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Preamble

This Agreement is entered into by the Kitsap County Rural Library District, hereinafter referred
to as “Employer;” and the Washington Public Employees Association/UFCW Local 365, hereinafter
referred to as the “Union.” The Employer and the Union have agreed to certain terms and
conditions of wages, hours and conditions of employment for employees covered by this
Agreement. This Agreement and the procedures which it defines are intended to contribute to the
continuation of positive employee relations and to be in all respects in the public interest.

This Agreement will be in accordance with the Kitsap Regional Library Staff Manual. In cases
where there is a perceived difference in intent, the contract will supersede the Staff Manual.

The Employer and the Union agree that the mission of the Employer is service to the community. The parties to
this Agreement are committed to working for the citizens of Kitsap County in accord with the Employer’s core
values of intellectual freedom and access to information and to working together in a spirit of collaboration.

ARTICLE|  UNION RECOGNITION AND BARGAINING UNIT

11 The Employer recognizes the Union as the exclusive collective bargaining representative for
the unit as described in the Washington Public Employment Relations Commission Decision
No. 10173, namely, all non-supervisory full-time and regular part-time librarians.

1.2 Definitions of Employees
A Regular full-time employee: An employee working a schedule of forty (40) hours per week.

B. Regular part-time employee: An employee working a schedule of less than forty (40) hours per week.

C.  Temporary employee:An employee hired to work for a specified period of time not to exceed six
months. Management reserves the right to extend the period of time an additional six months.
Temporary employees will not be utilized to displace regular Librarian positions included in the
bargaining unit or to limit the number of positions eligible for inclusion in the bargaining unit.

13 In the event of an issue pertaining to the exclusion of a position classification from this Agreement,
such issue shall be submitted to the Public Employment Relations Commission for resolution.

ARTICLE2 UNION MEMBERSHIP AND DUES DEDUCTION

21  When an employee provides written authorization to the Employer, the Union has the
right to have deducted from the employee’s salary an amount equal to the fees or dues
required to be a member of the Union. The Employer will provide payments for all said
deductions to the Union at the Union’s official headquarters each pay period.

22 The Employer will inform new, transferred, promoted, or demoted employees prior to appointment
into positions included in the bargaining unit(s) of the Union’s exclusive recognition and the Union
security provision. The Employer will furnish the Membership Coordinator of the Union with copies
of the employee’s appointment notice/letter at the same time it is provided to the employee.

23 Union Security
All employees covered by this Agreement will, as a condition of employment, either become members
of the Union and pay membership dues or, as non-members, pay a fee as described in Subsections
A, B,and C below, no later than the 30th day following the effective date of this Agreement or the
beginning of their employment. If an employee fails to meet the conditions outlined below, the Union
will notify the Employer and inform the employee that his or her employment may be terminated.

A Employees who choose not to become Union members must pay to the Union, no
later than the 30th day following the beginning of employment, an agency shop fee
equal to the amount required to be a member in good standing of the Union.

B.  An employee who does not join the Union based on bona fide religious tenets or teachings of
a church or religious body of which he or she is a member will make payments to the Union
that are equal to its membership dues. These payments will be forwarded to a non-religious
charity mutually agreed to by the employee and the Union. Such employees will not be members
of the Union, but are entitled to all of the representational rights of Union members.

C.  The Union will establish a procedure that any employee who makes a request may pay a representation
fee equal to a pro rata share of collective bargaining expenses rather than the full membership fee.

24 Dues Deduction
The Employer agrees to deduct the membership dues, agency shop fees or non-
association fees from the salary of the employees that request such deduction in writing.
Such request will be made on a Union payroll deduction authorization card.
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Dues Cancellation
An employee may cancel his or her payroll deduction of dues by written notice to the Employer and
the Union. The cancellation will become effective on the second payroll after receipt of the notice.

