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MEMORANDUM OF AGREEMENT

The attached articles constitute a collective bargaining agreement which is hereby agreed to by
the Trustees of Bates Technical College through their negotiating team undersigned, the Bates
Professional Technical Employees through their negotiating team undersigned, to be presented
to the parties to this Agreement for a ratification vote.

Negotiators for Bates Technical College:

Christina Nelson Steve Ashpole

Negotiators for the Bates Professional Technical Employees:

O MA_ T Keviin L svelond

Michelle MacElvain Kevin Loveland
~ //,.r /“ /_
< /) Dunrat Benave,
S < °m>l€4\ Q,"’th_u_»\)
Shondea Chapman ~ Sarah Benavente-Chargualaf
’ r
ris Silber
Iris Silber
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ARTICLE | DEFINITIONS AND RECOGNITION

SECTION 1. Definitions

1.1 Anniversary: Initial date of hire as a regular employee.
1.2 Association: Bates Professional Technical Employees (PTE).
1.3 Bargaining Unit: The bargaining unit is composed of all regular employees, and

temporary hourly employees who have opted in or worked more than 480
hours within twelve (12) continuous months.

14 College: Bates Technical College, District No. 28.

15 Day(s): Work day(s) according to the college calendar.

1.6 Employee: Any employee of the College covered by this Agreement.

1.7 Grievance Procedure: A grievance is a claim based upon an alleged violation of this

Agreement, written College policies, regulations and rules adopted by the
Trustees or unfair and inequitable treatment of an employee by an
administrator/supervisor.

1.8 HR: Human Resources.

1.9 Operating Funds: State allocated funds, local dedicated and local general funds.

1.10 President: President of Bates Technical College.

1.11 Regular Employee:
Full Time: Individual hired full-time 40 hours per week in a position not funded
through temporary funding. This position qualifies for full benefits per
qualifications for eligibility outlined by the college, the Health Care Authority

(HCA), Department of Retirement Systems (DRS) and the Collective Bargaining
Agreement (CBA).

Part time: Individual hired into a position that works less than 40 hours per
week and is not funded by temporary funding. This position shall qualify for
statutory (medical, retirement and sick leave) benefits as per qualifications for
eligibility outlined by the college, the HCA, DRS and the CBA.

1.12 Grant Funded Employee:

Full Time: Individual hired normally on a full-time, 40-hour week basis for a
3
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temporary period due to specific funding limitations such as grant, special projects,
temporary assignment, special revenue funds or special state appropriations. Full
benefits shall be offered as defined per qualifications for eligibility outlined by the
college, the HCA, DRS and the CBA.

Part time: Individual hired normally on a temporary basis, less than 40 hours a
week for a temporary period due to specific funding limitations such as grant,
special projects, temporary assignment, special revenue funds or special state
appropriations. Statutory benefits shall be offered as defined per qualifications for
eligibility outlined by the college, the HCA, DRS and the CBA.

1.13 SA: Senior Administrator or designee.
1.14 Seniority:

Personnel employed by Bates Technical College prior to September 1, 1991 shall be
the total of years recognized by the Tacoma School District and the total number of
years of Bates Technical College employment. Personnel employed by the College
after September 1, 1991 shall accrue seniority based upon the total number of
years of Bates Technical College employment.

1.15 Temporary Hourly Employee is defined as:

An individual employed on an hourly basis during a workload peak or to fill a
vacant/open position or to fill in for a regular employee who is on a short or long
term absence when there is a need to perform work for not more than 12
continuous months in the same position or department.

Definitive start and end dates will be determined prior to employment. A specific
job description will be provided. The College shall determine what happens to the
workload at the end of the specified employment period. If the work will continue
beyond the end date, the College will produce a job description and proposal for
said workload which may include the creation of a regular position.

Temporary employment for long-term absence may continue beyond 12 months
by mutual agreement of parties.

1.16 Trustees: Board of Trustees of Bates Technical College.

1.17 Work Week: A consecutive seven-day period from Sunday through Saturday.

SECTION 2. Recognition and Unit Designation

2.1 Recognition: The Employer recognizes that the Association is the exclusive
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representative of all employees in the bargaining unit.

2.2 Temporary hourly employees will have rights afforded to them in the
following sections.

2.3 The parties agree to the following exempt
positions: Executive Assistant to the President
Executive Assistant to the SA of Instruction
Executive Assistant to the SA of Finance and Administrative Services
Executive Assistant to the SA of Human Resources
Executive Assistant to the SA of Student Services

2.3.1 Any disagreement between the College and the Association regarding
positions appropriate to the bargaining units will be resolved in
accordance with RCW 41.56.

2.4 Duties presently performed by bargaining unit members shall not be assigned
permanently to any other bargaining unit, outside agencies, or individuals
without providing the Association notice of the proposed assignment, and an
opportunity to bargain its impact.

2.5 Nothing in this language shall preclude the occasional employment of
consultants or contractors as historically utilized by the College or prohibit work
presently performed by other bargaining units.

2.6 If an employee is promoted to an exempt position and returns to a PTE position
within 2 years, said employee retain the years of service earned as an exempt
employee, in addition to all rights, most recently held as a PTE employee
provided those rights are still authorized in the CBA.

SECTION 3. Temporary Hourly Guidelines

3.1 Temporary hourly employees must meet the minimum requirements for the
position, and will be placed on the salary schedule at the first step of the
appropriate pay level.

3.2 Temporary hourly employees shall qualify for statutory (medical, retirement
and sick leave) benefits as per qualifications for eligibility outlined by the
college, the HCA, DRS and the CBA.

3.3 Temporary hourly employees may be terminated with written notice from the SA
of HR, and not for arbitrary or capricious reasons.

3.4 Temporary hourly employees in good standing who have worked at least 480

hours and for more than 6 months may apply for open internal bargaining unit
5
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3.5

positions.

Association will review temporary hourly positions at Labor & Management
meetings.

ARTICLE Il BARGAINING UNIT RIGHTS

SECTION 4. Release Time

6

4.1

4.2

4.3

4.4

4.5

Up to a total of twenty-two (22) days of release time per year shall be provided to
the Association for release time for the officers and representatives of the
Association. In addition to this, the Association will be allowed twenty (20) days of
release time per year for which the cost of a substitute will be paid by the Association.

Release time is exclusive of bargaining sessions with the college. Each negotiating
team member shall be allotted five (5) additional days of release time to prepare
for bargaining.

HR, in cooperation with the Association, will make the determination to provide
or not provide substitute(s).

Requests for such release time shall be made through HR in advance of the leave.
The purpose of the leave shall be clearly stated. The leave shall not be granted if
the purpose violates RCW 41.56.

Membership Dues

Upon written authorization, the College agrees to deduct membership dues
from payrolls and forward said dues promptly to the Association. All
enrollments and cancellations shall be handled by the appropriate officers of
the Association.

Cancellation of dues must be received in the payroll office directly from the
officers of the Association.

Facilities and Equipment Use

The Association shall have the right to use College resources, facilities, and
equipment when they are not otherwise in use and when such usage is for the
exclusive purposes of contract negotiation and administration, and would not
interrupt routine College operation. This shall include meeting room, computers,
audio-visual equipment, copiers, email, and so forth, subject to standard College
fees and conditions. The Association agrees to reimburse the College for the
actual cost of incidental materials and supplies used by the Association.
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SECTION 5. Representation Fee Associate Rights

5.1 Upon written authorization, the College agrees to deduct membership dues
from payrolls and forward said dues promptly to the Association. All
enrollments and cancellations shall be handled by the appropriate officers of
the Association. The amount of the Association dues will be determined by the
Association and communicated to the College in writing. Cancellation of dues
must be received in the payroll office directly from the officers of the
Association.

5.2 The Association shall be provided with not less than 30 minutes for presentation
during new employee orientation or other reasonable time during the work day.
The College shall provide the Association contact information for all members of
the collective bargaining unit on a monthly basis, including work location, salary
information, name, address, phone number, email.

5.3 The college will be provided with a list of duly elected Association officers. The
Association president or designee will communicate with management to
identify appropriate association representatives when necessary.

54 The Association agrees to defend, indemnify, and hold the College harmless
(suits by the College excepted) against any and all claims, suits, orders, or
judgments brought or issued against the College pursuant to proper
implementation of this section contingent upon the College’s agreement that
the Association shall be authorized to defend such suit through an attorney of
the Association’s own choosing.

55 The Association shall have the right to use College resources, facilities, and
equipment when they are not otherwise in use and when such usage is for the
exclusive purposes of contract negotiation and administration, and would not
interrupt routine College operation. This shall include meeting room, computers,
audio-visual equipment, copiers, email, and so forth, subject to standard College
fees and conditions. The Association agrees to reimburse the College for the
actual cost of incidental materials and supplies used by the Association.

5.6 Temporary hourly employees have the option to pay dues and be represented by
the Association when hired. Those who work more than 480 hours within 12
continuous months shall have dues deducted at the next pay period.

5.7 The College is authorized to deduct the required amount from each paycheck. The
amount of the Association dues or representation fee will be determined by the
Association and communicated to the Finance Office in writing. The
representation fee shall be an amount less than the regular dues for the
Association membership, in that non-members shall be neither required nor

7
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5.8

5.9

6.1

6.2

allowed to make a political deduction. The representation fee shall be regarded as
fair compensation and reimbursement to the Association for fulfilling its legal
obligation to represent all members of the bargaining unit.

In the event that the representation fee is regarded by an employee as a violation
of the right to non-association, such bonafide objections will be resolved
according to the provisions of RCW 41.56.122 and the appropriate WAC.

The Association agrees to defend, indemnify, and hold the College harmless
(suits by the College excepted) against any and all claims, suits, orders, or
judgments brought or issued against the College pursuant to proper
implementation of this section contingent upon the College’s agreement that
the Association shall be authorized to defend such suit through an attorney of
the Association’s own choosing.

ARTICLE 11l
GENERAL CONTRACT PROVISIONS

SECTION 6. Grievance Procedure

General Provisions

6.1.1 There shall be no reprisal by the Association, the College or its
employees by reason of the involvement of any person in the grievance
procedure.

6.1.2 A copy of all grievances shall be provided to the Association and, as
applicable, to the immediate supervisor. Grievances, which are not under
the jurisdiction of an immediate supervisor and/or are based upon action
taken by an administrator other than the immediate supervisor, shall be
initiated at Level Il of the grievance procedure.

6.1.3 An employee may process a sexual harassment complaint as a
grievance starting at Level Ill.

Representation

6.2.1 Exclusive representation for a grievant shall be through the
Association except for an employee who may elect self-
representation.

6.2.2 At each step of the grievance procedure the employee may be
accompanied by a designated representative of the Association. Any
person(s) who might contribute to resolution of the grievance may be
requested by the employee and/or the official representative.
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6.2.3 When an employee elects self-representation the employee may choose
to have a representative of the Association present at the grievance
hearing(s) at each step of the process, or have the College provide a copy
of the response(s) to a designated Association representative.

6.2.4 Nothing herein contained shall be construed as limiting the right of
any employee having a grievance to discuss the matter informally
with an appropriate member of the administration.

6.2.5 A grievance may be lodged by the Association.

6.2.6 The college agrees to furnish the Association upon request of a
designated representative such information which may be necessary to
process any grievance or complaint.

