under the District’s Vision Plan.

Life and Accidental Death and Dismemberment Insurance. The District shall
provide life and Accidental Death and Dismemberment insurance in an
amount equal to the employee’s annual salary, or $50,000, whichever is less,
for each benefit eligible employee covered by this Agreement. Life and
Accidental Death and Dismemberment insurance benefit reductions will apply
at age 70.

Disability Insurance. The District shall provide a long-term disability
protection plan and will pay the premium for it.

2. Benefit Start/End Date. Insurance benefits shall begin the first day of the month

following an employee’s date of hire. Insurance benefits will end the last day of
the month following the employee’s final work day.

3. Contributions While On Leave. Employees shall be responsible for making the

employee contribution (if any) during any time in which they are not working,
except for approved family medical leaves.

4. Flexible Benefits Plan. The District will provide an IRS Section 125 Flexible

Benefits Plan.

5. Insurance Committee. The District and the DCFCE agree to maintain a District

Insurance Committee to provide an orderly mechanism for considering insurance
benefit program issues and to make recommendations to employee bargaining
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representatives, District leadership, and the Board of Education to effectively
manage the programs for the benefit of all employees and the District. The design
of all insurance plans, the coverages under the plan, premiums for the plans, and
the designation of carriers, providers and the like will be determined through the
District Insurance Committee’s recommendation(s). The District Insurance

Committee will consist of seven (7) people, two (2) of whom are appointed by the
DCFCE.

V. SEVERANCE

A. Unused Sick Leave Payout

A regular status employee (full or part-time) will be paid $7.00/hr for all of his/her
accumulated sick leave up to 1,040 hours upon separation from service with the District,
provided he/she has at least ten (10) years continuous service with the District. The

employee will receive a lump sum payment on or before July 31 of the year he/she
retires.

B. Extended Service Severance Benefits

1. Purpose. In order to induce employees to provide long-term and quality service to
the District and to reward employees who have provided such service, the
DCFCE and the District agree to provide Extended Service Severance Benefits to
employees who retire from the District, as set forth in this Section.

2. Eligibility. In order to be eligible for extended service severance benefits, the
employee must be an employee eligible to retire under PERA at the time his/her
service to the District ceases. The employee must also have completed ten (10)
years continuous service in the District immediately prior to the effective date of
retirement under this section. This benefit is only available once in a lifetime.

3. Application. An employee choosing extended service severance benefits may
choose to do so by submitting an application to the Director of Human Resources.

4. Benefit. A qualified employee who makes application for, and who is approved
for the extended service severance benefit, will qualify for payment of an amount
equal to 25% of the employee’s annual salary or wage. This sum of money will
be paid to the employee (and/or his/her estate) in one of the following options
selected by the employee and subject to the following stated conditions:

a. An employee who attains age 55 or older in the year of separation from
employment (retirement) will receive his/her extended service severance
benefit pay in an annuity account. This benefit will be paid following
separation in accordance with law, provided that such contributions do not
exceed the limits of Section 415(c)(1) of the Federal Tax Code. Remaining
amounts owed that exceed the employee’s available Section 415(c)(1) limit
for a given year shall be carried over and paid on or before January 31 of the
following year, but in no case shall payments continue beyond the five (5)
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year period authorized under Section 403(b)(3) of the Federal Tax Code.

b. An employee who does not attain the age of 55 in the year of separation from
employment (retirement) will be paid the extended service benefit payment in
a lump sum following separation in accordance with law.

V1. TIME OFF BENEFITS

A. Sick Leave

1.

2.

Absence from Work. The DCFCE and the District recognize the value of
consistent employee attendance at work. Nevertheless, there are circumstances
where it is reasonably expected that employees may be unable to work and the
DCFCE and the District have provided for the continuation of the employee’s
pay, subject to certain requirements, conditions and stipulations. The DCFCE and
the District will work cooperatively to maintain optimum employee attendance
within the framework of the Sick Leave and Sick Leave Bank salary continuation
programs.

a. Reporting. When an employee must be absent due to illness or disability as
set forth in this Section, each employee is required to mnotify his/her
administrator or designee according to the procedures established by the
building or department where the employee works, and state the reason for the
absence and the anticipated length of the absence

b. Medical Verification. Upon advance notice to an employee, he/she shall be
required to furnish proof of illness, proof of fitness to return to duty, or proof
of fitness to continue to perform duty. At any time, the District may require
the employee to be examined by a physician designated by the District at
District expense. Medical reports should be submitted to the District Human
Resources Department or its designee.

Eligibility. The District will provide sick leave benefits to full and part-time
employees covered by this Agreement who are scheduled to work a minimum of
676 hours in a school year. This provision does not apply to substitute or
temporary employees. The following provisions determine the formulas for
earning sick leave, as well as the situations qualifying for use of the accumulated
sick leave benefits.

a. Sick Leave Earnings. Employees in a position who are scheduled to work a
minimum of 676 hours per year will receive one (1) hour of sick leave for
each block of hours worked or paid in accordance with the following table:
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b. Employees who have exhausted their sick leave may borrow up to three (3)
days of remaining sick leave in which they would accrue during that same
school year. An employee’s sick leave will be reconciled at the end of each
school year, which may result in a reduction in pay to offset any leave deficit.

Only the first 40 hours in any calendar week will count toward the earning of sick
leave. Sick leave bank hours do not count for the accrual of sick leave. Sick
leave may be accumulated without limit. An employee will move to the next

accrual rate on the next payroll following the qualifying anniversary of their
employment.

3. Use of Sick Leave. Employees may use their accumulated sick leave for their own

illness or disability, or the illness or disability of a member of the employee’s
immediate family. This provision includes disability due to pregnancy, child birth
and recovery there from. An employee may also use sick leave for necessary
medical treatment or examination when such treatment or examination cannot
reasonably be scheduled outside of the employee’s work day. This includes
treatment or examination of a member of the employee’s immediate family.

a. For purposes of this Section, the term “immediate family” includes the
employee’s spouse, child or parent, grandparent and grandchildren.
Recognizing that in today’s family, the employee may be in a close
relationship akin to these while not in a biological parent or child relationship,

the District may grant the use of sick leave to care for persons in a similarly
close relationship.

b. Sick leave benefits may be used in fifteen (15) minute increments, not to

exceed the employee’s regularly scheduled hours of work for the absence
period in question.

c. Sick leave benefits may not be used in anticipation of accrual. An employee
may only utilize benefits that have been earned.

d. Employees who request a leave that qualifies under the FMLA may have
accrued sick leave benefits utilized, to the extent available, to provide salary
continuation during the leave up to the accrued amounts.

4. Transfer to Non-Sick/Personal Leave Eligible Position. If an employee transfers

to a position not eligible for sick and personal leave, the Pistrict-willmaintain-the

employee’s—sielk—leave balance—untilthe employeeterminates—employment—or
returns—to—a-sickJeave-elicible position— While-in-a nen-eligibleposition, the
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employee will no longer earn sick leave but may ret use his/her accumulated sick
and personal leave in current position. {-the—employeereturns—to—a—sickleave-
gqualified-pesition-the-acewmulated-balance-witb-asat become-avatlable

B. Sick Leave Bank

The District will provide a sick leave bank to provide limited income continuation for
employees who have an extended illness or disability, subject to the following conditions:

Eligibility. Sick leave bank benefits are only available to employees who are

-~ eligible to earn sick leave. Additionally, the employee must have been an active

employee for a period of ninety (90) calendar days. After the ninety (90) calendar
day probationary period, the employee will be eligible to use up to and including
twenty (20) sick leave bank days. After employment of one hundred twenty (120)
calendar days, the employee will be eligible to use up to and including fifty-one
(51) sick leave bank days.

Employee Must Be Disabled. Sick leave bank benefits are only available to cover
absence due to the illness and disability of the eligible employee.

Application and Medical Verification. Employees who have exhausted their
accumulated sick and personal leave, and who are unable to work due to illness or
disability may apply for sick leave bank benefits. The initial application for sick
leave bank benefits will require medical verification substantiating the illness or
disability on the prescribed District form. Any application to extend sick leave
bank benefits beyond the initial request will require updated medical verification
of the employee’s inability to return to work. Additional medical verification
may be required by the District for any leave request that exceeds standards for a
particular medical condition. The District reserves the right to request verification
from a physician who specializes in the particular medical condition of the
employee. The District may seek independent medical opinions at any time to
determine the nature and extent of the employee’s disability or long-term illness.
All medical reports called for in this section should be submitted to the Human
Resources Department or its designee.

