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PREAMBLE

This Agreement entered into by the State of New Jersey, Office of Employee Relations in

the Governor's Office and hereinafter referred to as the "State" and the New Jersey Law
Enforcement Supervisors Association, hereinafter referred to as the "Association" has as its

purpose the promotion of harmonious employee relations between the State and the Association,
the establishment of an equitable and peaceful procedure for the resolution of differences and the
establishment of salaries, wages, hours of work and other terms and conditions of employment.

ARTICLE I

Recognition

The State recognizes the Association as the sole and exclusive representative of those

employees in the Primary Level Supervisory Law Enforcement Unit for the purpose of collective

negotiations concerning salaries, wages, hours of work and other terms and conditions of

employment.

The State will not negotiate any other or any additional terms and conditions of employment,
including those expressed in this Agreement, with any individual or group of employees in this
unit.

A. 1. Included are all full-time permanent and provisional employees of the State of New Jersey
listed in Appendix II.

2. Whenever new classifications of employees are created, the State shall assign to such

classification an appropriate unit designation. The State will notify the Association of such

designations to this negotiations unit thirty (30) days prior to the effective date of amending such

listing. If requested in writing, the State will discuss any such designation with the Association.

In the event no agreement is reached on such amendment after discussion as provided herein, the

resolution of the matter shall be by the clarification of unit procedures of the Public Employment
Relations Commission.
B. Excluded are:

1. Managerial Executives

2. Professional and Craft Employees
3. Confidential Employees
4. Non-Police Employees

5. Non-Supervisory Police Employees
6.

7.

Supervisory and Non-Supervisory State Police Employees
Superior Officers Law Enforcement Employees

ARTICLE II

Management Rights

The State, its several departments and subordinate functions, retain and may exercise all

rights, powers, duties, authority and responsibilities conferred upon and vested in them by the laws
and constitutions of the State of New Jersey and of the United States of America.

Except as specifically abridged, limited or modified by the terms of the Agreement between

the State and the Association and Ch. 303, L. 1968, all such rights, powers, authority, prerogatives
of management and responsibility to enforce reasonable rules and regulations governing the
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conduct and the activities of employees are retained by the State.

ARTICLE III

Civil Service Regulations

The administrative and procedural provisions and controls of the Civil Service law and Rules

and Regulations promulgated there under are to be observed in the administration of this

Agreement.

ARTICLE IV

Non-Discrimination

The provisions of this Agreement shall be applied equally to all employees. The Association
and the State agree that there shall not be any discrimination including harassment based on race,

creed, color, national origin, nationality, ancestry, age, sex, familial status, marital status,
affectional or sexual orientation, atypical hereditary cellular or blood trait, genetic information,

liability for military service, mental or physical disability, including perceived disability and AIDS
and HIV status, domestic partnership, political affiliation, Association membership, or lawful

membership activities or activities provided in this agreement, pregnancy or breastfeeding, gender
identity or expression, or because of the refusal to submit to a genetic test or make available the

results of a genetic test to an employer.

ARTICLE V

Policy Agreements

A. Employee Relations Policies

1. During the term of this agreement, or any extension thereof, the parties agree that neither
the Association, nor any employee represented by it, shall engage in or support any strike, work
stoppage, sit-down, sit-in, sympathy strike, boycott, picketing, hand billing, bannering, the display
of an inflatable rat or similar symbol, or other interference with the operations of the employer.

2. No lockout of employees shall be instituted or supported by the State during the term of
this Agreement.

3. The Association recognizes its responsibility as exclusive collective negotiations agent
and agrees to represent all employees in the unit without discrimination.

4. These agreements are not intended to limit the freedom of speech of the Association or

its members.

B. Quarterly Employee Relations Meetings

1. A committee consisting of State and Association representatives may meet for the purpose
of reviewing the administration of this Agreement, and to discuss problems which may arise. Said
committee meetings shall be scheduled as necessary. These meetings are not intended to bypass
the grievance procedure or to be considered contract negotiation meetings but are intended as a

means of fostering good employee relations through regular communications between the parties.
2. Either party may request aa meeting and shall submit a written agenda of topics to be

discussed seven (7) days prior to such a meeting. A request by either party to hold a committee

meeting shall not be unreasonably denied. Written response to all agenda items shall be within

thirty (30) days of each meeting.
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3. A maximum of seven (7) employee representatives of the Association may attend such

quarterly meetings.

