COUNTY OF LEHIGH, PENNSYLVANIA
COMMISSIONERS BILL 2012-08
SPONSORED BY COMMISSIONER DOUGHERTY
REQUESTED DATE: MARCH 20, 2012
ORDINANCE NO. 2012-

APPROVING THE MEMORANDUM OF UNDERSTANDING BETWEEN THE
COUNTY OF LEHIGH AND PSSU LOCAL 668 SEIU

WHEREAS, the County of Lehigh has an organized supervisory employee unit,
known as a meet and discuss unit, in the Department of Human Services, which is
represented by PSSU Local 668 SEIU (hereinafter “PSSU™); and

WHEREAS, the PSSU unit has been working under a Memorandum of
Understanding (MOU) which expired December 31, 2011; and

WHEREAS, the County of Lehigh and PSSU have agreed upon a new MOU for
the period of January 1, 2012 - December 31, 2014, the terms of which are identified in
Exhibit “A”, attached hereto; and

WHEREAS, said MOU addresses, among other things, wage levels of County

employees who are members of PSSU; and

WHEREAS, Section 310(a)(11) of the Home Rule Charter of Lehigh County
provides, in pertinent part, that the setting of wage levels of employees shall be
accomplished through the ordinance process.

NOW, THEREFORE, IT IS HEREBY ENACTED AND ORDAINED BY

THE BOARD OF COMMISSIONERS OF THE COUNTY OF LEHIGH,

PENNSYLVANIA, THAT:




1. The above purpose clauses are hereby incorporated as part of this Ordinance
by reference.

2. The wage components of the MOU between County of Lehigh and PSSU for
the period January 1, 2012 - December 31, 2014, are hereby approved.

3. The proper officers and other personnel of Lehigh County are hereby
authorized and empowered to take all such further action, including any necessary
transfers of funds, and execute additional documents as they may deem appropriate to
carry out the purpose of this Ordinance.

4, The County Executive shall distribute copies of this Ordinance to the proper
offices and other personnel of Lehigh County whose further action is required to achieve
the purpose of this Ordinance.

5. Any Ordinance or part of any Ordinance conflicting with the provisions of this
Ordinance is hereby repealed insofar as the same affects this Ordinance.

6. This Ordinance shall become effective in ten (10) days after enactment.




ADOPTED this day of , 2012 by the

following vote:

Commissioners AYE NAY

Thomas C. Creighton, I11
Percy H. Dougherty
David S. Jones, Sr.
Daniel K. McCarthy

Vic Mazziotti

Brad Osborne

Scott Ott

Lisa Scheller

Michael P. Schware

ATTEST:
Clerk to the Board of Commissioners

APPROVED this day of ,2012.

Donald T. Cunningham, Jr.
County Executive

ENACTED this day of , 2012,




MEMORANDUM OF UNDERSTANDING
By and Between
PSSU Local 668 SEIU
And

The County of Lehigh County

Effective January 1, 2012 — December 31, 2014
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ARTICLE 1
MEMORANDUM OF UNDERSTANDING

1.1 This Memorandum of Understanding (“MOU” or “Memorandum”) is made by and between
Pennsylvania Social Services Union (PSSU), Local 668 of the Service Employees International
Union (SEIU) (hetein teferred to as “Union”) and the County of Lehigh (hereinafter referred to as
“Employer”).

1.2 As a result of this dialogue the County agtees to establish and follow the policies and procedures
contained in this Memotandum of Understanding (hereinafter “Memorandum”), for this group of
first level supervisors. Any changes to these policies and procedutes shall be subject to Meet and
Discuss.

1.3 In ateas of employment not specifically addressed in this Memorandum, the County agtrees to
follow existing policies and procedutes applied uniformly to non-unionized County employees as
established by the County’s Personnel Code, State Civil Service Rules, or other appropriate
authotities. The County agtees to meet with the Union to discuss the applicability or
nonapplicability of any changes or additions to policies and procedures for the group.

ARTICLEII
RECOGNITION AND JURISDICTION

2.1 The Union is heteby recognized by the Employer as the exclusive representative for meeting
and discussing putsuant to the provisions of Section 603 of the Public Employee Relations Act for
the following unit as certified by the Pennsylvania Labor Relations Board in Case No. PERA-R-07-
58-E: County Casewotk Supetvisors, Program Analyst I, Clerical Supetvisor I and Data Analyst I in
the Offices of Children & Youth Services, Mental Health / Intellectual Disabilities, Health Choices
and Area Office of Aging; and excluding management level employees, employees above the first
level of supervisions, confidential employees and guards as defined by the Act.

2.2 The term “employee” when used in this Memorandum refers only to those employees included
within the certification referenced above.

ARTICLE III
UNION SECURITY

3.1 Each employee, who on the effective date of this Memorandum is a member of the Union, and
each employee who becomes a member after the date shall maintain his /het membership in the
Union, provided that such employee may resign from the Union during a period of fifteen (15) days
ptior to the expiration of this Memorandum. The payment of dues and assessments uniformly
tequited of the membetship shall be the only requisite employment condition.

3.2 The Employer agrees to deduct the bi-weekly membership dues from the pay of those
employees who individually tequest in writing that such deductions be made. The amounts to be
deducted shall be certified to the Employer by the Union, and the aggregate deductions of all
employees shall be remitted together with an itemized statement to the Union by the last day of the
succeeding month, after such deductions are made. Except as otherwise provided in Section 3.1 of
this Article, the authotization shall be itrevocable during the term of the Memorandum.

3.3 The Employer agtrees to deduct a fair share fee from all compensation paid to all employees in
the unit who are not members of the Union consistent with the provisions of the Public Employee
Fair Shate Fee law.



Authorization from non-members to deduct fair share fees from payroll shall not be required.
The amount of the fee to be deducted and the schedule for deducting that amount shall be certified
to the Employetr by the Union. The aggregate deductions of all non-members shall be remitted,
together with an itemized statement, to the Union at the same time that the Employer transmits
dues from the employees who ate members of the Union.

An employee with a bona fide teligious objection to supporting the Union will have the option
to donate the equivalent of the "fair share fee" to a charitable organization designated by the parties.
The payment of the "fair share fee" shall be deducted from the pay of the affected employees and
remitted to the Union in accordance with the methods set forth in Section 3.2.

The Union may demand the discharge of any employee who, on any tender date specified, fails
to comply with the provisions of this Section, by serving written notice thereof on the Employet no
later than ten (10) calendar days after such tender date, if, prior to such tender date, the Union has
notified the employee of the exact amount of the financial obligation due to the Union. As soon as
the Employer vetifies that the employee specified in such written notice failed to comply and that
the discharge of the employee would not otherwise be unlawful, the Employer shall discharge the
employee.

The provisions of this Section shall not abrogate any rights provided to the employee ot the
Employet under the Public Employee Fair Share law.

3.4 The County agrees to deduct conttibutions to the Local 668 Committee on Political Education
(C.O.P.E). These deductions shall be made from the pay of those employees who individually
request in writing that such deductions be made. The amounts to be deducted shall be certified to
the employer by the union, and remitted together with an itemized statement, including a list of
employees for whom deductions are made, to the Local 668 C.O.P.E. This check off authorization
shall be effective until revoked in wtiting.

3.5 The Union shall indemnify and hold the Employer harmless against any and all claims, suits,
orders of judgments brought or issued against the Employer as a result of any action taken ot not
taken by the Employer under the provisions of this Article.

ARTICLE IV
HOURS OF WORK

4.1A The normal workweek shall consist of five (5) consecutive workdays, Monday through Friday,
and shall total forty (40) hours; except for the Crisis Intervention Unit which is a seven-day
operation.

4.1B The workweek in Crisis Intervention shall consist of any five (5) days within a consecutive
seven (7) calendar day period. Weekend work shall be defined as 12:00 a.m. Saturday to 8:00 a.m.

Monday.

4.1C A supervisor in Crisis Intervention will be eligible for a §.75/hours shift differential. The shift
differential begins at noon.

4.2 The wortkday shall consist of the twenty-four (24) hour period between 12 midnight and 12
midnight the following day except where consecutive houts are wotked; then the total hour shall be
construed as one (1) workday.

4.3 The work shift shall consist of the mandated eight (8) houts within a work day.



4.4 The Employer and the Union agree with the concept of flexible hours. The Employer and the
Union agree to meet and discuss the possible implementation of this concept during the term on
this Memorandum. The Employer retains the tight to approve tequests for flexible work hours on a
case-by-case basis. This “flexible hours” concept is separate from and an alternative to the Alternate

Work Schedule (AWS).
4.5A Supervisoty duties for the second shift (OCYS) will be handled by the oncall supervisor.

4.5B Should Employer look to reinstitute a Second Shift Supervisory position, it would revert back
to the terms of the original Memorandum of Understanding (11/26/08-12/31/11).

4.6 The Supetvisor’s Union is eligible for participation in an Alternate Work Schedule, refer to
Appendix A.

ARTICLEV
MEAL AND REST PERIODS

5.1 Consistent with efficient operations and considerations of the workload, employees will be
granted a one-hour paid lunch petiod in accordance with existing practice.

5.2 The regular weekday houts for unit employees will be from 8am-4pm, 8:30am-4:30pm and 9am-
5pm.

ARTICLE VI
HOLIDAYS

6.1 The following days shall be recognized as holidays:

New Year's Day Labor Day

Martin Luther King, Jr. Day Veteran's Day

President's Day Thanksgiving Day

Good Friday Friday after Thanksgiving
Memotial Day Churistmas Day
Independence Day

Monday shall be recognized as a holiday for all holidays enumerated above occutring on a
Sunday. Friday shall be recognized as a holiday for all holidays occurting on a Saturday. '

6.2 A salaried employee shall be paid for any of the named holidays listed in Section 6.1 of this
Article if he/she has had forty-five (45) calendar days of continuous employment with the County
and is on compensable status on the day immediately prior to and the day immediately after the

holiday.

In the seven (7) day a week Ctisis Intervention unit, holiday pay shall be granted for working
the actual day of the holiday not the day off as recognized by the Employer.

6.3 If an employee wotks on any of the aforementioned holidays, he/she shall receive payment at
the rate of time and one-half his/het regular rate of pay mn addition to the holiday.

