Article 1
Recognition

1.01


This Agreement is hereby entered into between the  Jefferson County Teachers Association (hereinafter referred to as JCTA), and the Kentucky Education Association Staff Organization of JCTA Employees (hereinafter referred to as KEASO).  JCTA hereby recognizes KEASO as the exclusive and sole representative for all full-time and temporary employees, both individually and collectively, whether actively employed or on approved leave, excluding existing or redefined management positions or others that might be created by the JCTA Board of Directors subject to any unit clarification challenge.  KEASO hereby recognizes the Board of Directors as JCTA’s exclusive agent for the negotiation and administration of this Agreement, except as otherwise provided herein. 

1.02
    
JCTA agrees that work done by bargaining unit employees on the date of this contract will remain work to be done by bargaining unit employees for the duration of the contract. 

1.03
    
JCTA and KEASO shall establish an advisory committee made up of two JCTA Board members, two KEASO members, which shall be chosen by a majority of KEASO members, and the JCTA Executive Director or his/her designee.  The committee shall meet quarterly to review implementation of this contract and to advise the parties.

1.04

The JCTA and KEASO agree to negotiate in good faith concerning salary, wages, hours, fringe benefits, and terms and conditions of employment.

1.05

This Agreement is the contract of employment for all employees in the bargaining unit.

1.06

Prior to any reduction in force as provided in Article 15, or the closure, consolidation, or merger of the  JCTA office, the JCTAPresident and Executive Director and/or their designees shall provide notice of intent to KEASO and arrange for JCTA and KEASO to meet in order to provide an opportunity for KEASO to express its views with respect to any such proposed action before it goes into effect. 

1.07

MERGER


1.0701
If the National Education Association, the Kentucky Education Association or Jefferson County Teachers Association and the American Federation of Teachers or any other union merge or affiliate in such a way as to create a new or successor employer in place of JCTA:



a.  
Said event shall not cause any diminution in the rights and benefits to which employees are entitled under this Agreement, except for seniority rights which shall be dealt with as provided in subsection (b) below, nor shall any employee be laid off as a result of such event.



b. 
The new or successor employer shall attempt to reach agreement with KEASO and any other involved union as to the method for merging relevant seniority lists.  If the parties are unable to reach such agreement within thirty (30) days after the effective date of the event that creates the new or successor employer, the question of how to merge the relevant seniority lists shall be submitted to arbitration in accordance with the Voluntary Labor Arbitration Rules of the American Arbitration Association.  The parties to said arbitration shall be KEASO and any other union that represents employees in the relevant bargaining unit.  The new or successor employer shall not participate in the arbitration, except that it shall comply with reasonable requests from the parties for relevant and otherwise producible evidence and witnesses, nor shall the new or successor employer take any position with regard to the issue that is before the arbitrator; and



c.
The new or successor employer shall, unless and until directed to do so otherwise by the National Labor Relations Board, a court, or an arbitrator, continue to recognize KEASO as the exclusive collective bargaining representative for the employees that it represents as of the effective date of such event, and to apply to said employees the provisions of this Agreement.


1.0702
JCTA shall provide to KEASO any information that is provided to the JCTA Board of Directors regarding the merger or affiliation as defined in Section 1.0701, above.  Said information shall be provided to KEASO at the same time that it is provided to the JCTA Board of Directors.


1.0703
Articles 1.0701 and 1.0702 are binding upon JCTA and, unless and until otherwise ordered by the National Labor Relations Board, a court, or an arbitrator, also shall be binding upon any such new or successor employer as defined in Section 1.0701, above.  

Article 2
Definitions

2.01

Except as otherwise expressly provided in this Agreement, the following definitions shall apply:


2.0101
Employee: Any person in the bargaining unit who is paid an annual salary under the salary schedule in this Agreement who works at least thirty-seven and one-half (37 1/2) hours per week on the annual basis or is on paid leave and who is not hired as either temporary or part-time employee.


2.0102
Temporary Employee: A person who is hired full-time for a period of time to replace an employee who is temporarily absent from his/her position, or to perform such other duties as may be determined by JCTA for a period not to exceed sixty (60) calendar days.  A temporary employee will be paid on the first step of the salary schedule and after sixty (60) calendar days of employment as a temporary employee will be entitled to sick leave, vacation, holidays, insurance benefits that do not relate to retirement, and the grievance and arbitration procedures under this Agreement.  After the first sixty (60) calendar days of employment, JCTA shall deduct the appropriate representation fee as provided in Article 10 of the Agreement.  When a temporary employee fills a vacancy pursuant to Article 25, his/her seniority shall be computed beginning on the sixty-first (61st) day following his/her date of hire as a temporary employee and his/her salary schedule placement will be re-evaluated in accordance with Appendix A.  

2.0103
Part-Time Employee: A person who works less than thirty-seven and one-half (37 1/2) hours per week on a regular basis.  When a vacancy occurs, a person or combination of persons shall not be employed on a part-time basis to fill a full-time employment classification or job responsibility.


2.0104
Professional Employee: An employee in the bargaining unit paid on the Professional Employee Salary Schedule.


2.0105
Associate Employee:  An employee in the bargaining unit paid on the Associate Employee Salary Schedule.


2.0106
Board:  The Jefferson County Teachers Association Board of Directors.


2.0107
Days: Only those days on which JCTA is regularly open for business excluding weekends and holidays.


2.0108
Supervisor:  Any person other than a bargaining unit employee who has responsibility for employee performance.

2.0109
Probationary Employee:  Any person hired after September 1, 1997, who shall be required to serve a six-month probationary period.  Probationary employees are members of the bargaining unit and are entitled to all rights under this agreement except, in the event that a probationary employee is dismissed at any time during the six months probationary period with no right to contractual challenge.


2.0110
Resignation:  Written notice by an employee to the Executive Director advising that employment with JCTA will terminate two (2) calendar weeks from the date of the written notice.
Article 3
Negotiations Procedures


3.0101
The procedure for negotiation of a successor agreement shall be established by mutual agreement of the parties no later than December 31 preceding the expiration of this agreement.


3.0102
Negotiations shall be conducted between duly designated representatives of the JCTA and KEASO.  Both parties agree that their respective representatives have the necessary power and authority to reach tentative agreements which shall be presented respectively to the JCTA Board of Directors and the KEASO membership for ratification.


3.0103
The Board agrees to furnish KEASO, upon its request to the Executive Director, financial and other available information necessary for negotiations.  KEASO shall treat as confidential the information submitted to it pursuant to this section.


3.0104
As negotiations are progressing, all proceedings and information disclosed during the bargaining sessions shall be kept confidential to the KEASO and the JCTA Board, except that the representatives may report on the progress of negotiations to their own principals (JCTA Board and KEASO).  This section shall not apply if impasse occurs.


3.0105
All correspondence relating to negotiations prior to establishment of negotiations procedures shall be between the president of JCTA and a representative chosen by KEASO.


3.0106
Each team is responsible for selection of its own team members.


3.0107
Either team may use consultants at its own discretion.  However, the authorizing party shall be responsible for paying any incurred costs.


3.0108
The parties shall be responsible for their negotiating expenses.


3.0109
When bargaining is conducted during business hours, team members from KEASO shall be released from their work responsibilities without loss of pay.


3.0110
When the teams reach final agreement on all items, the matters agreed to shall be set out in writing and signed by the chairperson of each team.


3.0111
Prior to the conclusion of each bargaining session, the date, time and agenda for the next session shall be jointly established.


3.0112
When the teams have reached final agreement of all items being negotiated, said agreements shall be presented in written form to the Board and KEASO for ratification.  Upon ratification by the parties, the Agreement shall be signed by the appropriate officers.


3.0113
In the event that parties are unable to reach agreement on the items under negotiations, either party may declare impasse, and Article 4, Dispute Procedure, shall be followed.

Article 4
Dispute Procedure

4.01

Definition of a contract dispute:  For purposes of this Agreement, a contract dispute shall mean a circumstance in the negotiation procedures of this Agreement where the bargaining teams cannot reach an agreement.  A contract dispute shall be deemed to exist when declared by either negotiating team at any point in the negotiating process;



If a contract dispute exists, the procedure of this Article shall be implemented.

4.02

Mediation Step:  If a contract dispute occurs, the parties will seek to mutually agree on the selection of a mediator.  If this is not successfully accomplished, either party may call for the selection of a mediator from the Louisville Area Labor Management Committee (LALMC) in an attempt to resolve the disagreement.  The LALMC shall be requested to appoint a mediator.

4.03 The cost of the mediator shall be borne equally by KEASO and JCTA.

Article 5
Grievance Procedure 

5.01

Definitions


5.0101
Grievance:  An allegation or complaint by an employee, group of employees, or KEASO that there has been a violation, misinterpretation or improper application of one or more specific provisions of this Agreement; that there is an event or condition of employment that adversely affects an employee; or that there has been improper, arbitrary or discriminatory conduct.

5.0102
Aggrieved party:  The person, persons or KEASO filing the grievance.


5.0103
Class grievance:  A grievance applying to an identifiable group of employees.


5.0104
Party-in-interest:  KEASO and the person or persons making the allegation or complaint or any party who might be required to take action or against whom action might be taken in order to resolve the grievance.

5.02

PURPOSE



The purpose of this procedure is to secure, at the lowest possible administrative level, equitable solutions to all problems which may from time to time arise affecting the welfare or working conditions of employees of the Jefferson County Teachers Association.  All parties agree that these proceedings shall be kept as informal and confidential as may be appropriate at any level of the procedure.

5.03

Procedure


5.0301
During each level of the grievance procedure, including informal discussion, the grievant shall be represented by KEASO if requested.