Not Covered by the Bank. The first ten (10) days of any episode of illness or
disability will not be covered by the sick leave bank. Rather, nine (9) days of
such absence must be covered by the employee’s own accumulated sick leave,
personal leave, vacation, or absence without pay. At least one (1) day of this
period will be without pay. Additionally, sick leave bank benefits are not
available to employees who are receiving disability or worker’s compensation

payments.

Multiple Requests. Each succeeding request for sick leave bank benefits from an
employee during each school year will require that the first day of leave will not
be covered by the bank, but must be covered by absence without pay unless the
succeeding applications are for a continuation of an illness or disability for which
benefits of the bank were previously provided.
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Maximum Benefits. An employee is eligible for a maximum of fifty-one (51)
scheduled work days of sick leave bank benefits during any one (1) school year,
or for any illness or disability which bridges two (2) school years. For employees
who work less than a 40-hour week, the maximum benefit will be pro rated on the
same basis that their normal work schedule compares to a 40-hour work week.

Program Administration. The District Benefits Office will administer the sick
leave bank program, will determine operating guidelines and consider requests for
benefits. Decisions regarding the granting of sick leave bank benefits are final
and neither subject to appeal nor to challenge through the grievance procedure set
forth in this Agreement, nor the procedure in Board Policy.

Records. The District Benefits Office shall maintain all records and make forms,
guidelines and procedures available to employees.

Long-Term Disability. Employees who are unable to return to work due to a long-
term illness or disability, and who have exhausted their sick leave bank benefits
may apply for long-term disability benefits.

C. Family Medical Leave

Consistent with the provisions of the Federal Medical Leave Act (“FMLA”), the District
will provide employees with up to twelve (12) weeks of leave, in a twelve-month period,
to address specific family and health related situations, Board Policy GBGF and
Regulation GBGF-R, will be followed except that if the provisions of this Agreement
differ from Policy or Regulation, the provisions of this Agreement will control. The
twelve weeks of leave will be unpaid unless the employee has sick leave or sick leave
bank or personal leave benefits available, or ¢ hooses to use paid vacation during the
period of the leave.

1.

Eligibility. To be eligible for leave under Family Medical Leave provisions, an
employee must have been employed by the District for at least twelve (12)
months, and shall have worked at least 1,250 hours during the 12-month period
preceding the commencement of the leave.

Reasons. Family Medical Leave may be taken in four (4) different situations, as
follows:

a. For the birth and/or for the care, during the first year, of the employee’s child;
b. For the placement of a child with the employee for adoption or foster care;

c. When the employee is needed to care for a child, spouse or parent who has a
serious health condition; or

d. When the employee is unable to perform the finction of his/her position
because of the employee’s own serious health condition.

Leave for the reasons stated in a. and b. above, dealing with birth, adoption or
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foster care is only available until the child reaches age one (1), or twelve (12)
months after adoption or foster placement. Leave to care for a child shall be
available to a step parent or a person acting in loco parentis (one acting in the
place of the parent). Please refer to Regulation GBGF-R for additional detail or
explanation.

3. Request for Leave. An employee-initiated request for Family Medical Leave
should be submitted to the Human Resources Department of the District on forms
provided by the Human Resources Department. If the request for leave is related
to a health condition, the District will require a Certification of Health Care
Provider form completed by the attending physician. Any requests for follow-up

. medical certification shall be consistent with Regulation GBGF-R. 1t is
recognized that the District may determine that an employee’s leave under other
contract provisions or District policies may qualify as Family Medical Leave and
may be treated as such.

4. Use of Paid Leave. Whenever an employee qualifies for leave under this section,
such employee may use available sick leave, sick leave bank, and personal leave
benefits available to him/her which will be considered to run concurrent with the
twelve (12) weeks of leave to which he/she is eligible under this provision.
Additionally, an employee may choose to utilize accrued vacation time during the
period of a Family Medical Leave under this section.

5. Benefits Arrangements. During the period of any Family Medical Leave under
this provision. and for a maximum of twelve (12) weeks per year, the District
shall maintain coverage under any group health or dental insurance plan that the
employee who is granted leave of absence has in place at the time of leave
commencement. Such coverage shall be maintained at the same Jevel and under
the same conditions as coverage would have been provided if the employee were
not on leave. An employee who has chosen coverages which call for employee
contributions must continue to make such contributions in order for the benefits to
continue in effect. Failure to pay amounts due will result in termination of the
coverages involved.

An employee who fails to return to employment from an unpaid leave granted
under this Section for at least thirty (30) days will be required to repay the District
benefit contributions paid during the time the employee was on unpaid leave
under this Section unless the failure to return was due to one of the following:

a. A continuation, recurrence, or the onset of a serious health condition that
would entitle the employee to a leave, under the “serious health condition”
provisions of the statute, or

b. The circumstances preventing the employee return were beyond the
employee’s control.

D. Bereavement Leave

Full-time and part-time employees will be allowed up to five (5) consecutive work days
leave of absence without loss of pay immediately following the death of an employee’s
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family member. The employee’s family includes the employee’s spouse, children,
grandchildren, parents, grandparents, siblings, and the employee’s spouse’s family, as
defined herein. Two (2) additional consecutive work days leave of absence may be
granted upon the employee’s request. The additional days will be deducted either from

the employee’s personal leave or accrued sick leave or vacation leave or, if none is
sufficient, will be without pay.

In cases of death of a person who is not a family member as defined above, but a person
who was in a close relationship to the employee akin to that of a family member, the
Human Resources Department may grant an employee bereavement leave as well.

E. Military Leave

1. Military Training Leave. Employees belonging to guard or reserve units are
permitted time off when ordered to attend military training by their unit. A leave
not to exceed fifteen (15) calendar days per year shall be without any loss of pay.
The employee must provide the supervisor with a copy of the military orders to
attend training, and apply for leave through the Human Resources Department.

2. Military Service. An employee is eligible for leave consistent with the provisions
of state and federal law when entering into active military service. Employees
entering into active military service should provide their supervisor with orders or
other documentation regarding their military service and apply for leave through
the Human Resources Department. Except for the military training leave
identified in section A. above, military leave is without pay.

When a former employee seeks reinstatement to employment at the conclusion of
his/her military service, reinstatement will be governed by the provisions of state and
federal law as it may exist at the time reinstatement is sought.

F. Leave for Jury Duty and Required Attendance in Legal Proceedings

1. Jury Duty. If summoned to appear in court for jury duty/serve as a juror, an
employee shall be granted full leave of absence with pay for work missed work
due to jury duty. The employee shall pay to the District all appearance fees paid
to him/her for jury duty; however, the employee may retain compensation
received for mileage and any other expenses related to such service.

2. Work-Related Appearance in Legal Proceedines. If subpoenaed to appear as a
witness in litigation, or required to appear as a party in a legal proceeding arising
out of his/her employment with the District, an employee shall be granted full
leave of absence with pay for work missed due to such subpoena and/or required
appearance. The employee shall pay to the District any witness fees paid to
him/her for such appearance; however, the employee may retain compensation
received for mileage and any other expenses related to his/her appearance.

3. Non Work-Related Appearance in Legal Proceedings. If subpoenaed to appear as
a witness in litigation, or required to appear as a party in a legal proceeding not
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arising out of his/her employment with the District, the employee may utilize
personal leave as provided in this Agreement. If additional time is needed, the
employee will be granted a leave of absence without pay for work missed due to
such subpoena or necessary appearance. When the absence from work exceeds
the employee’s available personal leave, the employee may request assistance
from the District through his/her supervisor for additional time-off work. At the
discretion of the District, the employee may be allowed to convert up to the
equivalent of five (5) days of sick leave to personal leave for appearance(s) in
legal proceedings. When the employee wants to make up work time missed due
to the subpoena or required appearance, the District will also explore
opportunities for work assignments for the employee, consistent with the
provisions of this Agreement, to make up lost work time.