6.4 Whenever the President, Governot, or County Commissioners declare a special holiday or part
holiday, for all County employees, employees covered by this Memorandum of Understanding shall

be entitled to observe such holiday.



6.5 All employees shall be entitled to thtee (3) paid personal leave days per year. Employees shall be
permitted to take personal leave days as they may need subject to the responsibility of the Employer
to maintain efficient opetations. Petsonal leave days may be carried over calendar years with
unlimited accrual.

ARTICLE VII
SENIORITY

7.1A For the purpose of this Memorandum, the tetm seniority means a preferred position for
specific purposes which one employee within the Unit may have over another employee within the
Unit because of a gteater length of continuous service within the Unit.

7.1B Unit seniotity will be based on the start date as a supervisor.

7.2 Layoffs shall be made in the inverse ordet of seniority. In the event of a layoff, the Employet
shall establish a preference list of a petiod of twenty-four (24) months, which shall be used to fill
vacancies within classification from which the persons on the preference list may have been laid off.
Notification of the job opening will be through certified letter sent by the Employer. In the eventa
laid off employee refuses an offer of a position in his/her classification, he/she shall be dropped
from the list. The Employer will notify the Union in advance of an impending layoff as soon as the
Employet becomes awate of the necessity for a layoff.

7.3 In the event of the consolidation or elimination of jobs, the Employer shall reassign the affected
employees to positions for which they are qualified insofar as positions are available. If positions are
not available, the employees will be laid off. '

7.4 Employees desiring to transfer to other positions shall submit a written request to theit
immediate supervisor stating the reasons for the requested transfer. If the Employer, in its
discretion, agrees to such transfer, the employee shall be entitled to maintain whatever seniority
rights are appropriate.

7.5 The probationary period shall be consistent with guidelines set forth by the State Civil Service
Commission (Appendix B), and the provisions of this Article shall not be applicable duting this
petiod. Length of service will be calculated from the date of hire upon completion of the
probationary petiod. An employee moving from an unclassified position shall accrue setvice time
from his/her date of appointment to the classified service.

7.6 The Office of Children and Youth Services and the Office of Mental Health and Intellectual
Disabilities shall have one seniority list and rights. Revised seniority lists shall be posted m each
Office every six (6) months.

7.7 The tetm demotion means the movement of an employee to a classification having a lower
maximum salary. Demotions may be made to avoid laying off employees. The employee involved
shall accept the demotion or be laid off.

7.8 The following shall constitute a break in continuous service: resignations, separation for just
cause, retitement, absence without notification for three (3) wotking days, failure to report within
three (3) days after leave, and acceptance of other permanent employment while on leave, ot lay-off
for a period in excess of eighteen (18) months. If continuous service is broken by any of the above,
the employee shall lose seniority credits.



7.9 The Employer agrees to post any vacancies ot new positions that ate to be filled at the time the
Office Head first is aware that there will be a vacancy in the Unit or new position. Such posting will
last for at least ten (10) working days; and such vacancies ot new positions shall also be posted on
the County website. A vacancy shall be defined as the exit of a unit employee from a unit position
which the Employer determines it will fill.

7.10 In an effort to give all employees an opportunity to be considered for reassignments between
units and/or agencies and also reassignment of caseloads, a notice shall be posted for a petiod of
five (5) working days before such reassignments take place. The Union recognizes the County's
unilateral managerial right to select and reassign personnel.

7.11 For the putpose of lay-off only, as set forth in Section 7.2 of this Article, one (1) steward and
an alternate shall be considered as having greater lengths of continuous service than other
employees.

7.12A Seniority status shall not be affected by either leaves with pay or without pay, except that
seniority shall not accrue duting unpaid leaves of absence in excess of six (6) weeks.

7.12B Seniority continues to acctue duting paid time off, such as medical and/or educational.

ARTICLE VIII
SICK LEAVE

8.1 Employees hited by the County prior to 12/31/02, shall earn sick leave at the rate of 0.231 short
and 0.231 long of paid sick leave for each pay period of continuous service, totaling 6 days of short
sick leave per year and 6 days of long sick leave per year. Employees hired by the County aftet
12/31/02, shall earn sick leave at the rate of 0.231 of paid sick leave for each pay period of
continuous service, totaling 6 days of sick leave pet year.. Sick leave is eatned by any employee for
any month in which the employee is in compensable status for ten (10) or more working days.
Employees shall be eligible to take such leave after thirty (30) days of service with the Employer.

8.2 Employees hited by the County prior to 12 /31/02, shall earn sick leave from their last day of
hire and may accumulate sick leave up to a maximum of one hundred eighty days (180) days, one
hundred sixty (160) days of long sick leave and twenty (20) days of short sick leave. Employees
hired by the County on ot after to 12/31/02, shall earn sick leave from their last day of hire and may
accumulate sick leave up to 2 maximum of one hundred (100) days, eighty (80) days of long sick
leave and twenty (20) days of short sick leave.

8.3 Sick leave is intended for the illness of the employee. In unusual circumstances requiring the
petsonal attention of the employee, sick leave may be used for the illness of the employee's spouse,
common law spouse (pet signing of Memorandum in Appendix C), child, ot dependent family
membet.

Employees will make reasonable efforts to schedule: routine doctot's appointments for which
sick time is used on other than work time. This does not include appointments for chronic

conditions.

8.4 Employees shall receive an accounting of their sick and annual leave both accrued and used. If
the majority of non-union County employees receive an accounting of sick leave on payroll checks,
same shall be provided to members of the unit.

8.6 Sick leave pay shall be computed at the employee's regular straight-time rate of pay in effect for
the employee's regulat job including salary increments.

7



8.7 A doctot's certificate shall be requited for an absence from wotk due to illness of three (3) or
mote consecutive days. If a pattern of sick leave abuse is suspected, the Employer can require a
doctor's certificate after the next incident of sick time usage regardless of the number of days of
absence. Employee shall be informed that such certificate will be required if pattern of abuse
continues. Employee can grieve definition of abuse.

8.8 Upon retitement, permanent full-time employees shall receive thirty percent (30%) of their
earned unused disability (sick leave) upon the following voluntary retirement:

1. Superannuation

2. Superannuation (Special Provision)
3. Voluntary

4. Disability

Payment will be calculated on the daily base rate excluding any overtime ot premium pay. This
benefit is not to be construed as a death benefit. The policy of accrued unused disability (sick leave)
leave paid upon retirement will not add to the credited service of the retiring employee nor to the
recent coverage compensation of the employee.

8.9 Employees shall earn reward days consistent with application to the majority of non- union
County employees.

8.10 Employees may participate in the Voluntary Leave Donation Program as outlined in County
Administrative Notice 2005-2, dated November 1, 2005. (See Appendix D)

ARTICLE IX
UNPAID LEAVES OF ABSENCE

9.1 After completing one (1) year of service, an employee may be granted a leave of absence without
pay, at the disctetion of the Employer. Such leave shall not exceed two (2) yeats and shall not be
granted more than once every four (4) yeats. An employee who returns to work within one (1) year
ot less shall be restored to his/her classification, but not necessarily to his/her position. Return to
work after such leave in excess of one (1) year shall be contingent upon the existence of a vacancy.

9.2 Employees who ate elected or appointed as Union officials or representatives shall, at the wtitten
request of the employee, be granted leaves without pay for the maximum term of office, not to
exceed three (3) years. Such leaves may be renewed or extended by written mutual consent of the
Union and the Employer. Employees returning to work after such leave shall be restored to theit
same classification but not guatanteed their same position.

9.3 Up to a total of five (3) employees for both Children and Youth Services and Mental
Health /Intellectual Disabilities shall each be granted up to four (4) working days leave without pay
each yeat to attend to Union business.

9.4 Maternity/Paternity leaves, normally not to exceed twelve (12) months, shall be granted at the
request of the employee. Maternity/Paternity leaves may, at the request of an employee and at the
discretion of the Employer, be extended or renewed for a period not to exceed twelve (12) months.
Vacation leave, sick leave, and compensatoty time may be used prior to commencement of
maternity/paternity leave without pay. Upon retutning to the agency, the employee shall be returned
to her/his position or one of comparable compensation.



ARTICLE X
PAID LEAVES OF ABSENCE

10.1 Leave with pay for a petiod of up to four ( 4) working days will be granted to full time and
regular part-time employees who experience the death of and patticipate in the funeral of an
immediate family membet. The term "immediate family" includes spouse, child, stepchild, parent,
step-patent, patrent-in-law, and any relative, named in this Section, living in the employee's
household.

Leave with pay for a petiod of up to three (3) working days will be granted to full time and
regular part-time employees who expetience the death of and participate in the funeral of an
extended family member. The term "extended family" includes brother, sister, son-in-law, daughter-
in-law, grandparent, grandchild.

Leave with pay for a petiod of one (1) day will be granted to full time and regular part- time
employees who expetience the death of and participate in the funeral of a brother-in-law, sistet-in-
law, aunt, uncle, niece, nephew, cousin, grandparent-in-law.

Employees who request mote leave than outlined may be granted personal, reward or vacation
leave as approved by the supervisor. Any employee who waives his/her leave and reports to work
will only be paid at his/her salaty ot houtly rate for houts worked. No additional compensation shall
be granted. No payment for leave shall be made for days or any parts of days which fall on days
whete the employee is scheduled off, paid holidays, patt of the employee's vacation or while the
employee is not wotking. Employees ate required to notify the immediate supetvisor of the number
of leave days they are requesting. The supetvisot is required to notify the Human Resoutces Office
of the leave requested. In some instances, the County may request verification of the absence ptiot
to granting the paid leave ot upon the employee's return to wotk.

10.2 An employee who is called for jury duty or is not a party in a civil or criminal coutt proceeding,
but is subpoenaed as a witness to a court proceeding for a capital offense, felony I, I, I1I, or any
other proceeding which may be deemed appropriate by the Employer, shall be granted leave with
pay while attending court. Evidence of such duty and evidence of the category of the offense in the
form of a subpoena or other written notification shall be presented to the employee's immediate
supervisor. The proof of notice shall be presented to the supervisor on the employee's first workday
after receipt of such notice. Such employee shall receive his/her regular rate of pay along with any
payment he/she receives as a juror or witness.

