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AGREEMENTPRIVATE 

BETWEEN

BOARD OF TRUSTEES OF LANSING COMMUNITY COLLEGE

of the State of Michigan

and

LANSING COMMUNITY COLLEGE ADMINISTRATIVE ASSOCIATION/

AMERICAN FEDERATION OF TEACHERS, AFT, AFL-CIO
at Lansing Community College
PART I - GENERAL

Full- and Part-Time Members

THIS AGREEMENT is entered into on the 19th day of February, 2007, by and between the BOARD OF TRUSTEES of LANSING COMMUNITY COLLEGE of the State of Michigan, hereinafter designated as the "BOARD" and the LANSING COMMUNITY COLLEGE ADMINISTRATIVE ASSOCIATION/AFT Michigan, AFT, AFL-CIO , hereinafter designated as the "ASSOCIATION."

W I T N E S S E T H:

WHEREAS, the Board and the Association recognize and declare that providing quality higher education for youths and adults of this College District is their mutual aim and that the character of such education depends greatly upon the quality and morale of the College Administration, and

WHEREAS, the Board has a statutory obligation, pursuant to the Michigan Public Employment Relations Act, to negotiate with the Association as the representative of the bargaining unit personnel, with respect to rates of pay, wages, hours of employment and other conditions of employment, and

WHEREAS, the parties have reached certain understandings:

ARTICLE I.  RECOGNITION

1. The Board recognizes the Association as the sole and exclusive bargaining representative for all administrative positions required to work 20 hours or more per week classified as:  administrative levels 6, 7, and 8, professional level 7,and professional level 6 provided that these positions supervise other FT employees.  Professional level 6 positions will be reviewed at the time of vacancy or creation by a representative of the Association, a representative of the Educational Support Personnel Association, and a Human Resources representative to identify appropriate bargaining unit classification for the position.
2. Titles of current bargaining unit members will not be changed solely for the purpose of excluding them from the bargaining unit.
3. All members of the bargaining unit shall hereinafter be referred to as "Members."

ARTICLE II.  DUTIES OF ASSOCIATION OFFICIALS

Contract negotiations and grievance hearings conducted with staff member(s) designated by the Board of Trustees during regular working hours shall be considered as time worked for the purpose of this Agreement.  Members engaged in these activities will not suffer loss of compensation, provided prior agreement is reached regarding these meetings.  
ARTICLE III.  ASSOCIATION RIGHTS

Except as expressly limited by the terms of this Agreement, the Association, on behalf of its members, hereby retains and reserves unto itself all rights, powers, authority, duties and responsibilities conferred upon and vested in it by Act 379 of the Public Acts of 1965 as amended and the Constitution of the State of Michigan and/or the United States, or other laws of Michigan.

ARTICLE IV.  BOARD RIGHTS*

1.
The Association recognizes the Board's right to manage its affairs and direct its work force and, within the existing framework of the statutes of the State of Michigan and the Bylaws of the Lansing Community College Board of Trustees, to maintain the College efficiently, consistent with statutory and contractual obligations.  Further, the Board has all the rights, powers, functions and authority of management.  It is recognized that the management of the College, the control of its properties and the maintenance of order and efficiency is solely a responsibility of the Board.  Among the rights and responsibilities belonging to the Board are the rights to decide the number and location of its facilities, and work to be performed, amount of supervision necessary and schedule of work. 

2.
It is further recognized that the responsibility for the administration of the College, including the selection and direction of the work force, the right to hire, suspend or discharge, assign, promote or transfer, to relieve employees from duty because of lack of work, or for other legitimate reasons, is vested exclusively in the Board.

3.
The Board reserves the right to promulgate reasonable rules and regulations in order to maintain order and discipline, provided the same are not inconsistent with the provisions of this Agreement. 
4.
The Board shall have all other rights and prerogatives subject only to the express restrictions on such rights, if any, as are provided in this Agreement.

*The rights of the Board as contained within this Section may be delegated to a properly designated representative.

ARTICLE V.  PRIVILEGES AND RESPONSIBILITIES

A. Use of College Facilities


The Association may use rooms at the College for meetings, at no cost to the Association, provided that:

1. Approval is secured from the appropriate College official in advance of the meeting.

2. The Association shall have a minimum of one hour set aside during the Prep. Assessment, Records, Advising, Placement Days prior to the beginning of Fall Semester.

B. Use of College Equipment


The Association is authorized to use College equipment subject to college policy.
C. Association Notices


The Association shall have the right to post notices of its official activities and matters of Association concern, subject to college policy. 

D. College Financial Information


The Board shall make available to the Association upon its written request, and within a reasonable time thereafter, such statistics and financial information related to Lansing Community College and in possession of the Board as are necessary for negotiation and implementation of collective bargaining agreements.  It is understood that the Board is not required to compile information and statistics in the form requested, if not already compiled in that form, unless mutually agreeable.

E. Board Agenda


The Association shall be entitled to appear on the Board agenda, provided a written notification, outlining the business to be discussed, is submitted to the President's Office eleven (11) days or more before a regularly scheduled Board meeting.

F. New Members


The Board will furnish the Association with the name, position title and department of all new bargaining unit members, including probationary, temporary and reclassified personnel, as they are appointed and approved by the Board.  

The Human Resources Department will distribute packets of information furnished by the Association to new members during their Benefit Orientation.

G.

Employee Lists

1.
The College will make available to the Association, every pay period a list of all employees covered by the terms of this Agreement; such list to include the employee’s name, department, position title, classification, step, level, band, current salary and date of hire.

2.
The College will notify the Association President, in writing, of newly hired LCCAA Association employees giving name, department, position title, step, level, band, salary and date of hire within two (2) weeks of the date of hire.  The College will also notify the Association President, in writing, of change of status or terminated employees giving name, department, position title, classification and date of change of status or termination within two (2) weeks of event.

ARTICLE VI.  MEMBERSHIP

A.  
Agency Shop


Any member of the bargaining unit who is not a member of the Association in good standing, or who does not make application for membership within thirty (30) days from the date he/she commences employment shall, as a condition of employment, join the Association and pay the dues uniformly required of its members or pay a service fee to the Association that is at most equal to the dues.  The said service fee is herewith deemed to be the sum required to ensure that non-members pay their fair share of the financial support of the Association and the costs of providing services.  Any bargaining unit member hired before the effective date of this agreement, who has opted to pay the equivalent of the service fee to the Lansing Community College Foundation rather than to the Association, may continue to do so.

B.  
Voluntary Check-Off



Any member of the bargaining unit may sign and deliver to the Board a written assignment authorizing deduction of Association dues or service fees to the Association in the amount established by the Association as permitted by state and federal law.  Such authorization shall continue in effect from year to year unless revoked in writing.  Pursuant to such authorization, the College shall deduct equal designated portions of such dues or fee at regular intervals, as agreed upon by the parties hereto, so that the annual dues or fee are fully paid no later than June 1 of the following year.