5.0302
KEASO may process grievances through all levels.


5.0303
Following informal discussion with the appropriate supervisor, if a mutually accepted decision is reached, the resolution will be documented and signed by both parties.  

5.0304
If no solution is forthcoming from the informal discussion the Employee may file a grievance within thirty (30) working days of occurrence or knowledge of the occurrence.  The grievance will be made in writing using the grievance form in appendix B.  
5.04

Level I


5.0401
Within eight (8) work days of notification of the grievance the Executive Director or designee must send at least three proposed dates for Level I hearing by e-mail – receipt requested, mail, fax or by hand delivery.  

5.0402
Within eight (8) work days of the e-mail, mail/fax or hand delivery from the Executive Director or designee, all parties must respond to the proposed dates.  The Executive Director or designee shall choose from among the mutually accepted dates and inform all parties of the time, date and location of the meeting.  If no dates are mutually acceptable, the Executive Director shall continue to recommend dates until a date is agreed upon.


5.0403
After the meeting takes place, the Executive Director or designee shall give a written disposition of the grievance within ten (10) work days of this meeting to the parties-in-interest.


5.0404
Failure by the Executive Director or designee to meet these timelines will automatically move the grievance to the next level. 

5.0405
Failure by KEASO to meet timelines will result in automatic dismissal of the grievance.

5.05

Level II


5.0501
If KEASO is not satisfied with the decision of the Executive Director, or if no decision has been given within ten (10) work days of the hearing at Level I, KEASO may file a demand for arbitration in accordance with the rules of the American Arbitration Association; the demand must be filed within twenty (20) work days of the receipt of the decision at Level I or within twenty-five (25) work days of the hearing at Level I if no decision is given.  A copy of the demand shall be sent to the JCTA President and to the JCTA Executive Director.  KEASO may request "expedited arbitration" for any terminated employee within twenty (20) work days of written notification of termination.


5.0502
The parties agree to the selection of an arbitrator from a panel provided through the American Arbitration Association.  The selection of the arbitrator and the rules which govern the arbitration proceedings shall be in accordance with the rules of the American Arbitration Association.  All parties will be bound by the Voluntary Labor Arbitration Rules of the American Arbitration Association.


5.0503
The arbitrator shall have no power to alter, add to or subtract from the terms of this Agreement.  Both parties agree that the award of the arbitrator shall be final and binding.  The cost of the arbitrator shall be shared equally by the JCTA and KEASO.


5.0504
No party shall be permitted to assert any ground in arbitration if such ground was not asserted in Level I, unless the ground was unknown at that time.  

5.06

General Provisions


5.0601
All grievances must be filed within thirty (30) work days of the date the alleged violation of the contract occurs.  In the event that information of a violation is not available to the grievant until the time has expired, the grievant must file the grievance within thirty (30) work days of receiving the facts and circumstances giving rise to the grievance.


5.0602
The filing shall be thirty (30) work days for the duration of this agreement.


5.0603
Grievances filed at Level I shall be on a grievance form, a copy of which is attached to this Agreement.  It must be filed by certified mail, return receipt or in person at JCTA Headquarters.  Any grievance filed in person must be stamped "received" in a way that reflects the date.  A copy of the grievance must be given to all principal parties.


5.0604
The Board agrees to furnish to KEASO, upon its request to the Executive Director, information in the possession of JCTA regarding financial resources of JCTA and other matters that may be necessary to assist KEASO in the grievance process.  KEASO shall keep information provided to it from JCTAas confidential.


5.0605
All grievances shall contain the following information:


5.06051
Name and position of the grievant;


5.06052
A statement of whether or not the grievance is a class grievance;


5.06053
A statement of alleged violation(s) of the Article(s) and/or Section(s) of the Agreement; or unreasonable condition(s) of employment adversely affecting employee(s);  


5.06054
A statement of the specific facts, including names, times, dates, places and circumstances that are relevant to the grievance;


5.06055
The relief sought by the grievant.


5.06056
Insofar as practicable, the preparation of grievances, including the gathering of information to file a grievance and the writing and filing of a grievance, shall be conducted outside of the hours of employment so as not to interfere with JCTA operations.  KEASO grievance representative(s) and grievant(s) shall be granted released time while processing grievances that have been filed, provided that, insofar as practicable such activities shall not interfere with JCTA operations, and while conferring with JCTA representatives with respect to a grievance. 
5.07

A KEASO representative or designee shall have the right to attend all meetings, hearings or other proceedings required to process the grievance.

5.08

An aggrieved party and any party-in-interest shall have the right, at Level I and Level II of this grievance procedure, to confront and cross-examine all witnesses called against him or her to testify and to call witnesses on his or her behalf.  Any employee (either in or out of the bargaining unit) who is requested to testify as a witness under this grievance procedure shall appear and testify.  Expenses of producing witnesses and evidence shall be the responsibility of the party requesting such witnesses and evidence.  Every effort shall be made to arrange all meetings and hearings at times convenient for all parties-in-interest and witnesses.

5.09

No interference, coercion, restraint, discrimination or reprisal of any kind will be taken by the JCTA, or any of its agents, against a grievant, party-in-interest or other participant(s) in the grievance procedure by reason of such grievance or participation therein.

5.10

All records relating to a grievance shall be maintained in a grievance file by the JCTA Executive Director.  The grievance file shall be available for inspection only by the parties to the Agreement and the persons involved in the grievance.  No record of grievances shall be filed in the employee's personnel file.

5.11

If a decision at one level of the grievance procedure is not appealed to the next level within the time limit specified, the grievance will be dismissed.

5.12

Time limits specified in this grievance procedure may be extended by mutual consent of the parties to this Agreement and must be put in writing.

5.13

While any procedure is pending and until a final determination has been reached, all proceedings and information relative thereto shall be confidential.  No preliminary disposition will be made without agreement of the parties.

5.14

Only KEASO may take a grievance to arbitration.

Article 6
Effect of Agreement and Reopening of Negotiations

6.01

The parties agree that the terms and conditions set forth in this Agreement represent the full and complete understanding and commitment between the parties hereto which may be altered, changed, added to, deleted from, or modified only by the voluntary, mutual consent of the parties.

6.02

Either party desiring changes, additions or deletions in the Agreement shall notify the President of the other party in writing.  The notice shall specify the nature of the desired changes, additions or deletions, and the reason why the request is being submitted.  The Presidents of JCTA and KEASO shall arrange a date, time and place for a conference between persons designated by them to determine whether or not negotiations will be conducted on the proposed changes, additions or deletions.  If the Presidents or designees agree to negotiate on the matters in question, the scope of said negotiations shall be set out in writing and adhered to in any subsequent negotiating sessions.  The negotiations procedure conducted under this article shall be mutually determined by JCTA and KEASO when the decision is made to reopen.

Article 7
Maintenance of Standards

7.01

All conditions of employment, including working hours, leaves and general working conditions shall be maintained at no less than the standards in effect by the JCTA at the time this Agreement is signed, providing that such conditions shall be changed only by the expressed provisions of this Agreement.

7.02

Past Practice:



An established past practice that deals with conditions of employment, including working hours, leaves and general working conditions must satisfy four standards:



1. 
It must be unequivocal and regularly and uniformly granted;



2. 
It must be clearly enunciated, freely and openly allowed and exist over a reasonable period of time;



3. 
It must be accepted – and acted upon – by the parties themselves through their authorized agents in administering the written contract;



4. 
Non-use of a legitimate management right, whether specified in this agreement or inherent, does not constitute a past practice.  Exercise of a legitimate management right must be announced prior to the time of its implementation.  This section does not permit a management right to be exercised toward certain employees and not toward others because of discriminatory application.

Article 8
Invalidated Contract Provisions
8.01

Should any Article, Section or Clause of this Agreement be declared illegal or contrary to federal or state regulations by a court of competent jurisdiction, it shall be automatically deleted from this Agreement to the extent that it violates the law or regulation.  The remaining Articles, Sections or Clauses shall remain in full force and effect for the duration of the Agreement.

8.02

In the event any provision is invalidated by law in whole or part, the parties shall not later than ten (10) days after such finding, schedule a meeting for the purpose of re-negotiating the affected provisions.

Article 9
KEASO Rights

9.01


Duly authorized representatives of KEASO shall be permitted to transact official business on JCTA property, provided the transacting of such official business shall not be conducted by hourly employees during their working hours unless approved by the Executive Director or designee and that the transacting of such KEASO business does not interfere with JCTA operations.  
9.02 KEASO shall have the right to use JCTA facilities and equipment when not otherwise in use.  KEASO shall provide documentation of all materials used and shall reimburse JCTA for any materials used.  On an annual basis, the JCTA Executive Director or his/her designee and the KEASO President shall agree upon a reasonable fee schedule for the cost of all materials.  

9.03

Upon request of either party, the President of KEASO and the Executive Director shall meet to discuss implementation of this Agreement and other items of mutual concern.  Expenses for such meeting shall be borne by the party incurring the expense.

9.04

JCTA shall provide to the President of KEASO a notice of all Board of Director meetings and a copy of all agendas and related materials not privileged by executive session at the same time they are provided to Board members.

9.05

The rights and privileges granted to KEASO in this Article and throughout this Agreement will not be granted to any other group seeking to represent JCTA employees during the term of this Agreement.

Article 10
Union Security/Payroll Deduction
10.01

All employees of JCTA who, as of the effective date of this Agreement are members of KEASO, shall maintain as a condition of continued employment membership in KEASO (subject to any legal right of employees to withdraw and resign from KEASO) to the extent of paying a periodic representation fee calculated in conformity with federal law.  Any such representation fee shall not exceed the amount of KEASO dues and periodic assessments.