6.3 Timelines

6.3.1 Grievances shall be processed as rapidly as possible; the number of
days indicated at each grievance level shall be considered as maximum,
and every effort shall be made to expedite the process. Time limits
under unusual circumstances may be extended by mutual consent.

6.3.2 Failure of the grievant to file or appeal a grievance within the timelines
may result in the forfeiture of the grievance. Failure of the College to
respond within the timelines may move the grievance to the next level.

6.4 Procedure

6.4.1 LEVELI: An employee with a grievance shall discuss the grievance first
with his/her immediate supervisor. Every effort shall be made to solve
the grievance at this level in an informal manner.

6.4.2 LEVELII: In the event the grievance is not resolved informally, it shall be
reduced to writing and presented to the immediate supervisor. If a formal
grievance is not filed within thirty (30) days of the act or the creation of the
condition on which the grievance is based, or the date the condition
becomes known or should have been known, then the grievance shall be
waived. Within ten (10) days after the written grievance is presented, the
supervisor shall render a decision thereon, in writing, and present it to the
grievant.

6.4.3 LEVEL Il If the aggrieved employee is not satisfied with the disposition of
the grievance at Level Il, or if no decision has been rendered within ten
(10) days after the presentation of the grievance, the employee may,

9
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6.4.4

6.4.5

6.4.6

6.4.7

within 10 days, file the grievance in writing on the grievance form with the
College President, with a copy to the immediate supervisor and to the
designated Association representative. The College President or designee
shall represent the administration at this level of the grievance procedure.

6.4.3.1 When a grievance hearing is held at Level lll and the grievance
involves an immediate supervisor, the supervisor shall be present
if requested by the grievant or the College.

6.4.3.2 Within ten (10) days after receiving the written grievance, the
College President or designee shall meet with the aggrieved in
an effort to resolve the grievance.

6.4.3.3 The College President or designee shall render a decision within
ten (10) days following the meeting. The decision shall be in
writing and delivered to the aggrieved employee and a copy
shall be delivered to the designated Association representative.

If the aggrieved is not satisfied with the disposition of the grievance at
Level lll or if no decision is made within ten (10) days, the grievant may
request in writing to the Association, with a copy to the College President
that the grievance be advanced. Upon mutual agreement the grievance will
advance to Level IV. Otherwise, the grievance will advance to Level V. Such
request must be made within ten (10) days after the completion of Level lll.

If the aggrieved is not satisfied with the disposition of the grievance at
Level Il or if no decision is made within five (5) days, the grievant may
request in writing to the Association, with a copy to the College President,
that the grievance be submitted to Level IV unless mutually agreed upon by
both parties to proceed to Level V. Such request must be made within ten
(10) days after the meeting with the College President or designee.

LEVEL Il: If a formal grievance is not filed within thirty (30) days of the act or
the creation of the condition on which the grievance is based, or the date
the condition becomes known or should have been known, then the
grievance shall be waived. In the event the grievance is not resolved
informally, it shall be reduced to writing and presented to the immediate
supervisor. Within (30) days five (5) days after the written grievance is
presented, the supervisor shall render a decision thereon, in writing, and
present it to the grievant.

LEVEL Il If the aggrieved employee is not satisfied with the disposition of
the grievance at Level Il, or if no decision has been rendered within five
(5)ten (10) days after the presentation of the grievance, the employee may
file the grievance in writing on the grievance form with the College
President, with a copy to the immediate supervisor and to the designated
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6.5

6.4.8

6.4.9

6.4.10

Level IV:

6.5.1

Association representative. The President or designated representative(s)
shall represent the administration at this level of the grievance procedure.

If the aggrieved is not satisfied with the disposition of the grievance at
Level lll or if no decision is made within ten (10) days, the grievant may
request in writing to the Association, with a copy to the College President
that the grievance be advanced. Upon mutual agreement the grievance will
advance to Level IV. Otherwise, the grievance will advance to Level V. Such
request must be made within ten (10) days after the completion of Level lll.

Within five (5) ten (10) days after receiving the written grievance,
the College President or designated representative(s) shall meet
with the aggrieved in an effort to resolve the grievance.

The decision shall be in writing and delivered to the aggrieved employee
and a copy shall be delivered to the designated Association
representative.

Mediation

The Association will, within ten (10) days after the receipt of the request,
submit the grievance to mediation by so notifying the President in
writing.

6.5.1.1 The timelines for submitting a grievance to arbitration shall be
held in abeyance.

6.5.1.2 The Association shall request a list of mediators from either the_
Federal Mediation and Conciliation Service (FMCS) or American
Arbitration Association (AAA). The College and the Association
will by alternately striking names from the list until a mediator is
determined.

6.5.1.3 The presentation of facts and considerations shall not be limited
to those presented in prior steps of the grievance procedure.
Proceedings before the mediator shall be informal in nature.
There shall be no formal rules of evidence, transcript, or record
of the mediation conference.

6.5.1.4 The mediator will not have the authority to compel the resolution
of the grievance.

6.5.1.5 If no settlement is reached at mediation, the grievance may be
appealed to arbitration in accordance with Level V of this
agreement.
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6.5.1.6 In the event that a grievance, which has been mediated, is
appealed to arbitration the mediator may not serve as arbitrator.
No reference shall be made in the arbitration hearing to the
mediation conference and nothing said or done by the mediator
or the parties beyond the scope of the facts of the grievance may
be entered into evidence at the arbitration hearing.

6.5.1.7 Any costs for the services of the mediator shall be shared equally
by the College and the Association. All other expenses shall be
borne by the party incurring them and neither party shall be
responsible for the expenses of witnesses called by the other.

6.6 Level V: Arbitration

6.6.1

6.6.2

6.6.3

6.6.4

6.6.5

6.6.6

6.6.7

12

If the aggrieved is not satisfied with the disposition of the grievance at
Level lll or Level IV the grievant may, within ten (10) days after the decision
is rendered, request in writing to the Association with a copy to the
President, that the grievance be submitted to arbitration.

The Association may, within ten (10) days after the receipt of the
request, submit the grievance to arbitration by notifying the President
in writing.

The Association may request a list of arbitrators from the FMCS or AAA.
The College and the Association will select an arbitrator by alternately
striking names from the list until an arbitrator is determined.

The arbitrator shall confer promptly with the representatives of the
College and Association. Then the arbitrator shall review the record of
prior meetings and hold such further hearings as deemed necessary.

The arbitrator will have authority to hold hearings and make procedural
rules. Findings will be issued within a reasonable time after the date of the
close of the hearings or, if oral hearings have been waived, from the date
the final statement and evidence are submitted to the arbitrator.

The arbitrator’s findings shall be submitted in writing as soon as possible
to the College and to the Association and shall set forth findings of fact,
reasoning and conclusions on the issues submitted. The arbitrator’s
decision shall be consistent with existing statutes and shall be binding on
both parties.

Any costs for the services of the arbitrator shall be shared equally by the
College and the Association. All other expenses shall be borne by the
party incurring them and neither party shall be responsible for the
expenses of witnesses called by the other.
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6.6.8 Fees which are charged by an arbitrator for canceling or postponing an
arbitration hearing shall be paid by the party who initiates the cancellation
or the postponement, unless the College and the Association mutually
agree to other arrangements in reaching a settlement to the grievance.

SECTION 7. Bargaining Procedures

7.1 Bargaining will be conducted at times and places mutually agreeable to
the negotiators named by each party.

7.2 Up to five (5) negotiators on the Association team will be released from work to
negotiate without loss of pay when day sessions are scheduled. Substitutes will
be provided by the College as needed.

SECTION 8. Harassment-Free Workplace

8.1 There shall be no reprisal by the Association, the College or its employees by
reason of the involvement of any person in a complaint covered in this section.

8.2 The parties agree that they will not engage in any act, practice, or pursue any policy
which results directly or indirectly in coercion or discrimination on the basis of race,
creed, color, national or ethnic origin, gender, marital status, sexual orientation,
age, religion, status as a veteran, presence of any mental or physical disability, or
political affiliation. Conduct, which creates a hostile environment based on such
discrimination, will not be tolerated.

8.3 Timely resolution of a situation perceived to be in violation of Section 8.2 is mutually
desirable. Employees are encouraged to report behavior deemed to be
inappropriate to their supervisor who shall take immediate steps to resolve the
situation. The supervisor or employee may make a report to the next supervisory
level. Employees may also bring their concern or file a complaint in accordance with
College policy, directly to the SA of HR, and/or file a grievance in accordance with
the grievance procedure.

8.4 If the grievance procedure is used and the employee is not satisfied with the
resolution of the grievance at level lll, the employee may elect to resolve the
grievance through mediation or arbitration or seek a remedy through another legal
course. If the election is to pursue another legal course, then the employee waives
the right to mediation or arbitration.

13
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ARTICLE IV
SALARY, HOURS AND BENEFITS

SECTION 9. Salary and Classification

14

9.1

9.2

Salary Placement

9.1.1 New employees will generally start on the first step of the appropriate

9.12

9.13

salary range (Appendix A). An employee may be placed at a higher step, at
the discretion of the SA of HR, for reasons including, but not limited to:

e Difficulty with recruitment and/or retention of qualified employees

e The employee’s education and experience warrant a higher salary

HR will consult with the local union president before placing an employee
on the salary scale above Level C.

The salary schedule for 12 month employees is effective July 1, annually
unless set at a different date by the State.

Temporary Reassignment

9.21

9.2.2

9.2.3

9.24

An employee(s) may have their duties reassigned to help cover a temporary
vacancy within the department if the vacancy is anticipated to be more than
20 days.

Within five (5) days of a vacated position, a supervisor will review the
vacated job description and meet with all affected employees to develop a
workflow plan. If/when a position is approved to be filled, the supervisor
will review the workflow plan, incorporate new employee training and meet
with all affected employees.

In the case of temporary vacancy of more than 20 days, a supervisor is
required to submit a temporary workflow plan to HR. HR will evaluate
the tasks to determine if temporary salary increases are warranted.

Employees who are temporarily assigned additional duties and
responsibilities of a higher level classification for more than twenty one (21)
days will be notified in writing and will be advanced to a step of the range
for the new class that is equal to or above their existing salary and then
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receive one additional step. The Employer may grant a higher salary increase
as provided in salary schedule. The increase will become effective on the
first day of the employee was performing the higher-level duties. As soon as
the temporary duties are completed, the employee will return to their
original step and rate of pay.

9.3 Salary Overpayment Recovery

93.1

9.3.2

9.3.3

9.34

9.35

When the Employer has determined that an employee has been
overpaid wages, the Employer will provide written notice, via certified
mail, to the employee that will include the following items:

1. The amount of the overpayment

2. The basis for the claim

3. The rights of the employee under the terms of this Agreement

Method of Payback The employee must choose one (1) of the
following options for paying back the overpayment within a mutually
agreed timeframe:

1. Voluntary wage deduction

2. Cash

3. Check

The employee and the college may agree to make other repayment
arrangements. The payroll deduction to repay the overpayment will
not exceed the mutually agreed upon amount.

All PTEs below level “H” and longevity as provided for in Appendix A shall
be awarded on the employee’s anniversary dates unless the State
specifically freezes classified wages.

A former employee who applies and returns to the College within three
(3) years of date of separation shall be reappointed to the same step of
the salary schedule, but not necessarily at the same classification, to
which said employee was entitled at the time of resignation.