G. Unpaid Leave of Absence

1.

Availability. Unpaid leave of absence is available for full and part-time
employees who have completed the probationary period. Unpaid leaves of
absence for a period of thirty (30) calendar days or less are considered short-term.
Unpaid leaves of absence in excess of thirty (30) days are considered long-term.
Unpaid leaves of absence are generally granted for no more than one (1) year,
although medical leaves and family care leaves may be extended for an additional
six (6) month period.

Reasons for Leave. Requests for leave of absence without pay will be considered
for the purpose of caring for the employee’s children, family emergencies,
education, a serious medical condition of a family member, a serious medical
condition of the employee extending beyond the coverage of sick leave or sick
leave bank, or other personal reasons.

Unpaid Leave of Seven (7) Days or Less. An employee requesting an unpaid
leave of absence without pay of seven (7) days or less, should make the request of
his/her supervisor or the supervisor’s designee. Notice should be given thirty (30)
days prior to the requested commencement of the leave if the circumstances
concerning the reason for leave are reasonably known at the time. The supervisor
or designee will determine whether the request will be granted. If granted, the
supervisor will make an appropriate record of the leave approval.

Unpaid Leave of More Than Seven (7) Days. An employee requesting a leave of
absence without pay of more than seven (7) days must submit the request in
writing on a District-approved leave of absence form to the supervisor. The
written request should be submitted thirty (30) days prior to the requested
commencement of leave if the circumstances concerning the reason for leave are
reasonably known at that time. The specific approval process is noted on the
form.

Benefits While On Leave of Absence Without Pay. Employees on an approved
leave of absence without pay will not receive either pay or benefit contributions
from the District (Except for leave under the FMLA.). Any coverage for health,
dental, vision, life and long term disability insurance ceases on the last day of the
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last month worked. An employee may have the right to continue health insurance
coverage as provided under COBRA, provided that the employee applies for such
coverage continuation and makes timely payment of the required health insurance
premiums. An employee on unpaid leave of absence due to a disability may
continue his/her health insurance coverage at his/her own expense for up to two
(2) years from the date of the start of the leave by applying for continuation and
making timely payment of the required premiums.

Employee Contact Information. An employee on leave of absence without pay is
responsible for notifying the Human Resources Department of any change in
his/her address, phone number and other then-current contact information.

7. Return To Duty.

a. Return From Short-Term Leave of Absence Without Pay. An employee
returning to work in the District after a leave of absence without pay of thirty
(30) calendar days or less will return to the same position, job title, pay grade
and job location/assignment or bus route which he/she held prior to taking the
leave unless it is no longer available. His/her salary schedule placement and

service credit will be determined as if he/she had worked for the duration of
the leave.

b. Return From a Long-Term Leave of Absence Without Pay. An employee
returning to work in the District after a leave of absence without pay of more
than thirty (30) calendar days will be returned to the same job title, pay grade
and location he/she held prior to commencement of the leave, but not
necessarily the same responsibilities or bus route.

c. Pay On Return From Leave of Absence Without Pay. An employee returning
from a leave of absence without pay will receive any annual range adjustment
granted to his/her classification. An employee who returns from a leave must
have worked ninety (90) days of the prior evaluation period, and must be
evaluated by the supervisor to receive the evaluation adjustment in addition to
the annual range adjustment.

H. Personal Leave

1.

Eligibility. Classified employees who are scheduled to work a minimum of 676
hours in a school year will be allowed to use up to the equivalent of four (4) work
days per year with full pay to attend to matters of an emergency or special nature
not covered under other leave provisions. The amount of hours granted to each

employee will be equal to his/her average scheduled hours worked per day, times
the three (3) days allowed per year.

Note: Anemployee may not use paid personal or vacation leave during the last
two scheduled work weeks of employment. Unauthorized time off will not be
paid during this period.
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Personal Leave Proration. The amount of personal leave granted will be prorated
for new employees. Pro-ration is based on the employee’s start date within the
school year in accordance with the following table. The days granted will be
converted to hours based on the average number of hours in the employees

normal work day.

Start of Work Days of Personal Leave Granted

July 1 — September 30 3 Days
Qctober 1 — December 31 | 2 Days
January 1 — March 31 1 and %2 Day
April 1 — June 30 .75 Day

Request/Approval. Notification of personal leave requests must be submitted to
the employee’s administrator or designee as far in advance of the dates of the
leave as reasonably possible prior to commencement of the leave, except in
emergencies and in situations beyond the employee’s control. Supervisors may
reasonably deny a leave request. An employee may appeal a denial to the next
supervision or Human Resources and the DCFCE.

Computation. Personal leave may be taken in fifteen (15) minute increments.

Transfer to Non-Sick/Personal Leave Eligible Position. [f an employee transfers

to a position not eligible for sick and personal leave, the employee will no longer
earn personal leave but may use his/her accumulated personal leave in his/her
current position.

5.6 Additional Days. Under certain circumstances, employees who use personal

6-7.

summoned to appear in a legal proceeding may receive up to the equivalent of one
(1) additional day of leave upon providing satisfactory proof of such use of the

leave.

a. Religious Purposes. In order to qualify, the employee must use personal leave
for the purpose of observing a religious holiday when the employee’s
religious faith requires that he/she not work on such religious holiday. In such
an instance, the employee may be requested to provide an affidavit (a
statement signed under oath) in order to verify the need to use personal leave
for observance of a religious holiday. Once an employee provides a
satisfactory affidavit, it need not be resubmitted to cover the same situation in
the future, so long as these provisions and the circumstances of the leave

remain unchanged.

b. Legal Business Purposes. Use of leave for appearance in a legal proceeding in
response a summons or subpoena will require the employee to provide a copy
of the summons, subpoena or other acceptable verification of the need to
appear in the legal proceeding.

Unused Leave. Unused personal leave may be accrued up to a total of four (4)
days. Accrued personal leave may be used all at one time, using the criteria set
forth in this Section. Personal leave that is unused at the end of the school
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year in excess of the above limit will be added to the individual employee’s sick
leave accrual.

I. Paid Holidays

L. Eligibility. Probationary and regular full-time and part-time classified support
staff employees are granted paid holidays on the basis of the days and hours of
their regular work schedule. Only employees who are scheduled to work a

minimum of 169 days per year and a minimum of twenty (20) hours per week are
eligible for holiday pay.

a. All employees who are considered 12-Month Employees qualify for up to ten
(10) paid holidays per year as set forth below. For the purposes of this
Section, the term “12-Month Employee” includes employees, whose position
is assigned on a District calendar, consisting of 251 paid work days. In

addition, the following employees will earn paid holidays according to the 12-
Month Employee Schedule:

1 Transportation Educational Assistants who work a minimum of twenty
(20) hours per week, and 232 paid work days per year.

i1 Child Care Employees who work a minimum of twenty (20) hours per
week and who are assigned 232 paid work days per year.

1ii  Nutrition Services Employees who work a minimum of twenty (20) hours
per week and who are assigned 232 paid work days per year.

12-Month Employees

Labor Day 1 day

Thanksgiving 2 days (Thursday & Friday)
Christmas 2 days

New Year’s Day 1 day

Martin Luther King Day 1 day

President’s Day 1 day

Memorial Day 1 day

Independence Day 1 day

b. For all other employees, the number of work days identified in the particular

employees” work calendar will determine eligibility for paid holidays as
follows:

11-Month Employees (215- 250 Paid Work Day per Calendar Year)

Labor Day 1 day

Thanksgiving 2 days (Thursday & Friday)
Christmas 2 days

New Year’s Day 1 day

Memorial Day 1 day
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10-month Emplovees (200-214 Paid Work Day per Calendar Year)

Labor Day 1 day
Thanksgiving 1 day
Christmas 1 day
New Year’s Day 1 day
Memorial Day 1 day

9-month Employees (169 -199 Paid Work Day per Calendar Year)

Thanksgiving 1 day
Christmas 1 day

2. Holiday Observed. Whenever a holiday falls on a Saturday, Friday will be
considered the holiday for eligible employees. Whenever a holiday falls on a
Sunday, Monday will be considered the holiday for eligible employees. Unique
calendars may require deviation for this practice. For employees who are eligible
for a 2-day holiday at Christmas, should the holiday fall on a Saturday and
Sunday, the previous Thursday and Friday will be observed as the holiday.
Should the Christmas 2-day holiday fall on a Friday and Saturday, the previous
Thursday and Friday will be observed as the holiday. In any instance when an
employee is actually scheduled to work on the officially-recognized holiday, that
day shall be treated as the employee’s holiday for purposes of pay computation.