Status Reports

A Upon request, the Employer will provide the Membership Coordinator of the Union with a status report
of all bargaining unit employees in an electronic format. The status report will include the following data:

. Employee name

Permanent address

. Work location

. Job classification code and job title

. Employee identification number

. Salary range and step

. Percentage of FTE

. Gross salary for the month

. Whether an employee has been appointed to, separated from, or promoted

out of the bargaining unit and the effective date of such action.

VONO VA WN —

B. The Employer will furnish to the Union, monthly, a notice of all unit employees who have
been hired, rehired, laid-off, terminated or promoted to a job not included in the bargaining
unit, including their home addresses, job classification(s) and work location(s).

C.  Information provided pursuant to this Section will be maintained by the Union and the United
Food and Commercial Workers International Union in confidence according to law.

D.  The Union and employees will indemnify the Employer for any violations of
employee privacy committed by the Union pursuant to this Section.

The Employer agrees to provide each new employee entering the unit with an informational packet provided
by the Union, which includes a description of its representation programs,a membership application,
and a copy of this Agreement. All materials will be reviewed by the Employer prior to distribution.

ARTICLE3 HEALTHAND SAFETY

The Employer and the Union mutually recognize that the health and safety of employees are of paramount
interest and shall mutually comply with applicable federal or state health and safety regulations. A Safety
Committee shall be maintained consistent with state law. Employees shall comply with safe work practices.

ARTICLE4 UNIONACTIVITIES

Representation

Upon first notifying the Employer; an authorized representative of the Union shall be permitted to investigate
grievances of conditions and contract compliance at reasonable hours, and shall do so without interfering
with Library operations. The authorized representative, prior to entering any work area not open to the
general public, shall notify KRL Administration. For purposes of security, a mutually agreed-upon protocol
shall be established to ensure that Union representatives are clearly identified prior to entering work

areas that are not normally accessible to the general public. Library work hours shall not be used by
employees or Union representatives for conducting Union business or the promotion of Union affairs

other than as stated in this Agreement unless mutually agreed to by the Employer and the Union. The

Union shall advise the Employer, in writing, of the names of its authorized representatives and stewards.

Employees shall be allowed Union representation at investigative interviews where the

employee reasonably expects discipline will follow. The employee shall also be allowed Union
representation at meetings where discipline is to be administered, as long as the retaining of

such Union representation by employee does not delay the start of the disciplinary meeting
beyond a reasonable time. It is the employee’s responsibility to request Union representation. All
discipline will be given in a private setting and no personnel data will be on public display.

Bulletin Boards

Communication will be for represented bargaining unit member information only. At Union members’
worksites only, bulletin board space will be allocated for posting Union materials in buildings where bulletin
boards presently exist; the area allocated shall be a minimum 14" by 24” (18” by 24” will be provided if space
is available). In buildings where bulletin boards do not exist, the Union may provide a framed cork board, 14”
by 24” (18” by 24” will be provided if space is available), for the posting of Union materials, provided that

the owners of said buildings have no objection to the installation. If there are objections to the installation,
other accommodations will be made by KRL. Materials posted shall not be derogatory to Employer.
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ARTICLE5 MANAGEMENT RIGHTS

Except as otherwise expressly and specifically limited by the terms of this Agreement, the Employer

retains all its customary, usual and exclusive rights, decision-making prerogatives, functions, and authority
connected with or in any way incidental to its responsibility to manage its affairs. The rights of employees
in the bargaining unit and the Union hereunder are limited to those specifically set forth in this Agreement
and the Employer retains all prerogatives, functions and rights not specifically limited by the terms of this
Agreement. The Employer shall have no obligation to negotiate with the Union with respect to any such
subjects or the exercise of its discretion and decision-making with regard thereto any subjects covered by
the terms of this Agreement and closed to further negotiations for the terms thereof and any subject which
was or might have been raised in the course of collective bargaining, but is closed for the term hereof.