94 Overtime

94.1

9.4.2

15

Overtime work is any required work beyond 40 hours worked per week,
except for work schedule changes pursuant to Section 11.1, and will be paid
at the time-and-one-half rate for the hours worked. On Sunday, the rate of
pay shall be at double the rate of pay.

Overtime which is not authorized in advance by the immediate supervisor
will not be compensated in pay or time off. If the immediate supervisor is not
available, the next appropriate supervisor shall be asked to authorize the
overtime. In the event that no supervisor is available an employee may work
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16

9.5

9.6

9.7

9.8

overtime in an emergency situation. In such a case, employee must notify
the immediate supervisor within 24 hours of the overtime for such work to
be compensated in pay or time off.

9.4.3 Employee(s) required to work overtime by their supervisor shall be
compensated with pay or compensatory time. The employee may choose
the type of compensation. Compensatory time must be used prior to using
vacation or personal leave. If compensatory time balance is not used by
the employee by June 30™, it will be paid by the College the following
available pay period.

Call Back Pay

9.5.1 When called back to work, an employee shall be entitled to a minimum of two
(2) hours pay at the appropriate overtime rate.

9.5.2 Employee(s) called at home outside of their regular hours for authorized
work-related business shall be paid at the overtime rate of pay for the
number of minutes rounded up to a quarter hour; that is, a five-minute call
shall be
paid for 15 minutes, a 16 minute call shall be paid for 30 minutes, a 44
minute call will be paid for 45 minutes, etc. The telephone call to request an
employee to return to work is not eligible for overtime pay.

Hours worked on a holiday will be paid at double time in addition to receiving
holiday pay. Hours worked on the holiday will not be included in the calculation of
the regular rate for purposes of calculating overtime. The double time pay for
holiday hours worked will be credited towards overtime pay earned in that work
week.

Deductions for Leave Without Pay

9.7.1 Deduction of salary from absences not covered by paid leave is based on
the number of compensated days using the rates listed in the salary
schedule.

9.7.2 Rates of pay are based on the rates listed in the salary schedule.

9.7.3 The overtime pay rate for PTEs will be paid at the time and one-half
hourly rate for hours worked.

The College will pay legislative mandated Cost of Living Adjustment (COLAs) on
the first payroll following an agreed upon salary schedule between the
Association and the College. In the event of a delay in COLA increases from the
time set by the legislature, the SA of HR will notify the President of the
Association as to why and when the expected payment will occur. COLAs will be
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paid retroactively to the effective date assigned by the legislature.

SECTION 10. Work Year

17

10.1

10.2

10.3

10.4

The work year for regular full-time employees will be twelve (12) months, including
13 holidays and paid vacation. Other regular days, if any, may be scheduled for
work by the College at its discretion, provided that an employee will be
compensated for each additional day.

The work week for regular full-time employees will be Monday through Friday with
the exception of KBTC.

10.1.1 Any regular full-time shall have vacation as follows:

Beginning with the 15t year — 7" year 18 days

Beginning with the 8t year 19 days
Beginning with the 9t year 20 days
Beginning with the 10™" year 21 days
Beginning with the 11t year 22 days
Beginning with the 12t year 24 days

10.1.2 Any regular full-time employees who became employed prior to September
1, 1993, shall have vacation 25 days.

All employees shall receive the following holidays and College authorized non-work
days which fall within their scheduled work year:

Independence Day New Year’s Eve Day

Labor Day New Year’s Day

Veterans’ Day Martin Luther King, Jr. Day
Thanksgiving Day Presidents’ Day

Day after Thanksgiving Memorial Day

Christmas Eve Day Floating Holiday*

Christmas Day
*The floating holiday may be used at the employee’s discretion as a full day.

The College and Association will schedule a mutually agreed upon Professional
Development (PD) Day to occur each fiscal year. The PTE Professional Development
Committee will develop the agenda for the training as described in section 12. All
PTEs shall be released to attend the training.

The College will prepare an annual work schedule which shows working days,
holidays, and other related information. A prorated vacation is allowed to full-
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10.5

10.6

10.7

10.8

year employees with less than 12 months’ service, and full-year employees
working less than 40 hours per week.

All leave requests will be addressed by the supervisor in a timely manner,
normally within five (5) days, and approval will be subject to the needs of the
College. If denied, the supervisor will provide rationale in writing.

Accrued vacation that is not used before the anniversary date in the year in which it
was accrued may be carried over to the following year beginning July 1. The
maximum deferred and accrued leave carried over on the anniversary date of any
given year will be 37 days. Accrued vacation that will total in excess of the maximum
amount of days for the current fiscal year on July 1 must be taken prior to the
anniversary date of that fiscal year or it will be lost.

A 12-month employee may take up to 30 consecutive vacation days when
approved by the Senior Administrator of the particular division or immediate
supervisor.

Employees whose employment is terminated by their death, reduction-in-force,
resignation, dismissal, or retirement, and who have accrued vacation leave not to
exceed 30 days as specified in RCW 43.01.040 shall be paid therefore under their
contract of employment. Accrued vacation not to exceed 30 days will be paid to
the estate if they are deceased or to the employee in the case of voluntary
resignation if adequate notice of termination has been supplied. Annual leave
accumulation under RCW 43.01.044 is not to be included in the computation of
retirement benefits, except for those employees covered by Plan 1 of the Public
Employees’ Retirement System.

SECTION 11. Work Day

111

11.2

11.3

18

The regular workday of PTEs is established as eight (8) hours exclusive of the time
allowed for lunch, between the hours of 7:00 am through 5:00 pm, Monday
through Friday. Employee(s) may change their regular work schedule when
approved by the immediate supervisor. If an employee chooses to change hours,
shift pay will not be paid. Said change in the regular work schedule must be
requested at least five (5) working days prior to the effective date.

Employees are allowed a 15 minute break for each four (4) hours of work in the
morning and in the afternoon; however, breaks cannot be combined with meal
periods. Employee(s) may change their regular break schedule with the
supervisor’s approval.

An employee may take a one-half hour lunch or a one-hour lunch if approved by
the appropriate administrator, provided that the required number of hours
worked is fulfilled.
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11.4

11.5

11.6

11.7

The college will support opportunities for tele-working including flexible hours and
alternate work sites appropriate for an employee’s job duties and responsibilities
subject to supervisor’s approval and college policy and procedures.

Work day schedules may be changed during any given work week for absence due
to inclement weather, natural disasters, or emergencies, or for routine medical,
dental and legal appointments. Prior approval must be received by the immediate
supervisor. The rescheduled hours will be made up at the employee’s regular rate of

pay.

The College will not require an employee to work in excess of 12 hours in a
calendar day, unless mutually agreed upon by supervisor and employee.

SHIFT PAY- employees assigned to work between the hours of 5:00 pm and 7:00 am
will be paid a premium of seventy-five cents ($.75) per hour for the hours worked.
The hours worked will be considered to be worked on the day the shift begins. An
employee will be paid shift pay only for hours worked. Leaves with pay, holidays and
vacation are based upon the employee’s regular rate of pay.

11.7.1 Any employee on a shift who works overtime shall receive overtime
pay based on the appropriate rate of pay.

SECTION 12. Professional Development Committee

12.1

The PD Committee shall be formed consisting of five (5) elected PTE representatives
(one which is the chair), two (2) appointed management representatives and one
(1) designated HR representative. The role of the PDC is to identify relevant PD
opportunities and communicate out to PTEs, and plan PD days and other trainings
at the College. The committee shall have a yearly budget of three thousand dollars
($3,000). Expenditures shall be approved by the Committee Chair and the SA of HR.

SECTION 13. Inclement Weather — Emergency Closure

131

13.2

19

If the employee chooses not to report for work because of heightened risk to
personal safety due to inclement weather when the College is open, the employee
will use appropriate makeup time, which shall consist of accrued compensation
time, vacation, personal leave, or absence without pay.

When the College is closed by declaration of the President/designee, impacted
employees in work status, in coordination with the supervisor, shall be placed
on home assignment. If a single campus is closed, employees may be
temporarily reassigned to a different work station at another campus.

13.2.1 If the College is closed for more than two (2) consecutive days, after the
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second day employees shall use appropriate makeup time which is defined
in Section 11.5 or rescheduled work hours (at regular pay) when
coordinated with and approved by the immediate supervisor.

SECTION 14. Insurance Benefits

141

14.2

Health insurance benefits shall be offered to the employees through the
Public Employees Benefit Board (PEBB) and other designated agencies.

Procedures, guidelines and eligibility criteria are available through HR.

SECTION 15. Staff Safety and Personal Property

151

15.2

15.3

154

155

20

The College agrees that it will provide a safe and healthy workplace and to correct
any unsafe condition or safety or health hazard. This includes the College’s
commitment to comply with all federal, state and local laws and regulations. The
College agrees to promptly investigate all hazards, unsafe conditions, accidents
and incidents brought to its attention and to promptly remedy all hazards and
unsafe conditions its investigation reveals.

The College will provide a variety of options for secure storage of personal
property (e.g. purse, wallet, keys, checkbook) while employees are on college
property.

Employees will contact Campus Public Safety (CPS) to file a report when anincident
concerning the employee’s vehicle and/or other personal property occurs on
college property. A copy of such report shall be provided to the employee to be
included when/if a claim is filed. If CPS is not available, the employee should contact
emergency services, as appropriate.

The College will not require an employee to use their personal vehicle for College
purposes unless required by the employee’s job description. If an employee
chooses to use their personal vehicle for College business, it is their responsibility
to carry liability insurance and are eligible to be compensated at the rate
established by the Office of Financial Management.

In the event of personal injury or property damage, employees may follow the
Washington State Tort claims process as established by RCW 4.92. Tort claim forms
shall be available in the College Finance Department. Employees should file
necessary forms with the Washington State Risk Management office.
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ARTICLE V GENERAL CONDITIONS

SECTION 16. Job Description

16.1 Current job descriptions for this bargaining unit shall be available to employees
and the President of the Association for their review upon request.

16.2 HR will provide a copy of the job description to the Association when any
substantive change is made and to the affected employee(s) when any change is
made.

SECTION 17. Discipline

17.1 An employee will not be disciplined for an arbitrary or capricious reason. Discipline
will be for cause. The extent of any disciplinary action will be in keeping with the
seriousness of the infraction. A process of progressive discipline will be used.
Progressive discipline includes verbal warning, written warning, written reprimand
or suspension as appropriate to the infraction. A corrective action plan may be
implemented for serious or repeat offenses. The employee will receive a copy of
any written disciplinary document.

17.2  An employee shall be entitled to have a representative of the Association present
during any disciplinary action, except for verbal warnings. When a request for such
representation is made, no action shall be taken with respect to the employee until
such representative of the Association is present. If representation is not available
the meeting will be rescheduled to a mutually agreeable time, but not later than (5)
five days.

17.3 An employee shall be entitled to have a representative of the Association
present during any hearing conducted by the administration or the Board.

17.4 The parties agree to follow specific protocol during the disciplinary process of
Association members who may be facing termination as the result of allegations of
improper conduct. The UniServ Council Representative will be directly involved in all
discussions related to termination or resignation in lieu of termination, as well as
any and all discussions regarding settlement agreements. Employees will have at
least 10 days to accept or reject a settlement offer.