C.  
Involuntary Check-Off



In the event a bargaining unit member referred to in Article VI, paragraph B does not pay the required Association dues or service fees directly to the Association or through payroll deduction as in paragraph B of this Article or to the LCC Foundation as described in paragraph A, the Association President may authorize such payroll deduction for said member. The Association shall save the College harmless from any and all damages, including attorney fees, it may suffer as a result of any action the Association or an employee takes under this article.  The parties agree that the Association has the right to provide and oversee the legal defense and strategy for such matters and that the College will cooperate with the Association and its counsel in securing and giving evidence, obtaining witnesses, and making relevant information available.

ARTICLE VII.  DECLARATION OF GOOD FAITH

The parties acknowledge that during the negotiations which resulted in the Agreement each had the unlimited right and opportunity to make demands and proposals with respect to any subject or matter not removed by law from the area of collective bargaining, and that the understandings and agreements arrived at by the parties after the exercise of that right and opportunity are set forth in this Agreement.  Therefore, the College and the Association for the life of this Agreement each voluntarily and unqualifiedly waive the right and agree that the other shall not be obligated to bargain collectively with respect to any subject or matter referred to or covered in this Agreement, even though such subject or matter may not have been within the knowledge or contemplation of either or both parties at the time that they negotiated or signed this Agreement.

A. 
Both parties recognize the desirability of continuous and uninterrupted operation of the instructional program during the normal school year and the avoidance of disputes which threaten to interfere with such operations.  During the term of this Agreement, neither the Association nor any persons acting in its behalf will cause, authorize or support, nor will any of its members take part in, any strike (i.e., the concerted failure to report for duty, or willful absence of a member from his/her position, or stoppage of work, or abstinence, in whole or in part, from the full, faithful and proper performance of the member's duties), any unlawful picketing or boycotts for any purpose whatsoever.

B.

The member, Association or a representative acting in their behalf agree that they will neither take nor threaten to take any reprisals, directly or indirectly, against any supervisory or executive officials because of any decisions, actions or statements made either personally or in the course of their official duty relative to collective bargaining, the administration of this Agreement or the educational policies of the College.  The member, Association or a representative acting in their behalf further agree that they will neither take nor threaten to take any reprisals against the Board, or any member thereof, by reason of any decisions, actions or statements made by them either personally or in the course of their official duty relative to collective bargaining, in the administration of the Agreement or the educational policies of the College.

C.

The member, Association or a representative acting in their behalf will not support the action of any Association member taken in violation of this Article.

D.

Violation of this Article by an Association member or a group of Association members will constitute just cause for discharge and/or the imposition of discipline or penalties.

E.

The Board will have the right, in addition to the foregoing and any other remedies available at law, to seek injunctive relief and damages against the Association in the event of violation of this Article.

ARTICLE VIII.  AGREEMENT SAVINGS

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

ARTICLE IX.  CONDITIONS OF EMPLOYMENT

A.
Regular Contracts

1. Regular contracts will be used for administrative positions or job assignments that are expected, although not guaranteed, to continue indefinitely.  Regular contracts are based on a fiscal year and are renewable each fiscal year.  Regular contracts may be issued for 52 weeks per year.

2. The decision regarding non-renewal of a regular contract rests with the Board of Trustees.  When a contract is not renewed for reasons other than reduction in staff and discharge for cause, the decision will be conveyed in writing to the member not less than six (6) months prior to the employment contract termination date.

B. Temporary Contracts

1. A temporary contract will be used to fill positions that are known to be temporary at the time of employment or are funded by an external source in the form of limited or conditional grants.  The Association will be informed within 30 days, when a temporary contract is offered and the reason therefore.

2. A temporary contract shall be issued for a period of time not to exceed one year and shall expire on the date indicated.  A contract may be renewed if the original conditions for the contract shall prevail.  Temporary job assignments can be made through appointment, although competitive searches must be initiated within one (1) year of the appointment.
3. The Association will be informed of the status of each temporary contract one (1) month in advance of the expiration of the contract.
C.  
Probationary Period

1.
All new employees under regular contracts shall serve a probationary period of two (2) years from date of hire during which time they will be termed “probationary employees.”

2.
In the event an administrative member is rehired within one (1) year of a previous administrative assignment or is transferred to a position that has the same qualifications as a previously held administrative position, the time served in the previous position shall apply to the probationary period on an FTE prorated basis.

3.
The decision regarding nonrenewal of probationary contract will be conveyed in writing to the employee no later than four (4) months prior to the employment contract termination date.

4. A third probationary year may be required at the discretion of the supervisor based on documented review of the employee’s unsatisfactory work performance.  If a third probationary year is required, the affected employee will be notified in writing no later than thirty (30) days prior to the termination date of his/her second probationary year.  (Appendix G).

5. A decision regarding the nonrenewal of a probationary contract will not be subject to the due process procedure contained in this agreement.

D.  
Termination by the Member

A member may terminate his/her employment by giving written notification to the President of the College no later than four (4) weeks prior to the employment termination date.

E.
Job Descriptions

Job descriptions will be established for all L.C.C.A.A./M.F.T.&S.R.P. administrative positions.  Each job description shall include:

1.
The administrative title.

2.
The duties and responsibilities of the position.

3.
The title of the immediate supervisor’s position.

4.
The FTE of the position.

F.
Administrative Transfer

The following procedure provides for the transfer of administrative personnel to other functions or bargaining units without reduction of quality of service to the Institution, while providing adequate opportunity for the College to seek qualified replacements:
1.  A member may transfer to a teaching, library or counseling position at this Institution provided that his/her field of academic preparation and/or qualifications is consistent with the offered curriculum or programs and divisional standards for faculty employment.

2.  In order to maintain a quality level of instruction, a member desiring such an option will be required to demonstrate proficiency by teaching, counseling or other service while carrying out his/her administrative functions.

3.  Human Resources will evaluate previous years of experience.  HR will give members with three or more years experience an appropriate title.  The member who has not had at least three years' of previous teaching, library or counseling experience at Lansing Community College or other institutions will receive the title of Instructor and will be required to maintain three successive years of satisfactory evaluations as a full-time teacher, counselor or librarian after entering full-time faculty status, in order to be considered for a continuing contract with the Institution.

4.  A member may apply for a transfer to another administrative position, when such a position is available, if he/she can demonstrate qualifications necessary to meet the requirements of the position.

5.  Compensation for the new position will be determined by existing methods, except that the entire procedure must be reviewed and approved by the President of the College.