Without limitation, but by way of illustration, the exclusive prerogatives,
functions and rights of the Employer shall include the following:

521 To direct and supervise all operations, functions and policies of the Employer
in which the employees in the bargaining unit are employed.

522 To close or liquidate an office, branch, operation or facility, or combination of
facilities, or to relocate, reorganize or combine the work of divisions, offices,
branches, operations or facilities for budgetary or other reasons.

523 To determine the need for reduction or an increase in the work force and the
implementation of any decision with regards thereto including assigned hours.

524 To establish, revise and implement standards for hiring, classification, promotion, quality of
work, safety, materials, equipment, uniforms, appearance, methods, pay periods/pay dates and
procedures. It is jointly recognized that the Employer must retain broad authority to fulfill and
implement its responsibilities and may do so by oral or written work rules, existing or future.

525 To implement new and to revise or discharge, wholly or in part, old methods,
procedures, materials, equipment, facilities and standards.

526 To assign and distribute work.

527 To assign shifts, workdays, hours of work and work locations
including reallocations to branches and departments.

528 To determine the need for and the qualifications of new employees, transfers and promotions.
529 To discipline, suspend, demote or discharge an employee, for cause.

5210 To increase or decrease assignment of hours to part-time positions at management
discretion based on the budgeted revenues available for services.

5211 To contract or subcontract any work, unless otherwise specified in this agreement.

5212 To determine the need for additional educational courses, training programs, on-the-job training and
cross-training, and to assign employees to such duties for periods to be determined by the Employer.

The exercise of any management prerogative, function, or right which is not specifically modified by this
Agreement nor contradicted by the terms of the Staff Manual is not subject to the grievance procedure
or, as set forth above, to bargaining during the term of this Agreement. The Employer agrees that

prior to any substantial change of its policies that affect employees; the Employer shall give the Union
fourteen (14) days notice prior to the intended change and allow an opportunity for Union input. In
addition, and wherever possible, the Employer — via a mutually agreed-upon method — agrees to include
the Union in its policy review and development process prior to any substantial policy changes.

ARTICLE6 SENIORITY
Seniority is defined as the employee’s length of unbroken service with the Employer.

All time spent in leave without pay status will be deducted from the calculation
of seniority, except when the leave without pay is taken for:

A Military leave;

B. Compensable work-related injury or illness leave;

C.  Approved educational leave; or

D. Reducing the effects of layoff.

Employees who are separated due to layoff and are re-employed within two (2) years
of separation date will not be considered to have a break in service.
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10.1

If two (2) or more bargaining unit members are determined to be equally qualified
and available for the reassignment of hours available within the bargaining unit,
the employee with the most seniority will be offered those hours.

Ties

If two (2) or more employees have the same seniority, ties will be broken in the following order:
A Longest continuous time within their current job classification;

B. By lot.

ARTICLE7 LABOR-MANAGEMENT COMMITTEE

There shall be a Labor-Management Committee consisting of two appointees designated by the Union President,
plus the Union President or designee and two appointees designated by the Library Director, plus the Library
Director or designee. Union designees shall be allowed reasonable work time to participate in Committee
Meetings. The Labor-Management Committee is advisory and will meet quarterly or more frequently as
mutually determined. The purpose of the Labor-Management Committee is to discuss matters of general interest
to members of the bargaining unit as opposed to complaints of individual employees. The Labor-Management
Committee shall have no bargaining authority. Understandings attained by the parties will be supported

by the parties, but shall not alter or modify any provisions of this Collective Bargaining Agreement unless
specifically stated in writing and signed by an authorized representative from the Employer and the Union.

ARTICLE8 NON-DISCRIMINATION

Under this Agreement, discrimination against employees on the basis of religion, age, gender, sex,
marital status, race, color, creed, national origin, political affiliation, military status, status as an
honorably discharged veteran, a disabled veteran or Vietnam-era veteran, sexual orientation, or
the presence of any sensory, mental or physical disability, or because of the participation or lack of
participation in Union activities is prohibited, and no unlawful harassment will be tolerated.