17.5 Any complaint not called to the attention of the employee may not be used as
the basis for any disciplinary action against the employee.

SECTION 18. Evaluation

18.1 Evaluations shall be completed at least annually on the anniversary of the
employee’s date of hire using forms agreed upon by both parties. If the supervisor
21
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18.2

18.3

18.4

18.5

18.6

18.7

fails to meet the evaluation deadline, the employee may send an email to the
supervisor with a copy to the SA of HR requesting completion of the evaluation
within five (5) days. In the case of an unforeseen emergency condition situation, the
timelines set forth herein may be mutually extended. New employees shall be
evaluated pursuant to Section 24.

The employee may request and/or the supervisor may schedule a pre-evaluation
conference which should be held no later than 45 days prior to the evaluation end
date. The purpose of the conference is to acquaint the employee with the process to
be followed and to answer questions pertaining to the format and forms used for
evaluation.

In the event that a supervisor anticipates rating an employee below satisfactory in
any category, the supervisor must notify the employee in writing at the pre-
evaluation conference. The supervisor shall provide the employee an opportunity to
discuss performance and provide suggestions for improvements. If the supervisor
does not meet the pre-evaluation deadline, the supervisor shall not give the
employee a below satisfactory rating.

The supervisor shall meet with employee to discuss the evaluation, compare the
previous and current evaluations, and to review the current job description. The
employee will bring the completed sections of the Self-Assessment for (Part I, II, 111)
to the evaluation meeting. The supervisor and employee will review the completed
forms. Time will be provided for employee comments, and the parties will sign the
original. Signature by the employee implies only that the employee has had an
opportunity to see the evaluation. Refusal to sign evaluation does not preclude the
evaluation from being included in the employee’s personnel file. A notation that
the employee refused to sign, with the time and date of the evaluation meeting,
will be included.

The supervisor shall meet with employee to discuss the evaluation, compare the
previous and current evaluations, and to review the current job description. The
employee will bring the completed sections of the Self-Assessment for (Part I, 11, 1)
to the evaluation meeting. The supervisor and employee will review the completed
forms. Time will be provided for employee comments, and the parties will sign the
original. Signature by the employee implies only that the employee has had an
opportunity to see the evaluation.

All unsatisfactory observation-evaluation ratings shall be explained in writing by the
supervisor. The explanation shall include specific recommendations for
improvement including assistance to be provided by the supervisor and/or college.

The supervisor will give the employee their copy when the employee signs the
evaluation form. The original copy of the evaluation form shall be submitted to
HR for review and placement in the employee’s personnel file.
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23

18.8

18.9

. A regular employee whose services are unsatisfactory based on PTE evaluation
may be placed on probation for a period of three (3) months.

18.8.1 The following procedures will be followed in the case of a regular
employee whose job performance is unsatisfactory.

18.8.2 A personal meeting shall be held with the employee. The first meeting will be
the supervisor to whom the employee is directly responsible. The
deficiencies will be provided in writing with a copy to the employee. Later
meetings may be with the SA of HR, and, if necessary, with the President. At
theemployee’s option, an Association representative may be present.

18.8.3 If, after the probationary period, deficiencies have not been satisfactorily
corrected, the probationary period may be extended by 3 months to allow
time for improvement or a written recommendation for termination shall be
made by the supervisor to the SA of HR.

18.8.4 An employee whose employment is not to be continued by the College shall
be notified, in writing, at least ten (10) days prior to date of termination. This
notice shall state the reason or reasons for the action.

18.8.5 The President will not terminate an employee for arbitrary and
capricious reasons.

A regular employee whose services are unsatisfactory based on PTE evaluation
may be placed on probation for a period of three (3) months.

18.9.1 The following procedures will be followed in the case of a regular
employee whose job performance is unsatisfactory.

18.9.2 A personal meeting shall be held with the employee. The first meeting will
be with the supervisor to whom the employee is directly responsible. The
deficiencies will be reduced to writing with a copy to the employee. Later
meetings may be with the SA of HR, and, if necessary, with the President. At
the employee’s option, an Association representative may be present.

18.9.3 If, after the probationary period deficiencies have not been satisfactorily
corrected, a written recommendation for termination shall be made by
the supervisor to the SA of HR.

18.9.4 If, after the probationary period, deficiencies have not been satisfactorily
corrected, the probationary period may be extended by 3 months to allow
time for improvement or a written recommendation for termination shall be
made by the supervisor to the SA of HR.
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18.9.5 An employee whose employment is not to be continued by the College shall
be notified, in writing, at least ten (10) days prior to date of termination.
This notice shall state the reason or reasons for the action.

18.9.6 The President will not terminate an employee for arbitrary and
capricious reasons.

SECTION 19. Employee Files

191

19.2

19.3

19.4

195

The employee personnel file and supervisor working file on any employee in
the possession of the College shall be subject to review at reasonable times by
the employee consistent with the college procedures.

Any adverse written material shall be shared with the employee prior to its
inclusion in the personnel file and shall be signed or initialed by the employee as
proof of knowledge of its entry. Materials reviewed by the employee and judged by
the employee to be adverse to his/her service, character, or personality may be
answered and/or refuted by the employee in writing. Such written response shall
be permanently attached to said materials and shall become a permanent part of
the personnel file. A copy of all such material shall be provided to the employee. An
employee may request in writing to the SA of HR to have adverse material removed
from their personnel file. Materials will be removed upon mutual agreement
between the SA of HR and the employee.

Copies of grievance records filed by an employee shall not be entered into
the personnel/supervisor working file and shall be kept in a separate file in
HR.

Working files maintained by supervisors are used to provide reminders, written
material of matters related to employee supervision, and evaluation notes and are
not considered part of the official personnel file. The only official personnel file is kept by
HR and shall contain a record of employment, assessments, and such other information
required by business and legal purposes. Working files will be maintained confidentially.

When supervisors become aware of information that could adversely affect an
employee they will make every effort to communicate the information in a
timely manner.

SECTION 20. Reclassification Procedure

24

20.1

Reclassification is defined as a change in the placement of a position on the
Classification Matrix due to either new duties assigned by the supervisor or changes
in percentage of duties resulting in a higher classification level. A reclassification will
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20.2

20.3

20.4

be considered when 51% or more of the permanently assigned duties are at a higher
classification level. If an employee believes they may be eligible for a reclassification
they may request an informal classification evaluation from HR at any time. The
request must include detailed information about the new duties and/or
responsibilities. The results from the informal evaluation are to provide information
for an employee to determine if they want to proceed with a formal reclassification
request. The employee will be informed of the result within ten (10) days of request,
unless the timeline is mutually extended by Association and HR.

20.1.1 An informal evaluation may result in a temporary assignment of higher level
duties or result in moving forward with the formal reclassification process.
Retroactive pay for temporary assignment shall be for no more than 30 days
prior to the informal evaluation request. If there is no record of start date,
then an informal evaluation date stands.

An employee, supervisor and/or administrator may initiate the reclassification
process by doing the following: 1) Obtain an informal evaluation, 2) Obtain the
reclassification questionnaire and reclassification process from HR, 3) Complete all
of the required information and send the completed packet to HR, who will date
stamp it, 4) HR will confirm receipt of the packet to the employee and the Bates PTE
President. Within 30 days of receipt of a reclassification request, the SA of HR will
determine the appropriate classification. Comparable positions may be a factor in
the determination. The employee and the Bates PTE President will receive the
decision in writing which states the reason a reclassification request was approved
or denied.

A desk audit may be conducted at the request of the SA of HR, supervisor or
employee to obtain additional information regarding the work performed. The desk
audit will be conducted by HR and will include a meeting with the employee to
review the job description. The meeting may consist of an observation of the actual
work performed, including a review of examples of work products. A discussion may
also occur with the immediate supervisor, or other employees in the affected
employee’s chain of support.

If the employee disagrees with the decision made by the SA of HR, they may file an
appeal within five (5) days to the standing Appeals Committee, which shall be
comprised of three (3) union members appointed by the Union President, and

three

(3) supervisors, appointed by the SA of HR. A Committee Chair shall also be
determined by the Committee and will facilitate the process. The Chair shall
schedule a meeting with the Committee and the employee and others with relevant
information within 15 days following the employee’s written notice of appeal.
Procedures for filing an appeal are available in the HR Department. If the committee
cannot reach a decision by consensus, then it will be determined by the majority.
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20.5

20.6

20.7

20.8

20.9

26

The Committee Chair will provide written notification and justification of the
decision to the SA of HR within five (5) days of the meeting. The SA of HR will then
provide written notification and justification to the employee of the Committee’s
decision within five (5) days.

The goal of the College and the Association is to have the appeal process, after
the decision by HR, completed within 25 days, unless mutually agreed upon by
both parties.

If the union or the College is not satisfied with the decision rendered by the
Appeals Committee, either party may submit the matter to Arbitration in
accordance with Level V of the grievance procedure.

The approved reclassification will be retroactive to the date stamped on the re-
class request during the application timeframe. Employees receiving a
reclassification (a change to an employee’s current position that results in a higher
salary level) will be placed at the next level that is equal to or above their existing
salary and then receive one additional step.

20.8.1 When submitting a reclassification request, if a lower classification is
determined the position will not be classified down as long as there is an
incumbent in the position. However, the position would change to the
lower level once it was vacated unless the job duties are changed.

Supplemental Conditions

20.9.1 The addition of duties at the same classification level does not provide a
basis for reclassification.

20.9.2 Employees who wish to address the volume of their workload may request
a peer review as described in Section 22.

20.9.3 Employees receiving a promotion (hired into a position with a higher
salary level) will be placed at the next level that is equal to or above their
existing salary and then receive one additional step.

20.9.4 The College will obtain the Association’s input prior to establishing the
reclassification of a new or vacant position. The PTE Classification Matrix
will be used to determine the appropriate classification level for new and
existing positions as they become vacant.

20.9.5 At least ten (10) days prior to the implementation of a proposed department
reorganization, the supervisor shall meet with all employees within the
department to invite input and discuss the planned reorganization and any
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anticipated impact on positions, work assignments, and/or reclassification.
An Association representative may attend the meeting.

SECTION 21. Position Openings

27

21.1

21.2

21.3

21.4

21.5

All bargaining unit positions will first open to bargaining unit RIF'd employees in
accordance with Section 26. If there are no eligible RIF'd employees, then the
positions will be open to all permanent bargaining unit members for a minimum
period of five (5) days. The position will be posted using email to all College Campus
locations. The College may also advertise externally during this time. An employee
interested in an advertised position must apply in accordance with the application
instructions to the HR Department within the published deadline.

HR shall screen for minimum qualifications and determine who will be interviewed.

The screening committee will select the best applicants, participate in the
interviews, and shall make recommendations to the President/designee for final
consideration for the position. A screening committee will consist of:

The appropriate supervisor of the area or
designee. An administrative representative, as
appropriate.

A representative appointed by the Association.

An additional PTE member selected by the supervisor that is from
the department or has relevant expertise.

A representative of the Human Resources Department.