10.02

All employees of JCTA who, as of the effective date of this Agreement are not members of KEASO and all employees hired by JCTA after the effective date of this Agreement shall, beginning with the thirty-first (31st) day after the employee’s date of hire and as a condition of continued employment maintain membership in KEASO (subject to any legal right of employees to withdraw and resign from KEASO) to the extent of paying a periodic representation fee calculated in conformity with federal law.  Any such representation fee shall not exceed the amount of KEASO dues and periodic assessments.

10.03

Upon written request of KEASO, JCTA shall discharge each employee required to maintain membership set forth in sections 10.01 and 10.02, above, who does not meet said condition of employment, provided said discharge is not in violation of the provisions of applicable federal law, and further provided that before any discharge pursuant to this Section becomes effective, the employee will be given at least thirty (30) days notice and an opportunity to pay the delinquent dues or representation fee, and if such dues are paid, such discharge shall not be required hereunder.

10.04

KEASO shall present signed authorization cards from each KEASO member or other employee who is responsible for payment of dues or a representation fee.  Such authorization shall continue from year to year.  Upon receipt of a voluntarily signed written authorization from an employee JCTA shall deduct from the employee’s pay the required dues or representation fee.  The deduction shall be made from the first paycheck of an employee following receipt by JCTA of an authorization card that covers a pay period for which dues or a representation fee are payable.  JCTA will send a check, payable to KEASO, no later than five (5) days following the end of each month of the amount of dues and representation fees collected in the previous month.
10.05 
JCTA shall provide payroll deduction services for two (2) credit unions which shall be chosen by KEASO. Deductions shall be forwarded to the appropriate credit unions within five (5) days of the payroll deduction.

10.06                 JCTA will deduct from the compensation of employees such amounts as may be properly and appropriately deducted for purposes of making contributions to one incentive savings plan designated by KEASO, and shall pay such amounts to the custodian or fiduciary of any such plan, provided, however, that:

10.0601 KEASO provides to JCTA evidence that such plan is a qualified plan under applicable federal law.

10.0602 KEASO hold JCTA harmless from any and all liability associated with the designated plan.
10.0603 Except for the administrative costs of deducting and paying over amounts designated by employees, as provided above, JCTA shall incur no costs in connection with the plan.
No deduction from an individual employee’s compensation for purposes of making a contribution to this plan shall be made unless that employee has delivered to KEA JCTA a written authorization directing JCTA to do so. 

Article 11
Personnel Files

11.01

Employees may inspect the contents of their own personnel file upon request, at any reasonable time during normal business hours.  A representative of KEASO may, at the employee's request, accompany the employee.  A representative of the Board or designee may be present during the review.

11.02

Nothing shall be placed in the employee's personnel file because of or resulting from participation in KEASO except at the request of the affected employee.  

11.03

No material concerning the employee shall be placed on file without notification in writing to the employee.  Each employee shall be shown the material and be given the opportunity to make a written response for inclusion in the file.  The employee shall initial and date all material.  This shall indicate only that he/she has seen and read the material and shall not be construed as approval of the contents.  Any material not shown to the employee within thirty (30) days of its receipt by JCTA or composition shall be removed from the file and shall not be allowed as evidence in any grievance or disciplinary action by JCTA.

11.04

All material in the file shall be signed and dated by the originator(s).

Article 12
Employee Rights

12.01

No employee shall be discriminated against because of race, creed, color, marital status, sex, physical handicap, age or national origin.

12.02

No adverse action of any kind shall be taken by JCTA or any of its agents against any employee because of participation in KEASO or any of its activities.  Likewise, no adverse action of any kind shall be taken by KEASO or any of its agents against any employee because of participation or non-participation in KEASO.

12.03

The private life of an employee is not within the appropriate concern or attention of JCTA, except when it adversely affects JCTA or his/her job performance and effectiveness.

Article 13
Just Cause and Progressive Discipline

13.01

No employee covered under the terms of the Agreement shall be disciplined, suspended for disciplinary reasons, terminated or adversely evaluated without just cause.  To have just cause the employer must comply with the following:


13.0101

The employer has informed the employee of the potential consequences of an incident that may lead to employee discipline within thirty (30) days of the employer’s knowledge of such incident. This provision shall not be interpreted to prohibit the employer from disciplining an employee for a pattern of behavior if the pattern began more than thirty (30) days previously.

;


13.0102
The rule or order is reasonably related to the efficient and safe operation of the association;


13.0103
Before administering discipline, the employer did make an effort to discover whether the employee did, in fact, violate a rule, regulation, or order of management;


13.0104
The employer's investigation was conducted fairly and objectively;


13.0105
The investigation produced substantial evidence or proof that the employee was guilty or deficient as charged;


13.0106
Management applied its rules, orders, and penalties without discrimination;


13.0107
The degree of discipline administered in the particular case must be reasonably related to (a) the seriousness of the employee's proven offense, and (b) the employee's record of service to the organization.

13.02

All information forming the basis for disciplinary action will be made available to the employee.

13.03

Employees shall be subject to the following progressive discipline model after just cause is established because of deficiency, inadequate performance, failure to perform, misconduct, falsification of reports, illegal activity or other actions which may negatively impact the organization.


13.0301
Step 1 – A verbal warning may be issued.  The employer must announce the fact that the communication is a verbal warning.  The time and date of the warning may be entered into the employee's personnel file.


13.0302
Step 2 – The employer may issue a written warning if the employee does not remediate previously noted concerns.  The warning must specify the area of concern in detail and list corrective measures and expectations.  The written warning may be entered into the employee's personnel file after it is received, signed and dated by the employee.  If an employee refuses to sign the document, the supervisor issuing the warning may note the refusal and file the warning in the employee's personnel file.


13.0303
Step 3 – The employer may issue a written reprimand if the employee does not remediate previously noted concerns.  The written reprimand must specify the area of concern in detail, list corrective measures and expectations and delineate the consequences of failure to remediate.  The reprimand will be entered into the employee's personnel file after it is received, signed and dated by the employee.  If an employee refuses to sign the document, the supervisor issuing the reprimand may note the refusal and file the reprimand in the employee's personnel file.


13.0304
Step 4 – The employer may suspend an employee without pay (the number of days may not exceed one pay period) or terminate an employee if the employee does not remediate previously noted concerns.


13.0305
Management, at its discretion, may repeat any of the steps without advancing to the next level of discipline.


13.0306
Written notification to terminate an employee shall be given to the employee, with a copy simultaneously sent to the KEASO President.    Any terminated employee retains rights to grieve granted under Article 5.  KEASO may request "expedited arbitration" for any terminated employee within twenty (20) days of written notification of termination.

13.04

If the performance or violation on the part of the employee is so severe as to justify extreme measures, management may skip any of the established steps and initiate or continue progressive discipline at an appropriate level.

13.05

At any time the manager deems necessary following disciplinary action, and in all instances other than termination in which Step 2 or above is initiated, management shall provide positive assistance for acceptable improvement in performance.

13.06

The Just Cause and Progressive Discipline provision is subject to the grievance procedure at all levels.

Article 14
Seniority

14.01

Seniority: The length of continuous employment with JCTA.  An employee who changes job classification shall maintain seniority based on his/her original hire date.

14.02

Seniority shall be computed from the first compensable day of full-time employment.  Seniority shall continue to accrue if an employee is on leave with pay, maternity/paternity leave, adoptive leave, child-rearing leave, extended medical leave, professional leave or family and medical leave as provided for elsewhere in this Agreement.  In the event of a tie, the following criteria shall be used to determine seniority:


14.0201
Date of JCTA motion to employ.  If the tie is not broken, then;


14.0202
Date of job offer.  If the tie is not broken, then;


14.0203
Date of job acceptance.  If the tie is not broken, then; and


14.0204
Date of submission of application.

14.03

In the event of a promotion or demotion, the employee shall continue to accrue seniority as if there had been no change in status.

14.04

Seniority shall be the determining factor when granting extended leaves of absences if the number of requests is greater than the number JCTA can reasonably grant at the same time.

14.05

Continuous service shall be broken and the employment relationship terminated when an employee:


14.0501
Resigns;


14.0502
Is discharged for just cause; or


14.0503
Does not return to work from lay-off within twelve (12) work days after being notified to return by certified mail, return receipt requested, addressed to the employee at the employee's last address filed with the JCTA headquarters.


14.0504
Has not been actively at work for a continuous period of three (3) years, regardless of the reason for the absence.  

14.06

Seniority shall accrue during the time spent by an employee in the armed forces of the United States of America or the National Guard of the Commonwealth of Kentucky provided that the employee applies for reinstatement to his/her position within ninety (90) calendar days after discharge or separation from military service and further providing that said discharge or separation is under conditions other than dishonorable.

Article 15
Reduction in Force
15.01

The Executive Director of JCTA may reduce positions within the bargaining unit upon authorization of the JCTA Board of Directors and shall provide the employee(s) a minimum of twenty (20) work days notice.


15.0101
The employee(s) whose position is eliminated shall have the right to displace a less senior person within his/her job classification, provided the employee exercising his/her displacement rights currently possesses the qualifications to perform the duties of that position.  An employee who is displaced in accordance with this article shall likewise be entitled to the notice and displacement rights provided herein.  Any employee who is displaced and for whom no position is available shall be deemed laid off and shall have rights as provided herein.  An employee may accept layoff rather than exercise his/her displacement rights.  Said employee shall be subject to the recall provisions of this agreement.


15.0102  
Any decision to displace shall be made within seven (7) work days of receipt of written notice that the employee’s position has been eliminated or within seven (7) work days written notice that the employee has been displaced.


15.0103  
If the displacement process has not been completed within thirty (30) work days of the initial notice that a position has been eliminated, each employee who has not exercised his/her displacement rights and any employee who may still be displaced shall receive written notice and shall attend a meeting at a site mutually agreed upon by JCTA and KEASO.  Said meeting shall be held not less than fifteen (15) work days after the date the notice is mailed.  All displacement will be completed at the meeting resulting in employee(s) either accepting layoff or being laid off.