10.3 "Employees who are members of the U. S. Military Reserves or National Guard, and who are
required to participate in training camps, shall be entitled to a leave of absence from their County
duties without loss of pay, time, ot efficiency ratings on all days during which they shall be engaged
in active duty. All such employees shall be entitled to such leave of absence not to exceed fifteen
(15) days in anyone (1) yeat period. Employees are required to provide proper notice (minimum of
fifteen (15) days) requesting such leave except in a declared state of emergency."

ARTICLE XI
VACATIONS

11.1 Employees promoted to this Unit from the Rank & File Unit will maintain their 20 vacation
days per year. Employees in the Unit at time of the Memorandum signing will maintain their current
vacation accrual, minimally earning 20 vacation days per year. Employees will earn 25 vacation days
per year upon 25 years or mote of being employed with the County. Employees hired after the
signing of the Memorandum will follow the county policy for vacation acctual.



11.2 An employee shall be eligible for annual leave after six (6) months of setvice with the
Employer. Employees shall eatn vacation leave ctedits as of theit date of hire. Vacation leave shall
be earned by an employee for any month in which the employee is in compensable status for ten
(10) or more working days.

11.3 Vacation pay shall be the employee's regular straight-time rate of pay in effect for the
employee's regular job including salary increments. This Section 11.3 shall not be constituted to
change an employee's anniversary date.

11.4 Vacations shall be granted at the time requested by the employee with preference given to the
requests of senior employees, but apptoval of a vacation request must be subject to the
management's responsibility to maintain efficient operations.

In the event that an employee's approved vacation is canceled by management, the employee
may tequest an expeditous teview (via phone call) by the Director of Human Services. Such a
review process does not diminish or otherwise impact on management's authority and right to direct
the wotk force.

11.5 If a holiday occurs during the wotkweek in which vacation is taken by an employee, the holiday
shall not be charged to annual leave.

11.6 If an employe_e is required to work during his /her scheduled vacation period and is unable to
reschedule his/her vacation duting the calendat year, the calendar year shall be extended for ninety
(90) days for rescheduling purposes.

11.7 For incumbents, pteviously accrued compensatory time must be utilized within a year of the
signing of this Memorandum. For new members entering this Unit, previously accrued
compensatory time must be utilized within a rolling calendar year upon entering this Unit.

11.8 If sickness in excess of three (3) days of hospitalization as verified by a physician occurs during
vacation, sick leave shall apply.

11.9 Requests for vacation shall be submitted to the employee's immediate supervisor in advance of
the same numbet of working days for which the vacation will extend.

11 .10 All requests for vacation shall be answered within seventy-two (72) hours after receipt by the
employee's supervisor. :

11.11 Bereavement leave will apply in the event an employee on vacation requires time to attend
and/ot prepare for the funeral of relations enumerated in Article 10.1.

11.12 An employee separated from the service of the Employer, except for just cause, prior to taking
his/her vacation, shall be compensated in lump sum for the unused vacation, up to a maximum of
thirty-five (35) days, which he/she has accumulated up to the time of separation.

11.13 Employees may carty over up to thirty-five (35) days of unused vacation.

11.14 The Employer shall provide, on the paycheck record of unit employees, a computet calculated
accounting of each employee's vacation leave record. Such accounting is to include a tecord of
vacation days used, days accrued, and the current balance.

11.15 Upon retirement, permanent full-time employees shall receive one-hundted petcent (100%) of
their earned unused vacation leave upon the following voluntary retirement:
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1. Superannuation

2. Superannuation (Special Provision)
3. Voluntary

4. Disability

ARTICLE XII
ON-CALL

12.1 An employee who has been scheduled by the Office Head to perform on-call duty shall be paid
five dollars ($5.00) mote than the Rank & File Unit rates for the same time petiods. Week days will
be defined as 4:30pm-8:30am for OCYS and MH/ID.

12.2 BEvery professional employee in the unit must accept on-call duty as required unless he/she can
obtain a substitute acceptable to management.

12.3 On-call duty shall not be considered as houts worked for the purposes of computing overtirhe
not shall on-call duty time ctedit be given to employees for working a regular assigned work
schedule.

12.4 An employee petforming on-call duty shall be furnished one (1) mobile phone for the purpose
of receiving and making calls.

12.5 Thete will be no cap as to the amount of on-call a supervisor may petform.

12.6 An employee who has been called in to work outside of his /her regularly scheduled work shift
after having left work shall be guaranteed a minimum of three (3) hours which shall be considered
time wotked for the putposes of computing overtime pay.

12.7 Employees requited to perform call in duty shall be credited for beginning work when they
leave their residence.

ARTICLE XIII
WAGES

13.1A Effective 1/1/12, Eligible employees will move up on the salary schedule (Appendix E) and
those employees maxed out will receive a 2% lump sum, except that no employee’s base salary shall
exceed the State Cap Plus 12%.

13.1B Effective 1/1/13, Eligible employees will move up on the salary schedule (Appendix F) and
those employees maxed out will receive a 2% lump sum, except that no employee’s base salary shall
exceed the State Cap Plus 12%.

13.1C Effective, 1/1/14, Eligible employees will move up on the salary schedule (Appendix E) and
those employees maxed out will receive a 2% lump sum or the same GWI percentage based lump
sum granted to the Rank & File Unit Employees, whichever is greater, except that no employee’s
base salary shall exceed the State Cap Plus 12%.

13.2 Employees will follow the County pay schedule. The pay schedule for year 2012 is located in
Appendix E.

13.3 Employees who ate scheduled to work an evening or night shift shall be paid a shift differential
of seventy-five cents ($.75). per hour in addition to their regular rate of pay, provided the shift is
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wotked. Such differential shall not be included in the employee's base houtly rate of pay for the
putposes of computing overtime.

13.4 Whenever an employee within the unit is assigned to perform wotk determined to be
substantially similar to the wotk found in a higher job classification for a continuing full time period
in excess of twelve (12) weeks, the employee shall be paid a 5% premium.

13.5A Effective 1/1/12, employees shall be eligible to receive a longevity bonus according to the
procedures and practices.

Five (5) years of service or more $200
Ten (10) years of setvice or more $400
Fifteen (15) years of setvice or more $800
Twenty (20) years of service or more $1,000
Twenty-five (25) years of service or more $1,500

During the length of this Memorandum of Understanding, any longevity increases granted to
the majotity of non-union County employees shall be granted to members of the unit.

13.5B The longevity bonus is issued once a year in the later part of the year and is subject to all
federal, state, and local taxes, and pension deductions. The bonus is calculated based on the
employee's anniversary date and is subject to pro-rating during the first year of eligibility for each
incremental amount. The bonus will be adjusted for those employees in extended no pay situations.
The bonus is not included in any calculations for overtime. In the case of any dispute regarding the
procedure or practices regarding the methodology of providing the bonus, Countywide practices will
prevail.

13.6 The union agtees that each member of the unit will have their entire paycheck direct deposited.

ARTICLE XIV
DISCHARGE. DEMOTION. SUSPENSION AND DISCIPLINE

14.1 The Employer shall not demote, suspend, discharge, or take any disciplinary action against an
employee without just cause. An employee may appeal a demotion, suspension, ot discharge
beginning at the second step of the grievance procedure subject to any conditions set forth in the
grievance procedure under Article XV. The Union shall be notified in writing by the Employer one
(1) week priot to any demotion, suspension, or discharge.

In the case of any offense where the immediate supervisor, Office Head, and Human Resources
Director determine that the continuing presence of the employee at the work site adversely impacts
on the operating function, the welfare of the agency and/or the welfare of the client, employee, ot
other employees, the one (1) week notification to the Union shall be waived. In such circumstances,
the Union shall be notified immediately ptiot to any demotion, suspension, or discharge.

14.2 Any disciplinary action instituted under Section 1 of this Article must be implemented within a
reasonable petiod of time after the event giving rise to such disciplinary action or knowledge
thereof. Any written warnings entered into the personnel file of any employee shall be read and
signed by the employee and commented upon if requested.

14.3 This Article shall not apply to probationary employees who may be disciplined or discharged
without recoutse to the provisions of Article XV.



ARTICLE XV
GRIEVANCES AND ARBITRATION

15.1 Any grievance ot dispute which may atise concerning the application, meaning or interpretation
of the Memotrandum of Understanding shall be settled in the following manner:

Step 1. The employee, either alone ot accompanied by the Union representative, or the union
where entitled, shall present in writing the grievance to the Office Head within ten (10) days of the
date of its occurtence or knowledge of its occutrence. The Office Head shall respond in writing to
the employee and the Union reptesentative within ten (10) days after receipt of the appeal.
Grievances which involve two or more of the offices covered in the unit may be filed ditectly with
the Director of Human Setvices within 10 days of the date of its occutrence or knowledge of its
occuttence; in which case the processing of the grievance will commence at Step 2.

Step 2. In the event the grievance is not settled at Step 1, the grievance must be presented in
writing by the employee or Union reptesentative to the Director of Human Services within ten (10)
days after the Office Head's response is due. The Director of Human Services shall respond in
writing to the employee and the Union reptesentative within ten (10) days after receipt of the appeal.

Step 3. In the event the grievance is not settled at Step 2, the grievance must be presented in
writing by the employee ot Union teptresentative to the Director of Administration within ten (10)
days aftet the Director of Human Setvices tesponse is due. The Director of Administration shall
respond in writing to the employee and the Union representative within ten (10) days after receipt of
the appeal.

Step 4. An appeal from an unfavorable decision at Step 3 only in the case of a discharge,
disciplinary demotion ot suspension, which has not occurred as a result of a strike, or in the case of
a grievance to determine whether there has been a violation of seniority provisions for the layoffs as
set forth in Article VII, may be initiated by the Union serving upon the Employer a notice in writing
of its intent to proceed to abitration within ten (10) days after the response from Step 3 is due ot
received. Said notice shall identify the provisions of the Memorandum, the department, and the
employee involved, and attach a copy of the grievance. (All days in Steps 1 -4 are wotkdays.) The
decision of the Director of Administration at Step 3 shall be final in all other cases.

An impartial arbitrator is to be selected by the parties in accordance with the rules of the
American Arbitration Association.

Each case shall be consideted on its merits and this Memoranduim shall constitute the basis
upon which the decision shall be rendered. The decision at Steps 1, 2, 3 and 4 shall not be used as
precedent for any subsequent case.