4. The State shall provide to the Association semi-annually a list of names and addresses of

all unit employees.

ARTICLE VI

Dues Deduction
A. Membership Dues

1. The State agrees to deduct from the regular pay of any employee, the dues of the New
Jersey Law Enforcement Supervisors Association only, provided the employee submits an

authorization for dues deduction in writing and on proper form to the responsible payroll clerk.
The payroll clerk shall process and forward a properly executed form, within seven (7) days, to

the centralized payroll section, Department of the Treasury. Dues deduction will be reflected in

the next regular paycheck provided the authorization form is received in centralized payroll at least

seven (7) days prior to the end of the pay period. It is further agreed that any existing written

authorizations for payment of dues to an employee organization other than the duly certified
majority representative will be terminated.

2. It is understood that the effective date of a termination in deductions will occur as of July
1 next succeeding the date on which notice of withdrawal is filed by an employee with the
responsible payroll clerk.

3. Dues so deducted shall be transmitted to the designated officer of the New Jersey Law

Enforcement Supervisors Association together with a list of the employees included.
4. The President of the New Jersey Law Enforcement Supervisors Association shall certify

to the State the amount of dues and shall notify the State of any change in the amount of dues to

be deducted thirty (30) days prior to the intended effective date of such change.
5. Within 10 calendar days from the date of hire of negotiations unit employees, the

Employer shall provide the following contact information to the Association in a digital format
agreed to by the Union: name, job title, worksite location, home address, work telephone numbers,
and any home and personal cellular telephone numbers on file with the Employer, date of hire, and

work email address and any personal email address on file with the Employer. Every 120 calendar
days beginning on January 1, 2019, the Employer shall provide the Association the same
information for all unit employees in a digital format agreed to by the Union.

6. Notice of Dues and Fees: Prior to the beginning of each agreement year, the Association

will notify the State in writing of the amount of regular membership dues, initiation fees and
assessments charged by the Association to its own members for that agreement year.

7. Indemnification: The Association hereby agrees that it will indemnify and hold the

State harmless from any claims, actions, or proceedings brought by any employee in the

negotiations unit, which arises from deductions made by the State in accordance with this
provision.

8. Legal Requirements: Provisions in this clause are further conditioned upon all other

requirements set by statute.
9. Within five days of receipt of notice from an employee of revocation of authorization

for the payroll deduction of fees, the public employer shall provide notice to the employee
organization of an employee's revocation of such authorization.

10. If, after the State receives a proper notice from an employee revoking dues
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authorization, the State mistakenly deducts union dues from the employee and transmits dues to

the Association, the Association shall be solely responsible for returning to the employee the dues

it received.

ARTICLE VII

Association Rights
A. Access to Premises

1. Previously designated representatives of the Association, who are acknowledged by the
State, shall be admitted to the premises of the State on Association business.

2. Request for such visitation rights shall be directed to designated State officials and include

the purpose of the visit, proposed time and date, and specific work areas involved. Permission for
such visits shall not be unreasonably withheld.

3. Such Association officials shall also have the opportunity to consult with off duty
employees in the negotiations unit before the start of the work shift, during lunch or breaks, or

after completion of the work shift. The State will designate appropriate places for such
consultations.

4. otherThe rights of access provided in this section A above shall not be granted to any

employee organization or to any representative or employee of such organization for the purpose

of communicating with employees in this unit.
5. Where a problem occurs which is of such consequence as to suggest the need for a higher

than institutional level Association representative, a request to permit the Association president or

his designee access to the location of the problem may be directed to the Office of Employee
Relations for approval. A decision and any conditions imposed by the Office of Employee
Relations shall be final. Approval of such requests shall not be unreasonably withheld, and the

Association shall have the right to grieve the matter of reasonableness.

6. A telephone shall be available at each installation or institution for use by mutually agreed
representatives of the Association for Association business. The Association shall reimburse the

State for telephone charges, if any. Abuse of this right will result in forfeiture.

7. The State will provide a 30-minute period during a new employee's training period to

allow the local Association representative to meet and explain the Association's responsibilities,
without charge to the pay or leave time of the new employee. This thirty (30) minute period may

be provided during the new employee's orientation period or, if the State does not conduct new

employee orientations, at individual or group meetings.