Employees who feel they have been the subjects of unlawful discrimination, harassment or a hostile work
environment are encouraged to bring such issues to attention of their Supervisor or the Human Resources
Office or to file a complaint in accordance with agency policy. In cases where an employee files both a
grievance and an internal complaint regarding the same alleged discrimination, harassment or a hostile work
environment, the grievance will be suspended until the internal complaint process has been completed.

Both parties agree that nothing in this Agreement will prevent an employee from
filing a complaint with the Washington State Human Rights Commission, Office
of Civil Rights, or the Equal Employment Opportunities Commission.

ARTICLE9 HIRING AND PROBATION

All job openings in the bargaining unit, whether new positions or vacancies, of ten hours or more per
week, will be first posted to KRL employees holding bargaining unit positions, for one week. After one
week, and upon review of applicant qualifications for that specific position opening, KRL shall have the
right to open the posting to other KRL staff and/or the public. If two or more bargaining unit members
are equally qualified for the position, the member with the longest length of service will be hired.

The first six (6) months of employment with the library is considered a training and evaluation
period. During this time, the new staff member will be learning the job and how the library works
and the Supervisor will be evaluating the new employee consistent with the KRL staff manual.

During the training and evaluation period, the employee does not have the right to the grievance procedure.

If the employee does not successfully complete the training and evaluation period, the employee may be released
from the position with the library at the discretion of the Supervisor without further employee recourse.

Employees who are promoted shall serve a six (6) month training and evaluation period. Employees who
move laterally into a position with a significant change in the task list shall serve a six (6) month training and
evaluation period. The employee may be released from the new position at the discretion of the Supervisor.
The employee may return to the position occupied previously as long as the position is still available. If the
position is not available, the employee will be placed in layoff status for one year, and shall be eligible for
rehire to the first job opening of an equivalent nature within the bargaining unit for which they are qualified.

ARTICLE 10 PROFESSIONAL DEVELOPMENT

The Employer recognizes that trained staff adds value to the organization and helps accomplish
its mission. The employer fully supports professional development opportunities for

members of the bargaining unit, including, but not limited to, in-house training, conferences,
interest groups, workshops, seminars, webinars, and continuing education.
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ARTICLE 11 LAYOFFAND RECALL

Layoff

In the event of a permanent or prolonged reduction in the number of employees, the Employer
will identify the positions affected. For those positions affected where there are two (2) or more
employees, consideration will be given to their skills and abilities. If the library determines that the
employees’ skills and abilities are equal, only then will seniority control. Laid off employees will
have the right to recall to their former position if they are qualified for twelve (12) months.

Recall

Employees on layoff status shall be placed on a reinstatement roster for a period of 12 months from date of
layoff. When a vacancy occurs within the bargaining unit, employees within that job classification will be recalled
from the reinstatement roster with the most senior member on the recall list being first to be recalled.

ARTICLE 12 HOURS OF WORK

Work Week

Kitsap Regional Library full-time salaries are based on a forty-hour work week. Part-time
members of the bargaining unit salaries are based the same as full-time employees, but on a pro-
rated basis. Supervisors at individual work locations establish work times. Employees may not
modify their scheduled work hours without written permission from their Supervisor. Exempt
personnel do not receive overtime pay when they work more than 40 hours in a work week.

Schedule Changes
The Employer will not make changes to an employee’s work schedule that will last more than two
(2) pay periods without two (2) weeks written notification except in cases of emergency.

Flextime

It may be possible for full-time employees to schedule a standard work week of four ten-hour days instead of
five eight-hour days (or other combinations which equal a 40-hour week). It may also be possible for employees
to schedule part of their hours away from their normal work sites. The schedule must meet the needs of the
library and be approved by both the Supervisor and the Division Director. In many cases, it may not be possible
to grant flextime or variable work site hours for particular employees, including those who work part-time.