6. The conditions in this section should not be interpreted to preclude the possibility of dismissal for cause of members or the nonrenewal of their contracts.  In cases of dismissal for cause, the individual shall be afforded the right to due process.

G.  
Administrative Vacancies


The Board retains the ultimate authority regarding the filling of all vacancies.

1.
In the event that the Board creates a new administrative position or a vacant administrative position is to be filled through a competitive search process, the Human Resources Director will provide the President of the Association with a copy of the job posting at the time of advertisement.

2.
Application for another position, whether within the College or elsewhere, is recognized as a professional right and shall not affect adversely a member's status in his/her present position.
H.  
Seniority


Members of the bargaining unit will accrue seniority in the following manner:

1.
Seniority for all members will be prorated on an FTE basis annually based on date of hire.

2.
 Members on paid leave will accrue seniority.

3.
 Seniority will accrue on a prorated basis for any partial year of service.

4.
 In the event a part-time employee moves to a full-time position, or vice versa, seniority earned shall be retained.

5.
In the case of a reduction in staff, the member will have their seniority frozen while laid off.
I.  
Reduction in Staff

The Association recognizes the exclusive right of the Board of Trustees to determine monetary savings to be achieved by reduction in personnel and/or operations and the exclusive right to determine the area in which such reductions will be made.  Prior to any reduction in staff within L.C.C.A.A./M.F.T. & S.R P. membership due to economic necessity, the Association will be provided an opportunity to present to the President and the Board, the Association recommendations regarding such reductions for the consideration of the Board prior to final Board decision.

1.
Layoff


If a reduction in staff is necessary due to economic necessity, the layoff will occur in the following order:

a.
Attrition

b.
Voluntary leave of absence without pay.

c.
Reductions in staff will occur in the following order within the affected department, recognizing that if two (2) or more regular employees are in the same department and their positions require the same basic qualifications and job status (full-time for full-time positions/part-time for part-time positions), probationary employees will be laid off first followed by the least senior employees.

d.
In the case of the same hire date, in the presence of the Association president, employee names will be drawn by Human Resource’s personnel. The employee’s name drawn is the one to be laid off.

e.
The Association will be notified of all affected members at the time the members are notified of the layoff.

f.
EXCLUDED FROM THIS ARE TEMPORARY GRANT POSITIONS.

Those members affected shall be notified as soon as feasible prior to the effective date of the layoff that their positions are to be eliminated but in no event less than sixty (60) calendar days for full-time members or thirty (30) calendar days for part-time members.  Salary and benefits will continue throughout the notification period if the layoff begins before the period is satisfied.  Affected members will be informed for a period of one (1) year of other vacancies for which they may qualify and will be given an opportunity to interview and be considered for such vacancies. The Consolidated Omnibus Benefit Reconciliation Act (COBRA) currently entitles employees who are laid off to be offered continuation of health care and other fringe benefit coverage under conditions specified by law.  Affected members are encouraged to contact Career Employment Services for assistance with the employment transition.

2.
Recall

For a period of one (1) year from the effective date of the layoff, no new bargaining unit members will be hired to fill the position vacated because of a layoff until after the laid off member has been offered the opportunity to return to this vacated position.  If the reduction in staff affects more than one (1) bargaining unit member, within a designated department, the bargaining unit member(s) will be returned in the reverse order of the layoff order mentioned above.  The Association will be notified of all affected members at the time the members are notified of the recall.

J.
Evaluations
A joint task force, made up of equal representation of the Association and the College Administration, will be created to begin developing a plan for Evaluations when the College’s Key Performance Indicators have been identified.  The task force will research current practices in evaluations and create a plan that will incorporate jointly agreed upon performance measures.  The Staff Development Plan in Appendix J will be utilized as needed until a new Evaluation Plan can be developed.
K.
Due Process

1.
Members are expected to comply with reasonable rules, regulations and policies as adopted by the College as long as such rules are not inconsistent with the provisions of this Agreement.  The Association recognizes that deficiencies in professional performance or other violations of expected conduct reflect adversely on the profession and create undesirable conditions.

2.
Administrative personnel will not be reprimanded, disciplined or discharged without just cause.

3.
Prior to an employee being notified of an investigation, the College will notify the Association that the investigation is being conducted (Appendix H).  If appropriate, during this investigation, both parties will attempt to resolve the matter informally.  Following this investigation and if the matter has not been resolved, a hearing will be held to determine if disciplinary action will be taken.

4.
The member is entitled to have Association representation at this hearing if he/she desires.  Participants at a hearing may include the Supervisor, the HR Director, the Employee and an Association Representative. If it is decided that disciplinary action will be invoked following this hearing, the member will be notified in writing of the extent of the disciplinary action and the specific reasons for taking such action.

5.
The College supports the concept of progressive discipline and agrees that the severity of the disciplinary action shall be proportionate to the alleged violation up to and including immediate discharge.  The steps of progressive discipline may include verbal warning, written reprimand, disciplinary time off, and/or discharge. Immediate disciplinary time off or discharge will not occur unless, in the opinion of the College, the misconduct is egregious.

6. With the exception of verbal warnings, written notification of disciplinary action will be provided to the affected employee.

7. Written rebuttals may be submitted by the affected member of disciplinary action will be provided to the affected employee.

Notwithstanding other provisions contained within this Agreement, protests of disciplinary action or discharge must be filed in writing within five (5) standard business days after the action was taken.  Failure to abide by these time limits shall be construed as a waiver of the employee’s right and the matter will be considered closed.  Grievances protesting disciplinary action shall be initiated at Level One.  (Article XI, C.1)

L.
Classification Review

1. Purpose:  The purpose of the following procedure is to provide an orderly and timely method of handling requests for classification review.

2. Basis for Request:  Written requests for a classification review shall be made only in those instances where the employee and/or the supervisor believe that half or more of the time spent in the position is spent on responsibilities appropriate to a different classification.  Examination of changes in responsibilities will be made in comparison to historic base information about the position whenever possible, rather than incrementally.