Non-successful employee finalists shall be notified, in writing, on the same day as
the successful employee finalist. This notification shall provide rationale for the
hiring decision and recommendations for developing skills or competencies. The
employee may request a face to face meeting with the SA of HR to discuss the
circumstances of the hiring decision and/or to provide additional documentation for
further consideration. Any grievances regarding the selection must be made in
writing within a five (5) day grace period following said notification. The successful
applicant will not be placed in the new assignment until the five (5) day grace period has
elapsed. If a grievance is filed, the successful applicant’s current position shall not be
permanently filled until mutually agreed to by the Association and the College.

In the event of only one qualified internal applicant responding to a job posted by
the College, the College may use the normal interview process or may directly hire
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21.6

21.7

21.8

21.9

21.10

28

the candidate. An applicant placed without an interview must have been in their
current position for at least 12 months and will not have had any disciplinary action
or unsatisfactory ratings on their performance review in the last 12 months. The
College and the Association agree that the employee is subject to Section 24 of the
contract and places the employee on probation status in their new position. In the
event the applicant is not selected the college will provide timely feedback and
support towards professional growth as outlined in section 21.4.

If the College requires that an employee interview for an advertised vacant
position during the employee’s work day, the employee shall not be required to
use earned compensatory time or leave without pay, or receive a deduction in
salary for time missed or any other applicable contractual benefits.

If a position is vacated by a probationary employee within the first 60 days on the
job, HR may consult the RIF pool for potential candidates. In the event that no
employee in the RIF pool meets the minimum qualifications for the vacated position,
HR may proceed directly to the external candidate pool.

The College will notify the Association prior to the elimination of any bargaining unit
position. - CCL

Hire Temporary Hourly employees in positions that are temporarily vacant, unless
the skill level requires internal expertise and then duties may be reassigned or an
employee may be temporarily reassigned.

The College may approve in-training appointments for employees under
the following conditions:

21.10.1 The College has recruited internally and there were no qualified applicants.

21.10.2 The supervisor of the vacant position agrees to consider an in-
training opportunity in lieu of external recruitment.

21.10.3 Candidates must apply for a position that is advertised as an in training,
opportunity using the College’s normal application process, which may
also include additional requirements. A supplemental process may be
required. Although the in-training position may be filled at any level, the
employee is expected to be able to demonstrate during the interview
process their initiative and potential to excel at the higher level.

21.10.4 Candidates must also agree to complete an appropriate Professional
Development Plan (PDP) that will enable them to meet the minimum
qualifications for the position within a reasonable period of time, to be
determined by the supervisor. The PDP may include, but is not limited to,
additional education, training, certification(s), or on-the-job experience
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and training required to continue in the position. The SA of HR shall
approve all PDPs.

21.10.5 The employee accepting an in-training appointment will be appointed to
the new position at their current level and salary for a minimum of six (6)
months. Employees will subsequently promote on the salary scale, in
accordance with the approved plan.

21.10.6 Each phase of the in-training period must be successfully completed. The
employee will be evaluated on their progress during each phase, using the
approved evaluation form. The failure of the employee to complete any
phase of the in-training plan will result in his/her removal from the
position, and may include termination. Should this occur, the affected
employee may apply for other open positions in the College for which they
qualify.

21.10.7 An employee may voluntarily revert to their former position within the
first six (6) months of the in-training assignment. A supervisor may also
involuntarily revert an employee within the first six (6) months of an in-
training assignment. In the event that either situation occurs, the
supervisor may recruit externally to fill the vacancy. If the supervisor
decides the employee has successfully completed their probationary
period of six (6) months then the employee will be hired permanently into
that position with appropriate pay raise, if applicable.

21.10.8 HR shall develop procedures to facilitate an in-training appointment.

SECTION 22. Peer Review

29

22.1

22.2

In the event that a PTE member has concern that the volume of the member’s
workload is not manageable the member may request a peer review. Prior to
requesting the Peer Review, the PTE member is expected to discuss the workload
issues in detail with their immediate supervisor. If this meeting fails to address the
workload concern, the employee may submit a Peer Review Form to HR. The
employee requesting the Peer Review shall obtain a copy of their current job
description, attach it to the Peer Review Form and then send the materials to HR. If
the employee cannot obtain access to the job description by contacting HR they
must note this on the request form.

HR will schedule a meeting of the Peer Review Committee to occur within ten (10)
days from receipt of the form, unless mutually agreed to extend. The Peer Review
Committee shall consist of the involved employee, the immediate supervisor, a

FINAL 10.09.2020, updated



designee from HR, a PTE Association representative, and at the request of the
employee, another Association member with similar duties. The committee is to
act as an intermediary agent to examine and problem solve workload concerns.

22.3 The process shall be one in which the member describes to the committee the
specific nature of their workload concerns. Members of the committee may ask
clarifying questions in order to obtain an understanding of the workload and
workflow. As members of the committee decide they have sufficient information
about the situation, they will begin to brainstorm solutions to the problem
identified.

22.4  Within five (5) days of the meeting the HR designee shall issue a report to the Peer
Review Committee summarizing the recommendations resolving the workload
issues. Administration will render a decision within ten (10) days of receipt of the
report with the option of extending for up to 20 days with mutual agreement
between the Association and Administration. The decision will be communicated to
all members of the Peer Review Committee.

SECTION 23. Transfers

23.1 The College may make or employees may request transfers when a
different assignment appears both desirable and possible.

23.2 When the College transfers an employee, that employee shall be given reasons for
the action in writing. Such a transfer will not be done arbitrarily or capriciously, and
will be to a position of like classification and PTE status unless mutually agreed
upon.

23.3 An employee transferring to a new position shall receive an orientation to the
new assignment. An employee required to perform new duties shall receive

training pertaining to the added requirement.

SECTION 24. Probation

24.1 New Regular Employees

24.1.1 An employee hired in a position, shall serve a probationary period of
one- hundred twenty (120) days.

24.1.2 The employee’s work performance will be evaluated during the

probationary period at forty-five (45) and ninety (90) days using the PTE
Evaluation Form.

The supervisor will discuss the evaluation with the employee. The

30
FINAL 10.09.2020, updated



24.1.3

24.1.4

employee will have the opportunity to provide feedback on the evaluation.
The discussion may include such topics as:

1. Reviewing the employee’s performance

2. Ildentifying ways the employee may improve their performance

3. Identifying performance goals and expectations for the next
evaluation period
4. Identifying employee training and development needs

Deficiencies in the work performance will be provided to the employee in
writing with an appropriate plan for improvement. The employee will have
an opportunity to rectify the documented deficiencies.

A final formal assessment using the PTE Evaluation form will be completed
and given to the employee prior to the end of the probationary period.

If an employee fails to satisfactorily correct deficiencies and is being
recommended for termination said employee will be notified in writing
prior to the recommendation being sent to the College President. The
recommendation will identify the reasons for termination. The
probationary employee whose employment is not to be continued by the
College will be notified by the College President in writing at least ten (10)
days prior to the date of termination. A probationary employee will not be
terminated for arbitrary or capricious reasons.

SECTION 25. Resignation and Retirement

25.1

An employee who resigns or retires from the College shall notify the supervisor
and HR in writing; said notice shall specify the last date of employment and should
be submitted at least ten (10) days prior to separation.

SECTION 26. Reduction-in-Force (RIF)

31

26.1

26.2

When the President deems it necessary to reduce the workforce, qualifications
and seniority in the College will be considered. The College will adhere to seniority
as nearly as possible. A reduction-in-force is the elimination caused by loss of
funding, change of work requirements, or the reorganization of a department or
college operation. Disciplinary action is not a reason for reduction in force.

The College will notify the Association at least ten (10) days prior to the final
decision of the President and provide an opportunity to discuss alternatives, such
as alternative placement based upon transferable skills or the institution’s
budgeting priorities.

26.3 An employee will be given written notice 20 days prior to the effective date of the
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26.4

26.5

26.6

reduction-in-force. RIF rights are applied when an employee is given written
notice. HR will provide employees a referral to the Employee Assistance Program
(EAP) to promote a healthy transition.

Rights of Employees under Reduction-In-Force (RIF)

26.4.1 Any positions that are partially or fully funded by operating funds will be
eligible for RIF rights immediately. All other positions will be eligible for
rights under reduction-in-force after 18 consecutive months of regular
employment.

26.4.2 If the funding source for an employee’s position is changed from
operating funds, the employee will maintain RIF rights.

26.4.3 An employee will be paid for earned vacation and compensatory time
upon being RIF’d. (Section 10.8)

26.4.4 An employee who is reinstated pursuant to this section will retain
seniority, service increments, and days of accumulated sick leave;
provided, however, that the sick leave days have not been used while
employed by another state agency.

26.4.5 Employees who are reduced-in-force will have preference for rehire over a
new applicant for a period of two (2) years from the effective date of the
reduction-in-force; however, any member who rejects a third offer of re-
employment will lose all rehire rights. A RIF list will be created according to
seniority within job levels. To be eligible for rehire, employees must meet
minimum qualifications which may include a skills assessment. If two or more
employees are equally qualified, then seniority will be the deciding factor.
Employees will serve a probationary period in accordance with Section 24.

26.4.6 Employees are eligible for rehire only at the same or lower job level and full-
time or part-time status from which they were RIF'd. Employees who wish
to apply for jobs at a higher job level or time status must apply in
accordance with Section 21, and will be considered as external candidates.

RIF'd employees who are hired into a lower job level and who cannot be placed
without a loss in salary will have their salary frozen. The frozen salary will be
determined by using the salary the employee would have received as of July 1 of
the next fiscal year. When the employee’s new position’s regular rate of pay
equals or exceeds the frozen rate of pay, the employee will be placed on the
regular salary schedule for the new position.

An employee shall have the right to return to their former position if reinstated
during a period of two (2) years from the effective date of the RIF.
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SECTION 27. Leaves

33

27.1

Sick Leave

27.1.1 Atthe beginning of each fiscal year, 12-month employees will be credited

27.1.2

with twelve (12) days of sick leave, (eight (8) hours per month). Upon
separation of employment, employees will be required to reimburse the
college for unearned sick leave used prior to the end of employment. Sick
leave may be used for absences caused by illnesses, injury, and disabilities,
caused or contributed to by pregnancy, miscarriage, abortion, childbirth and
recovery thereof. Sick leave shall apply to personal or family illness
including, but not limited to, disabilities caused or contributed to by
pregnancy, miscarriage, abortion, childbirth and recovery thereof, injury and
emergencies including instances of domestic violence. Sick leave may also
be used to care for 1) child with a health condition that requires treatment
or supervision or 2) a spouse, parent, parent-in-law or grandparent who has
a serious health or emergency condition. Sick leave allowance for part-time
employees or employees who work only part of the fiscal year shall be
prorated. The unused portion of such allowance shall accumulate from year
to year.

In addition, sick leave shall apply to emergencies. The following conditions
apply to emergencies:

The problem has been suddenly precipitated.

Preplanning is not possible.

Preplanning cannot relieve the necessity for the employee’s absence.

The problem is not minor or of mere convenience, but of a serious nature.

Auto trouble shall not be considered an emergency except in case of an
accident.

Incarceration shall not be considered an emergency; however, if an
employee is later acquitted, extraordinary leave will apply and will be paid
retroactively.

Sick leave for emergencies shall not be used when other leaves cover the
situation.
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27.2

27.3

27.4

27.5

Medical Note

27.2.1

27.2.2

Employees returning to work after more than five (5) consecutive days of
sick leave for a non-serious illness shall submit a medical note from a health
care provider to their supervisor or to HR. For serious illness, see Section
27.17

Employees who resign from the College and are subsequently reemployed
by the College within five (5) years shall retain the number of days of
accumulated sick leave held at the time of resignation from the College
provided that they have not been used while employed by another public
agency.