15.0104    
For purposes of this section there shall be two (2) job classifications, professional and associate.

15.02

The employee with the greatest seniority shall be recalled first to any position which becomes available within the specific job classification.  There will be no announcement of vacancies until all employees laid off within a job classification have been offered reinstatement.

15.03

In the event of a recall from lay-off, the employee shall be credited with any seniority accrued prior to lay-off.

15.04

An employee who is laid off because of a reduction in force shall continue to receive all insurance benefits, if acceptable with the insurance carrier, as if the employee were still regularly employed.  This payment of premiums shall continue no longer than three (3) months unless the employee notifies JCTA in writing to stop the payments.

15.05

Management will provide job placement assistance to laid off employees in the form of:



a.
JCTA shall share all information relative to job openings;



b.
JCTA agrees to use its influence with NEA and other affiliates to encourage job preference for laid-off employees.

15.06

If relocation is required, a laid-off employee may decline two recall offers and maintain current seniority.

15.07

Any employee laid off has the responsibility of keeping on file with JCTA a current address and phone number for use in contacting him/her should a recall occur.
Article 16
Severance Pay

16.01

When employment with JCTA is terminated, employees shall be entitled to severance pay according to the following provisions:


16.0101
Resignation – salary earned plus accrued vacation time;


16.0102
Reduction in force – salary earned plus accrued vacation time plus one (1) week of salary for each full year of JCTA employment, plus one-twelfth (1/12) of one (1) week of salary for each full month since his/her anniversary date of employment;

16.0103
Retirement – salary earned plus accrued vacation time plus reimbursement for up to thirty (30) days of accrued sick leave; and 


16.0104
Death – salary earned plus accrued vacation time plus salary for two (2) weeks.  Upon request of the beneficiary, a $1,000 loan against insurance benefits shall be made.  Such payments shall be made immediately to the life insurance beneficiary upon notice of death.  If a minor(s) is designated as beneficiary, these payments shall be made to the administrator of the employee's estate.

Article 17
Orientation

17.01

Upon employment, each employee shall enter into an orientation period of not less than one (1) day at the JCTA headquarters.  The orientation program shall provide for:


17.0101
Explanation and completion of the necessary forms;


17.0102
Receipt of KEASO materials including the agreement and membership form;


17.0103
In-depth discussion of area(s) of assignment;


17.0104
Tour through building;


17.0105
Introduction to at least one (1) person in each department with an explanation of functions, operations and services of that department.

17.02

Travel expenses incurred by the employee shall be the responsibility of JCTA.

Article 18
Materials and Facilities

18.01

JCTA shall provide its employees with such materials and facilities it deems necessary for the proper performances of assigned duties in order to implement the program of JCTA.

Article 19
Work Week and Work Day

19.01

The JCTA headquarters building shall normally be open from 8:00 a.m. to 5:00 p.m. (local time).  For purposes of wage and hour laws, the work week shall begin Tuesday and go through the following Monday.  Associate employees' normal work schedules will be arranged within this time period.

19.02

The normal work week for all associate employees will consist of thirty-seven and one-half (37 1/2) hours.

19.03

The normal work day for all associate employees will consist of seven and one-half (7 1/2) hours of work.

19.04

Associate Employees


19.0401
Associate employees will take no less than one-half (1/2) hour for lunch which will not be considered part of Section 19.02 and 19.03 of this article.


19.0402
Associate employees will be entitled to a rest period of fifteen (15) minutes each morning and each afternoon.  Rest periods shall not be taken within one (1) hour of the time an employee's work day begins or ends.  Employees may opt to take fifteen (15) minute rest periods with a half (1/2) hour lunch if taken within the middle of the work day.  Permission may be granted to combine the fifteen (15) minute rest periods with a one (1) hour lunch if extenuating circumstances arise.

19.05

Work week for professional employees


19.0501
Professional employees shall have the freedom to adjust their work schedule to compensate for excessive hours worked, but in no circumstance should they neglect their primary responsibilities to their job.

19.0502
Compensatory time may be taken for hours worked in excess of forty-five (45) hours in a week or for work in excess of nine (9) hours in a day.  Employees shall report time worked on FORM C monthly.


19.0503
Compensatory time must be taken within fifty (50) days after it is earned.


19.0504
The Professional employee must notify his/her supervisor when taking compensatory time in units of one day.


19.0505
Compensatory time may be accumulated with supervisory approval while on NEA shared staffing.

19.06

WORK HOURS FOR ASSOCIATE EMPLOYEES


19.0601
It is understood that from time to time, the demands of JCTA will require working beyond the scheduled work day.  All associate employees can be expected to be called upon to work beyond the normal work day.  If an unforeseen event occurs, the associate employee may refuse to work the additional hours without being adversely affected. However, if a pattern of avoidance is established, the associate employee will be subject to the provisions of Article 13.


19.0602
Associate employees may choose either flex time (as defined by 19.0604) or overtime pay for excessive hours worked (as determined by 19.0605).


19.0603
Associate employees shall request authorization before working excessive hours.  This authorization shall be requested from their immediate supervisor, the Executive Director, or designee.  When necessary, JCTA may approve excessive work hours retroactively.


19.0604
Flex Time.  When the demands of JCTA work require it, associate employees may work more than seven and one-half (7½) hours in one day and fewer hours in another day in the same week in order to make the total hours worked in that week equal thirty-seven and one-half (37½).


19.0605
Overtime compensation shall be paid at the rate of one and one-half (1½) times the Associate employee's regular hourly rate for all hours worked in excess of thirty seven and a half (37.5) hours per week.  On Sundays and holidays, the rate paid shall be two (2) times the regular hourly rate.  Overtime pay shall be included in the next paycheck after the overtime is worked and the overtime time sheet is submitted to the immediate supervisor provided it is received prior to preparation of payroll.


19.0606
In lieu of one and one-half (1½) times their regular rate of pay, Associate employees shall have the option of receiving compensatory time at the rate of one (1) hour for each hour worked between thirty seven and one-half (37½) and forty (40) hours in a work week.  The associate employee must inform his/her immediate supervisor of his/her selection before working the excessive hours.  All compensatory time must be taken under the terms of 19.0503.  The Associate employee must obtain approval from his/her supervisor when taking compensatory time in units of one day.

 Article 20
In-Service Education

20.01

Associate Employees


20.0101
If approved by the Executive Director, JCTA shall reimburse associate employees for tuition, book costs, and lab fees for courses of study taken by employees if the courses will be of benefit to JCTA or will improve the job skills of the employee.  Applications shall be submitted to the Executive Director or designee.


20.0102
Reimbursement shall be made upon the associate employee furnishing evidence of satisfactory completion of the course(s) taken with a "C" grade or better along with necessary receipts.


20.0103
No associate employee shall seek reimbursement for more than two (2) courses or six (6) semester hours per semester, or three (3) courses or nine semester hours per year.


20.0104
JCTA will fund in-service education for associate employees under the above conditions at a maximum amount of $1,600 per year.  Any unexpended portion shall carry forward and be available for this purpose in subsequent fiscal years.

20.02

Professional Employees


20.0201 
If approved by the Executive Director, JCTA shall pay tuition for courses of study taken by professional employees if the course will be of benefit to JCTA or will improve the job skills of the employee.


20.0202
Payment of tuition shall be made upon the professional employee furnishing evidence of the satisfactory completion of the course(s) taken with a “C” grade or better.


20.0203
No professional employee shall seek reimbursement for more than two (2) courses or six (6) semester hours per semester, or three (3) courses or nine (9) semester hours per year.


20.0204
JCTA will fund in-service education for professional employees under the above conditions at a maximum amount of $1,000 per year.  The unexpended portion of the $1,000 shall lapse at the end of the fiscal year and shall not be carried over in future fiscal periods.

Article 21
Professional Days

21.01

JCTA employees shall be given one (1) professional leave day per year for KEASO activities, the date to be negotiated by the Executive Director and KEASO President or designee.  Any professional or associate employee not in attendance at the KEASO activity shall work or use appropriate approved leave.

21.02

JCTA employees will be given one (1) professional day per year for staff development activities.  The date and content of the program shall be determined by the Kentucky Education Association Executive Director with the advice of Kentucky Education Association program goal managers and staff.  Attendance at other such professional days shall be optional for JCTA employees. Expenses for participation shall be the responsibility of JCTA.  KEASO shall be given time at these meetings to conduct union meetings.

21.03

A pool of ten (10) days per year plus any unused days accrued under Article 21.01 by KEASO members not in attendance shall be provided for paid release time for employees to attend necessary KEASO/NSO meetings at the determination of the KEASO President.  The total available days shall not exceed twenty-five (25) days per year.  Unused days may accumulate, but the total available usable days shall never exceed twenty-five (25) days per year.  The JCTA Executive Director shall receive written notification of any and all such leave at least ten (10) days prior to the scheduled leave.  The names of the specific individuals will be provided within five (5) days.  
21.04

JCTA shall provide paid time for employees to meet with association representatives during regular working hours, unless such meetings cause undue disruption or interrupt timely delivery of services by JCTA.

Article 22
Inclement Weather

22.01
Employees shall be paid for any day declared by the Executive Director or his/her designee to be an inclement weather day.  When such a day is declared, the Executive Director or his/her designee(s) shall notify the employees.

Article 23
Safety

23.01

JCTA shall provide and maintain a safe place of employment for its employees.

23.02

A Work Place Safety Committee shall be established, comprised of one (1) manager; two (2) JCTA Board members; and two (2) KEASO members, one (1) professional and one (1) associate.   The committee shall meet quarterly or as necessary.  The purpose of the committee shall be to review health and safety concerns in the work places and make recommendations to the Executive Director and the KEASO president for possible action.