3. Pay for Work on the Actual or Observed Holiday. Whenever an employee works
on an actual or observed holiday, the employee will be paid at the rate of time and
a half for the hours actually worked on the holiday in addition to the holiday pay
to which he/she is otherwise entitled. [ Each employee can only be paid this
premium on either the official holiday or the day the District observes, but not
both:) Holiday pay for each classified employee will be the employee’s usual
honrf'y rate times the employee’s regularly-scheduled hours per day for each
holiday.

4. Special Situations. Notwithstanding any prior provisions in this Section:

a. Pre-School Employees who work at least twenty (20) hours per week and
scheduled to work a calendar of 167 paid or working days will be eligible for
two (2) paid holidays granted to 9-Month Employees.

b. Sécurity' Personnel Employees work four (4} eight-hour(8-hour) days during
the week of a holiday. For scheduling and holiday pay ecomputation purposes,
the two (2) additional hours that security personnel would work per \day are
cohsidered paid holiday time. Any hours that security personnel work in
exdess of the scheduled eight (8) hours per work day will be paid at one and
one-half (17%) times their normal hourly rate of pay, in addition to the twe (2)
hours pér day ‘of paid holiday pay to which they are otherwise entitled.
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J. Vacation Leave

1.

Eligibility. Regular full-time and part-time employees who are scheduled to work
a minimum of 20 hours, and who are assigned 251 or more work or paid days per
school year, are eligible for vacation leave. Additionally, child care, nutrition
services and transportation educational assistant employees, working a minimum
of 20 hours per week, and who are assigned at least 232 work or paid days per
school year, are also eligible for vacation leave.

Note: An employee may not use paid personal or vacation leave during the last
two scheduled work weeks of employment. Unauthorized time off will not be
paid during this period.

Maximum Vacation Hours Available. Eligible employees may be granted the
hours of paid vacation leave each year based on their normal scheduled hours of
work and completed years of service, according to the following formula.

a. The maximum amount of hours of paid vacation an employee may receive
each year 1s determined by dividing the employee’s normal scheduled annual
hours per year by the factor that corresponds to the employee’s completed
years of service as of July 1 of each year. The formula provides employees
vacation time based on scheduled hours and years of service (See computation
formula below).

Completed Years of Computation Formula
Service as of Anniversary
Date
At Hire “X’" divided by 32.5 = vacation hours
1 “X” divided by 26.00 = vacation hours
. 5 “X” divided by 17.33 = vacation hours
10 “X’” divided by 13.00 = vacation hours

» “X” equals the number of normally scheduled annual work hours.

b. If during the year, the employee MQS year of service 1, 5, or 10 the

additional vacation to bring the employee to the higher level for the year is
made available on the employee’s anniversary date.

c. An employee who fails to use paid vacation as allowed by this provision will

not carry forward any time and is deemed to have waived the use of that paid
vacation time. Under special circumstances, the employee and/or the
employee’s supervisor may request a waiver from the Contract by submitting
a written request to the DCFCE 21 Waiver committee.

Application for Vacation Leave. An employee wanting to use available
vacation leave must submit a request to his/her immediate administrator or
designee at least two (2) weeks in advance of the planned vacation leave, or in
accordance with the department/division vacation scheduling practices. The
District administrator or supervisor will schedule vacations at the convenience
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of the District and as nearly as possible, at the convenience of the employee.
Employees may take vacation leave on the days before and after a paid
holiday, provided that such use is approved by the employee’s administrator
or designee. Vacation is available in fifteen (15) minute increments.

4. Pay at Separation or Change of Eligibility. Employees who leave their
employment with the District, or move to a position not eligible for vacation,

will not be paid for vacation leave not taken prior to the termination or re-
assignment. Adjustment to an employee’s vacation will be made when an
employee’s vacation eligibility changes during the year.

K. Worker’s Compensation

The parties agree to abide by all applicable laws governing worker’s compensation.
This section is not subject to the grievance procedure as set forth in this Agreement.

Employees who are injured on-the-job must provide written notice of the injury to their
supervisor immediately and must file a report with the District Risk Management Office
within four (4) working days after the accident or occurrence pursuant to Section 8-43-
102(1) and (1.5), Colorado Revised Statutes. If the injury results from the employee’s
use of alcohol or controlled substance, or the failure to follow established safety
procedure, or rules, or to use safety equipment or devices provided by the District the
worker’s compensation disability benefits may be reduced by one-half (/%) in accordance
with Section 8-42-112.5, Colorado Revised Statutes.

An employee who is absent from work due to injuries incurred in the scope of
employment and covered by worker’s compensation may utilize accrued sick leave or
personal leave in fifteen (15) minute increments to make up resulting loss of income.
Upon request, and not more often than monthly, the District will allow the employee to
convert sick leave and personal leave to extra pay in an amount not to exceed that which
is necessary to provide the employee the same take home pay normally earned by the
employee after deductions. Only an employee’s accrued sick leave and personal leave
balances may be converted; the sick leave bank is not available for conversion.

V1. PROCEDURES

A. Negotiations Procedure

1. General. The Board and the DCFCE recognize that each party has an interest in
the compensation, time-off benefits and working conditions of classified
employees. Of necessity, a variety of topics will arise related to these joint
interests. Both parties reaffirm their commitment to attempting whenever
possible to reach agreement with regard to those matters utilizing the processes
set forth in this Section.

2. Representatives. The procedures set forth in this Section for the discussion and
resolution of mutual concerns shall be carried-out in good faith by the Board and
the DCFCE through representatives of their own choosing.
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3. Labor-Management Committees. The District and the DCFCE recognize that the
bargaining unit consists of a number of diverse work groups with dissimilar job
titles and duties that in many instances requires separate consideration of
localized issues or concerns. In addition, some committees are focused on
specialized, narrow issues that require representatives to have special knowledge
or background that is frequently developed by continuing service on a special
committee or task force. The parties will maintain and keep current a listing of
labor-management committees or task forces operating in the Douglas County
Schools Classified Bargaining Unit. The parties may modify the number of labor-
management committees as needed.

The District and the DCFCE negotiating teams will periodically determine the
number and qualifications of the members of the labor management committees. It is
recognized that each party will have the right to appoint its representatives to the
labor-management committees or task forces, upon consultation with the other party.
The District and the DCFCE may at any time jointly determine that a task force or
committee is no longer needed and may discontinue the operation of such task force
or committee.

4. Negotiations Procedures.

a. General. The DCFT and the DCSD have agreed to a Living Contract.
Negotiations sessions will take place monthly from September through June.
The negotiations contemplated hereunder will be conducted between teams
representing the Union and the Board of Education. Each party will select its
team members and may be assisted by advisors of its own choosing.

b. Standard Re-opener. Pursuant to the provisions stated herein, either party
may reopen the Agreement on economic terms, in addition to three (3) issues,
identified by each side.

c. Initiating Negotiations. In August of each year, or other date mutually agreed
upon by the parties, either party desiring to reopen or to negotiate topics
covered by the Agreement, will inform the other party. At the initial meeting,
the parties will exchange potential topics or concerns being brought forth.
Such issues should identify the interests or objectives sought to be obtained.
After the topics or concerns are identified and explained, the parties will
create a reasonable schedule of negotiation meetings designed to resolve the
issue or concern consistent with the process described in the following
paragraphs. The parties will agree on the mechanics of negotiations. Upon
reaching tentative agreement through negotiations, the proposed new contract
language will be subject to ratification by the classified members of the
DCEFCE and approval by the Board of Education.

d. Additional Items. By mutual agreement, the parties may add issues for
negotiations throughout the school year.