Supplemental Condition for Sick Leave Buyback (RCW 41.04.340)

In January of the year following any year in which a minimum of 60 days of
leave for illness or injury is accrued, any eligible employee may exercise an
option to receive remuneration for unused leave for illness or injury
accumulated in the previous year at a rate equal to one day’s monetary
compensation of the employee for each four (4) full days of accrued leave
for illness or injury in excess of 60 days. Leave for illness or injury for which
compensation has been received shall be deducted from accrued leave for
iliness or injury at the rate of four (4) days for every one (1) day’s monetary
compensation: PROVIDED, that no employee may receive compensation
under this section for any portion of leave for illness or injury accumulated
at a rate in excess of one (1) day per month. At the time of separation from
College employment due to retirement or death an eligible employee or the
employee’s estate shall receive remuneration at a rate equal to one (1) day’
current monetary compensation of the employee for each four (4) full days
accrued leave for illness or injury.

(%]

Shared Leave (RCW 41.04.660 — RCW 41.04.680)

Shared leave is available upon request and determination of eligibility. It is
the employee’s responsibility to request shared leave through the
established procedures, available in the HR Department.

Recipient Eligibility

27.5.1 Any employee shall be eligible to receive shared leave under the

following conditions and with the approval of the SA of HR.

27.5.2 The employee’s job is one in which sick, vacation and/or personal leave

can be used and accrued.
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27.6

27.7

27.5.3

2754

27.5.5

27.5.6

27.5.7

The employee is not eligible for time loss compensation under RCW 51.32
(Workers Compensation).

The employee’s use of sick leave has conformed to the Collective Bargaining
Agreement.

The employee has exhausted, or will exhaust his or her sick leave
and/or annual leave.

The employee’s absence and use of shared leave shall be in accordance
with Section 27.5.1.

To be considered eligible for leave sharing, a person’s condition must be
judged to be extraordinary or severe. WAC 392-126-065, which relates to
the leave sharing legislation, states that extraordinary or severe means
serious or extreme and/or life threatening.

Documentation of Sick Leave/Annual Leave

27.6.1

27.6.2

27.6.3

27.6.4

27.6.5

27.6.6

An employee may donate sick leave/annual leave using the following criteria:
The employee must be in a job in which sick and/or annual leave is accrued.

The employee must have accrued more than 60 days of sick leave or
more than 80 hours of annual leave.

Employees may not donate more than six (6) days of sick leave during any
12- month period.

Employees may not donate an amount of sick leave that will result in his
or her sick leave account going below 60 days or annual leave below 80
hours.

All leave must be donated voluntarily. No employee shall be
coerced, threatened, intimidated, or financially induced into
donating leave.

Documentation (WAC 392-126-095)

27.7.1

The College shall require the employee or their legal representative to
submit, prior to approval or disapproval, documentation from a licensed
physician or other authorized health care practitioner verifying the severe or
extraordinary nature and expected duration of the condition.
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27.7.2 Further details and the appropriate forms may be requested from the
HR Department.

27.8 Bereavement Leave

27.8.1 The College will allow up to five (5) days of paid bereavement leave per
occurrence in the event of a death in the immediate family.

27.8.2 The College will allow a full day to pay last respects to a close deceased
friend, per occurrence.

27.8.3 Requests for extensions or exceptions to bereavement leave provisions may
be granted in extraordinary circumstances by the SA of HR.

27.9  Family lliness Leave

27.9.1 Employees shall be granted a leave of absence with pay of not more than three
(3) days during a year, when such absence is occasioned by the iliness of any
relative residing in the household of the employee and/or the following
family members which necessitates the presence of the employee: spouse,
domestic partner, child, siblings, parent, grandparent or grandchild. The
employee shall certify to the circumstances of the illness upon return to
work. Such leave is non-accumulative and is not to be taken from sick leave.

27.9.2 Family iliness leave can be used in lieu of sick leave in the case of an L&l
approved on-the-job injury to compensate the injured employee for the
first three (3) days of the absence.

27.9.3 Requests for exceptions to family illness leave provisions may be granted
in extraordinary circumstances by the SA of HR.

27.10 Washington State Paid Family and Medical Leave (PFML)

27.10.1 CommencingJuly 1, 2020, employees shall be eligible to receive Paid
Family and Medical Leave (PFML) under the Washington State Family
and Medical Leave and Insurance Act. To be eligible for this leave,
employees must have worked a minimum of 820 hours in accordance
with state law. Employees may initiate the use of this leave prior to
exhausting all accumulated leave. The College shall maintain health
insurance benefits during period of approved PFML leave. The College
will provide information to employees regarding claims to the ESD.
Employees will be allowed to supplement PFML benefits with
accumulated sick leave in order to maintain compensation, at the
employee’s election. Effective July 1, 2020, the employee shall pay the
employee share of the PFML premium by payroll deduction and the

employer shall pay the employer’s share.
36
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27.11 Personal Leave

27.11.1

Personal leave will be granted for up to six (6) days per fiscal year.
Personal leave is accumulative to a total of seven (7) days. The following
conditions apply to Personal leave:

27.11.1.1 Exceptin an emergency, the employee shall provide the
immediate supervisor at least 24 hours’ advance notice of the
intent to take personal leave. If personal leave is needed in
excess of three (3) consecutive days, advance notice of 72
hours is required.

27.11.1.2 Leave may not be used for political purposes or en
masse meetings/activities.

27.12 Military Service (National Guard/Reserve Duty) Leave (RCW 38.40.060)

27.13

27.14

27.12.1

27.12.2

27.12.3

Any employee who is a member of the Washington National Guard or
of any organized reserve or armed forces unit of the United States shall
be

entitled to and shall be granted military leave of absence from his or her
employment for a period not exceeding 15 days during each federal fiscal
year, which is October through September.

Military leave shall be granted in order that the person may take part in
active training duty when required to do so by the military service if
such duty cannot be taken during non-work days.

When military leave is granted, the employee shall receive his or her
regular pay from the College.

Jury Duty and Subpoena Leave

27.13.1

27.13.2

Leaves of absence with pay are allowed for jury duty.

Leaves under this section are only for the portion of the day
when attendance is required.

Professional Development Leave

27.15.1 Leaves of absence with pay and with or without reimbursement of certain

expenses may be granted to employees for the purpose of attending
professional meetings. Requests for such leave shall be in accordance
with College Regulations and have the approval of the employee’s
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supervisor. Professional leave is subject to approval by the President.

27.15 Washington State Paid Family and Medical Leave (PFML)

27.16

Commencing January 1, 2020, employees shall be eligible to receive Paid Family and
Medical Leave (PFML) under the Washington State Family and Medical Leave and
Insurance Act. To be eligible for this leave, employees must have worked a minimum
of 820 hours in accordance with state law. Employees may initiate the use of this
leave prior to exhausting all accumulated leave. The College shall maintain health
insurance benefits during periods of approved PFML leave. The College will provide
information to employees regarding claims to the ESD. Employees will be allowed to
supplement PFML benefits with accumulated sick leave in order to maintain
compensation, at the employee’s election. Effective July 1, 2019, the employee will
pay the employee’s share, and the College will pay the employer’s share of the PFML
premium for each member.

Leaves Without Pay

27.16.1 Parental and Adoption Leave (RCW 49.78, 29 USC 2601)

27.16.1.1 An employee who becomes aware of the pending birth or
adoption of his/her child, and plans to take parental leave,
should notify the HR Department as soon as possible to assist the
College in planning for replacement. Parental leave shall begin at a
time determined suitable by the employee and SA of HR. Insofar as
possible, leave shall begin at a time, which is consistent with the
orderly continuance of the program.

27.16.1.2 When the leave commences, the employee will indicate to the
SA of HR the length of time he or she anticipates being on leave.

27.16.1.3 An employee who is legally adopting a preschool child (four (4)
years of age or younger) shall have the privileges of parental
leave. The leave shall commence as soon as the child has been
released to the care of the adopting parent(s).

27.16.1.4 Parental leave may be extended up to 18 months from the date
on which the child was born or adopted. The employee may
return to the same or similar position. In the event both parents
are employees of the College, total parental leave granted to
both shall not exceed the 12-month maximum leave time.
Should the time not exceed 12 months from the date of birth or
adoption of a child the employee(s) may return to the same
position or classification.
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27.16.2 Political Leave

27.16.2.1

27.16.2.2

27.16.2.3

27.16.2.4

27.16.2.5

Upon request employees may be granted political leave
in accordance with the following provisions.

With three (3) weeks’ notice an employee may be granted up to
four (4) weeks of continuous leave without pay for the purpose
of campaigning for employee’s own election. If the employee is
not elected to the political office, the employee shall return to
the same position held prior to the leave.

If the employee is elected to the office the President may
return the employee to the same or mutually agreed upon
position until such time that employee’s elected term of office
necessitates leaving assighment. Any employee may hold a
political office and continue as an employee as long as it does
not interfere with assignment.

The President may extend to the employee who is elected to a
political office a leave of absence without pay up to one (1)
year.

At the conclusion of political leave, the employee will be given
the same consideration for returning to the position of last
assignment. Upon return from this type of leave, the employee may
be returned to the same position. If political leave is extended
beyond one (1) year, the person’s right to return to the original
position cannot be guaranteed.

27.16.3 Military Service Leave (Active Duty) (38 USC section 4301-4335,
20CFR10021 USERRA)

27.16.3.1
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Any employee who volunteers or is inducted or is recalled into
active military duty shall be considered to be on a leave of
absence without pay for the period of such service not to
exceed four (4) years. If employee requests re-employment
within 90 days of honorable discharge from such military service
or after having presented other proof of having satisfactorily
completed service employee shall be reinstated and restored as
nearly as existing circumstances permit to the position
previously held or to a position of like seniority status and pay.
Provided that the College need not re-employ such person if
circumstances have so changed as to make it impossible,
unreasonable, or against the public interest for College to do so;
provided further, that this section shall not apply to a
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temporary position.

27.16.3.2 If a person is not qualified for old position as a result of disability
sustained during service, but is nevertheless qualified to
perform the duties of another position, under the control of the
College, employee shall be re-employed in such other position;
provided, that such position shall provide like seniority, status
and pay, or the nearest approximation thereto consistent with
the circumstances of the case.

27.16.4 Recuperation Leave

An employee may be granted recuperation leave at the request of the
employee with the recommendation of the physician. Leave may be
requested after three (3) years of service to the College and may not
exceed one (1) year. Request must be for a specific period of time and
include date of return to work. The employee will be entitled to the
position of last assignment or one of equal status. If reassignment is
necessary, a conference will be held between the College, the
employee and the Association to find an assignment that is mutually
agreeable.

27.16.5 Educational Leave

27.16.5.1 An employee may be granted a leave of absence without pay
for the purpose of education, not to exceed one (1) year after
completion of three (3) years of service in the College. An
employee on educational leave may return to the same position of
like classification.