The atbitrator shall neither add to, subtract from, nor modify the provisions of the
Memotandum. The atbitrator shall confine himself/hetself to the precise issue submitted for
arbitration and shall have no authotity to determine any other issues not so submitted to him/het.

The decision of the arbitrator shall be final and binding on both parties, except where the
decision would require an enactment of legislation, in which case it shall be binding only if such
legislation is enacted. The atbitrator shall be requested to issue his/her decision within thirty (30)

days after the hearing or receipt of the transcript of the hearing.

All of the time limits contained in this section may be extended by mutual Memorandum.
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All fees and expenses of the atbitrator shall be borne equally by both parties. Each party shall
beat the cost of prepating and presenting its own case. Fither party desiring a record of the
proceeding shall pay for the record and make a copy available without chatge to the arbitrator.

In the case where the employee has the right to file an appeal with the State Civil Service
Commission, the employee tetains the right to select either the Civil Service procedure or the
atbitration procedure outlined above. Under no circumstances will an employee be permitted to file
appeals under both processes.

15.2 The Union is the exclusive representative of all the employees in the unit throughout the
grievance procedure, provided that any individual employee or group of employees shall have the
right at any time to present gtievances to their Employer and to have them adjusted without the
intervention of the teptresentative as long as the adjustment is not inconsistent with the terms of this
Memotandum of Understanding and the representative has been given the opportunity to be present
at such adjustment.

15.3 Union representatives shall be permitted to enter the premises during working hours if
petrmission is given by the Office Head or duly authorized supervisor. Such permission shall not be
untreasonably withheld. The chief shop Steward or his/het alternates shall request from their
supetvisots ot designee reasonable time off from their regular duties to investigate and discuss
grievances. The Employer will provide a reasonable number of employees with time off to attend
negotiating meetings.

15.4 Failure to answer a gtievance that has been reduced to writing in the time limits established
hetein regarding steps ptesumes the claim made in the gtievance is sustained and the satisfaction
requested will be provided.

ARTICLE XVI
SAFETY AND HEAL TH

16.1 The Employer will continue to make every reasonable effort to insure the safety and health of
its employees.

16.2 In order to implement Section 16.1, all health and safety issues shall be addressed in
labot/management meetings as desctibed in Article XXIV of this Memorandum.

16.3 The Employer agrees to maintain during the term of this Memorandum, the level of mobile
phones as of Januaty 1, 1998. All phones are to be assigned by management.

16.4 Employees use of personal cellular phones shall be in accordance with the Cellular Phone
Reimbutsement Policy. (See Appendix F)

16.5 Employees transporting consumers ate entitled to a County mobile phone.

16.6 When working in the field, supervisors will be permitted to work as part of teams for safety
reasons, with management approval, which approval shall not be unreasonably withheld.

ARTICLE XVII
TRAVEL EXPENSE

17.1 The Employer will reimburse employees for necessary travel expenses consistent with the
provisions enumerated in Administrative Notice 91-5 with the exception that the maximum

reimbutrsement rates shall be $6.00 for breakfast, $8.00 for lunch, and $17.00 for dinner. During the
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length of the contract, any meal reimbursement granted to the majority of non-union County
employees shall be granted to unit members. (See Appendix G)

17.2 Employees coveted by the Memorandum will be provided county subsidized parking spaces at
a parking deck or sutface patking lot. A parking space is defined as a non- fixed available parking
space in the assigned patking deck or sutface lot. The cost of parking to the employee shall be
$10.00 per month for deck parking or $6.00 per month for a surface spot.

Employee allocation of parking spaces will be based on availability of spaces and the County's
practice to assign locations for parking as spots become available, except for elected officials and
Commissionets, cettain management level positions and physically disabled employees. Upon their
date of hire, full-time unit employees may sign up to be included on the same list as is used for
making parking spaces available to County employees at large when future parking spaces (surface
lot ot deck) become available. If employee internally promoted into unit, member will keep current
spot or will be kept on county list based on date of original hire. If the Employer offers a subsidized
patking program to the majority of non-unit employees, such program will be offered to the unit.

The parties agree to reasonable and normal parking rules promulgated by the County and
applicable to all County employees parking at the specific parking facility; and it is also agreed that
should any discipline occut as the result of automobile parking violations, the discipline shall be
progressive and, as a maximum, limited to the loss of their parking privileges for up to a maximum
petiod of one yeat.

The parties also agree to, consistent with articles 16.1 and 16.2 to periodically meet and discuss
any safety concerns regarding parking related issues.

Also, the County hereby reaffirms its longstanding policy to make reasonable parking
accommodations for persons with disabilities, and needing accommodations.

17.3 Mileage costs during the length of this Memorandum shall be reimbursed at a rate identical to
the reimbursement rate set by the Internal Revenue Service.

17.4 The Employet shall pay up to a maximum of two hundred dollars ($200.00) toward the actual
deductible amount on an employee's automobile insurance in the event the employee's automobile is
damaged while the employee is actually engaged in the conduct of County business.

17.5 For those employees who use theit automobiles for Agency business, the Employer requires
employees to maintain $250,000/$500,000 liability limits rated for business use and agrees to pay the
difference, up to two hundred fifty dollars ($250.00), between pleasure and business rates. The
reimbursement shall be for the full difference between the employee's previous or if adding business
coverage for the first time, the employee's cutrent personal coverage and $250,000/$500,000
business covetage, subject to the $250 annual maximum reimbursement.

ARTICLE XVIII
FRINGE BENEFITS

18.1 Employees will be afforded health insurance coverage (health insurance, prescription, vision
and dental) as the majority of non-union county employees.

18.2 Cancer insurance coverage for employees only; cancer insurance coverage shall apply only to
those employees hited ptior to January 1, 1995.

18.3 County pension plan shall apply to employees in accordance with the terms of such plan.
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18.4 Upon retirement, employees now eligible for post-retitement employet-paid health care and
other benefits shall remain eligible.

18.5 Unit employees shall be permitted to patticipate in the same flexible spending account (FSA)
plan as provided to non-union County employees. (Cutrently $2,500 for medical and $5,000 for
child care can be set aside.) (Also see Article XXIX, Tax Deferred Child Benefit).

ARTICLE XIX
NO DISCRIMINATION

19.1 Both the Employer and the Union agree not to discriminate against any employee on the basis
of race, creed, religion, color, sex, age, national origin, union membership, political affiliation,
handicap, or any other non-merit factors.

ARTICLE XX
BULLETIN BOARDS

20.1 The Employer agrees to provide space on bulletin boards to the Union for the announcement
of meetings, election of officers of the Union, and any other material related to Union business. The
Union may send mail related to Union business to local official Union representatives at appropriate
facilities to which mail is delivered.

ARTICLE XXI
NO LOCKOUTS

21.1 The Employer will not engage in any lockout during the life of this Memorandum.

ARTICLE XXII
CAREER DEVELOPMENTS

22.1 Each employee will have the opportunity of developing a cateer development program in
conjunction with his/hetr supervisor and/ot Office Head. For the purpose of this Article, a career
development program will be any academic or vocational program or study which will improve the
employee's promotional oppottunity or effectiveness within the Agency.

22.2. Administrative notice 93-1 dated March 15, 1993, and DHS Administrative notice 97-1 dated
January 6, 1997, referenced Appendix H and I hereto, are hereby made apart of this Memorandum.
These notices desctibe the tuition reimbursement program to unit employees.

Employees shall receive any increases to the tuition reimbursement amount as provided to the
majority of non-union County employees.

22.3 Employees of the unit who meet and accept the conditions as outlined in Appendix ] are
eligible for educational leave under the CWEL program. The CWEL intetim Memorandum of
Undetstanding of April 2001 is incorporated into a new Appendix J. Refinements to the CWEL
appendix will be discussed in labor management meetings.

ARTICLE XXIII
SPECIAL AND PART -TIME EMPLOYEES

23.1 If the county hires part-time employees in this Unit, the parties agree to meet and discuss
regarding their conditions of employment.
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ARTICLE XXIV
LABOR-MANAGEMENT RELATIONS

24.1 Committees composed of representatives of the Union and the Employer are to be established
to resolve problems dealing with the implementation of this Memorandum and to discuss other
labot-management problems that may atise. The levels at which these committees are to function
may be determined by agencies ot departmental discussions. Up to three (3) Union representatives
will be given time off with pay to attend labor-management meetings.

24.2 A department-wide "Meet and Discuss" shall be established to meet on a quarterly basis in an
effort to enhance communications between the unit and the Employer. These quarterly meetings
may be cancelled upon mutual agreement of the parties.

ARTICLE XXV
PRESERVATION OF UNIT WORK

25.1 Supetvisory employees and independent contractors will not be assigned to perform unit work
so as to cause the layoff, downgtading, or to prevent the return to work of an available competent
employee.

25.2 Supetvisory employees and independent contractors shall continue to perform duties they now
perform. :

25.3 Management will maintain, at a minimum, 75% of the number of supervisory staff as of January
1, 2008.

25.4 In the cases of successorship, this Memorandum shall be binding upon the parties heteto and
the heirs, executors, administrators, successots, and assigns of each.

ARTICLE XXVI
SEPARABILITY & SAVINGS CLAUSE

26.1 In the event that any provisions of this Memorandum are found to be inconsistent with existing
statutes or ordinances, the provisions of such statutes or ordinances shall prevail, and if any
provisions herein are found to be invalid and unenforceable by a court "or other authority having
jurisdiction, then such provisions shall be considered void, but all other valid provisions shall remain
in full force and effect.

26.2 In the event that any provisions of this Memorandum requires legislative action to become
effective, including but not limited to the amendment of existing statutes, the adopting of new
legislation or with the granting of appropriations, it shall become effective only if such legislative
action is taken. The parties, howevet, mutually agtee to give full force and effect to the remaining
provisions of this Memorandum of Understanding.

ARTICLE XXVII
STANDARDS OF DRESS

27.1 The appearance of County employees has a direct impact on public petception and image of

the depattment and the county. A minimum standard of dress should be maintained to ensure an
image of professionalism, tailored to the work performed and in consideration of safety.
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27.2 In consideration of job relatedness, two major categories of work performed are to be
considered in setting Standards of Dress. In cases of medical conditions and inclement weather,
discretion as to appropriate attite/footwear will apply. The examples are not intended to be all-
mclusive but should be used in formulating decisions regarding dress not specifically addressed.