3. Procedure:

a.
Employees will use the Reclassification Request Form (Appendix D) to initiate a reclassification review.

b.
The employee shall complete the form, sign it, and submit it with a current signed job description to their Supervisor.  The Supervisor will prepare a written recommendation regarding the request on the Reclassification Request Form, sign the form and job description, and forward both documents to the Dean, Executive Director or Vice President for their area. The Dean, Executive Director or Vice President will complete the Recommendation Section and forward the documents to the Human Resources Director.

c.
The Human Resources Director or designee will convene a three-person panel consisting of one HR representative, one Association representative (selected from a list provided by the Association), and the Dean, Executive Director or Vice President or designee.  Designees should be familiar with the responsibilities to be examined.

d.
Within fifteen (15) working days of the submission of the Reclassification Request to the Human Resources Director, the panel will contact the employee to schedule a meeting to discuss the request.

e.
Within fifteen (15) working days of that discussion, the panel will meet and rule on the request.  Within five (5) working days of the panel’s decision, the panel will submit a written decision to the Human Resources Director.  No claim of temporariness against a request shall be considered unless it is accompanied by evidence that the responsibilities will last for less than one (1) year.  In such case, if the claim is sustained after consideration by the panel, the request will be automatically converted and considered for responsibility dollars.

f.
Within fifteen (15) working days of the date of the panel’s decision, the Human Resources Director will approve the decision and finalize the Band and Level of the position for which the reclassification request was prepared; or, the Human Resources Director will send the request back to the panel for reconsideration with specific recommendations and/or information not already considered in the panel’s deliberations.

g.
In the case of reconsideration, the panel will meet within fifteen (15) working days and will submit a written revised decision to the Human Resources Director within five (5) days of meeting.  The panel may choose to include the Human Resources Director in the deliberations.  The Human Resources Director will consider the revised decision of the panel when making a decision.

h.
If the reclassification request results in a change in salary level, and the employee’s current salary is not at the appropriate step within a level at the time of reclassification, his/her salary will be adjusted to the appropriate step within the new level established through the reclassification as follows:

i.
If the employee’s salary is below the appropriate step within a level at the time of reclassification, his/her salary will be adjusted to an equal ratio of the new level established by the reclassification.

ii.
If the employee’s salary is above the scheduled salary before the reclassification and the reclassification level salary is still below the employee’s current salary, no salary adjustment will occur.

iii.
If the employee’s salary is above the scheduled salary before reclassification and the reclassification results in a step salary more than the original salary, the employee’s salary will be adjusted to the appropriate step salary.
i.
If the reclassification request results in a change in salary level, and the employee’s current salary is at the appropriate step within a level at the time of reclassification, his/her salary will be adjusted to the appropriate step within the new level established through the reclassification as follows:

i. The difference between the employee’s current salary and the salary at the same step on the new level will be determined;

ii. The new step on the new level will be that step closest to one-half the salary difference in step (i.) above.

j.
If a salary increase results from the reclassification request, the salary adjustment will be effective on the date that the Reclassification Request was submitted to and signed by the employee’s supervisor.
k.
Reclassification requests will be limited to one (1) request by an employee per year.  This shall not prevent the College from requesting reclassifications as needed.

M.
Responsibility Dollars

Responsibility dollars are paid to employees who take on additional responsibilities that are temporary in nature.  Compensation will be provided when responsibilities are either for unusual one-time projects or responsibilities normally assigned to someone with a higher job classification.  Responsibility dollars are not provided to employees for additional work related to normal fluctuations in workload or changing responsibilities within an employee’s scope of responsibility.

Process:  The manager assigning the additional responsibilities will propose the assignment and the application of responsibility dollars in writing to the Director of Human Resources.  (Appendix E)  The Association President will receive a copy of the proposal.

1.
The proposal will include a description of the additional responsibilities, as well as the starting date and ending date for the additional responsibilities.

2.
The approval of responsibility dollars will not exceed six (6) months.  If more time is required to complete the assignment, responsibility dollars can be extended by repeating this process.

3.
The amount paid for these responsibilities is based on a $6,000 FTE annual stipend for administrators.

4.
The Director of Human Resources will review the proposal and notify the manager and the Association President of the final decision.

5.
If the proposal is approved, the Director of Human Resources will notify payroll of the amount and duration of the additional pay.
6.
Human Resources will maintain an electronic file with details of all responsibility dollars.  The Association President will be given access to the file.

ARTICLE X.  MEMBER BENEFITS

A.
Full Time Member Benefits
1.
Holidays.  The following shall be considered as paid holidays for the purposes of this Agreement.

a.
New Year's Day

b.
Martin Luther King, Jr. Day

c.
Memorial Day

d.
Independence Day

e.
Labor Day

f.
Thanksgiving Day

g.
The Day Following Thanksgiving Day

h.
Christmas Day

i.
Two (2) additional holidays, the day before Christmas and the day before New Year's Day, will be granted whenever Christmas Day and New Year's Day fall on a Tuesday, Wednesday, Thursday, or Friday.

Members on unpaid leave the work day prior to or the work day immediately after the holiday will not be paid for the holiday. 

Whenever a state or federal statute requires that any of the above designated holidays be observed on the day or date other than as set forth above, the holiday shall be observed on the day or date prescribed by the controlling statute.

2.
Paid Vacation

a.
Administrative contracts will be issued on a fiscal year basis for fifty-two (52) weeks, including twenty-five (25) days of paid vacation.  Vacation day allowances for employment periods of less than one (1) full fiscal year will be prorated on the basis of the time actually worked.

b.
All requests for vacation must be made in writing to the immediate Supervisor, using accepted department procedure.  Said request must be made as far in advance as possible.

c.
A maximum of twenty-five (25) earned vacation days may be carried forward from one fiscal year to the next.  Exceptions may be requested through the Human Resources Department.

d.
If an employee is laid off, terminated or retires, he/she shall be paid for any unused vacation days, including those earned in the current fiscal year.  All payments for vacation days not used shall be based on the current rate of pay.

e.
Vacation credit for new employees shall accrue from the date of employment and shall be prorated from July 1 based on the date of hire.  An employee beginning work on or before the 15th of any month shall earn vacation credit for that month.  If work is begun on the 16th or after, no credit shall be given for that month.

f.
Periodic notification of accumulated vacation days shall be provided by the Board to each member.

3.
Leaves of Absence – General Provisions

a.
All requests for leaves of absence with pay shall be submitted to and approved by the member’s immediate supervisor.

b.
Members shall not accrue or earn sick leave days or vacation days while on an approved leave of absence with pay.  Insurance benefits shall continue for the duration of the leave.

c.
Accrued but unused sick leave days and vacation days will be reinstated upon the member’s return to work.

d.
Any member may contact the Human Resources Department for his/her current leave balance.

4.
Jury Duty

A member who is called to and reports for jury duty shall be paid by the College for each day partially or wholly spent in performing jury duty, if the member otherwise would have been scheduled to work for the Board and does not work, an amount equal to the difference between (i) the member’s regular rate of pay, and (ii) the daily jury duty fee paid by the court (not including travel allowance or reimbursement of expenses.).  The College’s obligation to pay a member for performance of jury duty is limited to the duration of one trial in any calendar year.  In order to receive payment for jury duty service, an employee must give his/her Supervisor and the Human Resources Department prior notice that he/she has been summoned for jury duty and must furnish satisfactory evidence that jury duty was performed on days for which payment is claimed.  The provisions of this Section are not applicable to an employee who, without being summoned, volunteers for jury duty or an employee with less than one year’s service at Lansing Community College.