Non-Standard Working Times

“Normal” working times shall be defined as between 7:00 a.m.and 6:00 p.m. If a full-
time employee is required and scheduled to work beyond 8:00 p.m., then the
employee may work a seven-hour shift instead of an eight-hour shift.

124.1 Provisions for non-standard times do not hold for employees who work outside “normal”
times by their own choice to take advantage of flextime. They affect only those salaried full-
time employees required by their Supervisors to work outside the times indicated above.

1242 Full-time members of the bargaining unit who are assigned/required to work on any Sunday will
receive premium pay (wages at time and a half). NOTE: Regular part-time members who are assigned/
required to work on any Sunday will be paid premium pay for all hours worked. Premium pay is not
paid when the Sunday is worked as Flex-time OR Make-up time (as defined by the KRL Staff Manual).

1243 Full-time employees are usually not expected to work more than
five consecutive days within a designated work week.

Conference and Workshop Attendance

The library will follow the guidelines of the “Fair Labor Standards Act” When employees voluntarily attend
conferences or workshops paid for by the library, they will be paid a maximum of eight hours for each day
spent in attendance. For partial-day conferences or workshops, in-house work time will be combined with

the conference time for a total of eight hours. If departure for and/or return from a conference site occurs
within the employee’s regular work time, travel time from the regular work site will be considered part of

the work day. Meal time will not be considered work time. Submission of requests by employees shall be
provided to management at least 14 days before the Conference’s application deadline. Approval or disapproval
of conference/workshop attendance will be given by management in a timely fashion, but no later than 7 days
prior to the application deadline. The timeline for authorization may be extended by mutual agreement.

Contract effective January 1, 2009 through December 31,2011
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ARTICLE 13 PERFORMANCE APPRAISAL

The performance appraisal process is designed to provide Supervisors and employees an opportunity
to discuss and record performance planning, feedback and performance outcomes. Supervisors and
employees will discuss how the employee’s position aligns with the library’s mission and goals and
the Employer’s job requirements, utilizing the Employer’s performance management process.

Employees will be evaluated during their probationary period and then annually thereafter at a time that
allows for adequate application of the process. Supervisors will meet with employees at the start of their
review period to discuss performance expectations. Employees will receive copies of their performance
expectations as well as notification of any modifications made during the review period. Written notification
will be given to a probationary employee whose performance is determined to be unsatisfactory.

A copy of the performance evaluation will be provided to the employee at the time
of the review. The original performance evaluation forms, including the employee’s
comments, will be maintained in the employee’s personnel file.

ARTICLE 14 LIBRARY PERSONNEL FILE

Employees may review the contents of their own personnel and payroll files in the Administrative
Services Division, by appointment. Copies may be made at the employee’s expense. Records will
be accessed only in the presence of the Administrative staff and will not be removed from the
Administrative Services’ office, thus ensuring a confidential and private review process. A Union
representative may review an employee’s file upon written authorization from the employee.

The employee’s personnel file will be kept in a confidential manner to the extent allowed by law. Health
and medical information obtained by the Employer will be maintained in a separate, confidential file.

Material of a disciplinary or derogatory nature concerning any employee may be placed in his/her personnel
file only if the employee has been notified of the intent to place the material in the file, given a copy of the
material, and allowed to append to it his/her answers to any charges, complaints or statements involved.
His/her signature shall not necessarily imply agreement with any statement contained in the material.

ARTICLE 15 EMPLOYEE DISCIPLINE

Employees may be disciplined or discharged for just cause. There are five types of discipline: oral warnings,
written warning, suspension, demotion and dismissal. Oral warnings will be identified as such.