Category [
Standards of dress while wotking in an office work-site.
Examples of Acceptable Dress:

Business suits, pant suits, dresses, cootdinated blazers or sport jackets with colot coordinated slacks,
skirts, shitts, ties, dress shorts/walking shorts worn with stockings and suit jackets/blazers ate
permitted. Colored dress jeans such as black, green, tan, or khaki are appropriate when worn with
suit jackets/blazers and/ot shitts/sweaters. All clothing must be designed in styles and fabrics that
are appropriate for business hours. Clothing must be kept neat, clean, pressed and without holes or
tears.

Examples of Unacceptable Dress:

Mini skirts, shotts, spandex type leggings, skin tight stretch pants, painter pants, sweat pants, flannel
work shitts, T -shitts, tank tops, halter tops, sweatshirts, or sneakers are not acceptable. Blue denim,
acid washed, stone washed, faded, or bleached jeans, skirts, shirts and jackets are not acceptable.
Clothing may not beat slogans that are obscene, use vulgar language, or advertise sex, alcohol,
tobacco products, or drugs. Sheer, mesh, or spandex materials are not appropriate. Exposed midriffs
are not acceptable.

Category 11
Standards of dress while working in the field.

Examples of Acceptable Dress:
All acceptable office work site dress may be appropriate.

Examples of Unacceptable Dress:
Mini skirts, shotts, spandex type leggings, skintight stretch pants, painter pants, tank tops, halter-

tops, ot sweat pants are not acceptable. Clothing may not bear slogans that are obscene, use vulgar
language, ot advettise sex, alcohol, tobacco products, or drugs. Sheer, mesh, or spandex materials are
not appropriate. Exposed midriffs are not acceptable.

27.3 The County will make reasonable accommodations for employees requesting to meet bona-fide
religious or cultural-based dress standards.

27.4 Office worksite dress standatds ate required whenever an employee is in an office worksite for
more than two (2) consecutive hours. Employees in Crisis Intervention and SPORE may adhere to
the field dress standards without the two (2) hour limitation.

27.5 If the county has a “casual Friday” policy, supervisors will be included.

ARTICLE XXIIX
OTHER MEMORANDUM OF UNDERSTANDINGS

28.1 Terms and conditions relating to the County Workers Compensation policy are agreed to as
they apply to the majority of non-union County employees and provided as Appendix K.
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ARTICLE XXIX
TAX-DEFERRED CHILD BENEFIT

29.1 Should the County offer a tax defetred childcare benefit to the majority of non-union county
employees, this benefit will be offered to the unit.

ARTICLE XXX
OTHER PROVISIONS

30.1 Participation in work groups, subcommittees, task forces and any other organized group that
will result in policy making for the department will not impact on the member’s status within the

unit.

ARTICLE XXXI
TERM OF MEMORANDUM OF UNDERSTANDING

31.1 This Memorandum of Understanding shall become effective , and shall
continue in full fotce and effect up to and including December 31, 2014. It shall be automatically
renewed from yeat to yeat theteafter unless either party shall notify the other in writing by such
times as would permit the parties to comply with the schedule established under the Public

Employee Relations Act.

19



The parties hereto, through their duly authorized officers or representatives hereby have hereunto

set theit hands and seals this day of , 2012,
County of Lehigh County Pennsylvania Social Services Union
Local 668, SEIU

N ool B oreere

Donald T. Cunningham Jr. Neil P. Brown
County Executive Business Agent
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Appendix A
Alternative Work Schedule Agreement

Employees may not participate-in the alternate work schedule program
until they have worked for the Department for at least six (6) full calendar
months from the date of hire and have successfully completed their
probationary period.

All employees will continue to work forty (40) hours per week, and the
standard schedule shall remain at 8am-4pm and 8:30am-4:30pm, Monday
through Friday. . : -

A-system of flexible scheduling will be in effect with the approval of
Management, including the ability to, on a case by case basis only, make
substitution for an employee’s scheduled AWS day as needed.

With two weeks notice, an-employee may opt out of AWS at a'time
coinciding with the. County's pay schedule and revert back to the regular

schedule. ,

Meal periods will be consistent with current MOU language. _
Conflicts regarding this section shall be handled first through the.‘Meet
and Discuss’ process and then, if appropriate, through the grievance
process. o . ‘ '
Employees scheduled for disciplinary suspension, for attendance at
meetings, hearings, training sessions and ‘Meet and Discuss’ sessions -

that cannot be accommodated with the AWS, or for other special

" circumstances, or who are on approved military leave, civil leave, leave

10.

without pay, childbirth leave, work related disability leave, etc, that cannot
be accommodated within AWS, shall revert to the standard 8am-4pm or
8:30am-4:30pm schedule for the two week pay period during which the
conflict occurs. _ ' ‘

The bi-weekly work schedule will remain at eighty (80) hours. One week
during the pay period, the employee shall work forty (40) hours in the five
(5) days. The standard hours are 8am-4pm or 8:30am-4:30pm. During
the other week, the employee shall work forty (40) hours in four (4) days.
The hours are 7:30am-5:30pm, 8am-6pm or 8:30am-6:30pm.

The open enroliment period occurred prior to January 2008. Employees
will be able to opt in for inclusion in the AWS cycles every January 1 and
July 1 through open enroliments every April and October. Unused days
will be opened for consideration for employees choosing to opt in after
January 2008. Should an employee choose to discontinue the program
mid-cycle, the previously assigned day shall remain open until the
following enrollment period. There will be no “bumping” of employees.
Unit seniority shall be used to establish the order of staff electing their
alternative work schedule. In the event of a tie (same day of hire) the
order of participation shall be determined by lottery, such that names shall

be placed in a hat and a manager shall draw one name.



- 11.Approvalldenials of individual requests for specific schedules shall be
based on seniority (bargaining unit seniority within the work unit)
consistent with management's approval and operational requirements.
Employees on leave status as of January 1 or July 1 will be ineligible for

~ participation that particular session.

12.Whenever the original AWS schedules must be revised because of
program or operational requirements, Management will request proposed
work schedules from affected units in order to reschedule staff. When
such changes occur, affected employees will be given two weeks advance
notice of their new schedules. . _

13.Employees who voluntarily transfer will be required to work a regular

schedule until the next AWS cycle. ‘ ' ,

14.Employees working a nine (9) out of ten (10) day schedule shall revert to
an eight (8) hour workday only for the two-week pay period in which a
holiday falls. -~ = - '

15.All time that an employee is absent from work shall be charged
appropriately on an hour-for-hour basis-with the exception of bereavement -
leave which is up to four full days as defined in the MOU. .

16.1t is understood that the ‘Meet and Discuss’ method will first be used as
the appropriate forum for the resolution of any issue arising from the

, implementation or application of this Agreement.

17.Both parties may terminate the AWS program provided that thirty (30)

days written notification is given to the other party. The parties shall ‘Meet -
and Discuss’ regarding the reason for terminating the program.

18.Both parties agree to meet to discuss the policy and/or issues that may
occur. ' .



Appendix B

ANAGEMENT .z
DIRECTIVE

C OMMONWEALTH OF PENNS YLVANIA
GOVERNOR'S OFFICE

Subject:

Classified Service Probationary Periods

‘ )
By Direction Of: / : Date:
W /g : October 5, 2004

Ronald K. Rowe, Executive Director, State Civil Service Commission

This directive revises policy and procedures for
classified service employees serving pro-
bationary periods, including the extension or
reduction thereof. This amendment contains
minor changes.

1. SCOPE. Applies to all classified service employees in state agencies identified in § 3(d), Civil Service
Act of August 5, 1941, P. L. 752, as amended, and political subdivisions of the Commonwealth which have
contracts with the State Civil Service Commission (SCSC) for services and facilities as provided for in

§ 212, Civil Service Act.

2. POLICY.

a. The civil service probationary period is a preliminary period of employment. The purpose of which is
to determine the fitness of an employee for regular status. Probationary periods required by a collective
bargaining agreement or memorandum of understanding are separate and distinct from the civil service

probationary petriod.

b. Probationary periods must be successfully completed by employees for all classified service
appointments or promotions before regular status is assigned. The appointing authority must act affirmatively

to confer regular status.

c. The probationary period for all classes shall be six months (calculated as 180 calendar days).
However, for trainee classes, the probationary period is as designated in. Management Directive 535.5, Use
of Trainee Classes in the Classified Service.

d. Probationary periods for part-time positions shall be prorated against the number of hours in a regular
_ workweek. Incumbents shall be assigned regular status upon satisfactory completion of the required hours.

e. Appointing authorities may extend probationary periods to a maximum of 18 months (calculated as
545 calendar days) when probationary employees are not performing satisfactorily in one or more performance
factors/ratings, or when more time is needed to adequately evaluate the probationary employee's performance
because of a supervisory change, reassignment, transfer, or similar action during the probationary
period. Such extensions may be reduced to assign regular status when performance is deemed
satisfactory. The probationary period for a trainee class can be extended to a maximum of 24 months

(calculated as 730 calendar days).
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f.  Probationary status employees in other than trainee classes who exceed 18 months in probationary
status shall be granted regular status.

g. Probationary employee who occupy trainee classes for more than 24 months shall be promoted, with
regular status, to the appropriate journey level job title identified in Management Directive 535.5.

h. Satisfactory periods of employment in emergency or temporary status may be credited toward completion
of probationary periods when employees subsequently are assigned probationary status in the same
class, provided such service is continuous.

i. Probationary employees, excluding those in trainee classes, who are transferred or demoted shall
continue to serve the remainder of their probationary period, unless the appointing authority, with the consent
of the employee, requires that a full probationary period be served. Probationary employees in trainee
classes shall serve a new full probationary period. :

j. Probationary employees shall have a right of return following all promotions, whether within an agency
or between agencies:

(1) During the first three months of the probationary period, the probationary employee may opt to
return to the position previously held.

(2) At any time after the first three months, the probationary employee may return to the previous
position or classification with written consent of the appointing authority(ies).