B. Association Representative Shift Assignments
1. The authorized Association representative employed in each Class One or Two prison

facility and the Association President employed in the Department of Corrections shall, upon
request, be assigned to a regular position on the first shift. Such assignment shall provide, as a

minimum, either Saturday or Sunday as a normal day off, if requested. It is understood that the

assignments described above may result in a change of work duties for the individuals involved.
2. Seven (7) Association Executive Board members shall be assigned to the first shift with

Saturday and Sunday off.

C. Transfer (For Association Officers and Institutional Representatives)
1. The State and the Association recognize that Association Officers and Institutional

Representatives have in their relationship to their jobs a need for continuity in the assigned work
location which exceeds that of other fellow employees. It is agreed, therefore, that Association
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Officers and Institutional Representatives mutually agreed upon will not be involuntarily
transferred to another institution, nor will they be involuntarily reassigned to the third shift. In the
event an authorized Association representative or an Executive Board member's job status requires

him to work on a second shift, the employee, if operationally feasible, shall be released to attend
the Association's monthly membership meeting for the time period required for the meeting.

2. The State and the Association recognize the need to utilize all personnel to meet

operational requirements effectively and notwithstanding the commitment in the paragraph above
that movement of such Association Officers and Institutional Representatives may be necessary

and appropriate, on a temporary basis, in exception to the guideline agreed to in paragraph C.1.
The exception provided in this paragraph will not be used arbitrarily.
D. Bulletin Boards

1. The State agrees to furnish a suitable share of existing bulletin boards in convenient places

in each working area to be used exclusively by the Association. The space provided shall be

approximately 30 x 30 inches.
2. If the Association desires additional bulletin boards, it may request permission to erect

its own. A request to erect a bulletin board in conformance with State standards shall not be
unreasonably withheld.

3. The Association shall limit its postings to notices, bulletins, reports and similar materials

which shall not contain any profane or obscene matter or be defamatory of any individual or the

State. The Association shall not post election campaign materials. Postings shall be signed by an

authorized representative of the Association, or the organizational origin shall be set forth.

4. The State will provide space in central locations and areas frequented by employees in

the unit where Association newspapers, circulars and literature may be placed so that employees
may pick up copies during non-work time provided that such material for distribution is consistent

with 3 above of this provision. It is further agreed that the Association will assure that all

undistributed literature is removed from the distribution points after a reasonable time.

5. Any material which an authorized representative of the Office of Employee Relations

alleges to be in violation of this Agreement shall be promptly removed by the Association. The

matter may then immediately be initiated as a Step Two grievance for resolution by the Association
or submitted to the Office of Employee Relations.

6. The State may, upon request of the Association, undertake to make specific postings of
authorized materials on behalf of the Association.

7. Each department/agency of the State that employs members of the Association may, at

its discretion, provide bargaining unit representatives with access to an intranet page that shall
serve as an electronic bulletin board to be used exclusively by the Association. Use of this intranet
page shall be subject to all restrictions and requirements under this section.

8. The State authorizes the Association the right to use the public employer email systems

to communicate with their members regarding negotiations and administration of collective

negotiations agreements, grievances and other workplace-related complaints and issues, and

internal organization matters.

a. No email permitted by this Agreement shall contain material or content
constituting campaign material or political solicitation (see N.J.A.C. 4A:10-

b.

1.2).

The content of emails permitted by this Agreement shall conform to the terms

of this Article, and with all applicable laws and regulations, and with existing
work rules and policies, including as contained in this Agreement, such as anti-

5



C.

d.

e.

harassment and anti-discrimination policies presently maintained by the State.
Specifically, no e-mail permitted by this Agreement shall contain material or

content that is profane, obscene, or defamatory of the State, its representatives
and employees.

Use of the email system shall not impair the operation of the State email system.
Attachments to emails are limited to clip art, text documents, PDF files, and

HTML links to the Association's websites. The total size of all attachments to

any single email may not exceed one megabyte. All emails shall be from an e-

mail address that identifies the responsible sender and not a common or shared

address. The Association recognizes that such emails are not confidential, and
the State does not waive its rights to review them.

Use of the State's email system by union employees shall be during non-work

time and shall be consistent with their rights under this Agreement, including
the rights of stewards to investigate grievances, represent employees in various

proceedings and participate in workplace meetings.

The Association agrees that the State shall not be responsible for the
Association's use of the State's email system.