5.
Bereavement

a.
When a death occurs in the member’s immediate family, the member, upon request, will be excused for a maximum of five (5) standard business days following the date of death.

b.
Special circumstances may warrant deviation in granting bereavement leave as mentioned above.  These deviations are subject to the approval of the Divisional Dean and the Human Resources Director.  Whenever possible, requests for deviation will be made prior to the commencement of the leave.

c.
Immediate family.  For purposes of this subsection, a member of the employee’s immediate family is defined as current spouse, mother, mother-in-law, father, father-in-law, son, son-in-law, daughter, daughter-in-law, brother, brother-in-law, sister, sister-in-law, grandfather, grandmother, grandchild, domestic partner, step parent, or step child.
6.
Personal Leave

Eligible full-time employees will be granted the following five (5) personal leave days per year upon the approved authorization of their Supervisor:

Personal leave may be taken in as little as one-hour increments.  Unused personal leave days will not be carried over from one year to the next.

7.
Sick Leave

a.
Twelve (12) sick leave days will be granted to each member on July 1 of each year.  Sick leave days are earned at the rate of one day per each month of employment and shall accumulate up to a maximum of 150 days.  Members who have accumulated 150 or more days as of June 30, 1985 shall not accumulate additional sick leave days until such time as their sick leave balance is reduced below 150 days.  Thereafter they may again accumulate sick leave days until they reach the maximum accumulation of 150 days.

b.
Members who commence work with the College will be granted one (1) sick leave day for each remaining month from the date of employment through the following June 30.  A member beginning work on or before the 15th of any month will be credited with a sick day for that month.  If work is begun on or after the 16th of the month, no credit will be given for that month.

c.
Members will be notified of the number of sick leave days accumulated on an annual basis.

d.
Absence necessitated by an illness or injury resulting from the performance of services for the College and covered by the provisions of the Worker's Compensation Act, will not be chargeable to an employee’s sick leave.

e.
In cases where a member frequently claims personal illness or when his/her ability to perform assigned duties appears to be impaired, the Board may require a medical or psychological statement certifying that the employee is capable of performing his/her assigned duties.  When such a medical or psychological statement is required, the physician or psychologist will be selected and paid by the Board.

f.
The maximum number of sick leave days that may be used at any one time is the number of days necessary to carry the member through the ninety (90) calendar day qualification period for long term disability insurance.

g.
Sick leave days shall be used only for the following purposes:






(i)  the member's illness, accident or hospitalization or;






(ii) illness in the member's immediate family (up to five (5) days per 






     year).


For purposes of this subsection, a member of the employee’s immediate family is defined as current spouse, mother, mother-in-law, father, father-in-law, son, son-in-law, daughter, daughter-in-law, brother, brother-in-law, sister, sister-in-law, grandfather, grandmother, grandchild, domestic partner, step parent, or step child.

8.
Sick Leave Bank

Bargaining unit members may donate up to sixteen (16) hours annually of their own sick leave to the Union Sick Leave Fund for purposes of providing sick leave to employees who have exhausted their own sick leave.

i.
The Union shall carry forward any unused hours from year to year up to a maximum cap not to exceed sixteen (16) hours times the number of bargaining unit members at the end of the fiscal year.

ii.
Members who apply for usage of these funds must exhaust their own personal bank of sick time hours before being considered for additional sick leave hours.

The Union shall govern the Sick Leave Fund and its disbursement to members.
9.
Professional Development Leave

A member shall be eligible for a Professional Development Leave upon completion of six (6) continuous years of service at Lansing Community College.  The purpose of such a leave is the enhancement of the member’s personal competence through study, research, writing, or other professional pursuits.

a.
Applications for Professional Development Leave shall be submitted to the Human Resources Department on the “Professional Development Leave Application Form” (Appendix F) at least ninety (90) days prior to commencement of the leave.  A copy of the application form will be forwarded to the President.

b.
An outlined program plan for the period of leave requested shall be presented with the application for Professional Development Leave.  This plan shall include details for either study in an accredited college or university or a problem or project in research to be pursued independently by the applicant, provided that such a problem or project is related to his/her professional position.

c.
All applicants for Professional Development Leave shall be reviewed by a committee consisting of the applicant’s Dean or Director, Vice President, Human Resource Director, and President of L.C.C.A.A./M.F.T. & S.R.P. or their designees.  This committee will review the request and make a recommendation for or against granting the leave, citing the reasons. The committee’s recommendation will be forwarded to the President for review and recommendation for or against granting the leave, citing the reasons.  The President will forward his/her recommendation to the Board of Trustees for action.  In determining who shall be recommended for Professional Development Leave, the committee and the President shall consider, among other factors, the following:

· The comparative merit of the application and the value of the leave to the College.

· Contributions of the applicant to the College.

· Enhancement of the applicant’s competence through the stated purposes of the leave.

· Length of service of the applicant.

· The current number of administrators on Professional Development Leave.

d.
If a member overstays a leave of absence without providing a reasonable explanation to his/her Supervisor within three (3) standard business days of the termination of the leave, he/she shall be terminated from employment.

e.
The Professional Development Leave shall be no longer than a period of one (1) year.  Compensation for the Professional Development Leave will be dependent upon the total extent of the leave, in accordance with the following schedule:


Total Extent of Leave

Compensation

0 through 4 months

Full salary


More than 4 months through 8 months
Two-thirds salary


More than 8 months through 12 months
One-half salary


Full year Professional Development Leaves will start July 1; less than full year Professional Development Leaves may start at any time after July 1, but must be completed by June 30.

f.
A member who is granted a Professional Development Leave will sign an agreement to return to the College for a period of one (1) year or to repay the College the full amount of any compensation received while on leave, including salary and cost of employee benefits.

g.
A member who is granted a Professional Development Leave shall agree to file a detailed written report to be submitted to and discussed with his/her Divisional Dean upon return from the Professional Development Leave.

h.
A member on Professional Development Leave shall continue to receive all employee benefits as though the employee were on his/her regular assignment except as provided below in paragraph i and shall receive all improvements to compensation granted other members during his/her Professional Development Leave period.

i.
A member on Professional Development Leave shall not accrue or earn sick leave days or vacation days.
j. No Professional Development Leave shall be granted for taking employment for pecuniary advantage elsewhere.  Scholarships and fellowships in approved colleges and universities or grants that do not interfere with the program of professional improvement are accepted.

10.
Leaves of Absence Without Pay: Leaves of Absence without pay are subject to the Family Medical Leave Act as described in Appendix C. 

a.
General Provisions

1.
Except as specifically provided for in any of the following provisions, no payments of any kind will be made by the College to or for a member on any leave of absence without pay.