Employees shall be allowed Union representation at investigative interviews where the employee reasonably
expects discipline affecting compensation will result. The employee shall also be allowed Union representation
at meetings where discipline is to be administered as long as the retaining of such Union representation

by employee does not delay the start of the disciplinary meeting beyond a reasonable time. It is the
employee’s responsibility to request Union representation. All discipline will be given in a private setting.

A non-disciplinary coaching/counseling discussion is available and where feasible, encouraged in order

to provide an opportunity for management and employee to identify areas needing improvement by the
employee. This coaching/counseling discussion can include verbal (non-documented) discussions or formally
written (documented) performance action plans or letters of expectations. Any written documentation
which arises out of a coaching/counseling discussion will go in the employee’s personnel file, and failure

to follow through with any written expectations/action plans could be grounds for formal discipline.

ARTICLE 16 GRIEVANCE PROCEDURE

The purpose of this procedure is to provide an orderly method for resolving grievances. A determined
effort shall be made to settle any such differences at the lowest possible level in the grievance procedure,
and there shall be no suspension of work or interference with the operations of the Library. Meetings
or discussions amongst bargaining unit members and/or with representatives involving grievances or

the procedures set forth hereafter shall not occur on Employer time without approval of Employer.

For the purposes of this Agreement, a grievance is defined as only those disputes involving the
interpretation, application or alleged violation of a specific provision of this Agreement. Grievances
shall be processed in accordance with the following procedures within the stated time limits.
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	2.3	Union Security
	2.4	Dues Deduction
	2.5	Dues Cancellation
	2.6	Status Reports
	2.7	The Employer agrees to provide each new employee entering the unit with an informational packet provided by the Union, which includes a description of its representation programs, a membership application, and a copy of this Agreement.  All materials will be reviewed by the Employer prior to distribution.


	ARTICLE 3	HEALTH AND SAFETY
	 ARTICLE 4	UNION ACTIVITIES
	4.1	Representation
	4.2	Bulletin Boards

	ARTICLE 5	MANAGEMENT RIGHTS
	5.1  	Except as otherwise expressly and specifically limited by the terms of this Agreement, the Employer retains all its customary, usual and exclusive rights, decision-making prerogatives, functions, and authority connected with or in any way incidental to its responsibility to manage its affairs.  The rights of employees in the bargaining unit and the Union hereunder are limited to those specifically set forth in this Agreement and the Employer retains all prerogatives, functions and rights not specifically limited by the terms of this Agreement.  The Employer shall have no obligation to negotiate with the Union with respect to any such subjects or the exercise of its discretion and decision-making with regard thereto any subjects covered by the terms of this Agreement and closed to further negotiations for the terms thereof and any subject which was or might have been raised in the course of collective bargaining, but is closed for the term hereof.
	5.2	 Without limitation, but by way of illustration, the exclusive prerogatives, functions and rights of the Employer shall include the following:
	5.3	The exercise of any management prerogative, function, or right which is not specifically modified by this Agreement nor contradicted by the terms of the Staff Manual is not subject to the grievance procedure or, as set forth above, to bargaining during the term of this Agreement.  The Employer agrees that prior to any substantial change of its policies that affect employees; the Employer shall give the Union fourteen (14) days notice prior to the intended change and allow an opportunity for Union input.  In addition, and wherever possible, the Employer – via a mutually agreed-upon method – agrees to include the Union in its policy review and development process prior to any substantial policy changes.


	ARTICLE 6	SENIORITY
	6.1	Seniority is defined as the employee’s length of unbroken service with the Employer.
	6.2	All time spent in leave without pay status will be deducted from the calculation of seniority, except when the leave without pay is taken for:
	6.3	Employees who are separated due to layoff and are re-employed within two (2) years of separation date will not be considered to have a break in service.
	6.4	If two (2) or more bargaining unit members are determined to be equally qualified and available for the reassignment of hours available within the bargaining unit, the employee with the most seniority will be offered those hours.