ARTICLE VIII

Access to Personnel Folders and Evaluations
A. An employee shall, within two (2) calendar days (exclusive of weekends and holidays) of a
written request to his agency or department, have an opportunity to review his personnel folder in

the presence of an appropriate official of the department or agency to examine any criticism,
commendation or any evaluation of his work performance or conduct. Provision for such

examination shall be during the employee's regular scheduled hours of work and shall not require
a loss of paid time.

He shall be allowed to place in such file a response of reasonable length to anything contained

therein. If any material derogatory to the employee is placed in his file, a copy of such material
shall be sent to the employee. A copy of all material placed in an employee's work history by the

employer shall be made available to the employee. The employee shall sign a receipt for such

material, which shall be placed in the employee's file. A copy of the receipt should also be

provided to the employee by the employer.

B. Each regular written evaluation of work performance shall be reviewed with the employee and

evidence of this review shall be the required signature of the employee on the evaluation form.

Such signature shall not be construed to mean agreement with the content of the evaluation unless

such agreement is stated thereon.

C. An employee may request the expungement of materials included in the folder where there are

pertinent and substantive inaccuracies or for reasons of time duration, relevance or fairness. Such

requests will be evaluated in relation to the State's needs for comprehensive and complete records
but will not be unreasonably denied.

D. No document of anonymous origin shall be maintained in the personnel folder.

E. Any employee records that contain medical information to include any notes to substantiate an

absence shall be maintained in a secure and separate file apart from the regular personnel file. All
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efforts will be made to protect the employee's medical information from those individuals who

should not have access to the same.

ARTICLE IX

Personnel Practices

A. Identification Cards

1. The standard identification card of each department shall be utilized for all employees in

the negotiations unit.

2. The State shall furnish identification cards to all employees who have served six (6)

continuous months of employment. Lost identification cards shall be reported immediately, and

the first replacement shall be made at no cost to the employee.
Civil Service ExaminationsB.

1. Employees who are scheduled to take open competitive examinations for the position in

which the employee is provisional, or to take promotional examinations administered by the Civil

Service Commission of the State of New Jersey, for positions in the State service, shall be granted
time off with pay to take such examinations if they are scheduled during the work shift of the

employee. Such privileges may not be abused.

2. When an employee has been certified for promotion or interviews for a specialized unit

and is scheduled to be interviewed by the agency to which he may be promoted, he shall suffer no

loss in pay to attend the scheduled interview, including travel time required, if the interview occurs

during his or her regular work shift.

C. Education Program Announcements

When announcements are published by the State which describes available educational
programs or State scholarships, such materials will be posted prominently in order that interested
employees may be informed of this availability. Copies of these items will be sent to
Association.

D. Printing of Agreement

the

The State shall provide NJLESA with an electronic downloadable version of the Agreement.
The State shall also reproduce the Agreement in the amount of 250 hard copies. NJLESA shall be

responsible for the distribution of the 250 copies provided to it by the State. The Agreement cover

will include the seal of the State of New Jersey and the Association insignia.

E. Fringe Benefit Information

The State shall provide information describing the health benefits program, the life insurance

and pension program and similar available information to all new employees when hired.

F. Lateness

Whenever an employee is delayed in reporting for a scheduled work assignment, he shall

endeavor to contact his supervisor in advance, if possible. An employee who has a reasonable

excuse and is less than fifteen (15) minutes late is not to be reduced in salary or denied the

opportunity to work the balance of his scheduled shift and he shall not be disciplined. Where there

is evidence of repetition or neglect or the employee incurs three (3) such latenesses in a thirty (30)
day period, the employee may be disciplined regardless of whether the employee has a reasonable

excuse for such absence. In all circumstances the employee will be paid from the time he or she
commences work.

Lateness beyond the fifteen (15) minute period above shall be treated on a discretionary basis.
This provision is not intended to mean that all lateness or each incidence of lateness beyond fifteen
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(15) minutes shall incur disciplinary action or loss of opportunity to complete a work shift or

reduction of salary.

Consistent with the two paragraphs above, management shall maintain a record of lateness.

This record may be used as the basis of disciplinary action, compulsory charge against an

employee's compensatory time bank, or reduction in salary or any combination thereof. A record

of such lateness shall be maintained and may be charged against any compensatory time accrual

where there is evidence of repetition or neglect.
G. Lateness or Absence Due to Weather Conditions

1. Cases of inclement weather shall be handled in accordance with the State's inclement

weather policy as issued by the Governor's Office of Employee Relations.