27.16.5.2 An educational leave may be renewed for a second year.
27.16.6 Family and Medical Leave Act (RCW 49.78)
An eligible employee is entitled to legislatively approved leave under
FMLA and FML as dictated by federal and state regulations. Procedures

and guidelines for Family and Medical Leave are available through the
SA of HR.
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ARTICLE VI FURTHER PROVISIONS
SECTION 28. AGREEMENT CLAUSE

This Agreement expressed herein in writing constitutes the full and complete agreement
between the Board and the Association and shall supersede any rules, regulations,
policies, resolutions or practices of the College which shall be contrary to or inconsistent
with its terms.

SECTION 29. SAVINGS CLAUSE

29.1 If any provision of this Agreement or any application of this Agreement to any
employee or group of employees should be found contrary to law, then such
provision or application shall not be deemed valid and substituting except to the
extent permitted by law, but all other provisions or applications shall continue in full
force and effect.

29.2  If the College would be in violation of State law or would incur any penalty or
decrease in State support as a result of the compensation and benefits provided
herein, the excess compensation and/or benefits provided shall be reduced to the
maximum amount legally allowable without the College incurring any penalty or
reduction in support. The reduction in compensation shall be made on a prorated
basis among all employees who received an increase in compensation under this
collective bargaining agreement.

29.3 Inthe event the College receives a reduction in allocation of state funds for a fiscal
year, the Association and the College agree to enter into impact bargaining within
30 days of notification.

SECTION 30. COPIES OF AGREEMENT CLAUSE

Each employee covered by this agreement may print a section or the entire CBA using a
College printer.

SECTION 31. AMENDMENTS AND RE-OPENER CLAUSE

31.1 This Agreement may be reopened for amendment only by the mutual consent of
the parties of the Agreement.

31.2 The Parties may reopen mutually agreed upon sections annually. If no agreement
is reached existing language shall prevail.

31.3 Parties further agree that the salary schedule (Appendix A) may be reopened
annually with notification from the Association to the College by May 1 of each year.
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SECTION 32. DURATION CLAUSE

This Agreement shall be effective as of July 1, 2019, and shall continue in full force until
June 30, 2021.
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APPENDIX A

2019 -2020PTE Revised 04/15/20
Effective 07/01/19
Level Inc  Steps/level A B C D E F G H
PTE-1 Annual $37,125 $38,530 $40,324 $42,010 $43,739 $45,533
Monthly $3,093.75 $3,210.83 $3,360.33 $3,500.83 $3,644.92 $3,794.42
Semi-Monthly $1,546.88 $1,605.42 $1,680.17 $1,750.42 $1,822.46 $1,897.21
Hourly $17.85 $18.52 $19.39 $20.20 $21.03 $21.89
PTE-2 Annual $38,854 $41,794 $44,150 $46,247 $48,214 $50,202 $52,256
Monthly $3,237.84 $3,482.82 $3,679.16 $3,853.89 $4,017.81 $4,183.53 $4,354.66
Semi-Monthly $1,618.92 $1,741.41 $1,839.58 $1,926.94 $2,008.90 $2,091.76 $2,177.33
Hourly $18.68 $20.09 $21.23 $22.23 $23.18 $24.14 $25.12
PTE-3 Annual $41,059 $44,539 $47,933 $50,656 $53,077 $55,369 $57,660 $60,038
Monthly $3,421.57 $3,711.58 $3,994.39 $4,221.36 $4,423.11 $4,614.05 $4,804.99 $5,003.13
Semi-Monthly $1,710.79 $1,855.79 $1,997.20 $2,110.68 $2,211.55 $2,307.02 $2,402.49 $2,501.57
Hourly $19.74 $21.41 $23.04 $24.35 $25.52 $26.62 $27.72 $28.86
PTE-3.5 Annual $41,629 $45,109 $48,503 $51,226 $53,647 $55,939 $58,230 $60,608
Monthly $3,469.07 $3,759.08 $4,041.89 $4,268.86 $4,470.61 $4,661.55 $4,852.49 $5,050.63
Semi-Monthly $1,734.54 $1,879.54 $2,020.95 $2,134.43 $2,235.30 $2,330.77 $2,426.24 $2,525.32
Hourly $20.01 $21.69 $23.32 $24.63 $25.79 $26.89 $28.00 $29.14
PTE-3.7 Annual $42,769 $46,249 $49,643 $52,366 $54,787 $57,079 $59,370 $61,748
Monthly $3,564.07 $3,854.08 $4,136.89 $4,363.86 $4,565.61 $4,756.55 $4,947.49 $5,145.63
Semi-Monthly $1,782.04 $1,927.04 $2,068.45 $2,181.93 $2,282.80 $2,378.27 $2,473.74 $2,572.82
Hourly $20.56 $22.24 $23.87 $25.18 $26.34 $27.44 $28.54 $29.69
PTE-4 Annual $47,090 $51,110 $55,023 $58,179 $60,989 $63,626 $66,263 $69,008
Monthly $3,924.14 $4,259.19 $4,585.22 $4,848.22 $5,082.39 $5,302.15 $5,521.91 $5,750.68
Semi-Monthly $1,962.07 $2,129.59 $2,292.61 $2,424.11 $2,541.19 $2,651.08 $2,760.96 $2,875.34
Hourly $22.64 $24.57 $26.45 $27.97 $29.32 $30.59 $31.86 $33.18
PTE-4.5 Annual $47,660 $51,680 $55,593 $58,749 $61,559 $64,196 $66,833 $69,578
Monthly $3,971.64 $4,306.69 $4,632.72 $4,895.72 $5,129.89 $5,349.65 $5,569.41 $5,798.18
Semi-Monthly $1,985.82 $2,153.34 $2,316.36 $2,447.86 $2,564.94 $2,674.83 $2,784.71 $2,899.09
Hourly $22.91 $24.85 $26.73 $28.24 $29.60 $30.86 $32.13 $33.45
PTE-4.7 Annual $48,800 $52,820 $56,733 $59,889 $62,699 $65,336 $67,973 $70,718
Monthly $4,066.64 $4,401.69 $4,727.72 $4,990.72 $5,224.89 $5,444.65 $5,664.41 $5,893.18
Semi-Monthly $2,033.32 $2,200.84 $2,363.86 $2,495.36 $2,612.44 $2,722.33 $2,832.21 $2,946.59
Hourly $23.46 $25.39 $27.28 $28.79 $30.14 $31.41 $32.68 $34.00
PTE-5 Annual $54,028 $58,676 $63,193 $66,847 $70,089 $73,137 $76,185 $79,362
Monthly $4,502.36 $4,889.65 $5,266.12 $5,570.55 $5,840.75 $6,094.73 $6,348.72 $6,613.51
Semi-Monthly $2,251.18 $2,444.82 $2,633.06 $2,785.27 $2,920.37 $3,047.37 $3,174.36 $3,306.76
Hourly $25.98 $28.21 $30.38 $32.14 $33.70 $35.16 $36.63 $38.15
PTE-5.5 Annual $54,598 $59,246 $63,763 $67,417 $70,659 $73,707 $76,755 $79,932
Monthly $4,549.86 $4,937.15 $5,313.62 $5,618.05 $5,888.25 $6,142.23 $6,396.22 $6,661.01
Semi-Monthly $2,274.93 $2,468.57 $2,656.81 $2,809.02 $2,944.12 $3,071.12 $3,198.11 $3,330.51
Hourly $26.25 $28.48 $30.66 $32.41 $33.97 $35.44 $36.90 $38.43
PTE-5.7 Annual $55,738 $60,386 $64,903 $68,557 $71,799 $74,847 $77,895 $81,072
Monthly $4,644.86 $5,032.15 $5,408.62 $5,713.05 $5,983.25 $6,237.23 $6,491.22 $6,756.01
Semi-Monthly $2,322.43 $2,516.07 $2,704.31 $2,856.52 $2,991.62 $3,118.62 $3,245.61 $3,378.01
Hourly $26.80 $29.03 $31.20 $32.96 $34.52 $35.98 $37.45 $38.98

Longevity Steps

10 Years $500
15 Years$1000
20 Years$2000
25 Years$2500
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2020 -2021PTE

2.8% COLA Effective 07/01/20**

APPENDIX B

Revised: 4/22/2020

LevelInc  Steps/Level A B C D E F G H
PTE-1 Annual $38,165 $39,609 $41,453 $43,186 $44,964 $46,808
Monthly $3,180.00 $3,301.00 $3,454.00 $3,599.00 $3,747.00 $3,901.00
Semi-Monthly $1,590.00 $1,650.50 $1,727.00 $1,799.50 $1,873.50 $1,950.50
Hourly $18.28 $18.97 $19.85 $20.68 $21.53 $22.42
PTE-2 Annual $39,942 $42,964 $45,386 $47,542 $49,564 $51,608 $53,719
Monthly $3,328.00 $3,580.00 $3,782.00 $3,962.00 $4,130.00 $4,301.00 $4,477.00
Semi-Monthly $1,664.00 $1,790.00 $1,891.00 $1,981.00 $2,065.00 $2,150.50 $2,238.50
Hourly $19.13 $20.57 $21.74 $22.77 $23.74 $24.72 $25.73
PTE-3 Annual $42,208 $45,786 $49,275 $52,075 $54,563 $56,919 $59,274 $61,719
Monthly $3,517.00 $3,816.00 $4,106.00 $4,340.00 $4,547.00 $4,743.00 $4,940.00 $5,143.00
Semi-Monthly $1,758.50 $1,908.00 $2,053.00 $2,170.00 $2,273.50 $2,371.50 $2,470.00 $2,571.50
Hourly $20.21 $21.93 $23.60 $24.94 $26.13 $27.26 $28.39 $29.56
PTE-3.5 [Annual $42,778 $46,356 $49,845 $52,645 $55,133 $57,489 $59,844 $62,289
Monthly $3,565.00 $3,863.00 $4,154.00 $4,387.00 $4,594.00 $4,791.00 $4,987.00 $5,191.00
Semi-Monthly $1,782.50 $1,931.50 $2,077.00 $2,193.50 $2,297.00 $2,395.50 $2,493.50 $2,595.50
Hourly $20.49 $22.20 $23.87 $25.21 $26.40 $27.53 $28.66 $29.83
PTE-3.7 [Annual $43,918 $47,496 $50,985 $53,785 $56,273 $58,629 $60,984 $63,429
Monthly $3,660.00 $3,958.00 $4,249.00 $4,482.00 $4,689.00 $4,886.00 $5,082.00 $5,286.00
Semi-Monthly $1,830.00 $1,979.00 $2,124.50 $2,241.00 $2,344.50 $2,443.00 $2,541.00 $2,643.00
Hourly $21.03 $22.75 $24.42 $25.76 $26.95 $28.08 $29.21 $30.38
PTE-4 Annual $48,408 $52,541 $56,563 $59,808 $62,696 $65,407 $68,118 $70,940
Monthly $4,034.00 $4,378.00 $4,714.00 $4,984.00 $5,225.00 $5,451.00 $5,677.00 $5,912.00
Semi-Monthly $2,017.00 $2,189.00 $2,357.00 $2,492.00 $2,612.50 $2,725.50 $2,838.50 $2,956.00
Hourly $23.18 $25.16 $27.09 $28.64 $30.03 $31.33 $32.63 $33.98
PTE-4.5 [Annual $48,978 $53,111 $57,133 $60,378 $63,266 $65,977 $68,688 $71,510
Monthly $4,082.00 $4,426.00 $4,761.00 $5,031.00 $5,272.00 $5,498.00 $5,724.00 $5,959.00
Semi-Monthly $2,041.00 $2,213.00 $2,380.50 $2,515.50 $2,636.00 $2,749.00 $2,862.00 $2,979.50
Hourly $23.46 $25.44 $27.36 $28.91 $30.30 $31.60 $32.90 $34.25
PTE-4.7 |Annual $50,118 $54,251 $58,273 $61,518 $64,406 $67,117 $69,828 $72,650
Monthly $4,177.00 $4,521.00 $4,856.00 $5,126.00 $5,367.00 $5,593.00 $5,819.00 $6,054.00
Semi-Monthly $2,088.50 $2,260.50 $2,428.00 $2,563.00 $2,683.50 $2,796.50 $2,909.50 $3,027.00
Hourly $24.01 $25.98 $27.91 $29.46 $30.84 $32.14 $33.44 $34.79
PTE-5 Annual $55,541 $60,319 $64,963 $68,718 $72,051 $75,185 $78,318 $81,584
Monthly $4,628.00 $5,027.00 $5,414.00 $5,727.00 $6,004.00 $6,265.00 $6,526.00 $6,799.00
Semi-Monthly $2,314.00 $2,513.50 $2,707.00 $2,863.50 $3,002.00 $3,132.50 $3,263.00 $3,399.50
Hourly $26.60 $28.89 $31.11 $32.91 $34.51 $36.01 $37.51 $39.07
PTE-5.5 [Annual $56,111 $60,889 $65,533 $69,288 $72,621 $75,755 $78,888 $82,154
Monthly $4,676.00 $5,074.00 $5,461.00 $5,774.00 $6,052.00 $6,313.00 $6,574.00 $6,846.00
Semi-Monthly $2,338.00 $2,537.00 $2,730.50 $2,887.00 $3,026.00 $3,156.50 $3,287.00 $3,423.00
Hourly $26.87 $29.16 $31.39 $33.18 $34.78 $36.28 $37.78 $39.34
PTE-5.7 [Annual $57,251 $62,029 $66,673 $70,428 $73,761 $76,895 $80,028 $83,294
Monthly $4,771.00 $5,169.00 $5,556.00 $5,869.00 $6,147.00 $6,408.00 $6,669.00 $6,941.00
Semi-Monthly $2,385.50 $2,584.50 $2,778.00 $2,934.50 $3,073.50 $3,204.00 $3,334.50 $3,470.50
Hourly $27.42 $29.71 $31.93 $33.73 $35.33 $36.83 $38.33 $39.89