2.
Members shall not accrue (sick or vacation days) while on unpaid leave, nor shall insurance benefits be provided except where specified by the Family Medical Leave Act, see Appendix C.  Unless prohibited by the insurance carrier, the Board shall allow a member on a leave of absence without pay to continue his/her insurance benefits through the Board's insurance plans, provided the member is responsible for all premium payments.

3.
All requests for leaves of absence without pay shall be made in writing and shall be submitted initially to the member's immediate supervisor.  They shall be subject to the approval of the member’s Dean or Director, the Human Resources Director, and the President of the College.

4.
Members wishing to return to work prior to the termination of their leave must first secure the approval of their Dean or Director, the Human Resources Director, and the President of the College.

5.
If a member overstays a leave of absence without providing a reasonable explanation to his/her supervisor within three (3) standard business days of the termination of the leave, he/she shall be terminated from employment.

6.
For the life of this agreement, the days between Christmas Day and New Year's Day will be considered as unpaid leave days.

b.
Military Leave

1.
Extended Military Leave.  A member who enlists in or is conscripted into the United States Military Service may be granted a leave of absence without pay in conformance with conditions established by state and federal law.

2.
Annual Training Leave.  Upon prior written request, a bargaining unit member who is a member of the National Guard or organized Reserves of a United States Military Service and who is ordered to active duty for an annual training period may be granted a leave of absence without pay for the duration of the training period.

3.
Emergency Duty Leave.  A bargaining unit member who is a member of the National Guard or organized Reserves of a United State Military Service and who is ordered to emergency duty or other government declared disaster because of riot, flood, or other disaster may be granted a leave of absence without pay for the duration of that emergency duty.

c.
Child Bearing or Adoption Leave

1.
An unpaid leave for child bearing or adoption purposes may be granted for a period not to exceed twelve (12) months.  Requests for this type of leave shall be made in writing to the Human Resources Director at least ninety (90) days prior to the expected birth or adoption of the child.

2.
A member returning from a leave of absence granted for a period of no longer than ninety (90) calendar days shall be returned to his/her former position.

d.
Professional Leave of Absence


An unpaid leave of absence of up to one year may be granted to a member upon application for the purpose of advanced study, work experience in his/her field or in other areas.  The Board may extend such leave beyond the one year limit if it so desires.  Requests for such leave shall be made no later than ninety (90) days prior to the commencing day of the leave.  For leaves of absence less than one year, benefits will be prorated based on time worked.  No leave time will be deducted.

e.
Political Leave


An unpaid leave shall be granted for the period of campaigning for political office or for actual service in a full-time political office.  Forty-five (45) days advance notice must be given prior to the expected date the requested leave will commence.  No incremental credits will be allowed.  No leave time will be deducted.

11.
 Health Care
a. Members will have the option of selecting MESSA Tri-Med or SuperCare1.
b. Members will contribute a [portion of the premium of the specific coverage and specific plan if selecting a health plan.  (See chart below)

                                 Member 2004-2005 Bi-Weekly Premium Co-Pay Rates





Tri-Med

SuperCare1




Single


$16.11

$81.80




Two Person

$36.80

$185.57




Family


$41.52

$206.84

c. Eligible members selecting a cash payment in lieu of health insurance shall receive $200 per month.  Once elected, employees will only be permitted to opt back into the College sponsored hospitalization plan during the open enrollment period and in the event of changes in family status or other special circumstances.  Proof of other related insurance at the time of selection will be provided to the College.

d. The joint labor/management Health Care Task Force will continue to review the current health care plans and recommend any future changes.
e. New employees, who are members, will, within an initial thirty (30) day period, elect one of the options described above.  Whichever option the member chooses shall remain in effect for the duration of the plan year unless the College otherwise agrees to permit the member to change coverage at other times.
12.
Dental 

The College will provide at no cost to full-time members a dental insurance  plan with 85% co-pay for diagnostic and preventive services; 75% co-pay for restorative, endodontic, periodontic, and surgical services; and 50% co-pay for prosthodontic services.  There will be no deductible and a maximum benefit of $1,200 per person per year.  The Board of Trustees reserves the right to name the dental insurance carrier.  The Administrative Association will have the opportunity to review the dental plans under consideration by the College and may submit additional information regarding the selection of a new carrier.
13.
Vision Care Program


The College will provide full-time bargaining unit members with a vision care program equivalent to the vision care program in effect at the start of Fall Term, 1991, No. 809-0014, to be bid out competitively.  The schedule of benefits is available in the Human Resources Department.  The Board of Trustees reserves the right to name the provider.

14.
 Long Term Disability 

a.
The College shall maintain a long term disability (LTD) policy for all eligible full-time bargaining unit members which provides 66 2/3% of the monthly salary (annual salary divided by 12 months) following 90 consecutive calendar days up to a $4,000 monthly maximum, for the period of time specified in the policy.  These benefits will be reduced by payments from federal social security, Michigan Public School Employees Retirement Fund, the Optional Retirement Plan and from worker's compensation benefits for the period specified in the policy.  Full-time bargaining unit members become eligible for LTD coverage effective the first day of the month following the date of hire.

b.
Bargaining unit members may draw days from their personal accumulation of sick leave days until they become eligible for long term disability insurance [maximum of ninety (90) consecutive calendar days].
c.
LTD benefits will be limited to twenty-four (24) months for those bargaining unit members who are disabled due to a nervous or mental condition, or for substance abuse.  For employment purposes, if the bargaining unit member’s disability continues for a period of two (2) or more years, the bargaining unit member will be terminated from employment after the twenty-fourth month.

d.
The College shall pay its portion of the monthly health insurance premium for twelve months, which will be concurrent with any available Family Medical Leave Act benefits, from the date of the bargaining unit member becoming eligible for LTD.  This payment will not be made for bargaining unit members who are not enrolled in a health insurance program through the College on the date of disability.  Bargaining unit members shall continue to be responsible for their monthly premium contribution.  The LTD benefit is governed by the provisions of the written policy, a copy of which is available in the College-wide Human Resources Office.
15.
Retirement

Retirement of members will be handled in accordance with the regulations established by MPSERS and in conformance with the appropriate State and Federal laws.  Effective April 1, 1999, full-time bargaining unit members shall have the option of participating with the Michigan Public School Employees Retirement System (MPSERS) or the Optional Retirement Plan (ORP).  The election to participate in the ORP must be made within ninety (90) days from the date of hire and shall be an irrevocable choice.  (See Appendix  D.)

16.
Admission to Lansing Community College Courses

a. Members will be granted tuition scholarships for Lansing Community College courses they desire, so long as there is no conflict with their own assignments.  It is recognized that enrollment may be limited by such factors as facilities and equipment limitations and current safety standards.

b. Dependents, as defined by the Federal Internal Revenue Service for income tax purposes, of members of Lansing Community College will be granted tuition scholarships for Lansing Community College courses for which they meet entrance requirements.  It is recognized that enrollment may be limited by such factors as facilities and equipment limitations and current safety standards.