	6.5	Ties

	ARTICLE 7	LABOR-MANAGEMENT COMMITTEE
	ARTICLE 8	NON-DISCRIMINATION
	8.1	Under this Agreement, discrimination against employees on the basis of religion, age, gender, sex, marital status, race, color, creed, national origin, political affiliation, military status, status as an honorably discharged veteran, a disabled veteran or Vietnam-era veteran, sexual orientation, or the presence of any sensory, mental or physical disability, or because of the participation or lack of participation in Union activities is prohibited, and no unlawful harassment will be tolerated.
	8.2	Employees who feel they have been the subjects of unlawful discrimination, harassment or a hostile work environment are encouraged to bring such issues to attention of their Supervisor or the Human Resources Office or to file a complaint in accordance with agency policy.  In cases where an employee files both a grievance and an internal complaint regarding the same alleged discrimination, harassment or a hostile work environment, the grievance will be suspended until the internal complaint process has been completed.
	8.3	Both parties agree that nothing in this Agreement will prevent an employee from filing a complaint with the Washington State Human Rights Commission, Office of Civil Rights, or the Equal Employment Opportunities Commission.


	ARTICLE 9	HIRING AND PROBATION
	9.1	All job openings in the bargaining unit, whether new positions or vacancies, of ten hours or more per week, will be first posted to KRL employees holding bargaining unit positions, for one week.  After one week, and upon review of applicant qualifications for that specific position opening, KRL shall have the right to open the posting to other KRL staff and/or the public. If two or more bargaining unit members are equally qualified for the position, the member with the longest length of service will be hired.
	9.2	The first six (6) months of employment with the library is considered a training and evaluation period.  During this time, the new staff member will be learning the job and how the library works and the Supervisor will be evaluating the new employee consistent with the KRL staff manual.
	9.3	During the training and evaluation period, the employee does not have the right to the grievance procedure.
	9.4	If the employee does not successfully complete the training and evaluation period, the employee may be released from the position with the library at the discretion of the Supervisor without further employee recourse.
	9.5	Employees who are promoted shall serve a six (6) month training and evaluation period.  Employees who move laterally into a position with a significant change in the task list shall serve a six (6) month training and evaluation period.  The employee may be released from the new position at the discretion of the Supervisor. The employee may return to the position occupied previously as long as the position is still available.  If the position is not available, the employee will be placed in layoff status for one year, and shall be eligible for rehire to the first job opening of an equivalent nature within the bargaining unit for which they are qualified.


	ARTICLE 10	PROFESSIONAL DEVELOPMENT
	ARTICLE 11	LAYOFF AND RECALL
	11.1	Layoff
	11.2	Recall

	ARTICLE 12	HOURS OF WORK
	12.1	Work Week
	12.2	Schedule Changes
	12.3	Flextime
	12.4	Non-Standard Working Times
	12.5	Conference and Workshop Attendance

	ARTICLE 13	PERFORMANCE APPRAISAL
	13.1	The performance appraisal process is designed to provide Supervisors and employees an opportunity to discuss and record performance planning, feedback and performance outcomes.  Supervisors and employees will discuss how the employee’s position aligns with the library’s mission and goals and the Employer’s job requirements, utilizing the Employer’s performance management process.
	13.2	Employees will be evaluated during their probationary period and then annually thereafter at a time that allows for adequate application of the process.  Supervisors will meet with employees at the start of their review period to discuss performance expectations.  Employees will receive copies of their performance expectations as well as notification of any modifications made during the review period.  Written notification will be given to a probationary employee whose performance is determined to be unsatisfactory.
	13.3	A copy of the performance evaluation will be provided to the employee at the time of the review.  The original performance evaluation forms, including the employee’s comments, will be maintained in the employee’s personnel file.