23.03

The Work Place Safety Committee shall develop procedures for responding to events and situations that result in a significant risk to the health and/or safety of employees and members.  Any such procedures shall be presented to the JCTA Board for its consideration.
23.04
KEASO members shall not be required to perform tasks which endanger their personal health, safety or well-being.

Article 24
Salary Provisions

24.01
Salaries of employees shall be paid according to the provisions of the Professional Employee Salary Schedule and Associate Employee Salary Schedule found in the Appendices.

24.02 Pay Policies

24.0201
Employees shall be paid every other Friday.  All payroll checks will be direct deposited to the bank(s) of the employees' choice, provided that their bank is a member of the A.B.A. system.  The number of transactions will be limited only by the stipulations of the payroll processing company used by JCTA.

24.0202
The gross pay for each period shall be one twenty-sixth (1/26) of the employee's salary (as determined by the salary schedule) plus overtime earned and minus salary for time not worked which is not covered by compensable leave.

24.0203
In the event a pay period overlaps two fiscal years, the gross pay for each employee shall be calculated on a per day basis at the appropriate daily rate for the fiscal year in which the salary was earned.

24.03 PUBLICATION OF STAFF SALARIES


Salaries of individual employees shall not be released by JCTA without signed authorization of the employee involved, except to KEASO and to those individuals and organizations with a legal right to obtain that information,.

Article 25
Vacancies, Transfers and Promotions

25.01

Definitions


25.0101
Vacancy:




1. 
A bargaining unit position which has become vacant and that the JCTA Board of Directors has authorized to be filled, or 




2. 
A new bargaining unit position which has been created by the JCTA Board of Directors and has been authorized to be filled.


25.0102
Lateral Transfer:  When an employee moves from one JCTA position to another, without entitlement under this contract to a salary increase or decrease.


25.0103
Promotional Transfer:  When an employee moves from one JCTA position to another, with entitlement under this contract to salary increase.


25.0104
Voluntary Transfer:  When an employee moves from one JCTA position to another, at the employee's request or with the employee's consent.


25.0105
Involuntary Transfer:  When an employee is required by JCTA to move from one JCTA position to another.

25.02


Posting/Filling Vacancies


25.0201
JCTA shall notify all employees of a vacancy within five (5) days from the date the vacancy occurs.  All notification shall be by first class mail, inter-office mail, e-mail or personal service.


25.0202
The notification shall contain a description of the position to be filled, the qualifications required, the salary range, the approximate starting date and instructions for applying for the position.  JCTA reserves the right to change the description of the position and qualifications required for a position when a vacancy occurs in that position.  A decision to change the description of the position and qualifications required shall not be arbitrary or capricious.  In the event of a change to the job description the position must be re-posted internally prior to external posting.

25.0203
Notification to other persons or agencies may occur simultaneously to notice referenced in 25.0201, but consideration of those persons shall not occur until all employees requesting transfer have been given full consideration for the vacancy and been advised by JCTA as to the acceptance or rejection of the transfer.


25.0204
JCTA may fill a vacancy on a temporary basis until an applicant has been selected and hired.

25.03


Filling Vacancies


25.0301
An employee who wishes to request a transfer to a vacancy shall do so in writing within five (5) days of the date on which the notice of vacancy is posted as set forth in Section 25.0201.


25.0302
A qualified employee shall be given the position if the employee has the skills required to successfully perform the duties of the position. 


25.0303
In cases when there is more than one employee applicant who is qualified for the position, as provided in Section 25.0302, seniority will serve as the deciding factor.  No vacancy will be filled while a grievance is pending regarding that vacancy.


25.0304
JCTA may fill the vacancy on a temporary basis until an applicant has been selected and hired.


25.0305
Outside applicants will not be considered until all current employee requests have been considered.  Each employee making a request shall receive a written response which includes the reason(s) for non-selection.  The KEASO President shall receive a copy of the letter.


25.0306
Employees receiving promotional transfers shall be placed on the new salary schedule at the salary closest to, but not below, their current salary.


25.0307
Applicants shall not be denied a transfer for arbitrary or capricious reasons.


25.0308
JCTA shall make available two (2) days of released time for an employee who voluntarily transfers and shall pay the cost of one (1) trip for the employee for the purpose of seeking and securing a new residence.  Expenses will not be paid for more than three (3) days and two (2) nights.  KEA agrees to maintain its practice of assisting employees who voluntarily transfer with their moving expenses.

25.04


Involuntary transfers


25.0401
Involuntary transfers shall be made only after internal postings have been provided for all vacancies.  Further, involuntary transfers shall be made only for one or more of the following reasons:  economic reasons; to prevent serious disruption of the program and its delivery; or programmatic considerations resulting from the changing needs of the organization.  The standard(s) and rationale for the involuntary transfer shall be stated in writing to the affected employee at least ten (10) days prior to the date of the intended transfer if no relocation is required, and twenty (20) days notice if relocation is necessary.  A copy of such notice will be sent simultaneously to the president of KEASO.


25.0402
In the event that an involuntary transfer becomes necessary, the displaced employee who chooses not to accept the transfer shall have the right to be treated as an employee released under Article 15.  An employee who chooses not to accept an involuntary transfer after the process outlined in 15.0101 is exhausted shall be considered to have resigned.  Employees who resign under this provision shall be given first consideration among external candidates, as provided above in 25.0203, for two vacancies after their resignation. 


25.0403
When the JCTA Management determines that the involuntary transfer requires a change of residence, JCTA shall pay the moving, packing, and crating charges of household goods.  JCTA shall also make available six (6) days of released time for the bargaining unit employee and shall pay the cost of travel and other expenses for one (1) trip for the employee and the employee's spouse for the purpose of seeking and securing a new residence.  Expenses for the trip shall not exceed five (5) days and four (4) nights.  Total reimbursement for expenses incurred pursuant to this section shall be limited to $3,000.


25.04031
When an involuntary transfer is to a location further than forty (40) miles from the location of the employee’s current assignment, and the employee does not desire a change of residence, JCTA shall pay travel expenses of $200 per month for one year following the transfer.

     25.04032
For purposes of this Agreement, an employee who has been displaced as a result of a JCTA decision to close, merge or relocate offices shall be considered to be involuntarily transferred and subject to the provisions outlined in Article 25.0402 herein.  


25.04033
No associate employee shall be involuntarily transferred to a work site more than fifty-five (55) miles from his or her current work site.  


25.0404
Whether the job is awarded as a result of voluntary or involuntary transfer, JCTA shall provide needed training for employees as determined by management.

25.05


Promotions



JCTA encourages and will consider employees who apply for positions outside the bargaining unit.

25.06


Affirmative Action




The parties to this Agreement hereby recognize that JCTA, in its status as an affiliate of the National Education Association, is required to meet certain standards in various phases of its activities and programs, including the Unified Service Program and in the assignment, transfer, promotion, hiring and layoff of JCTA employees.  Likewise, it is recognized that JCTA as an organization has its own Affirmative Action Program.  Therefore, it is agreed that if an employee is a member of a minority group as designated in either of the Affirmative Action Programs, he/she shall be given preference in assignment, transfer, promotion, hiring or layoff if such action reduces the number of minority employees below the ratio of minority to total employees as set forth in the Affirmative Action Programs.

Article 26
Travel
26.01


Employees who travel at JCTA expense are entitled to the actual cost of meals, tolls, lodging and any other necessary expenses.  Receipts required for each such cost that exceeds twenty dollars ($20.00).

26.02


Employees who travel at JCTA expense are entitled to the actual cost of transportation when traveling by public conveyance.  Air travel at JCTA expense shall be at tourist or coach rates.  Reimbursement for travel by personal automobile to places outside the state shall be at the rate designated in 26.03 or at the amount that would be paid for air travel, whichever amount is lower.  Air travel reimbursement must be supported by a copy of the employee's airline ticket and prior approval by the immediate supervisor.

26.03


Employees who travel by personal automobile at JCTA expense and who normally travel 1,000 miles per year will be reimbursed at the prevailing IRS rate. 
26.04


Employees who travel by personal automobile at JCTA expense and who normally travel less than 1,000 miles per year will be reimbursed at the rate in 26.03 (above) but no less than  eight dollars ($ 8) per trip.

26.05


In the event an employee is involved in an automobile accident, while traveling on JCTA business, JCTA shall reimburse the employee up to a maximum of two hundred and fifty dollars ($250) for the employee's insurance deductible.




In order for the employee's claim to be considered, the following information must be submitted:




a.
Evidence substantiating that the trip was JCTA business;




b.
Police report describing the accident, where appropriate;




c.
Documentary evidence that an insurance claim was paid under the employee's collision coverage; and

d. Receipt for actual cost of automobile repair.

26.06

JCTA shall provide a credit card to professional staff who makes a written request to the Executive Director.  The professional staff employee may use the JCTA credit card for purchase of airline tickets (with prior approval), hotel, and meal expenses.  In all cases of credit card use, the employee shall provide actual receipts to the JCTA finance department for all expenses incurred on or before the twentieth (20th) day of the month.  Should an employee fail to submit such receipts on time on two occasions in any twelve-month period, JCTA shall no longer be obligated to provide a credit card to such employee.  Misuse of the JCTA credit card shall result in loss of the credit card and possible disciplinary action.