17.
Other Employee Benefits

The amount and nature of benefits shall be governed by the terms of the group insurance policy and the rules and regulations of the carrier. Benefits for new members will be effective on the first day of the calendar month following the calendar month in which he/she was employed on a regular full-time basis.  Benefits for members who voluntarily terminate their employment will cease following their last day of employment.
a. Life Insurance - $50,000 plus accidental death and dismemberment.
b. Tax Sheltered Annuities - Members have the option to contribute to a tax sheltered annuities plan.  The Business Office maintains a list of approved providers.
c. College Travel - Members will be reimbursed for travel authorized by an approved travel request according to college policy.
d. Parking - Members will abide by college parking policies.
1.
With the exception of debit card parking lots, the Board will strive to provide adequate parking at no cost for the surface lots.  A reasonable fee, as determined by the College, may be charged for parking in parking facilities.

2.
The Board may require parking cards, decals or other methods of control for each member car and will furnish parking cards, decals or other methods of control at Board expense.  If the cards, decals or other methods of control are lost or misplaced, a replacement fee will be charged.

3.
In the event that the College finds it must increase its parking fees prior to the termination of this Agreement for all members who have access to the facility, the College will notify the Association in writing thirty (30) days prior to implementation specifying the new rates as well as any other modifications proposed for change.  The College will also notify the members of the change and when that change will occur.

4.
The Association and the College agree to explore the resolution of parking issues such as space availability, fees and location using the model of the Health Care task force.
5.
Bargaining unit members whose primary work assignment location is the main campus may opt out of accepting College parking.  Full-time members who opt out will receive a $500/year stipend, which will be pro-rated if elected for less than one year.  Part-time members who have completed their probationary period and are scheduled to work Monday through Friday between 8:00 a.m. and 5:00 p.m. who opt out will receive a pro-rated amount based on the average hours scheduled to work.  Employees who opt out are not eligible to purchase an annual ramp pass.  Members who opt out may not opt back in until August 20th.
	Start Date
	Stipend Amount

	August 21 – September 20
	$500.00

	September 21 – October 20
	$444.44

	October 21 – November 20
	$388.89

	November 21 – December 20
	$333.33

	December 21 – January 20
	$277.78

	January 21 – February 20
	$222.22

	February 21 – March 20
	$166.67

	March 21 – April 20
	$111.11

	April 21 – May 20
	$55.56


       Part-time Administrator Stipend
Part-time member stipends are pro-rated based on the average hours worked per week in the previous academic year (Fall and Spring semesters).  The formula would be figured as follows, where S is the stipend amount from the chart above, based on date:

       Stipend = S * (average hours per week)/40
B. Part Time Member Benefits
1. Hospitalization

Part-time members, who are assigned and work an average of 20 or more hours per week for the preceding four (4) weeks prior to the open enrollment period, may participate in the College’s administrative Messa hospitalization plan provided they pay the regular monthly premium for such coverage.  Such premiums shall be paid through the payroll deduction process.  Eligible part-time members may select a pre-tax contribution, if so desired.  If, following the enrollment period, the regularly assigned hours are reduced to less than 20 hours per week, the hospitalization coverage will continue up to the next enrollment period provided the member remains on the active payroll and continues to pay the premium for such coverage. Reenrollment, following the reduction of hours below 20 per week, will be dependent upon the member meeting the qualifications set forth above (4 weeks).

New members may also qualify upon the completion of their first 4 weeks of working an average of 20 hours or more per week.  If the eligible part-time member does not opt to participate in either of the College’s hospitalization plans at this time, they shall be required to wait until the next open enrollment period.

2. Paid Time Off


Paid time off will be granted to part time members as follows:


Years of Service
PTO Hours


0 – 2
60 hours



3 – 5
80 hours



6+
100 hours


A maximum of one year’s PTO accrual may be carried forward from one fiscal year to the next.

Members beginning work on or before the 15th of the month will receive credit for that month and paid time off will be prorated in compliance with the total annual leave.

3.
Holidays

The following shall be considered as paid holidays for the purposes of this Agreement.

a.
New Year's Day

b.
Martin Luther King, Jr. Day

c.
Memorial Day

d.
Independence Day

e.
Labor Day

f.
Thanksgiving Day

g.
The Day Following Thanksgiving Day

h.
Christmas Day

i.
Two (2) additional holidays, the day before Christmas and the day before New Year's Day, will be granted whenever Christmas Day and New Year's Day fall on a Tuesday, Wednesday, Thursday, or Friday.

Part time members will be paid their regularly scheduled number of hours for each holiday.

4. Jury Duty

A member who is called to and reports for jury duty shall be paid by the College for each day partially or wholly spent in performing jury duty, if the member otherwise would have scheduled to work for the Board and does not work, an amount equal to the difference between (i) the member’s regular rate of pay, and (ii) the daily jury duty fee paid by the court (not including travel allowance or reimbursement of expenses).  The College’s obligation to pay a member for performance of jury duty is limited to the duration of one trial in any calendar year.  In order to receive payment for jury duty service, an employee must give his/her supervisor and the Human Resources Department prior notice that he/she has been summoned for jury duty and must furnish satisfactory evidence that jury duty was performed on days for which payment is claimed.  The provisions of this Section are not applicable to an employee who, without being summoned, volunteers for jury duty or an employee with less than one year’s service at Lansing Community College.

5. Bereavement

a.
When a death occurs in the member’s immediate family, the member, upon request, will be excused for a maximum of five (5) standard business days following the date of death.

b.
Special circumstances may warrant deviation in granting bereavement leave as mentioned above.  These deviations are subject to the approval of the Divisional Dean and the Human Resources Director.  Whenever possible, requests for deviation will be made prior to the commencement of the leave.

c.
For purposes of this subsection, a member of the employee’s immediate family is defined as current spouse, mother, mother-in-law, father, father-in-law, son, son-in-law, daughter, daughter-in-law, brother, brother-in-law, sister, sister-in-law, grandfather, grandmother, grandchild, domestic partner, step parent, or step child.

6. Admission to Lansing Community College Courses

a.
Part time Administrators who have completed their probationary period will be granted tuition scholarships for up to 16 credit hours per semester for Lansing Community College courses they desire, so long as there is no conflict with their own assignments.  It is recognized that enrollment may be limited by such factors as facilities and equipment limitations and current safety standards.
b.
Part time Administrators who do not utilize their full tuition benefit for a semester may allow their IRS eligible dependents to utilize the remaining number of credits for LCC courses.

ARTICLE XI.  GRIEVANCE PROCEDURE

A. Definition

1.
A grievance is defined as an alleged violation, misinterpretation or misapplication of a specific article or section of this Agreement and/or the Board's Personnel Policies.