(3) If the services of such probationary employee are found unsatisfactory by the appointing
authority, the probationary employee shall be returned to the previous position or classification.

k. Employees returned to former positions, pursuant to paragréph 2.i. in which they held probationary
status, may be credited with time served in the higher position or may be required to serve an entirely new
probationary period.

I. Probationary employees reassigned to another position in the same or similar class will be credited
with time served in the previous position toward the probationary pericd in the new position.

m. Probationary periods shall be adjusted when probationary employees return from leave of absence by
extending the probationary period for a period equal to the time on leave. A new probatioriary period may be
required by the appointing authority for probationary employees returning from a leave of absence, which
exceeds 30 consecutive workdays except for military leave.

n. The probafionary period of an employee on military leave of absence shall be adjusted, regardiess of

~ the length of the leave.

o. Probationary employees who are removed and subsequently ordered restored to duty will resume the
probationary period effective on the date of restoration.

p. The Director, SCSC, may authorize restoration to the employment eligible list from which appointed
or promoted when a resignation, removal, leave of absence, furlough, or demotion is effected during an

employee's probationary period.

Page 2 of 3



q. References: Warwood v. Lancaster County Board of Assistance, 32 Pa. Commonwealth Court
468, 379 A.2d 135 4 (1977); Sections 603 and 804, Civil Service Act; 4 Pa. Code §§ 97.32, 97.34, 97.36, 97.37,
97.39, 105.1, 105.2, 1054, and 105.5; Management Directives 535.5, Use of Trainee Classes in the Classified
Service and 580.11, Documentation of Classified Service Personnel Actions; and applicable collective bargaining

agreements.
3. PROCEDURES.

a. The appointing authority shall notify the probationary employee, in writing prior to the end of the
probationary period, whether or not the services of the employee have been satisfactory. If the employee's
performance has been satisfactory, the appointing authority shall confer regular status upon the
employee. Notification requirements are as follows:

(1) Written notice of unsatisfactory completion, extensions, or reductions of probationary period
must be signed by the appointing authority or a propetly delegated subordinate.

_ (2) Written notice is required for successful completion of the probationary period and shall state the
date of regular status. The performance evaluation report may be used for this notification or the appointing

authority may provide other written notification.

b. Personnel actions for successful completion, extension, reduction, or adjustment of the probationary
period must be reflected by the appropriate transaction on the computerized employment history file.

¢. The Commission will notify appointing authorities when a probationary employee has exceeded the
maximum probationary period identified in Section 2.e.

d. Appointing authorities are encouraged to establish a probationary period tracking system to preclude
employees exceeding the maximum probationary petiod. :

e. Appointing authorities with access to the SCSC's IBM AS/400 computer can find a probationary period
calculator on the main menu. The "Calculation of Probationary Period End Date" item can be used fo
determine an employee's probationary date by entering the probationary begin date, probationary period, and
hours worked/workweek. ' :

This directive replaces, in its entirety, Management Directive 580.8 dated April 13, 2000.
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“apPENDIX
AGREEMENT

We, . (Husband's nama) 20d oo (Wife's name),

- the undersign, bexng duly swam, do. heraby stale that B it e (Month!DayNaaﬁ}
belng fresly ahle to .contract, we verbany expressm our Intent; to ‘sach - other ‘to-ariterin e
relationshm of- husbénd wnd wifé urider comimon-law..

By verbﬁny Bxpragsing our ntent 1 be marred, Ander the _rmmman law, - wé: Inténd o . legally '

batind thareby arid fully recagriize of the rights, dutles and-abligations agsaciated therdwiih:

On the day stated. above wé had the Intent to be maried. This Intent wed evidenced by Words
spdkar for ths: purpose of establishing the relitionship. of | sbard and wite on triat. tf'&‘f{ Wﬁr
continue to mairtain thg refationshilp of conimon-law husband @nd wife,. ‘

ratlon waf fh}s representaf;bn atid my. agreememt te the. torms an i corzd;ticns el 1
uest goverage under Ehe County o hEg- -here & r

A,oommomaw spdusé is-ot has heen recalving henafit cove
-{hat corhmonslaw martage. mist be pmvxd ! L d
o my benefitcoverage. . {Emptoyee it als}

'Cammanweasf:h or

Wer alses understandf that by ng ng thfs ccntraot we are lndlcatlng that we ;nténd toy hava a legally
, racognized corfwmor-law martage arder thé laws of the state of Pennsylvama ‘We undersiand that
. the sigriing of this agreenerit has sigrificant legal- ¢onsequences and thet wé were advised to

© consitt-a- lawyer before stqnmg thig agreement (hmp oyee initialsy i (Bpouse. Imtkas)

We undarstand that our initlals. at the. and of each paragraph indicates that we have fead the
paragraph and understand our rights and abli gations pertalning thereto, (Employee mma!s}
" {Spousge initfals)

Signature of employes o Signature of spouse
Date Date
SWORN to and subscribed before me this day of ) 2000

‘ Notary Public
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COUNTY OF LEHIGH
ADMINISTRATIVE NOTICE

[EORWECT: e A (0, T .
(. . Voluntary Leave Donation 20082

. DATEOF I8SUE: ' PREPARED BY: . BYDIRECTIONOF: . \\ \
o ] “Jane M Fischar , M. Judith Uohnston ({ \
L November 41,2006 | ﬁHuman.-Rescmr‘a'e‘s»Ad@gln,lszmpqr L. Humar Resolrees Director

N SCOPEORCOVERAGE: * | CDISIRIBETIONG |
LAl Non-Bargaiting nit Full-Time and Regular part-Tirme | Department Hégds,;-ﬁfﬂbe‘}ipéﬁs,; Buredy -
| Employees with Two (2)or More Years of Service Clhilefs, Blected ©fficlala: & Bulistin'Boards:

This Administrative Nofiee replaces Voluntary Leave Donation Administrative tice 96-1.

_Ta be more. responsive to the needs of;_amp‘;leyees_facmg-és_:‘atast'r;%?phfb?madié?l smgtgencles

far themaelvas. or thelr family- members, Lehigh County:ls supplementing current laave.programs
by estabiishing:a voluntary leavessharing programamsng employees. o

VOLUNTARY LEAVE DORATION-
. o & . e

. Dondted lesve grables e ’racipfé'ni éfn.ployéé&td parsanally Tecover or cdre for family
‘mernbers withoit additional finantlal- hardstip. | o - '

1. inérder-iorequest leave, an smployse must have corpléted two (2 oriore years of fullime: .
:Or;réjgtxié‘f’;:@é“r‘i‘-‘ti’briﬁe:‘s;émicﬁe; : S , :
© 2+ When an employee has.a person | or family medical emergency, tie-employee should-
- complete-a Reauest-to: Recelve Donated, Leave form and mustsprovide. edical ceriification
fram thelr doctor: Thisform is-avallable in ihe Department-of Human Resourcesand on the
lntranat. o ' T o

3. Upon-tompletion; return the Reduest to Regsive Donated Leave fo Human Resources,

4; Humegh Resourced will review the requést férmi‘fbr‘ comipletensss and generate a notice to be
sent out requesting voluntary leave donatlions. :

DONATING / TRANSFERRING LEAVE: : .
1, Employies wishing to respond to requests and donate’ leave should complete @ Voluntary

‘Leave Donatlari form, and send it 10 the Depaftinent of Human Resources.. This form Is
avallable in the Human Resources officés and on the Intranet. :

5. Both the donar and recipient employees will be notified when the transfer of donated leave-has
been completed. ' :




3. When necessaty, inthe Judgment of the Cc)unty an cpin n froma. secand*he'“

A the mmber of days. donatsd does noY reach the: level of leave day& TBQUEsTE

3. Doniated eave wil b transfaired froim employee‘s-sn the order in which It 1§ submitted.

4. Ones the level of days tequested has. been achfe\reci ‘transfers: will cease and donation forms
will be returned 1o ernp?c:yesas mdlcaimg thatthe numberof days have been reached.

GENERAL PROVISIONS:

1. Anyseoldent, liness or injury. that the County, or 2 Workers' Cémpensation, dudgs;. cfeterm}nes

ts covered by the Workers' Compensanon Act Is not eﬂgibie for leave through the Denation
Program,

2. Qiics. Ehe dinatdd leavé is usad {Uls nomrefundable. - Unused days will-be: ratumed ot &

‘proporti c;nai basis, to: amfﬁoyees who donateff legve,

ey be requlred, The saccxnd op! men wﬂi be paxd for-by:
the ample "'ee has abused :

days: it in the-change of dates: used to calculaié ﬁme~ aden berieflis such as. lozwg
vacation agcrual and ekt ncraases. .

8. ‘Hsalthbenefits wilt corffinue while using donated leave,

employss, no lability wil gxist on theipart of the County to provide additional leave. days in -
arderty reach the number @f requested days. .

Py

=Dmnated leave witl b

into & naw. month )

9 No employae or superv;sor will pressure,. intimidate or cosrce another employée it donatiny

: '_.Eeave If- this occurs, the employee or supervisor will be subject to discipling up:to and
‘_mcluding termination,

10,- The'Volumary Leave Donation polioy Is.not, subjedt tothe griévance and appeal procedures.

1. Transferrad lesve let bé subject to il appl lcebie taxes by the reciplent employee usmg 1ha
leave,

12. The Depariment-of Hu‘man Resources retaing the-right to.Interpret thig policy.
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" DHS'POLICY FOR BUSINESS USE OF PERSONAL CELL PHONES

Thig Debartment of Human Services wilk ifviplemant a. program thmugh whigh

employees whe personally own osllular phones cargte re-imbursed for Boha fide busmess- o

Wyage of thode phones in. tha cpuras of offichal Counly efpldyment..