5. Negotiations Process. Both parties have an interest in a negotiation process that is
effective in resolving problems arising in or relating to negotiations. Toward this
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end, the parties agree that based on available information, the best negotiation
procedure would include the steps outlined in this section. The parties may agree
to alter this procedure as deemed appropriate to deal with circumstances as they
arise.

a. Understand Story and Interests. Both parties assure themselves that they
understand the situation or problem being addressed and the concerns and
interests of the other party;

b. Options. The negotiating teams identify options to address the identified
concerns;

c. Evaluate and Commit. The parties review and evaluate the available options
in light of the interests, and identify the recommended course of action;

d. Implement. The parties set forth in writing any items agreed upon for review
and formal action by the DCFCE and the Board of Education.

Facilitation. The Board and the DCFCE recognize that from time to time the
negotiating teams of the parties may find it difficult to readily achieve agreement.
Whenever it is deemed appropriate or beneficial to do so, the parties may engage
the services of one or more experts, consultants or facilitators as they may jointly
agree would benefit the process of reaching agreement on that item or items. It is
specifically contemplated that the parties might engage individuals with
demonstrated knowledge or expertise in a given topic under discussion to provide
data or information, or skills and abilities in dispute resolution to serve as a
facilitator to assist the parties in reaching resolution. Fees and expenses of
consultants and facilitators jointly agreed upon will be shared equally by the
Board and the DCFCE, unless a different split is agreed to.

Mediation. If the parties concur that agreement cannot be reached without outside
intervention, impasse is considered to have occurred. In such event, the parties
shall initiate facilitation provided they agree on this process and the facilitator. In
the absence of such agreement, the parties shall move directly to mediation. If the
parties are unable to agree on a mediator, then a mediator shall be requested
through the Federal Mediation and Conciliation Service.

Fact Finding. In the event the parties are unable to reach agreement through
negotiation, facilitation or mediation with regard to one of the topics of
negotiation, then the dispute may be submitted to advisory fact finding by either

party.

a. Selecting Fact Finder. The Board and the DCFCE will attempt to mutually
agree upon a fact finder. If the parties are not successful in selecting a desired
neutral in this fashion, either party may submit a request to the Federal
Mediation and Conciliation Service for selection of a neutral or neutrals
according to its then current rules. The Federal Mediation and Conciliation
Service will submit identical lists of names of five (5) persons skilled in the
resolution of labor disputes and who are members of the National Academy of
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Arbitrators to each party within seven (7) days. Seven (7) days after receipt of
the list or lists, the parties shall convene either personally or by telephone, and
shall alternately strike names until one (1) name is left. The remaining name
shall be the neutral. The party striking first shall be determined by lot. The
format, dates and times of meetings will be arranged by the fact-finder.

b. Hearings. The fact-finder shall convene a hearing with at least seven (7) days
written notice to both parties at which both parties may appear to present the
facts and argument with regard to those matters remaining in dispute.
Hearings shall be conducted in accordance with FMCS rules, and shall be
open to the public. The formal rules of evidence will not apply. The fact
finder's written recommendations with reasons therefore shall be served on

both parties. The parties will promptly take action with regard to the advisory
report.

c. Responsibility and Authority of the Fact Finder. The fact-finder shall select
as his/her recommendations either the proposed resolution of the District, or
that of the DCFCE on each issue remaining in dispute, unless the fact finder is
persuaded that another intermediate approach would be more appropriate.
The fact finder shall state the reasons in support of the recommendations.

The fact finder shall consider each of the following factors:

1) State and federal laws that may apply;

2) Any stipulations of the parties;

3) The interest and welfare of the public;

4) The ability of the District to finance economic adjustments and the
effect of such adjustments on the normal existing standard of services
provided by the District;

5) A comparison of the wages, compensation, hours and working
conditions of persons performing similar services, and also with other
employees in public and private employment in comparable situations;

6) Economic factors including the general level of wage increases in
public and private employment;

7) The goal of providing excellent programs in the District; and

8) The responsibility and skill level of the jobs.

d. Fees and Expenses of Fact Finding. All fees and expenses of fact finding
proceedings shall be shared equally by the Board and the DCFCE. If either
party requests to have a transcript of the hearing prepared, that party shall be
responsible for the cost of said transcript and shall furnish a copy to the fact

finder. The other party shall be responsible for the cost of its copy of the
transcript, should it desire one.

9. Tentative Agreements. It is understood and agreed that all tentative agreements
reached by the parties' representatives (or resulting from mediation or fact
finding) are subject to formal ratification by the DCFCE prior to presentation to
the Board, and that subsequent formal ratification by the Board shall constitute
the conclusion of negotiation activities. If approved by both the DCFCE and the
Board, those tentative agreements will constitute a Master Collective Bargaining
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Agreement between the Board and the DCFCE.

10. Negotiating in Good Faith. The term "negotiate in good faith," shall mean the
mutual obligation to meet at reasonable times and places with the willingness to
examine the other party's concerns and points of view on any matter which is a
topic of negotiations, however, neither party shall thereby be compelled to agree
to a specific proposal nor to make a concession.

11. Entire Agreement. The District and the DCFCE acknowledge that during the
negotiations which resulted in this Agreement, each had an opportunity to raise
issues and propose solutions to any subject matter within the area of collective
bargaining. The understandings and agreements reached by the parties are set
forth in this agreement. There are no agreements or understandings between the
parties not set forth in this Agreement. For the duration of this Agreement, both
the District and the DCFCE agree that the other shall not be obligated to
collectively bargain with respect to any matter, whether covered by this
Agreement or not, except as set forth in the continuous negotiations process
provision (section D, above). This Agreement may be amended during its term
only in accordance with the negotiations procedures (section D, above), or by
mutual agreement, in writing, ratified and approved by the parties signatory to this
Agreement.

B. Discipline and Discharge

The DCFCE recognizes the District has the right and duty in managing the affairs of the
District to discipline or discharge employees for cause. The parties agree that the
principles of progressive discipline will apply in the District’s exercise of this right.
Consistent with the principles of progressive discipline, serious employee misconduct
may result in immediate termination without the need for successive or multiple
infractions. Similarly, some offenses, while not warranting immediate termination, may
be sufficiently grave to warrant written warning or suspension without pay, even on a
first (1%) offense.

District behavior and work expectations of employees are set-out in a variety of
documents. The District will communicate work and behavior expectations to new
employees and will periodically review updated information with employees as
necessary. The DCFCE will assist and collaborate with the District in the process of
informing employees of work and behavior expectations.

Any claim that the District imposed discipline on a non-probationary employee without
adherence to these provisions must be raised directly at Level II of the grievance
procedure. Any claim that the discharge of a non-probationary employee was without
cause in violation of this Section must be filed directly at Level III of the grievance
procedure. In either case, the grievance must be filed within seven (7) days after the date
the employee was given notice of the discipline or discharge.
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C. Grievance Procedure

1. Definitions.

a.

A "grievance" shall mean a complaint by an employee covered by this
Agreement or the DCFCE that: the employee has suffered a violation or
inequitable application of the provisions of this Agreement.

An "aggrieved party" may be the DCFCE or a member of the bargaining unit
asserting a grievance.

A "party in interest" is an employee who might be required to take action, or
against whom action might be taken in order to resolve a grievance.

A *day” for the purposes of this section, unless stated otherwise, shall mean
the days Monday through Friday of every week of the year excluding the

national or state holidays recognized by the District on which the District
administrative offices are closed.

2. Purpose.

a.

As problems arise, good morale is maintained by sincere efforts of all persons
involved to work toward constructive solutions in an atmosphere of courtesy
and cooperation. The purpose of this grievance procedure is to secure, at the

lowest administrative level, equitable solutions to the problems that may arise
from time to time.

The provisions of this section shall not apply where the complaint is
concerned with a matter where a method of review is prescribed by the laws

of the State of Colorado or the United States of America, or where the Board
1s without authority to act.

3. Procedure.

The DCFCE and the District have designed a set of forms for use in this grievance
procedure which are available on the District website.

Probationary employees may pursue grievances alleging violations of the
collective bargaining agreement, except that a probationary employee has no right
to challenge his/her discipline or discharge through a grievance.

a. Level I.

i

11

A grievance will first be discussed with the aggrieved party’s principal or
immediate supervisor with the objective of resolving the matter
informally. At that time, the aggrieved party may discuss the grievance

personally, or may be represented or accompanied by a DCFCE
representative.