26.07


The reporting and payment of expenses shall be processed in the following manner:




a.
Expenses must be submitted within sixty (60) days of occurrence;




b.
Vouchers will be paid on the 15th and 30th of each month;




c.
Vouchers submitted by 30th are paid by the 15th;




d.
Vouchers submitted by 15th are paid by the 30th;




e.
If a portion of a voucher is in question, that portion may be held.  A final decision must be rendered by the supervisor within the next voucher pay period;




f.
In order for expenses to be reimbursed, the following information must be provided:  date, location, purpose, amount of mileage or five dollar ($5) trip;




g.
All expenses must meet IRS regulations for reporting;



h.
Actual expense vouchers of individual employees will not be provided by JCTA to anyone except to KEASO and to those organizations and individuals where required or permitted by law, where authorized by the employee and approved by JCTA and as otherwise determined by JCTA in the course of its operations.

 
26.08
Cellular Phones.  



JCTA shall provide cell phones to all employees and determine the details of the cell phone plan offered.
Article 27
Employee Protection

27.01

The JCTA shall hold an employee harmless from any personal financial liability (including fines, attorney fees, posting of bail or bond) arising out of any claim, suit or criminal prosecution or judgment against him/her because he/she is an employee of JCTA or because of any lawful act taken by him/her in the course of his/her employment.  Non-violent good faith actions taken by employees in strike or work action(s) of KEA and JCTA members shall be deemed “lawful acts” for the purpose of this section.  

27.02

In the event an employee is incarcerated because of employment by JCTA or because of any action taken in the course of duty and/or responsibilities as an employee, the JCTA shall move immediately to obtain release of the employee and to otherwise provide all necessary assistance to save the employee harmless from personal financial liability.

27.03

If any employee is incarcerated for the foregoing reasons, he/she shall be paid his/her normal salary plus an additional hourly rate for all hours in jail up to a maximum of sixteen (16) hours per day.  The hourly rate shall be computed as follows:  Bi-weekly salary divided by eighty (80).

27.04

In civil cases which occur as a result of JCTA employment, the JCTA will be responsible for any money judgment.  The JCTA shall have the right in such event to take over the control and defense of such a case and the employee involved agrees to cooperate fully with the JCTA in such defense.

27.05

Under no circumstances shall an employee’s contract be terminated or altered as a result of being found guilty by a court of law as a result of pursuing the objectives of the JCTA.

27.06

Nothing herein shall be construed to give JCTA control over the decision with respect to a plea in any criminal proceeding.

27.07

JCTA will reimburse employees who suffer property loss because of theft in the JCTA building, Kentucky Education Association field offices or while traveling on JCTA business, in the amount of replacement value if the following conditions are met:

27.0701
The loss is not covered by insurance;

27.0702
The item of personal property has a reasonable relationship to the JCTA business being conducted;

27.0703
The facts and circumstances of the loss are supported by reliable evidence other than the bare statement of the employee; and

27.0704
Negligence of the employee did not contribute in any way to the loss.  A claim or loss will be submitted to the Executive Director or designee.

Article 28
Monthly and Annual Accounting

28.01


JCTA professional employees shall provide by the 10th of each month an accurate accounting of vacation and leave days, as provided elsewhere in the agreement, that have been used during the previous month.

28.02


JCTA associate employees shall provide by the Friday previous to each pay period an accurate accounting of vacation and leave days, as provided elsewhere in the agreement, that have been used during the previous two-week period.  This accounting shall include a reporting of hours sufficient to meet federal wage and hour requirements.

28.03


JCTA shall provide each employee with a monthly accounting of accumulated sick leave and vacation time.

28.04


JCTA shall provide each employee with the annual account stating his/her current year credits, his/her total credit, and an annual account of retirement fund status.  Yearly account shall be given immediately to the employee upon JCTA's receipt of the data.

Article 29
Insurance  
29.01


JCTA shall provide, at no cost to the employee, full payments of insurance premiums subject to the conditions specified herein.  Should premium rate increases in any given year exceed fifteen (15%) the employee agrees to pay single $100, family $200 deductible to offset the increase in premiums.  JCTA shall reimburse employees for any deductibles paid by the employee in accordance with this article.  If the premium increases exceed twenty percent (20%) the employee agrees to modify the prescription drug co-pay.  If after all of the above adjustments have been made and premium increases still exceed 20% or the insurer refuses to underwrite the plan as described in the MOA or herein, then the joint insurance committee shall meet to make recommendations to their respective bodies.

29.0101
In the event JCTA elects to continue the services of a broker, the five percent (5%) broker fee shall not be charged against the rate increase limits specified above.

29.02


Health, PRESCRIPTION DRUG, DENTAL, AND VISION Insurance (Individual and Family).  JCTA reserves the right to change insurance carriers and coverages after August 31, 2000, pursuant to the procedures set forth in Section 29.12 of this Agreement, below, provided, however, that the carrier and coverages shall be the same as those in place for non-bargaining unit employees of JCTA.  It is further provided that the differential between coverages for those employees within a geographic service area of an insurer (i.e., in-network benefits) and those outside of a geographic service area of an insurer (i.e., out-of-network benefits) shall be no greater than the differential between these two types of benefits as of January 1, 2000.  JCTA shall exercise its rights under Article 29 reasonably and in good faith.

29.03


Life Insurance (Single).  Three (3) times employee's annual salary. The normal age reduction schedule will apply. 
29.04


Long Term Disability.  Benefits equal to or better than those in effect in 1996-97.

29.05


The value of benefits in Section 29.01 of this Article shall be considered a pool from which the employee may elect those items toward which the amount will be applied. However, no employee may elect to forego coverage under an insurance policy if it would result in reduction or denial of benefits to other employees or increase in premiums.  

29.0501
Current employees hired prior to September 30, 1995, may elect to continue receiving any unused amount of their share in cash by September 30 of the next fiscal year.  Once that election is made, this will continue as long as the employee is employed by JCTA.  Only those employees who have chosen to receive the cash option within the pool will continue to receive this cash benefit.  This cash option will cease to exist for future employees and any current employees who have not chosen this option.  The cash option will be limited to the premium amount per policy level in place as of December 31, 1991.

29.06


WELLNESS:  JCTA shall reimburse employees for actual expenses up to two hundred and fifty dollars ($250) for physical examination(s), gym memberships or any other health or wellness related expenses during the life of this Agreement.




JCTA shall establish and administer an employee assistance program.  The program shall be conducted by a qualified professional contractor(s) retained by JCTA.  The parties agree that no more than fifty dollars ($50) per employee shall be expended under this program.

29.07


JCTA employees will be able to purchase additional insurance through payroll deduction from the carrier(s) selected pursuant to Section 29.01 of this agreement.

29.08


JCTA shall provide the current $200,000 AD&D insurance policy, or another policy with the same coverages and benefits, for employees who travel for JCTA.

29.09


JCTA will provide the following coverage for all employees:


29.0901
False arrest, detention or imprisonment, or malicious prosecution;


29.0902
Libel and slander;


29.0903
Wrongful entry or eviction or other invasion of the right of private occupancy.




This coverage is provided while employees are acting in the course of their employment with JCTA and will be subject to the provisions of an insurance policy which provides at least the same coverage as provided in 1996-97. 

29.10


To be eligible for participation in the insurance coverages set forth in Sections 29.01 through 29.09, an employee must meet the following requirements:



a.
He/she must be a full-time employee of JCTA.

b. He/she must be on the "active payroll" of JCTA. For purposes of this Article 29, an employee is on the "active payroll" when he/she is actually performing work for JCTA, is on an approved vacation pursuant to Article 31, an approved paid leave of absence pursuant to Article 32 or a Family and Medical Leave pursuant to Section 32.06, and through the end of the calendar month in which a layoff or an unpaid leave of absence began, except as provided in Section 15.04.  At all other times during an employee's employment by the JCTA said insurance benefits shall be available only if said employee pays the entire premium each month for his or her coverage. 

29.11


No claim or dispute relating to the subject of medical insurance or based upon the Program of Group Insurance, other than a claim that the Company has not provided coverage to an employee as provided in this Article 29, shall be subject to the Grievance Procedure set forth in Article 5 of this Agreement.

29.12


JCTA and KEASO shall form a committee consisting of two representatives of each organization.  The committee shall review and discuss the subject of health, prescription drug, dental, and vision insurance.  Members of this committee shall be designated by JCTA and KEASO by May 1 of each year.  The committee shall have access to JCTA's insurance broker and may gather such other information as is reasonable and prudent.  The committee shall perform its functions reasonably and in good faith.  Prior to August 1 of each year, the committee shall recommend to JCTA a plan of health, prescription drug, dental, and vision insurance, which may include continuation of current coverage or changes in carriers and coverage.  If the monthly premiums for single and family coverages in the plan of such insurance recommended by the committee, considered separately, are each less than twenty percent (20%), JCTA will adopt the recommendation.  If the committee does not recommend a plan that has an increase in premiums of twenty percent (20%) or less, for both single and family coverage, JCTA may change to such carriers and/or coverages as it may choose, as provided in Section 29.02.

29.13


The MOA dated April 14, 2005 shall remain in full force and effect for the duration of this Agreement provided the percentage limits outlined in Section 29.01are not exceeded and/or the Plan provider does not revise the benefit levels provided therein.  In the event either of the above actions occurs, the MOA shall expire immediately and the committee requirement referenced in Section 29.01 shall be triggered.
Article 30
Holidays

30.01


JCTA employees are entitled to the following holidays with pay:






Martin Luther King, Jr. Birthday (Federal designated date);





Memorial Day (Last Monday in May); 




Independence Day (July 4) plus the work day prior to and immediately following; 




Labor Day (First Monday in September);





Thanksgiving Day (Fourth Thursday in November) and the following day;




Winter Break (three days before Christmas and continue through New Year's Day);




Presidential Election Day – Associate Employees Only.

30.02

Should JCTA determine that the offices must remain open on a holiday, the associate employee who is required to work will be paid double time.