	ARTICLE 14	LIBRARY PERSONNEL FILE
	14.1	Employees may review the contents of their own personnel and payroll files in the Administrative Services Division, by appointment.  Copies may be made at the employee’s expense.  Records will be accessed only in the presence of the Administrative staff and will not be removed from the Administrative Services’ office, thus ensuring a confidential and private review process.  A Union representative may review an employee’s file upon written authorization from the employee.
	14.2	The employee’s personnel file will be kept in a confidential manner to the extent allowed by law.  Health and medical information obtained by the Employer will be maintained in a separate, confidential file.
	14.3	Material of a disciplinary or derogatory nature concerning any employee may be placed in his/her personnel file only if the employee has been notified of the intent to place the material in the file, given a copy of the material, and allowed to append to it his/her answers to any charges, complaints or statements involved.  His/her signature shall not necessarily imply agreement with any statement contained in the material.


	ARTICLE 15	EMPLOYEE DISCIPLINE
	15.1	Employees may be disciplined or discharged for just cause.  There are five types of discipline: oral warnings, written warning, suspension, demotion and dismissal.  Oral warnings will be identified as such.
	15.2	Employees shall be allowed Union representation at investigative interviews where the employee reasonably expects discipline affecting compensation will result. The employee shall also be allowed Union representation at meetings where discipline is to be administered as long as the retaining of such Union representation by employee does not delay the start of the disciplinary meeting beyond a reasonable time.  It is the employee’s responsibility to request Union representation.  All discipline will be given in a private setting.
	15.3	A non-disciplinary coaching/counseling discussion is available and where feasible, encouraged in order to provide an opportunity for management and employee to identify areas needing improvement by the employee.  This coaching/counseling discussion can include verbal (non-documented) discussions or formally written (documented) performance action plans or letters of expectations.  Any written documentation which arises out of a coaching/counseling discussion will go in the employee’s personnel file, and failure to follow through with any written expectations/action plans could be grounds for formal discipline.


	ARTICLE 16	GRIEVANCE PROCEDURE
	16.1	The purpose of this procedure is to provide an orderly method for resolving grievances.  A determined effort shall be made to settle any such differences at the lowest possible level in the grievance procedure, and there shall be no suspension of work or interference with the operations of the Library.  Meetings or discussions amongst bargaining unit members and/or with representatives involving grievances or the procedures set forth hereafter shall not occur on Employer time without approval of Employer.
	16.3	Appeals to Discipline
	16.4	If either party has failed to process the grievance in accordance with the procedure and time limits set forth herein, the following respective penalties shall apply:


	ARTICLE 17	VACATION LEAVE
	ARTICLE 18	SICK LEAVE
	18.1	Accumulation of Sick Leave
	18.2	Use of Sick Leave
	18.3	Sick Leave Conversion
	18.4	Sick Leave Reimbursement Upon Resignation or Retirement

	ARTICLE 19	BEREAVEMENT LEAVE
	ARTICLE 20	FUNERAL LEAVE
	ARTICLE 21	JURY DUTY AND TRIAL SERVICE LEAVE
	 ARTICLE 22	MISCELLANEOUS LEAVES OF ABSENCE
	22.1	Inclement Weather Leave
	22.2	Family and Medical Leave
	22.3	Military Leave
	22.4	Leave Without Pay
	22.5	Medical Coverage

	ARTICLE 23	HOLIDAYS
	ARTICLE 24	COMPENSATION AND CLASSIFICATION 
	ARTICLE 25	LEAD WORKER ASSIGNMENT AND PAY
	25.1	Lead Worker, Duties Defined
	25.2	Lead Worker Assignment, Selection, Modification, Termination
	25.3	Lead Worker Pay

	ARTICLE 26	HEALTH AND WELFARE/RETIREMENT
	26.1	PERS Retirement
	26.2	Tax Deferred Compensation.
	26.3	Health Insurance

	ARTICLE 27	ENTIRE AGREEMENT
	ARTICLE 28	SAVINGS CLAUSE
	ARTICLE 29	TERMS OF AGREEMENT