If the matter is not resolved informally, the grievance must be submitted in
writing on an approved form within fifteen (15) days after the employee
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knew or should have known of the act or condition on which the grievance
is based.

itli  The principal or immediate supervisor may be represented or accompanied
by another representative of the administration.

iv. The principal or immediate supervisor or designee shall present his/her
decision in writing at Level I within five (5) days of the conference.

v Any Grievance beyond the initial discussion with the supervisor must be
submitted in writing on an approved form.

b. Level II. If the aggrieved party is not satisfied with the disposition of the
grievance at Level I, or if no decision has been rendered within seven (7) days
after presentation of the grievance, the grievance may be filed in writing with
the employee’s department or division director. Any claim that the District
imposed discipline on a non-probationary employee without adherence to the
provisions of Discipline and Discharge section must be raised directly at this
Level II of the grievance procedure within seven (7) days after the date the
employee was given notice of the discipline or discharge. It is intended that
this step be directed to the highest administrative level within the division or
department. Such person may be designated an assistant superintendent or
director. The parties will maintain an up-to-date list of these positions. Such
an appeal must be filed within seven (7) days after the decision rendered at
Level I or within fourteen (14) days after initial presentation of the grievance
at Level L.

i The department director will meet with the aggrieved party and the
DCFCE representative in an effort to resolve the grievance. Such meeting
will take place within seven (7) days after receipt of the written grievance
by the director or his/her designee.

ii Decisions rendered at Level II of the Grievance Procedure will be in
writing and include the reason(s) therefore, and will be transmitted
promptly to all parties in interest and to the DCFCE.

c. Level IIl. If the aggrieved party is not satisfied with the disposition of the
grievance at Level II, or if no decision has been rendered within seven (7)
days after presentation of the grievance, the grievanee employee may shall
file the grievance, in writing, to the Union, to-the-Assistant Superirtendent-for
Human-Resourees within fourteen (14) days after initial presentation of the
grievance at Level II. The Union shall then submit the filed grievance to the
Assistant Superintendent—of Human Resources Chief Human Resources
Officer. Any claim that the discharge of a non-probationary employee was
without cause, in violation of Discipline and Discharge section, must be filed
directly at this Level III of the grievance procedure.

i The Assistant Superintendent for Human Resources or his/her designee
will meet with the aggrieved party and the DCFCE representative in an
effort to resolve the grievance. Such meeting will take place within seven
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1

(7) days after receipt of the written grievance by the Assistant
Superintendent or his/her designee.

Decisions rendered at Level III of the grievance procedure will be in
writing and set forth the decision and the reason(s) therefore, and will be
transmitted promptly to all parties in interest and to the DCFCE.

. Level IV. If the DCFCE is not satisfied with the disposition of the grievance
at Level II1, or if the decision has not been rendered within ten (10) days after
the Assistant Superintendent for Human Resources or his/her designee has
heard the grievance, only the DCFCE may notify the Superintendent with a
copy to Human Resources and proceed to arbitration within ten (10) days after
the decision at Level III was due or rendered, provided that the aggrieved
party shall have requested the DCFCE to appeal the grievance to arbitration
within seven (7) days after the decision at Level III was due or rendered. In
the event the parties are unable to agree upon an arbitrator within seven (7)
days after notification, the arbitrator will be selected in the following manner:

i

11

v

vi

A demand or a submission to arbitration is to be filed with the American
Arbitration Association (AAA). The AAA will be requested to submit
simultaneously to each party an identical list of the names of five (5)
persons skilled in the arbitration of educational labor disputes. Seven (7)
days after receipt of the list or lists, the parties shall convene either
personally or by phone or other electronic means, and shall alternately
strike names until one (1) name is left. The remaining name shall be the

arbitrator to hear and resolve the grievance. The party striking first shall
be determined by lot.

The arbitrator will have authority to hold hearings and make procedural
rules. He/She will issue a report within thirty (30) calendar days after the
date of the close of the hearing, or if hearings have been waived, then from
the date final statements and evidence are submitted to him/her, unless the
time is extended by mutual agreement of the parties.

All hearings held by the arbitrator shall be in closed session. The
arbifrator’s report shall be submitted only to the Board and the DCFCE,
and set forth his/her findings of fact, reasoning and conclusions. His/Her
recommendation(s) shall be consistent with the law and is limited to
interpreting existing provisions of this Agreement. His/Her report shall be
advisory only and not binding on the Board or the DCFCE.

Within seven (7) days after receipt of the arbitrator’s report,
representatives of the Board and the DCFCE will meet to discuss the

report. No public releases of information may be made until after such
meeting,.

The Board shall take official action on the report of the arbitrator within
three (3) weeks after the meeting described above.

Costs for the services of the arbitrator, including per diem expenses and
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actual and necessary expenses associated with travel shall be shared
equally by the Board and the DCFCE.

4. Miscellaneous.

a.

Neither the Board, nor any member of the administration, nor any employee
organization shall take reprisals affecting the employment status or working
conditions of any aggrieved party, any party in interest, any DCFCE
representative, or any other participant in the grievance procedure by reason
of such participation. However, a participant is not exempt from the rules and
regulations of the District.

Nothing contained herein will be considered as limiting the right of the
DCFCE to file a grievance on behalf of its members whenever, in its
judgment, a grievance exists. DCFCE initiated grievances shall commence at
Level IL.

All written and printed matter dealing with the processing of a grievance will
be filed separately from the central office personnel files of the participants.

A grievance must be filed in writing on a form approved by the DCFCE and
the District. The form shall provide the following information:

i Date of filing

ii Precise statement of the nature of the grievance
iii Provisions of the Agreement allegedly violated
iv  Remedy requested

v Signature of the aggrieved party(ies)

Nothing contained herein will be construed as limiting the right of any
employee having a grievance to discuss the matter informally with any
appropriate member of the administrative staff and having the grievance
resolved, provided the resolution is consistent with the terms of this
Agreement. The DCFCE shall have the opportunity to be present and to state
its views at any grievance procedure level. The DCFCE shall be informed of
any meeting pursuant to this Section between any employee and any member
of the administrative staff which concerns a formal grievance wherein the
DCFCE does not represent the employee.

The parties agree to make available to participants all reasonably pertinent
information and documents in their possession or control not privileged by
law necessary to achieve a just and fair resolution to the issues raised by the
grievance.

When it is necessary for the aggrieved party’s representative, or a
representative designated by the DCFCE, to attend a meeting or hearing called
by the an administrator or the arbitrator during the employee’s work day, the
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representative shall be released without loss of pay for such time as their
attendance is required at such meeting or hearing, and for necessary travel in
connection therewith.

. Both parties agree that grievance proceedings will be kept as informal and as
confidential as may be appropriate at any Level of the grievance procedure.

Since it is important that grievances be processed as rapidly as possible, the
number of days indicated at each level should be considered as a maximum,
and every effort should be made to expedite the process. The time limits
specified may, however, be extended by mutual agreement of the parties.

No grievance shall be recognized by the Board or the DCFCE unless it shall
have been presented at the appropriate Level within fifteen (15) days after the
aggrieved party knew, or should have known of the act or condition on which
the grievance is based. If not presented, the grievance will be considered
waived.
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Exhibit A

Job Classifications Specifically Excluded from the DCFCE Classified Employee
Bargaining Unit

Range Classification Basis for Exclusion
1 Student Custodian Student
15A Foreman (Vehicle Mechanic) ATU
17 Senior Tax Program Time limited position
B1 Bus Driver ATU
Ml Mechanic — Parts Controller
M2 Vehicle Mechanic Apprentice ATU
M3 Vehicle Mechanic
NO Student Student
P Pl Foial Enolores | 1 i s
Read To Succeed Time limited position
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Exhibit B
Douglas County Schools
Classified Employee Salary Schedule
Effective July 1, 2009

RANGE MINIMUM MAXIMUM
1 $7.58 $11.40
2 $8.35 $12.64
3 $9.98 $15.10
4 $10.48 $15.75
5 $10.84 $16.35
6 $11.62 $17.60
7 $12.44 $19.29
8 $13.27 $20.08
9 $14.09 $21.63

10 $14.91 $23.15
10A $16.03 $24.22
11 $15.72 $24.14
12 $16.55 $25.68
13 $17.37 $27.53
14 $18.19 $27.66
15 $19.02 $30.07
16 $20.96 $32.98
17 $22.42 $34.95
18 $23.76 $37.04
19 $25.18 $39.26
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Exhibit C

Route Selection Process for TEAs Hired Prior to March 1, 2007

A. Qualification to Bid

1. TEA on Leave. If a TEA hired prior to March 1, 2007 is on leave or will be on leave

during any bid selection process, the TEA is eligible to bid on the desired route package,
provided he/she will return to the route within thirty (30) work days from the route
selection effective date.