2. When the State of New Jersey or a County within New Jersey declares a state of

emergency due to weather related conditions, an employee who has made a reasonable effort to

report on time and is less than one-hour late for duty due to delays caused by such weather-related

conditions shall not be disciplined for such lateness. Lateness beyond one (1) hour shall be treated

on a discretionary basis. This provision is not intended to mean that all lateness or each incidence
of lateness beyond one hour shall incur disciplinary action.

3. Every employee is required to adjust his/her regular preparations for travel to work upon

reasonable knowledge of expected inclement weather forecasts. Such measures shall include, but

not necessarily be limited to earlier travel times and reasonable advance vehicle and roadway
preparations in anticipation of substantially longer commute times during times of expected
inclement weather.

H. Excused Illness During Work Time

An employee may apply for use of sick leave for periods of less than his full work day for
any appropriate and approved reason such as becoming ill while working during the assigned shift

or in order to keep a medical appointment which could not be arranged during non-work time. The

employee must charge such sick leave against his accumulated sick leave balance, or, if such

employee has no sick leave balance, he may charge such time against other accrued paid leave

time if available, or, alternatively, leave without pay. Utilization of any sick leave for less than a

full work day shall be on an hourly basis; one hour of sick leave charged for each hour, or portion

thereof, excused from the work shift. For purposes of this clause only, seven (7) hours is equal to

one (1) day of sick leave for employees serving in a No Limit (NL) category and eight (8) hours is

equal to one (1) day of sick leave for those employees serving in an NL4 category. Where an NL
or NL4 employee utilizes sick leave for a period of less than his established work schedule for the
day, such employee shall be charged sick leave on a pro-rata basis in accordance with the work
schedule established on the day of utilization.
I. Notice of Suspension

1. When an employee is suspended from duty the notice of such suspension shall be given

to the employee immediately. Where such notice has not been given and the employee reports for

work and is willing and able to perform his normal duties, he shall not be deprived of the

opportunity to work on that day and shall be paid for a minimum of one-half (1/2) day or for a full
day if he works more than four (4) hours.

Notice required above may be by written message or oral or telephonic means confirmed by

written notice. A copy of the written notice shall be provided to the Association.
This provision is not intended to require payment for any hours not worked on the day on

which an employee is suspended for cause and asked to leave his work.

2. Where a hardship of undue or unusual effect is claimed and demonstrated, the employee's
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suspension may, at the discretion of the appointing authority, be charged against accumulated

compensatory time, vacation or administrative leave balances, if any, upon the request of the

employee. Such requests shall not be unreasonably denied.

ARTICLE X

Grievance Procedure

A. Grievance Definition

A "Grievance" is:

1. A claimed breach, misinterpretation or improper application of the terms of this

Agreement (contractual grievance); or

2. A claimed violation, misinterpretation or misapplication of rules or regulations, existing

policies, letters or memoranda of agreement, administrative decisions, or laws, applicable to the

agency or department which employs the grievant affecting the terms and conditions of

employment and which are not included in A 1. above (non-contractual grievance).

B. Purpose and Employee and/or Association Rights

1. The purpose of this procedure is to assure prompt and equitable solutions of problems

arising from the administration of the Agreement, or other conditions of employment by providing
the exclusive vehicle set forth in this Article for the settlement of employee grievances, except that

a grievant may request that the Civil Service Commission agree to review any matter for which a

specific appeal to the Commission is available as provided in C.l.a. 1-5, below. Nothing herein

can be construed to require the Civil Service Commission to review such matter, but any

declination will be made in writing to the grievant and to the Association if a request to the Civil
Service Commission is made by the grievant.

2. It is agreed that the individual employee is entitled to use this grievance procedure and to

be represented by the Association upon his request in accordance with the provisions hereof. He

shall not be coerced, intimidated or suffer any reprisal as a direct or indirect result of such use.

The Association shall be notified of any scheduled grievance hearing.
3. Nothing in this Agreement shall be construed as compelling the Association to submit a

grievance to arbitration or to represent an employee before the Civil Service Commission. The
Association's decision to request the movement of any grievance at any step or to terminate the

grievance at any step shall be final as to the interests of the grievant and the Association.
4. No grievance settlement reached under the terms of the Agreement shall add to, subtract

from or modify any terms of this Agreement.