30.03

If a holiday falls on a Sunday, headquarters and field offices shall be closed for business on the Monday following.  If a holiday falls on a Saturday, headquarters and field offices will be closed on the preceding Friday.  

30.04

The Executive Director shall have the authority to designate special holidays and observances.

Article 31
Vacations

31.01

Employees


31.0101
Employees shall arrange vacation leave by mutual agreement with the Executive Director or designee at least five (5) days prior to a requested leave of five (5) days or more.


31.0102
If a holiday falls during an employee's vacation, the employee shall be allowed an extra day of vacation time.


31.0103
Annual vacation time with pay shall accrue at the rate of one and one-half (1 1/2) days per month.  After continuous employment of three (3) years, vacation with pay shall accrue at the rate of one and two-thrids(1 2/3) days per month; two ( 2) days per month after five (5) years; and two and one-third (2 1/3) days per month after 7 years; and two and two-thrids (2 2/3) days per month after a continuous employment of ten (10) years.  An employee shall accrue vacation time with pay only during calendar months in which he or she receives pay from JCTA for twelve (12) or more workdays.


31.0104
The number of accrued vacation days carried forward shall not exceed thirty-five (35) days.  Up to five (5) vacation days which exceed the number that can be carried forward into the next fiscal year shall be added to the employee's accumulated sick leave.


31.0105
Employees shall use two (2) accrued vacation days during the NEA Convention each year, unless assigned to work by the Executive Director.  New employees who have not accrued the days will be advanced from their annual allotment the number of days needed.


31.0106
Employees shall not be entitled to take vacations during the first three (3) months of their employment, except for the NEA Convention dates.

Article 32
Leaves of Absence

32.01


PAID Sick Leave.  Employees are entitled to use paid sick leave for illness or disability either personal or within the immediate family.  Employees shall earn one and one-half (1 1/2) sick leave days per month. An employee shall accrue paid sick leave time only for calendar months in which he or she receives pay from JCTA for twelve (12) or more workdays.  Unused paid sick leave shall accumulate without limitation.  "Immediate Family" shall  include the following:  spouse, parent or step-parent, parent or step-parent of spouse, child or step child, grandchild, brother or step-brother, sister or step-sister, grandparent or grandparent of spouse.  Sick leave may be used for illness of other relatives or close friends upon approval of the Executive Director or designee.  Sick leave may be taken in increments of not less than one hour (rounded up to the nearest whole hour of absence).  Employees shall, to the extent possible, schedule medical and dental appointments during non-working time or as to minimize disruption to JCTA services.

32.02


Work-Related Injury PAY.  An employee who has sustained a work-related injury requiring absence from his/her employment position with JCTA shall make application to the Executive Director or his designee and shall receive payment of salary during the period of absence.  Compensation will not be interrupted during the time the application is being considered.  Workers' compensation benefits received in lieu of salary will be deducted from work related injury pay.  Days of absence for which salary is received under this section will not be charged against or deducted from the employee's accrued leave or vacation.  The employee will not be eligible for sick leave pay during the time covered by work related injury pay.  An employee receiving benefits under this provision shall, if eligible, apply for and receive benefits under the long-term disability insurance policy.  Work related injury pay will stop for such eligible employees after the elimination period for the benefits under long-term disability insurance coverage has been met as provided in the policy.

32.03


PAID Personal Leave.  All employees are entitled to five (5) days of leave with pay per year.  Any unused days shall be converted to sick leave days and be accumulated as such at the end of each fiscal year or on the last working day of any employee who retires.  Leave with pay may be extended for bereavement with the approval of the Executive Director or designee.  


32.0301
Upon employment, new employees shall be granted two (2) days of available leave under this provision.  Upon successful completion of the probationary period, the employee shall be granted three (3) more days, but no more than five (5) total days shall be granted during any one year.  All continuing employees are entitled to five (5) days of leave to be granted on September 1 of the work year.  Any unused days shall be converted to sick leave days and be accumulated as such at the end of each fiscal year or on the last working day of any employee who retires.  Leave with pay may be extended to bereavement with the approval of the Executive Director.

32.04


Professional Leave. Professional Leave may be approved upon application to the Executive Director or designee for a period of one-half (1/2) year with full salary or one (1) year at one-half (1/2) salary if the employee has been employed by JCTA at least three (3) years.  Such leaves are for the purpose of self-improvement and benefit to the Association with the full commitment that the employee will return to JCTA for a period of at least one (1) year of service.  If a request for professional leave is denied, the applicant shall receive in writing from the Executive Director or designee reasons for such denial.  




Should there be more leave applications than JCTA can reasonably afford to provide, seniority will determine acceptance.

32.05


Jury/Subpoena Leave. When an employee is summoned for jury duty or is subpoenaed, he or she shall be granted time off sufficient to discharge those duties, with pay for a period of not more than thirty (30) days in any a twelve-month period.  Such time will not be charged to any leave category.

32.06


FAMILY AND MEDICAL LEAVE.  JCTA shall establish a Family and Medical Leave policy for implementation of the Family and Medical Leave Act and may establish, amend, and enforce this policy and the procedures for the administration of this policy.

32.07


Extended Medical Leave.  An employee who is unable to work for medical reasons, is not eligible for a Family and Medical Leave, and is expected to be able to return to work shall be eligible for an Extended Medical Leave.  The employee shall notify the Executive Director of such impending circumstances as soon as practical, and shall provide a physician's statement of the necessity for leave to the Executive Director.  Upon satisfying these requirements, the employee shall be granted an extended medical leave of absence without pay for a period of the medical necessity up to three (3) years.

32.08


Leave Without Pay.  Leave of absence without pay may be granted to an employee for a specific period of time.  Application for leave of absence shall be submitted to the Executive Director or designee and shall state the reason for and the anticipated length of the leave.  Leaves of absence without pay for more than one (1) year must be recommended by the Executive Director and approved by the Board.

32.09


Return from Leave.  JCTA shall guarantee return to the exact position held by the employee prior to the commencement of the leave if the leave is for one (1) year or less.  If the leave is more than one (1) year but less than three (3) years, the employee shall return to employment within the job classification held before the leave, if such a position is available.
32.10


In the event of reorganization, an employee on any form of approved leave shall be treated in the same fashion as other employees subject to the provisions of 32.09.

Article 33
Retirement

33.01

JCTA employees shall be provided retirement benefits throughfunds selected by the individual employees.
33.02

JCTA shall pay the total contribution for each employee  at the maximum rate allowed by the law.

33.03
JCTA shall provide up to $4,250 each year to each employee with at least ten (10) years JCTA employment and up to $2,125 each year to each employee with at least five (5) years JCTA employment who retires during the term of this agreement to apply toward premiums for any and all single insurance coverages offered to active JCTA employees (e.g., health, prescription drug, vision, and dental insurance).  The amount calculated above may be used to purchase benefits from the JCTA provider.  Alternatively, JCTA may provide the equivalent amount to another health plan provider, as permissible by law, to supplement the premium costs of a plan for which the employee qualifies for previously earned benefits.  This option may be used for any or all of the listed benefits to the retiree, provided there is no additional cost to JCTA.  The retiree may make an election once each year by August 31 for the following plan year which of the single insurance coverages he/she chooses the contribution to be applied towards.   At the time any retired employee becomes eligible for Medicare during the term of this agreement, the defined contribution will be applied toward a health insurance policy supplement for him/her.  When this retirement contribution is increased in successor agreements, employees who retire during this contract will receive the increased contribution to apply toward their benefits.  Employees who retired before September 1, 2006, and who were eligible for up to $4,000 during 2005-2006, will be eligible for up to $4,250 under this provision.  If insurers permit, retirees may purchase family coverage for any of the insurance coverage(s) provided active employees. 


Article 34   Emergency Sick Leave 
34.01


KEASO members shall donate no more than one day from their personal accumulated sick leave in order to be eligible for benefits from the Emergency Sick Leave Bank.







JCTA shall contribute 250 days to establish the Bank.

34.0101
Employees may not donate days in excess of those required in 34.01 or in 34.04 of this article.


34.0102
The President of KEASO shall submit to the Executive Director a written and signed authorization from each employee who donates accumulated sick leave days to the Sick Leave Bank.

34.02


Authorization for the use of the days in the Emergency Sick Leave Bank shall be made in writing by the President of KEASO to the Executive Director.


34.0201
No Emergency Sick Leave Bank days will be authorized except for illness, injury, or hospitalization of the member employee.


34.0202
No Emergency Sick Leave Bank days will be authorized until the employee authorized to use them has exhausted all his/her accumulated sick leave days.


34.0203
Emergency Sick Leave Bank days will not be authorized for any employee eligible to receive benefits from the Long Term Disability insurance provided in Article 29.

34.03


The Executive Director will notify KEASO, through its president, of the number of days in the bank by September 1 of each year.