2. Continuous Service. Except in the case of an approved leave, a TEA hired prior to March

1, 2007 will lose his/her hire date status when his/her service as a TEA is interrupted.
This includes transfer to another District job, whatever its nature, or separation from the
District, even if the separation is of short duration. Any TEA reemployed as a TEA will

 be treated as having a hire date after March 1, 2007 for the purposes of route bidding and

selection.

B. Annual Bid Process

l.

3.

Selection Sequence. Annually in May, TEAs hired prior to March 1, 2007 will select
from among existing route packages at each terminal in seniority order with the most
senior TEA at their assigned terminal selecting first, followed by the next most senior
employee at that terminal and so on, until all TEAs who are entitled to bid have selected
routes.

Bid Schedule. The Transportation Department will establish a schedule of bid times
which will allow each employee five (5) minutes to select a run or job package.

Absence. A TEA hired prior to March 1, 2007 who will not be able to attend the route
bidding at the time designated based on his/her seniority may select a person to act for
him/her in the bid process. It is recommended that the designated rep or proxy be
provided with a prioritized list of route packages deemed desirable by the absent party.
In any event, the representative or proxy will select a route package(s) on behalf of the
absent TEA which will be binding on the TEA. The District will provide a telephone to
facilitate communication between the TEA and the proxy during the bidding process.
Timely communication is the responsibility of the TEA and his/her proxy. Any TEA
who is absent and who has not designated a proxy or who has left no preferences for a
route will be by-passed when it is his/her opportunity to bid. In the event a TEA arrives
late in the selection process, he/she will be permitted the next turn in selection in
accordance with seniority upon completion of the selection by any TEA who is in the
process of selecting a route package when the tardy TEA arrives. '

4. Change of Route Package. After the completion of the bid, a TEA may only change to a

different route package a maximum of two (2) times during the year.
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5. Bidding and Route Review. TEAs will be allowed one (1) hour of paid time to participate
in the annual bid process. Employees are encouraged to arrive at the bid location several
minutes prior to their scheduled bid time to review route packages, and ensure the
bidding selection process can be concluded on time. After the completion of the bid
process, each TEA may receive up to two (2) hours of paid time to review and prepare for
performing the responsibilities of his/her new route in conjunction with the driver, such
as taking a practice run with the driver.

C. Bidding for Vacant Routes. During the school year when a route package becomes available,
the route package will be posted at all terminals for five (5) working days. TEAs hired prior to
March 1, 2007 wanting to bid for the route package must sign the posting sheet to be eligible for
consideration. After the close of business on the fifth (5th) working day, the postings from all
terminals will be taken down and sent to the terminal manager who originated the posting. The
route package will then be offered to the most senior TEA in the District hired prior to March 1,
2007 who signed the posting. This process will continue until a TEA hired prior to March 1,
2007 accepts the route package or the list is exhausted. If no one signs up for a route package, or
if no one signing up for the route package accepts the offer, that route package will be filled in
accordance with the Job Assignment, Transfer and Reductions Section of this Agreement. The
individual who accepts the route package will be required to relinquish his/her previous

assignment. The relinquished route/assignment will then be staffed by means of the process
described in this exhibit.
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Miscellaneous Pay Schedule
For Classified Employees 2009-2010 SY

Additional " .
. Hourly Rate Additional Information About Rate
Responsibility

»  Traditional: 7.5 hrs; 8 additional days/yr

CRT - Technology $12.00 U Othe.rtc.: 7.5 hrs; 10 additional days/yr' ‘
»  Additional hours beyond above mentioned is

charged to site

Game Announcers & $9.00

Scorekeepers

Ticket Takers $8.00

O & M “On-Call”

$21.43/day or $150
for a 7-day week,

plus O.T. for hours

worked if called-in.

Sign Language e |-Hr Minimum

Interpreter for $40.00 e  Mileage is paid when reporting to another site
Extra-Curricular ' o If immediately before or after regular assignment,
Activities regular rate applies

Classroom Coverage $15.00
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Douglas County School District
Classified Grievance Form

Grievance Number: Level:
Aggrieved Person: Date of Event:
Position; Site:

Site Supervisor:

Please describe, in your words, your grievance:

What provision do you believe has been violated in the DCFCE Contract?

What do you feel would be a fair remedy for this situation?

Signature of Aggrieved Person Date Supervisor/Manager

Date

Please submit this form to:

Immediate Supervisor — Level I
Building/Department Administrator — Level 1T
Human Resources — Level 111

Human Resources (Arbitration) — Level IV

CC: Supervisor, Aggrieved Person, Human Resources and DCFCE
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Douglas County School District
Classified Grievance Response Form

Grievance Number: Level:
Aggrieved Person: Date of Hearing:
Respondent: Position:

Grievance Summary:

Additional Findings:

Decision:

Date of Decision:

Signature of Grievance Office

AGGRIEVED PERSON’S RESPONSE:

I accept the above decision.

The Respondent’s Decision is not satisfactory for the reasons stated below, and Irequest this
grievance move to the next level.

Date:

Signature of Aggrieved Person

Please submit this form to:

Immediate Supervisor-Level
Building/Department Administrator-Level II
Human Resources-Level IIT

Human Resources (Arbitration)-Level [V

CC: Supervisor, Aggrieved Person, Human Resources and DCFCE
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DCSD Classified Employee Pay Range

Range Position

#

1 Student Employee

2 Limited Duty Employee
Program Aide (no cert.) - Child Care

3 Cashier - Nutrition Services
Kitchen Assist.
Program Aide (with cert.) - Child Care

4 Educational Assistant |
Volunteer Coordinator

5 Asst. Kitchen Mgr.
Health Asst.
Preschool - Assistant

6 Choir Accompanist

Clerical - Copy Rm - Secondary

Custodian

Instruct. Asst. - Health, Spanish, Literacy, Tech
Educational Assistant Ill - (Mod. Needs)

Educ. Asst. (Moderate Needs) - Transportation
Librarian - Alternate/Media Tech. - Sec.
Maintenance |

Program Leader - Child Care

Receptionist - Secondary Schools

7 Clerical - Elem. Office

Clerical - Gen. Support - Sec Sch & Dpt.
Custodian - Utility

Educ. Asst. - Signing

Educ. Asst. (Severe Needs) - Transportation
Kitchen Mgr. - Elem

Receptionist - District

Secretary - Counseling Office
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10

Educ. Asst. IV (Severe Needs)

Asst. Kitchen Mgr. - Secondary
Assistive Technology Asst. - SPED
Bibliographic Services Technician
Bookkeeper - Elem.

Campus Security Specialist

Career Asst. - SPED

Childcare - Senior Program Leader
Clerical - Attendance

Cust - Elem. Bldg.Engineer or Night Bldg.Engineer
Cust - Special Project
Groundskeeper (includes On Call)
Librarian - Elem.

Registrar - Elem.

Sec'y - Asst. Prin./Athletics/I.B.
Sec'y to Coordinator/Area Manager
Vision Screening Asst.

Accounts Payable Clerk

Autism Support Specialist - Preschool
Braillist - SPED

Central Admissions Specialist
Clerical - Specialized Support - Dept
Kitchen Mgr. - Secondary

Kitchen Mgr. - 2 Sch. Elem.
Librarian - Special Projects
Preschool - Instructor

Printer - District

Registrar - Secondary Schools

Accts. Payable Specialist

Bookkeeper - Department

Bookkeeper - Sec. Schools

Campus Security Specialist Lead

Child Care - Asst. Dir.