5. Where an individual grievant initiates an A.l. grievance, such grievance shall only be

processed through Association representation.

C. Scope of Grievance

1. It is understood by the parties that this grievance procedure represents the exclusive

process for the resolution of disputed matters arising out of the Grievance Definition, A.l. and 2.,

above, except for those specific matters listed below:

a. Appeals of matters in disputes shall be made directly to the Civil Service Commission

subsequent to proper notification to the responsible local management officials with regard to the

following subjects only:

(1) Out-of-title work

(2) Position classification and re-evaluation review
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(3) Layoff and recall rights

(4) Civil Service examination procedures for which an appeal exists

(5) Removal at completion of working test period
b. (l) For purposes of this Agreement, terms and conditions of employment shall be

those matters which intimately and directly affect the work and welfare of the employees covered

hereunder and which do not significantly interfere with the exercise of inherent management

prerogatives pertinent to the determination of government policy.
(2) A claim of improper and unjust discipline against an employee shall be processed

in accordance with Article XI, Discipline, of this Agreement.
(3) Reference by name or title or otherwise in this Agreement to laws rules,

regulations, formal policies or orders of the State, shall not be construed as bringing any allegation
concerning the interpretation or application of such matters within the scope of arbitrability as set

forth in this Agreement except as provided in this Agreement.
D. General Rules and Procedures

1. Where the subject of a grievance, or its emergent nature, suggests it  is appropriate, and

where the parties mutually agree, such grievance may be initiated at or moved to any step of the
procedure without hearing at a lower step. Where the Association requests a grievance be initiated

at Step Two or beyond based on a claim of emergency wherein the normal processing of the

grievance would prejudice the effective relief sought and/or the substantive rights of the grievant

and, if such request is denied by the agency of the State involved, the Association may seek an

expedited determination by the Office of Employee Relations of the appropriate step to initiate

such grievance. If the Association is not satisfied with this determination, then the issue of whether

or not an emergency exists may be brought to an expedited arbitration hearing. The option to be

prescribed would be to initiate at Step Two.
2. Where a grievance directly concerns and is shared by more than one grievant, such group

grievance may properly be initiated at the first level of supervision common to the several
grievants, with the mutual consent of the parties as to the appropriate step. The presentation of

such group grievance will be by the appropriate Association representative(s) and one of the

affected grievants designated by the Association. A group grievance may be initiated by the
Association.

3. Any member of the collective negotiating unit may orally present and discuss his

complaint with his immediate supervisor on an informal basis.

4. In the event that the grievance has not been satisfactorily resolved on an informal basis,

then an appeal may be made on the grievance form specified below.

5. All such grievances shall be presented in writing to the designated representative of the

party against whom it is made on "Grievance Forms" to be provided by the State. Such forms shall

make adequate provision for the representative of each of the parties hereto to maintain a written

record of all actions taken in handling and disposing of the grievance at each step of the Grievance
Procedure. The form shall contain a general description of the relevant facts from which the

grievance derives and references to the sections of the Agreement, ifany, which the grievant claims

have been violated. The grievance form must be completed in its entirety. A group grievance

initiated by the Association may be presented on the above form, or where appropriate, in another

format provided that the grievance is fully set forth in writing and contains all the information

called for by said form.

6. When a grievance is initiated, the original form shall be forwarded to the Employee
Relations Manager/Administrator or Personnel Officer of the appropriate operating agency. The
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remaining three (3) copies shall be kept intact while going through the steps of the Grievance

Procedure. After the grievance is resolved, the copies shall be distributed as designated on

grievance form.

the

A copy of the decision of the State at each step shall be provided to the Association

representative involved.

7. Grievance resolutions or decisions at Step One and Step Two shall not constitute a

precedent in any arbitration or other proceeding unless a specific agreement to that effect is made

by the Office of Employee Relations and the Attorney of the Association. This shall not be

construed to preclude either party from introducing relevant evidence, including such grievance
resolutions, as to the prior conduct of the other party.
E. Grievance Time Limits and Management Responses

1. A grievance must be filed initially within fifteen (15) calendar days from the date on

which the act which is the subject of the grievance occurred or fifteen (15) calendar days from the

date on which the grievant should reasonably have known of its occurrence. Other references to

days in this process are working days of the party to which they apply.
2. Where a grievance involves exclusively an alleged error in calculation of salary

payments, the grievance may be timely filed within ninety (90) days of the time the individual
should reasonably have known of its occurrence.