Longevity Steps

10 Years $500

15 Years $1000
20 Years $2000
25 Years $2500

** 2.8% COLA subject to approved legislative funding

44

FINAL 10.09.2020, updated




APPENDIX C

BATES TECHNICAL COLLEGE
PTE Employee Evaluation

The intent of this form is to create an open and positive line of communication between employee and
supervisor while promoting a threat-free working environment.

To be completed by Evaluator

Name of Employee Date
Department Years in Position
Years at College Evaluation Period:

Regular Employees

The following steps have been adhered to in this evaluation.

1. Pre-conference (planning). Explanation of process and performance elements for
each (Date) category to be evaluated. Provide a copy of “Performance Elements” attachment
and

“Self-Assessment section” to employee.

2. Evaluation Conference / Employee Self-Assessment has been
discussed. (Date)

3. Job description reviewed with

employee. (Date)

If any performance element category is below satisfactory, check the box and attach the improvement plan
and timelines.

[ ] Explanation of any below satisfactory rating attached. Please reference Section 18.3 for details.

[ Addendum attached and copy to supervisor.

Employee’s Signature Date Evaluator’s Signature Date

Employee’s signature serves as record of review only; does not indicate agreement with supervisor’s assessment.
Please return to the Human Resources Department.

SA of Human Resources/designee to check the box below and sign.

[] 1 have reviewed all evaluation forms.

SA of Human Resources/designee’s Signature Date

Note: Once the performance evaluation is completed and signed by all parties, it is the Evaluator’s responsibility to provide
a copy to the employee and to ensure that the original is placed in the employee’s personnel file.
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BATES TECHNICAL COLLEGE

PTE Probationary Employee Evaluation
The intent of this form is to create an open and positive line of communication between employee and
supervisor while promoting a threat-free working environment.

To be completed by Evaluator

Name of Employee Date
Department Years in Position
Years at College Evaluation Period:

Probationary Employees
The employee will be evaluated at 45 and 90 days and 10 days prior to the end of the probationary period.

Please note the date for each evaluation.

Pre-conference (planning). Explanation of process and performance elements for
(Date) 1. each category to be evaluated. Provide a copy of “Performance Elements”
attachment and “Self-Assessment section” to employee.

(Date) 2. 45 Day Evaluation Conference / Employee Self-Assessment has been discussed.
(Date) 3. . .

90 Day Evaluation Conference/Employee Self-Assessment has been discussed
(Date) 4,

Final Probationary Evaluation Conference / Employee Self-Assessment has been discussed.

If any performance element category is below satisfactory, check the box and attach the improvement plan
and timelines.

[ ] Explanation of any below satisfactory rating attached. Please reference Section Key for details.

[ ] Addendum attached and copy to supervisor.

Employee’s Signature Date Evaluator’s Signature Date

Please return original signed copy to the Human Resources Department to be placed in employee’s
personnel file.

SA of Human Resources/designee to check the box below and sign.

[] 1 have reviewed all evaluation forms.

Senior Administrator of Human Resources/designee’s Signature Date
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Note: Once the performance evaluation is completed and signed by all parties, it is the Evaluator’s responsibility
to provide a copy to the employee and to ensure that the original is placed in the employee’s personnel file.

BATES TECHNICAL COLLEGE

PTE Employee Evaluation
To be completed by Evaluator

Name of Employee Department

EMPLOYEE PERFORMANCE ELEMENTS

The evaluator should meet with the employee to discuss the evaluation process. A copy of the evaluation tool shall be
provided to employee. The employee will list goals for the future and discuss them with the evaluator at the conference.

The evaluator will complete the evaluation form and provide comments when appropriate. The evaluation results will
be discussed with the employee at the evaluation. The_“Development and Performance Plan” from the past year may
also be discussed.

The evaluator shall indicate the priority of each performance element as it pertains to the employee’s job assignments.
The evaluator may indicate more than one performance element as having the same priority (ie: three different
elements can be marked as a #1 priority, two as a #2 priority, etc).
Key: 1 = Unsatisfactory; 2 = Needs improvement: 3 = Satisfactory; 4
= Exceeds requirements; 5 = Excellent; N/A = Not applicable.

Priority
1 2 3 4 5N/A
A. Self-Management Skills
B. Work Processes, Skills and Results
C. Teamwork Skills
D. Innovation and Change Skills
E. Development Skills
F. Communication Skills
G. Customer Service Skills
H.
Special Projects/Other
Supervisor Initial Employee Initial
47

FINAL 10.09.2020, updated



BATES TECHNICAL COLLEGE

PERFORMANCE ELEMENTS
PTE Employee Evaluation

The following performance elements should be considered, where applicable, in assessing employee performance and
determining future performance expectations and development needs. Other performance elements may be added as

needed.

SELF-MANAGEMENT SKILLS

Punctual and consistent work
attendance Efficient, effective use of
work time, equipment, and resources.
Follows rules and

procedures. Works in a safe

manner.

Proper use and maintenance of
equipment. Seeks and assumes additional
responsibilities as is appropriate.
Exhibits integrity and honesty.

Treats others with respect and dignity.
Gives and accepts constructive
feedback. Works effectively in a diverse
work environment.

Focuses on the situation, issue or
behavior rather than on the person.
Other:

WORK PROCESSES, SKILLS &
RESULTS

Provides products & services that
consistently meet or exceed the needs
and expectations of customers.

Uses customer satisfaction as a key measure
of quality.

Uses appropriate problem-solving
methods to improve processes.

Collects and evaluates relevant
information to make decisions.

Uses good judgment.

Meets productivity standards, deadlines
and work schedules.

Accurate and timely work with
appropriate supervision.

Meets goals.

Pursues efficiency and economy in the use
of resources.

Informs supervisor or appropriate others
of problems; identifies issues and
alternative solutions.

Other:

TEAMWORK SKILLS

Supports and focuses on the vision,
mission, and goals of the organization and
team.

Cooperates with and offers assistance
to others.

Views the success of the organization
and team as more important than
individual achievements.

Contributes to the development,
cohesion and productivity of the team.
Appropriately shares information
internally and externally.

Supports teamwork and cooperation
through open, honest communication.
Other:

INNOVATION AND CHANGE SKILLS

Is creative and innovative when
contributing to organizational and
individual objectives. Receptive to new
ideas and adapts to new situations.
Avoids being overly defensive; willing to
explore different options.

Seeks and acts on opportunities to
improve, streamline and re-invent work
processes. Other:

DEVELOPMENT SKILLS

Participates in opportunities to enhance
knowledge and skills identified and offered
by the organization or the evaluator.
Displays initiative in developing or
upgrading knowledge and skills.

Applies new knowledge or skills acquired
from developmental opportunities.
Helps others learn new systems,
processes, or programs.

Learns to use technology effectively, as is
appropriate for the job.

Other:

COMMUNICATION SKILLS

Participates in meetings in an active,
cooperative, and courteous manner.
Effectively communicates orally on a one-
on-one basis and in small groups.

Make effective oral presentations before
groups.

Writes clearly and succinctly.
Understands and empathizes with

the listener or reader.

Responds promptly to e-mails,

phone messages, and mail.

Follows through with

commitments. Other:

CUSTOMER SERVICE SKILLS

Understands and responds to customer’s
objectives and needs.

Is sensitive to public attitudes and
concerns. Is accessible, timely, and
responsive when interacting with
customers.

Handles customer inquiries and
complaints promptly, courteously, and
non- bureaucratically.

When feasible, goes the extra mile to
satisfy customer needs and expectations.
Other:

SPECIAL PROJECTS / OTHER

Supervisor Initial
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BATES TECHNICAL COLLEGE
PTE Employee Evaluation

To be completed by Employee

Employee Self-Assessment

This form is to be completed by employee and discussed with evaluator.

Purpose of Appraisal: Employee’s Name: (Last, First, Ml) Department:

L] Annual Review Job Classification: Evaluator’s Name:
Probationary Review
Other

Part I: Performance Feedback
Assess your contribution toward helping the organization achieve its goals. Describe how well you have done in carrying out job
responsibilities and performance expectations

Part Il: Future Performance Expectations
Identify any particular performance expectations, job duties, special assighnments, and/or skills upon which you should focus in order to
reinforce your success and contribution to the organization in your current position.

Part lll: Future Training & Development Opportunities
The employee will not be evaluated on this section. Identify training and development opportunities in which you should participate to
enhance future performance. You may include suggestions as to how your co-workers and supervisor can support you in the present job
with future career goals. Budget may preclude the employee’s development opportunities.

Part IV. Comments and Signatures

Evaluator’s Comments: (This section addresses areas of outstanding performance and/or suggestions for improvement).

Employee’s Comments:

This report has been discussed with my evaluator

Employee’s Signature Title Date

Evaluator’s Signature Title Date

This report is based upon the evaluation conference.
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