Clerical - Scanner

Cust. - Sec. Bldg. Engineer hired on/after 7-1-2000
Delivery - Nutrition Services/Warehouse
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10A

11

12

13

Employment Applications Specialist
Maintenance Il (Completion of TPC program
required)

Occupational Therapist Assistant
Secretary to Director

Secretary to Prin. - < 250 students
Secretary to Prin. - Alternative Schools
Secretary to Prin. - Elem., Middle & H.S.
Security Officer - Unarmed, District

Cust.- Sec. Bldg. Engineer hired before 7-1-2000

Accounting Specialist - District
Custodian - Equipment Repair-O&M
Field Trip Coordinator - Transportation
Kitchen Mgr. - 3 Sch. Elem

Kitchen Mgr. - 2 Sch. Secondary
Librarian - DMC

Payroll/Field Trip Billing - Transp.
Planner/Scheduler - O&M
Purchasing Specialist

Printer - Lead

Security Officer - Armed, District
Student Records Specialist

Custodian - Group Leader
Grdskeeper - Equip. Operator/Irrigation/Chemical
Groundskeeper - Mechanic

Health Benefits Specialist

Human Resource Records Specialist
Parts Controller - Operations & Maint.
Payroll Specialist

Physical Therapist Assistant
Preventive Maintenance

Sec'y to Exec. Dir.

Substitute Specialist

Warehouse - Lead

Budget Specialist
Carpenter
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14

15

16

Certified Occup Therapist Asst (COTA)
Field Representative - DCF
Groundskeeper - Lead

Locksmith

Painter

Roofer

Security Systems Specialist

Speech & Language Pathologist Asst.
Trainer - Department

Water Treatment - O&M

Director - Child Care

Dispatcher - Transportation

Facilty Use Coordinator - Facility

Radio Dispatcher

Roofing Specialist

Scheduler - Transportation

Software Support - Training Specialist

Cued Speech Transliterator (no cert.)

Sign Lang. Interpreter/Tutor (no cert.)

Sign Lang. Interpreter/Tutor (w/cert.) 7/1 -12/06

Admin. Assistant to Asst. Supt., CFO, & COO

ITS Tech |

Plumber

Radio Dispatcher Lead

Technician - Equipment Repair - Nutrition Services
Vice President - DCFCE

HVAC

Application Support Specialist
Communications Specialist

Control Systems Specialist - O&M

District Registrar & CDE Coordinator
Electrician

Information Systems Specialist - HR
Paralegal/Legal Assistant

Personnel Developer - Staff Development
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17

18

19

20

Cued Speech Transliterator (w/ cert.)
ITS 1l

Lead - O&M, Senior Control Specialist
Lead Technician - Equipment Repair - Nutr
Services

Secretary to BOE
Sign Lang. Interpreter/Tutor (w/ cert.)

Admin. Assistant to Superintendent
Non-Exempt Specialized Support hired prior to 7-1-

05
Senior Tax Program
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MEMORANDUM OF UNDERSTANDING
REGARDING
THE 21%" CENTURY PARTNERSHIP

This partnership is for schools/departments, who develop progressive approaches for improvement,
to have the opportunity to request a waiver from specific contract language. The membership shall

include:
s 3 members for the DCF leadership team
» 3 members from Human Resources
The 21* Century Partnership Committee shall operate as follows:
e The Partnership Committee shall meet as needed.
» Decisions shall be made by consensus and are final with no recourse for appeal.

e Waivers are granted for one schoo! year with the opportunity to review the following
year.

Any request for a waiver must be submitted to the 21* Century Partnership Committee in writing as
outlined below:

s A statement specifically explaining the contractual provision for which the waiver 1s
being requested.

e A written rationale for the waiver explaining why it is necessary and how it is linked
to providing improved instructional or other services.

e Evidence of support for the requested waiver from a majority of the employees who
will be affected if the waiver is granted.

» All waiver requests may be sent to the 21> Century Partnership Comumittee —Attn:
Director of Human Resources.
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MEMORANDUM TO UNDERSTANDING
COMPENSATION 2011-2012

THE ADDITION OF ONE WORKDAY FOR 2011-2012

The Douglas County School District and the DCFCE agree to offer a one-time opportunity for
classified employees to work one additional day at their regular rate of pay during the 2011-2012
since our employees have not received an increase in three years. Employees who typically work 40
hours within a work week will work no more than five (5) additional hours during the week of the
site’s training.

The parties agree that the additional day can best be used to support the District Strategic Plan and
meet reasonable standards for accountability by being placed at the start of the school year.

The attendance for this day is strongly encouraged but this day will be considered a voluntary work
day. If an employee is unable to be in attendance, the employee will not be eligible for the

additional day’s pay, nor will the employee be eligible to use paid leave.

The District and the Union agree this will be a one-year only, non-annuitized salary adjustment.
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MEMORANDUM OF UNDERSTANDING
REGARDING
EMERGENCY CLOSURE/SNOW-DBAYS
FOR THE 2646 2011 - 2012 SCHOOL YEAR

The Douglas County School District and the Douglas County Federation of Classified Employees
have a mutual interest in sharing the financial expenditures for emergency closure/saew day
compensation. Therefore, the negotiation team has agreed to the following for the 2646264+ 2011-
2012 school year.

a. Essential personnel are those employees predetermined by the Assistant Superintendent
of Human Resources or his/her designee. Responsibilities of essential employees include
responding to the type of situation causing the closure or performing a time sensitive or
critical District function that would have an adverse impact on the District if not
performed on a specific day.

b. In the event of an emergency closure the following apply:

| Only essential personnel are to report to work at the affected sites. Essential
personnel will be paid their regular rate of pay plus one and one half (1 }2) times their
regular rate for the hours actually worked. Essential personnel reporting to work will
be paid for a minimum of 2 hours.

ii No other employees are to report to work. Non-essential employees who are full-
time, part-time or limited part time will be paid their regular hourly wage for their
normal scheduled work hours ex at their site/department the first two, fifth and sixth
District-declared emergency closure days. Employees are not paid for the their
sites/department third and fourth District-declared emergency saew days.

iii If an employee has pre-approved leave scheduled on a paid District-declared
emergency closure, the leave will be converted to paid emergency leave,

## iv Employees may make up the time missed at a later date if approved by the
employee’s supervisor. The employee may also choose to use accumulated personal
leave, compensatory or vacation time to fill-out the lost hours and maintain expected
compensation levels; otherwise, the employee will not be paid for the hours of work

issued.

i+ v Employees may use sick leave after exhausting all other leave options to cover the
cost of the unpaid emergency closure/snow day.

¢ vi Essential personnel who are notified by their supervisor not to report or who are
unable to report to work will be treated as non-essential personnel.

4 vii Substitutes, long-term substitutes or temporary employees are not to report for work
and will not receive any compensation for the time.
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it viil If because of state attendance requirements the District is required to schedule
make-up time due to emergency closure classified employees affected will be
required to work the make-up days so scheduled.

66



MEMORANDUM TO UNDERSTANDING
REGARDING
EXTENDED SERVICE SEVERANCE

The Douglas County School District and the Douglas County Federation of Classified Employees
have a mutual interest in paying district classified retirees their Extended Service Severance in
conjunction with these employees working a 110-Day Agreement in the 2040-++ 2011-12 school

year.

In order to provide for adequate cash flow issues during current fiscal constraints, the District needs
to handle this payout as follows:

o Tuwo thirds of the total severance would be-patd-by-Oectober 3+ 2010:and;
o the District will pay the remainingone-third-of the total severance payment by October 31,
2011, dependentupon BOE-appropriation,

PERA retired classified employees may work a 110 schedule if filling a “hard to fill” vacancy from
the list below and contingent upon supervisor’s approval for the 2011-12 school year.

- Educational Assistant IV [Severe Needs]
- Cued Speech Transliterator

- Sign Language Transliterator

- HVAC

Note: The “Hard to Fill” List has been jointly agreed upon by both the District and the DCFCE
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MEMORANDUM TO UNDERSTANDING
REGARDING
PAY FOR PERFORMANCE 2011-2012 SCHOOL YEAR

Due to budget constraints, the District and DCFCE support suspending the Pay for

Performance System during the 20112012 schoo! year in order to eliminate the
necessity for furlough days.
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