3. Decisions after a scheduled hearing shall be rendered in writing to the grievant and to

the Association representative within established time limits, except that the decision will be
considered timely if rendered within the following limits or within three (3) days after the
conclusion of the hearing at Step One and fifteen (15) days after the conclusion of the hearing at

Step Two whichever is later.

a. at Step One within ten (10) working days of the receipt of the grievance;

b. at Step Two, within fifteen (15) working days of the receipt of the appeal from
Step One decision;

the

4. Should a grievance not be satisfactorily resolved, or should the employer not respond
within the prescribed time periods, either after initial receipt of the grievance or after a hearing,
the grievance may be appealed within three (3) working days to the next step. The lack of response

by the State within the prescribed time periods, unless time limits have been extended by mutual

agreement, should be construed as a negative response.

5. When a grievance appeal is to be filed, the State representative at the last hearing shall

inform the grievant of the name and position of the next higher level of management to whom the
appeal should be presented.

6. Time limits under this Article may be changed by mutual agreement and requests for

extensions of time limits will not be unreasonably denied.

7. If, at any step in the grievance procedure, the State's decision is not appealed within the

appropriate prescribed time, such grievance will be considered closed and there shall be no further

appeal or review.

Where an extraordinary circumstance precludes the timely appeal of the grievance at any

step, the Association may promptly seek a waiver of the time limit for such appeal by direct request

to the Office of Employee Relations. Such request shall not be unreasonably denied.
8. No adjustment of any grievance shall impose retroactivity beyond the date on which the

grievance was initiated or the fifteen (15) day period provided in E.1. above except that payroll
errors and related matters shall be corrected to date of error.
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F. Grievance Investigation - Time Off

When a grievance has been formally submitted in writing and the Association represents the

grievant, and where the Association Steward or other representative officer requires time to

investigate such grievance to achieve an understanding of the specific work problem during
working hours, the Steward or Officer will be granted permission and reasonable time, to a limit

of one (1) hour, to investigate without loss of pay. It is understood that the supervisor shall

schedule such time release providing the work responsibilities of the Steward or Officer and of

any involved employee are adequately covered and providing further there is no disruption of

work. Such time release shall not be unreasonably withheld and upon request could be extended

beyond the one (1) hour limit for specified reasons if, to the supervisor, the circumstances warrant

an exception to this limit. Where an Association Steward or other representative officer serves a

mutually agreed upon grievance district encompassing two (2) or more geographically separated
work locations and where the circumstances require it, a supervisor shall authorize the additional

time required for travel.

Such time release shall not be construed to include preparation of paperwork, record keeping,
conferences among Association officials nor preparation for presentation at a grievance hearing.
G. Time Off for Grievance Hearings

1. An employee shall be allowed time off without loss of pay;
a. As may be required for appearance at a hearing of the employee's grievance

scheduled during working hours;

b. For necessary travel time during working hours.

If the hearing extends beyond the employee's normal working hours, compensatory
time equal to the additional time spent at the hearing shall be granted but such time shall not be
considered time worked for the computation of overtime.

2. Where the employee or the Association requests employee witnesses, permission for a
reasonable number of witnesses required during the grievance proceedings will be granted. A

witness at such proceedings will be permitted to appear without loss of pay for the time of

appearance and travel time as required if during his normal scheduled working hours.

3. At Step One and beyond in the grievance procedure, witnesses may be heard and pertinent
records received.

4. The Association representative may have the right directly to examine or cross-examine

witnesses who appear at any step of this procedure.
Grievance Steps and Parties ThereinН.

Grievances shall be presented and adjusted in accordance with the following procedures:
Step One
If the grievance is not satisfactorily disposed of informally, it may be filed with the highest

operational management representative. He or his designee shall hear the grievance, witnesses

may be heard and pertinent records received. The grievant may be represented by an employee in

the same work unit designated by the Association or an Association officer at the institution or

installation involved. The circumstances surrounding a grievance may suggest that the Association

President or a member of the Union's Executive Board has a particular need to assist in the

presentation of the grievance at Step One. He may make a request to do so to the Office of
Employee Relations. Such request shall not be unreasonably denied.

Step Two
If the grievance is not satisfactorily disposed of at Step One, it may be appealed to the

department head or his designee who shall not be a person who was directly involved in the
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