34.04


In the event the number of days in the Emergency Sick Leave Bank falls below one hundred (100), KEASO may assess Emergency Sick Leave Bank contributors additional days. 
Article 35
Complaint Procedure

35.01


Member(s) of JCTA may initiate a complaint against a JCTA employee(s) within thirty (30) days of knowledge of the occurrence according to the following provisions:


35.0101
The immediate supervisor upon hearing or receiving a complaint shall urge the complainant to privately discuss the problem directly with the employee.  It is hoped that the discussion will result in a mutual understanding and resolution;


35.0102
In the event that there is no resolution of the issue, the member must notify management of the concern in writing to forward the complaint.  The complaint must be issued within ten (10) days of the date the employee's immediate supervisor is notified or within ten (10) days of the meeting;


35.0103
The employee's immediate supervisor, the employee, and the member shall meet as arranged by the supervisor either within fifteen (15) days or as mutually agreed by the parties.  The purpose of the meeting is twofold: (1) to seek a resolution between the member and employee affected and (2) to hear the full and complete complaint that may be investigated and weighed against the employee;


35.0104
The member(s) must clearly articulate the nature of the full complaint and answer questions to clarify and validate the complaint;


35.0105
The member(s) and employee(s) should be treated with courtesy, and neither should be subject to insult or verbal or physical abuse within the meeting or following;


35.0106
The employee(s) must be given the opportunity to respond in full to the complaint.  No employee shall be reprimanded in writing or formally disciplined until afforded the right to a conference with the person planning to issue the written reprimand or disciplinary action.  Such conference must be within either fifteen (15) days of the date that the complaint is heard or as mutually agreed by the parties;


35.0107
The supervisor may continue the investigation but must render a decision in writing to all parties within fifteen (15) days of the conference with the employee;  (As referenced within 35.0106)


35.0108
The affected employee(s) shall have the right to request a review of the supervisor's findings and discipline administered.  The review shall be conducted by the Executive Director either within fifteen (15) days of receipt of the disciplinary notice by the employee or as mutually agreed by the parties;


35.0109
The member shall be issued a written response which shall be limited to the finding, the level of discipline, if any, administered under the Progressive Discipline provisions of the agreement, but shall not provide more specific detail of the disciplinary action that may result.

35.02


If the complaint is found to be justified, the employee may be subject to the Just Cause and Progressive Discipline procedure set forth within this agreement.

35.03


Any employees so affected shall be afforded the right of representation at all steps.

35.04


If the complainant(s) elects, he/she/they shall be accorded the right to be accompanied by a JCTA officer.

Article 36
Printing

36.01


Copies of this agreement shall be printed at the expense of JCTA and distributed to all employees and persons hereafter employed.  KEASO shall be provided a data disk containing the entire agreement and will be responsible for printing any additional copies as desired at its own cost.

Article 37
Subcontracting

37.01


JCTA shall not contract or sub-contract any other individual or organization for services that would cause a layoff of any member of the unit.

Article 38
Management Rights
38.01


This article is set forth to determine management rights not defined or set forth in other provisions of this agreement.  Except as otherwise expressly provided in this agreement, JCTA reserves the right to manage its operations in an efficient and effective manner.

38.02


Management's rights, authority, and responsibilities shall include, but not be limited to, the right, authority and responsibility to:


38.0201
Implement the contract;


38.0202
Implement the policies as directed by the JCTA Board;


38.0203
Define the workload;


38.0204
Balance the workload;


38.0205
Adjust job description;


38.0206
Determine the priority of work;


38.0207
Determine who performs the work;


38.0208
Assign supervisors and whom they will supervise; however, all supervisors of JCTA employees shall be full-time employees of JCTA or their affiliates;


38.0209
Determine who performs evaluations and whom they will evaluate;


38.0210
Determine who will approve vouchers and approval of vouchers;


38.0211
Close, consolidate and/or eliminate offices.

38.03


When management determines that an employee's normal duties need to be set aside due to work of a higher priority, prompt notice shall be given for the day(s) an employee will be affected.

38.04


Management, at its discretion, may determine that an area of work exists and may best be performed by an assigned team of JCTA employees.  The team, once assigned, has the responsibility to determine its parameters and to perform the work in accord with management rights.  This paragraph shall not result in a forced relocation, a permanent change in assignment or the involuntary transfer of any employee.

Article 39
Workload
39.01


Due to the number of locals, demographics and caseloads, it is understood that it may sometimes be impossible for a single employee to perform all requested services for all locals within a particular UniServ unit or a Program Area.  Employees will exercise sound judgment in maintaining a personal work schedule.

39.02


JCTA agrees to make every reasonable effort to create equitable and realistic work assignments by:




a.
Reducing the number of locals served by an Area Director when the number of members increases to a level that another UniServ Unit is formed and is funded;




b. 
Deploying staff and other Association resources to assist overload as needed.

39.03


Factors to be considered in determining equitable and realistic work assignments shall include:




a.
Number of locals;




b.
Number of master contracts;




c.
Number of certified members;




d.
Responsibilities within program area;

e. Responsibilities outside program area.

39.04


Self-directed work team recommendations may be prepared and presented from time to time as requested by JCTA and shall be presented to the JCTA Board for its consideration.

Article 40 
Evaluation

40.01


All previous evaluations shall remain on file and may only be removed by mutual consent of the employee and the Executive Director.

Article 41
Duration

41.01


This Agreement shall remain in full force and effect for the period from September 1, 2009 – August 31, 2010 and will terminate on August 31, 2010.  If at the time of said termination date, neither a successor Agreement has been ratified by the Board and KEASO (or their successors), nor has notice by either party of intent to terminate this agreement been provided within sixty (60) days of termination by either party, all terms and conditions contained herein will remain in full force and effect, from year to year until a successor Agreement has been ratified.
41.02


This Agreement shall only be opened to discuss any changes made in the contract between KEA and their employees that may affect the salary or working conditions of JCTA and KEASO.
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Appendix A
Professional Employee Salary Schedule

                         Step
             
             
                                                                2009-2010

1

 52,648
 



2

 56,534
 



3

60,419




4

 64,305
 





5

 68,191



 


6

 72,076



 


7

 75,962


 


8

 79,848
 



9

 83,734


 


10

 87,619


 


 11

 90,437




12                                                 92,491

13                                                 95,818
Steps on the salary schedule are not equivalent to years of experience with JCTA.

Each Professional employee shall, at the time of his/her employment be placed on the Professional salary schedule.  Initial placement for employees with no experience shall be at Step 1.  The highest initial placement possible shall be Step 5.  New employees with comparable work experience shall be placed on a step no higher than current employees with an equal number of years' experience.  The KEASO president will be notified of such initial placement of new employees.  Upon receipt of written request from KEASO, JCTA will furnish information on comparable work experience that was used to support placement of the new employee.



2007-02008 
2008-02009 
Associate Employee Salary Schedule

                         Step

  


       2009-2010




1
              24,544



 


2
              26,794



 


3
              29,044


 


4
              31,293



 



5
              33,543



 


6
              35,793


 


7
              38,043



 


8
              40,292
 



9
              42,542
 



10
              44,690




11
              47,032




12

47,952

13

49,348
Steps on the salary schedule are not equivalent to years of experience with JCTA.

Each Professional employee shall, at the time of his/her employment be placed on the Professional salary schedule.  Initial placement for employees with no experience shall be at Step 1.  The highest initial placement possible shall be Step 5.  New employees with comparable work experience shall be placed on a step no higher than current employees with an equal number of years' experience.   The KEASO president will be notified of initial placement.



2007-02008 
2008-02009 
KEASO SALARY SCHEDULE ADDENDUM

Thursday, June 15, 2006

9 p.m.

Without modifying current accounting practices the following conditions shall apply to KEASO wages for the 2007-2008 and 2008-2009 contract years.

1. KEASO employees shall be eligible for a salary bonus subject to the following:

A. In the event the cash reserves of JCTA exceed $3,294,709 following completion of the annual audit, KEASO employees shall receive a cash bonus.

B. For every 58.00 to a maximum of $58,000 the audited cash reserves exceed the amount specified in section A above, each employee shall receive a bonus between $1.00 and $1,000.

C. The second $58,000 increase shall be utilized by JCTA at their discretion. 

D. The third $58,000 increase shall be shared equally by the parties, ½ for bonuses and ½ to be used at JCTA’s discretion.  The additional bonuses shall be between $1.00 and $500.

E. Bonuses shall be distributed on December 1 of the Contract year.

F. In the event there is an increase in the final cash reserve total after payment of bonuses in 2007, the dollar increase shall become the new cash reserve base for determining whether or not a 2008 bonus is to be paid.
Appendix B
JCTA Grievance Form

Please Print:

Send copy to:
JCTA

1941 Bishop Lane – Suite 300

Louisville, KY 40218
Name of Grievant




Position





Home Address





Office Address

This is or is not a "Class Grievance":    





Class of employee affected:  





Statement of specific facts including names, times, dates, places and circumstances relevant to grievances:

Article(s) and/or Section(s) of JCTA/KEASO Agreement violated; condition or event of employment adversely affected:

Relief sought:

Date presented to Executive Director:




Witnessed by:




Signature of Grievant:






Appendix C

Monthly Accounting of Compensatory Time for Professional Employees

19.0502
Compensatory time may be taken for hours worked in excess of forty-five (45) hours in a week or for work in excess of nine (9) hours in a day.  Employees shall report time worked on FORM C monthly.

19.0503
Compensatory time must be taken within fifty (50) days after it is earned.

Month of _____________________ , 20 ____

Employee _________________________________________________

Date
Time Earned 
Time Used
Monthly Balance

	  1

	  2

	  3

	  4

	  5

	  6

	  7

	  8

	  9

	10

	11

	12

	13

	14


Date
Time Earned 
Time Used
Monthly Balance

	15

	16

	17

	18

	19

	20

	21

	22

	23

	24

	25

	26

	27

	28

	29

	30

	31


Appendix D

REQUEST FOR FLEX TIME

Date and time extended hours requested








Reason for requested extended hours









Proposed date(s) and times to use accrued flexible time






Employee’s Signature





Executive Director or Designee

Date







Date



REQUEST FOR OVERTIME

Date and length of overtime requested









Purpose of requested overtime










Employee’s Signature





Executive Director or Designee

Date







Date

Appendix E

LEAVE REQUEST / NOTIFICATION
State date(s) and hours (if less than full day)

Vacation













Requires approval of Executive Director or Designee as per Article 31.

Sick














Less than full day requires approval of immediate supervisor.

Personal













Approval not required except when extended for bereavement.

Jury/Subpoena












Approval not required.

Employee’s Signature





Executive Director or Designee

Date







Date









Notification only
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