© Thefdllowing potley wildistate the rercmbursement procedure for- uszaga of g:arsonal‘.,
u!ar phones for officlal County business:

4 Ady abuse.of this polley will be.subfeck o, diseiplinary acfion.,

DHS 11405



Appendix 6

i e o ooy o LERTeR

S . ADMINTSTRATIVE NOTLOR . ) T o
&m.mc,«r ——— : — N e R

ROGL-3

“ﬁ“m'ﬁ 0?‘ 73 stm :

l ':L‘hamas J, Lawri}c, ridahey
Aprdl 20,2000 . . Gounby, i"imml Gffigen, Divesk

- BCOPE. OF COVERAGR

KL Brglovess ' : ‘ slam:ed c&ﬁﬁimuiﬁ . Beparuhenk
AL Emplcggeﬁ o 3 . Reads,; SPflde .ﬂea. g8 {Bulletin

: aeami)

' saeitanenus sxpenae"mtmbursemem reglations: hava'
’ difo-conduct offfclal

re: 'ppz'oveciv Z :
o significant cthartravaling i

OGUNTY VEHICLES
Counﬁy vehicle use shall bl In-aceordancs with County Ordingnce 1985-143,

‘Tha ige cf ki pnyattaly-oWnad vehlcle- is penmisslble if & County vehicle:is not avalisble. A mi leage-

i sal, tothe current IR raté {or Appiicable Unlon Agresmerit} shall Be pald to the: emgloyee.

private attomobile, Only ofie: empteyse sl e pald mileage e Jardless of h f

fp}ssséngem In thé. automoeblls, Brmph oyaes should sarfiosl a5 mlch as possitle, As &
amployses should only be reimbursed for , miteage In axcess of daﬁy commiting mileaga-to-and from.
their fiormal work, site, The Individual. shouid not profit por be penelized for working at aiternate work
gltes-on Coutity business.

This rule 18 epplicable to sI’tuauons whare employess do not report dlrectly to-thelr regular work site.atl;
the beginning of the day, or fetumn.to thelt residence fram & work site other than thelr regular wortk site-
at the snd of the day. Spemﬁc situations are to.be interpreted as follows:

(1) Where the dislance batWeen the alternate work site and the Indlvidual's residence s Jess thart or
equal to the mdivrdual s normal commuting distance, no mileage retmbursernent ks due;

(2) Where the distance between the altemnate work site and the Indwidual s residence is greater than.
the individual's normal commuting distance; the Individual will only-bé& retmbursed for.the differance in
mileage!

(3) Noreimbursement Is dug on travel to and fram unch unless it Is official Couinty buigingss;
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Stanidard reimbursable milsage (one way) between selected sites s as follows:
Courthousel/Gavernment Ceiter - Cetdarbrook B miles
ColrthoysalGovemment Center - Fountain HIll Annex 8 mites
CGourthaussfSovamment Center - Pretreatment Plant 10 miles
Courthouse/Govarnmertt Center - Sallbury Work Release 8infles
Gedarbroak - Fountain Hill Annex 12 miles .

- Additional standard: mileage amounts should be established In those offices that have other frequently
raveled destinations. . :

Appraval by the County Executive or the abpr@pﬂ’at@}?—i‘le@t&d Offictal fs necessary for theuse of a
“rented car {not o exceegd mid-slze cost): Approval will be givert only it tnls alternative s cost beneficlal
to-the County snd no other reagonable altemnative is avattable,

Reimbursement for parking and tolls expense whils traveling oty Caunty _t}uSém@ss, i permisaibie,
Recslpts ars necessary forall parkirig transaotions {meter parking excluded). Toll relmbursement $68.00
.ar abbve requirg origingl receipts. :

Miegls Tholuded In registration fees or provided for by angther ageney. shall be exduded from:the
reimbirsentent aliowanos (& copy of the agenda showing misals Incluted in the reglstration fee. shuuid
be atfaghed 1o the‘vrei’mbursgm’&mtfam).-", o

If an employee’ls on, or enrute to, official County. business prior to, or affer; the nommal workday (8:00

aumto 400 pm and at lsast 50 miles from thelr normal workslte, relmbursement of actual braakidst or
dinnac costs s availabie withia ihe above guidelines. . ' o .
Lunch relmbursementis aliowable i the émployee is.required to.attend g officlal County busingss’
Juncheon or the result of overaight fravel,

Dogumarttation for meal relmbursemerits must include the following:



1., Date incurred

2. Nama/location of serving establishment

3. Business purpose

4, Narme & 1itle of attendees for-a business meeiing luncheon

Employees are required to-submilt for relimibsursement or aniindividual basls,

Al atvanees for Eodg:ng/regtstranen/athar axpenses wil be made payable to the: employse, (Ses
additional section on Travel Advances halow),

" Hotel bills will be relmibursed on the bésls of actual gost, not, exeeedtng the slaglesroom .
registration at the iqaiel individuals traveling: on County busines;s sty the :
! : arnrrisnt Smplayae . (County ’
disccmnted :‘me %f avaﬂabie M;s@enanmug éx;}éhsés mcurred wrsﬂ ‘

4 ¥y, gt &
: tutal-Olfics by ummg In a Travef Réimbursem' “atdl Sty
. dob ments {mcludmg vriginal L. ho tafer than: 10 days after the .end. of the travel period;
Otherwlse, & payroll deductio may be maﬁe fnrthe am:re amount of the:advarics. No. advancs will:bs.

AR, RAIL AND. OTHER CARR* ER TRANSPOR?ATFQN

. Bmployses who use commerdial oprigrs for transportation: ot official business are. expected to oblaln
the:lowsst possible. discounted rate, Whers travel Is made by private atftomoblie as
apboseéd to. 4 Serment shall be the lesser of direct rou -..m;leage o the-destingtion at the
authiorized Goumy ety znd the: squivalbnt doach clags. alt fare which wituld oifierwise be payable had’
trave( been by alr

Travel one. day priorto & conference or trave! ofie day after a conférence is_ permissible If there is ﬂme,
- oconstralits. or @ nel cost savings to the Counly, The fiet ‘savings shall be based on the lowesi~fars
routing from ABE Interfstionat Airport, Additional experiditures (hotel; meals, ets, ) are limited to the net
benefil of the lower alrfare. The net cost savings must bie approved prior to travel and authorized by.the
appropriste Department Head or Elected Official, ,




COUNTY TRAVEL COMBINED WITH PERSONALTRAVEL

‘Ermployees travéling on offical Gounty business who-wish to alter fravel plang for petsonal reasons may
‘do'sp upon approval by thelt respective Department Haad or Blected Officlal. The traveler will ofily be
reimbursed for those expensas which arg clearly County. related. Meals and lodging will bé In effect only
duting. the actial perfod-of time spent on official County. business. If personal travel Ig prior to County
Buginess, County busingss commences: upon” start ‘of the conferehces, seminar, training, ete. If
personal travel iy giter the conciusion -of County business, personal fravel beging at the time “the
canfererice, serminar, training, etc. ends.

ONE DAY CONFERENCES/SEMINARS:
One day conferances/seminars should be expensed fo the, proper aceoutt upon submission of the RFP,
Ong ‘day conferences/seminars will. be-pald by County check to the sponsoring érganization. The
respeciive offices gre responsible to ersure the scheduled event s attended or & refund ts obtalned It . -
the-vent Is.unattended. )

" REIMBURSEMENT FOR TRAINING AND GIVIC EXPENSES
Tralnirig and Clvic sxpanses are exempt from Purchasing proceduras In aceordanics with Sectidn 4
BO1(2) of the Administrative Code. Theserexpenses shall ba recorded ond Requast for Payment (RFP) .
1o ‘obtaln relmbirsement. : ' I

ot miscellangous;
d.ac .

purchased In assoaation with & trafiing
givat receipts:Shall be documnented and: el P A :
i 4ha somments saction-of thie RFP; Departrent: Head spproval is requited:

“with Tectighition:
ad-approvalis

Impurs ng-. vendor
&, Indiviguaisshould

exdluded.)

THRAVEL POLICY ENFORCEMENT .
L Sitesrapurts, those lacking original receipts; approvals brothér documentation will be retumed,

- delaying reifburserenit, |
No relinburseient Witk be: inade Tor ‘expeniditistes rvtitred I violston, of the trével relffiborsernsnt
guidelines.. o T '
Travel teimbirsement raquesty are mbnitored on.a regular basis to ensure compliance; tothe provisions -
of tha glildélines, Interitional misrepresentation, falsiffed documentation: o évideros. of fraud will result
l_n-:_c}ES’Qts:'ill‘na’ry'im‘:tmhi’ﬁcccsrdin‘g.:'tc%’Sﬁﬁﬁt}?*?ﬁiicy. - . .

e travel beginsto avold-conftision
- thaticould lead 1o non=relmbursement of expansss. : ' o

Any glisstions 6dribérriilr;‘g thess guldelines -_s;ﬁqu}’a_i e addressed befor




—

T T R a—— N T NUMBER

Appawmx H

COUNTY OF LEHIGH
ADMIN ESTRATNF NOTICE

il

o z T

CTUITION HEIMBURS EMENT FPROGHRAM FOR COUNTY EMPLOYEL:S

DATE OF IS80E PR "_‘ :
MARGH 15,1883 vms L sawa, DIRECTOR, OFFIGE OF THAIM!NG 2 -

;SCOEPE OF CO\JERAGE Full ahd'psrmanént

Ehgib;irty of emp?oyees for pamolpatlon fix} tha Tuti}on Rexmbursement Prcg famils.

based on @ numberof factars, such as:’

» At minimurh, 8iK (8} mo- ths of continuous full-tirme o permanent partfime
sefvice with the County and .currently empleyed on a ful ~tlme orpermansant
part-ime basia. .

. Semority of the employea compared to other empfoyees app!ymg for financial
reimbursement. :

* Costbenefitimpact to the County.

- Type of education requested. |

»  Timeliness of the request,

. A current overall satisfactory performance evaluation.

. Relevance to employee’s job.



A A S i

AN

EMPLOYEE ELGIBILITY AND SELECTION (Cont'd.)
4 ‘ Aﬁ‘lo_un:t of finahcial reimbursement received from other sources.

& Demonstrated long-term commitment to the. County.
. Departrent Heads and Elected Officials are not eligible for reimbursemant,

ERIA;
Traifing which is reimbursed by the County must meet the"fo'lfiowi'hg;-crlter'ia:

4. Job related, as determined by the Department Head.

28 Training or education which is a réq,uirement of a degree of licensure can be-
approvedf the specific training 16 related to the job. .

% The institution or facility providing the edusation must be approved by the.
County. .

4. The.education must be on the employes's own time.

5 A certificate of satlsfectory comipletion, orIn graded classes, a *Chor above,

" frgst bé submitted in order to recelvs reimbursément.

‘i fiffion seimbursemerits. must meet Fiscal conditions as outined below:.

R

4, Moniés mist be available-within the account approved by the:Board of
Commissioners. - o

GENERAL CONDITIONS,

1. Al -empﬁ.c‘zy“ee.sﬁéqueéﬁrfg'tu_i.ﬁan:reimt:fmrisemén‘t:,.;ar:e_m;-ag:réé»,-’-y;e;tts_,awri an
notlee of intent to the county (Tultion reimbursement Pr gram Agreementform
attached) not to voluntarily terminate employment with the County fora period
.of one year afler receipt of reimbursement monies under and pursuant ta.the
Program. this.agreement will become part of the employee's officiat tuition:
refebursement folder and if violated by the smployee, the employee agrees,

- upon termination, to reimburse the county for all reimbursement monies
. received by the employee within one year of employee's termination date.




GENERAL CONDITIONS: (Contd.) .. S
2. All relrnbursements must first recelve approval by the: Department Head prifqr‘
tothe start of the course. If prior approval is not received, reimbursemant will:
ot be'autharized. .

3. ‘Employes must gubmit, in writing, the tuition ',Re_imbu'rfsémiem Program

Request Form, the signed tultion Reimbursement Prograt Agreement Form,.
‘proof of payment ahd certificate of successful compleﬂom '

4. Fallurs to satisfactarily cormplete Soiirses forfsits any responsibiiy by the
Gounty toYeimbuirse the employes, .

This prograrm does not replacs fuilly-paid technical trainfug uthorized by the

County of ashorkterm; time-limited basis; such.as a thrse. Jay training

seminar or mandetéd requirerents,

:Ems progrant rest with the County Administratorwhose,,

o

“Aliinterpratatic
- f-dﬁ@f&i@h latzs

T

efigibflity arenot giievable underthe

8 Oncesiyedr, during the istratot wilkreportio

the county Execitive and B

gy bF

0. This program fsefiustive: ot this e of release, Current g or trainig
recelved prior to ;thrs:.c‘fa;ta“iis:‘;rncst-'rermbursab-]e:mﬂﬁeﬂha-pr@g;;:amt; '

CUIDELINES FOR PREPARATION. SUSMISSION AND PAYMENT: |
1. Employse requests for tition reimburserment (Tullion relmbursermisnt Prograie
Reguaestform aftached) are to b forwarded through supervisors o the
.. Pepartvient He: selection and approval, The requ
details relatéd tothe. course, o 27t cost, looation, time, JERe
-and Include a signed “Agreerment” (Tultion Reimbursement Progran
Agreement formy; - .

A for tuitlon relmbursement must be submitted by the Department
‘Head to the Offive. of Training with all comments by the imimediate supervisor
and Department Head, prior o the stert of the'course. '

2. Al Feqlests for

"3, coplesof ap;jroved‘requesis are to be r’e‘ta‘izn'ed by ermployses and ﬂst}bmittad,:
upon‘completion-ofthe training, with the requéestfor reimbursement, to the
Office of Training.

- E@Q_UESTINGREIMBURSEMENT:
Employees completing the course and a pproved.for reimbursement, are to submiit

proof of. payment for expenses approved on the tuition Reimbursement Prograrn Regquest
Torm and supply a certificats of suceessful completion for the educational endeavor; to the

Ofﬂoe’;of Tralning fof processing through the Office of Fiscal to accomplish reimbursement.

-
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APPENDIX I
DEPARTMENEIOF HUMAN SERVICES
ADMINISTRATIVE NOTICE
B “NUMBER:
Submission of Tuition Reimbursement g7-1

_ © Reduest Forms
DATE OF 188UE:

SUBJECT:

T BHEPARED BY! BV DIRECTION OF:
Janidary 8, 1997 Dolores Stanton, s st 10
e ___Personnel Administrator DHEDIREGTOR .
SCOPEGF GOVERAGE: _ : “DISTRIBUTION: .

- Al Departmental Postions: o All Parsonnel

o ;m_\éiidé,e_DHS"pefstn-e_;lith instrugtions for-submission’of tultion ‘raii}mb;iﬁsérﬁé;m, _
paquest forms.. . :

sefurei to follow when submitting tuition reimburssment forms to-this County Office:

ipliatedd i AUl

rairm Agreement st

- Agresme & completed byths -
& from the Offive of Trahing: o

by

4,  Acopyof thecourse description ffom ifie college catalog must be attached to
; ove refatenced forms. . ' ' _

5 . The ‘amgn%Rss;rpﬁmsemeng:Prcgg}am Reqliest For muy
offige head, managér, angdlor supanvigot In thie-grea design
~gignature. approvel procedures ey vary from office to offide.

B  The forms a‘nd‘agc‘ompam{_in:g&i‘nforméﬁ‘cn rmust be submitted to-the DHS
persannet adminiglrator: : '

7. . The DHS _d-.ire&tar'must_fsigh thig form in the area cjgs_ignatgeﬁ..fm the signature
of the department head. No othar signatisres-shall be placed in this area.

8. Employess shall consider this 'ZprOcess; in orde_r-_to submit forms in & timely
fashion:su that approvals can be secured prior to the start of the colrse
requested, ' - '

9. Any questions may beé directed (o the DHS personnel administrator. -




COUNTY OF LEHIGH
Tultion Relmbursement Program
Agreement
g am g full g ime/t:;@rmanent part»ﬁme smployee of the Gounty of
" Lehigh and I have applied for tition relmbursement undér and pursuaht for

the Lehigh County Tuition Relmbursement Program (the “Program™).  haye
re and:.-und rs’:and th '*Pr‘agram" des,cnptm and ! understand it :f
A i et e , § s the County o o

: - NamgofEmployee Date. . - Date



——— e

- Employse Name . - _ Job Classification

 Soclal Seeurity Numbe}r“. - 4 4;App‘c)intment Date ta Courity

Training:Site_

 “Tralning Tiie & Deseripliont . ....

PR
T

Date

TUITION REIMBURSEMENT PROGRAM
REQUEST FORM

Department . e . Offies.

Tralring Satres {Name & Address) ..., ' e e

Eﬁecﬂv&mta i ,_‘@‘.emdmatton ﬁ-a{e_; . g

T ’
Deseription of Dufiés

Costs:

Office Head/Supenvisar: ( ¥ Appraved-

Director of Training:

Conments:,

~Signatore T Rae

Departmert Head: () Approved ' ( ) NatApproved

Cotnmems; .

Sgrawre ' Bate

T Signature: ' T Date

‘This Request Form must be submitted to the: Office of Tralning prior to the start of training.



CONDITIONS EOR CWEL PARTICIPATION

1. Efrﬁm,dyée_s taust have a minimum of two (2) years of employment at LEOCYS in arderiobe
approved for educatiorial léave under CWEL. © :
2. Bmployessiriusthave a'mitimur of "satisfactory” in all sreas'of thelr most recert
perfarmance evaluations, Exceptions to this'may be made'by approval.of the:D 48 director.
8; Dlring the school yeer, & ol of five (5) sinployess will be approved for educational ldave -
under CWEL. OF thess, four (4} Wil be members of the- bargaining untt. :
4 E HUST Brovids ristics-of Intent toapply for CWELAS the GOYS diresttr by Aprt

: ,.ﬂorfﬁispeﬁe A SHERRESS
5"Fepiaéemgmg; i

‘comparable t loye &t

. -returng, The parties.agree to abide by the collective bargel

provisions of refurm. : S .

12; Upon retum, the employes's salary will be adjusted acgording to the currsnt pay scale, The
-employee's a{Uliversary date. for the purposes of merit increments will be-adjusted to reflact
the period of the leave. _ . :

18.1f an employee fa terminated from employment by the County-during the period of work
commitment, sihe will be responsible for making repayment of all funds paid through CWEL
including salary and fringe benefits. : ’ _

14, If an employee falls to complete the-educational program, meet school reqiremants, or falls
to:complete the work commitment, s/he will be responsible for making repayment of gl funds
pald through CWEL, Including salary and frings benefits.

16, Any determination of "hardship” regarding continuation of educstion or repayment will be
made by the Universily of Pittsburgh.

The above conditions constitute hﬁanagament and union:meet and discuss understandings.and

intent regarding the CWEL program, The interpratation of these condlfions and the-application

of ihe CWEL program Is reservied as & management right and s not subjest fo the grievantce

procedure. unless spacifically addressed in the formal cofleciive bargaining sgreemant,



App endix K .
COUNTY OF LEHIGH

MINISTRATIVE NOTICE |
| SUBTECT: TERMS OF EMPLOYMENTAND -~ - | * NUMBER:

BENEFITS RELATING TO WORKER$’ o 20072
c&c:wmm__,_am o L ' |

mﬁ mmc*mm\r m

4. 2007, an ‘amp aya@ cur“ram{y Feoeiv
f‘m shall not- be entitfed to rens ounty
rica berseﬁ}:s if the “employée has not returnied to fuli_
fwelve (12) mont irleav

s from the cornmenc spnent of thed
hired prior fo Januaky 1, 1887, shall ratain thair eligibility: for hsaltt
%&rmmated ~

BC Return fo work shall mean an employee's actual return to full-duty work for a’
‘ petiod of ningty-(99) aanseaut ive calendar days without absences caused by of
related to the work irjury. If the employee: doss ot return o full-duty work for
ninety. (90) consecitive calendar days, the leave time praceding thelr return will

be counted toward the twelve~(12) month period.

4. The . Couniy shall contmue to pay for reasonable and necessary medical
'exp@nses related to the workwr‘aia*ted ijury as requxred undat the Pennsylvania
= Worke}rs Oampensatson Act:
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,*E}Es;’ai)ﬂ‘it\fLea‘ve‘andﬁcrWorkers" Gompengation Leave:

1. Itwill remiain the polfcy of the county to compensate ar empioye@ oult ofwork: a
a result of an alleged work-related iffury for.up to saven (?) calenddr days, if the
employee has acerued sufﬂai@nt disability feave: days / L

2. f If the injury is de’éermmed by the County to be compansabia
~ compensatioh-to an employes olt of wotk fourtesn (14) calen
) wcll be pmv ded thmugh the Workers' Gampensatm prograr
" dat ry. The employee In this-cateégory will be respar
o pansamn pald. during the firat séve

4
3