2.
An "aggrieved bargaining unit member" is the member (or members) who is directly affected and, therefore, will make the claim.  The Association is the aggrieved when Association rights have been allegedly violated.  Association grievances will commence in writing at Level Two.

B.
Purpose

1.
The purpose of this procedure is to secure, at the lowest possible administrative level, equitable solutions to grievances.  Both parties agree these proceedings shall be kept as informal and confidential as may be appropriate at any level of the procedure.

2.
Nothing contained herein will be construed as limiting the right of any bargaining unit member having a grievance to discuss the matter informally with any appropriate member of the administration and having the grievance adjusted without recourse to the formal grievance procedure and without intervention of the Association, provided the adjustment is consistent with the terms of this Agreement.

C.
Procedure


Since it is important that grievances be processed as rapidly as possible, the number of days indicated at each level should be considered a maximum, and every effort should be made to expedite the process.  If appropriate action is not taken by the bargaining unit member or the Association representative (unless designated otherwise) within the time limits specified, the grievance will be deemed settled on the basis of the disposition at the preceding level.  The time limits specified may, however, be extended by mutual agreement.  The aggrieved party shall, at all levels of the procedure, have the right to Association counsel provided that two (2) days advance notice is given to the Human Resources Department.  No advance notice will be required for local Association representation.  A supply of the grievance forms shall be on file with the Director of Human Resources and the Association.

1.
Level One
 (Grievance can be settled at Level One without setting a precedent in future cases.)

a.
A bargaining unit member may, within fifteen (15) standard business days of the event giving rise to the grievance, orally discuss the matter with his/her appropriate director or supervisor with the objective of resolving the matter informally.  If the aggrieved is not satisfied with the disposition from the oral discussion and he/she wishes to further pursue the matter, he/she shall file the grievance in writing.  The written grievance must be submitted to his/her appropriate director or supervisor within fifteen (15) standard business days of the event giving rise to the grievance.

b.
Three (3) copies of this written grievance shall be prepared by the bargaining unit member, and he/she shall send one (1) copy to each of the following:  American Federation of Teachers, appropriate director or supervisor, and the Director of Human Resources.

c.
Within ten (10) standard business days of the filing date, the aggrieved member or the Association representative will arrange to meet with his/her respective supervisor in an effort to resolve the issue.  A written answer shall be given within ten (10) standard business days after such meeting.  Failure of the supervisor to respond in writing shall move the grievance to the next level of the grievance procedure.  Copies of the answer shall be sent to the parties as in "b" above.

2.
Level Two

a.
If the aggrieved is not satisfied with the disposition of the grievance at Level One, or if no decision has been rendered in the time allowed, a letter shall be delivered within ten (10) standard business days thereafter by the member to the Director of Human Resources, stating his/her desire to pursue the grievance to Level Two.  At this level, the grievance or letter must be co-signed by the aggrieved and the Association.

b.
Within ten (10) standard business days of the receipt of such grievance, the aggrieved employee or the Association representative will arrange to meet with the Director of Human Resources or his/her designee to discuss the issues.  The aggrieved may be present and shall be present at the request of either the Director of Human Resources or the Association President.  A written answer shall be given within ten (10) standard business days from the date of the Level Two meeting.

c.
Matters involving Association grievances will be discussed with the appropriate administrative official within fifteen (15) standard business days from the event giving rise to the grievance with the objective of resolving the matter informally.  If the matter is not resolved on an informal basis and the Association desires to further pursue the matter, it may then be reduced to the form of a written grievance.  Written Association grievances commencing at this level shall be filed within ten (10) standard business days following the meeting with the appropriate administrative official.  The time limits for the scheduled hearing and the written response will be the same as those specified for employee grievances.  Copies of the answer shall be sent to the parties as in C.1.b. above.

3.
Level Three

a.
If the aggrieved is not satisfied with the disposition of the grievance at Level Two, or if no decision has been rendered in the time allowed, a letter shall be delivered within ten (10) standard business days thereafter by the bargaining unit member to the President of the College, stating his/her desire to pursue the grievance to Level Three.  At this level, the grievance or letter must be co-signed by the aggrieved and the Association President.

b.
Within ten (10) standard business days of receipt of such grievance, the aggrieved member or the Association representative will arrange to meet with the President of the College or his/her designee to discuss the issues.  The aggrieved may be present and shall be present at the request of either the President of the College or the Association.  A written answer shall be given within ten (10) standard business days from the date of the Level Three meeting.  Copies of the answer shall be sent to the parties as in C.1.b. above.

4.
Level Four

a.
If the decision of the President of the College or his/her designee is not satisfactory to the aggrieved, the grievance may be submitted to arbitration by written notice given by the Association within thirty (30) standard business days after receipt of the President's decision.  An arbitrator shall be selected in accordance with the procedures of the American Arbitration Association.

b.
The power of the arbitrator shall be limited to the interpretation or application of this Agreement, and he/she shall have no power to alter, add to or subtract from the terms of this Agreement as written.  The decision of the arbitrator shall be binding on all parties involved.

c.
The fees and expenses of the arbitrator shall be shared equally by the Board and the Association.

d.
The parties shall be responsible for the payment of witnesses called to testify in their behalf.

5.
No grievance shall be processed unless initiated and carried to the next step within the time provided herein or as extended by mutual agreement; said agreement shall be in writing with copies submitted to both parties.

D.
Grievance Hearings


Grievance hearings will be scheduled so as not to conflict with the bargaining unit member's regularly assigned duties.  Any bargaining unit member officially engaged in grievance hearings under the terms of this provision and during regular working hours shall not suffer loss of salary.

ARTICLE XII.  COMPENSATION
Each year, in October, a joint taskforce will meet to review market salary data and LCC’s financial status in order to determine that projected salary adjustments are appropriate and to discuss any necessary modifications to projected salary schedules.  Any modifications will be subject to negotiations.

A. Full Time Members

1. Salary Schedules


Bargaining unit members shall be compensated in accordance with the appropriate step of the appropriate level of the salary schedules in Appendix C.  Part time member salaries will be prorated based on the regularly scheduled number of hours per week.

2. 
Placement on the Salary Schedule 

      For employees below their appropriate step/level salary, the annual salary increase will be capped at a maximum annual increase of 15%.  This cap does not apply to salary increases as a result of reclassification.

3. 
Hiring Range
a.
Newly hired bargaining unit members will be placed on the salary schedule as follows:  one step for each full-time equated year of experience both outside of and within LCC (part-time) up to a maximum of six (6) years, (1 FTE year = 1 step).  The College, if necessary, can waive the six (6) year maximum.

b.
If a vacant position is filled by a bargaining unit member who is retired from LCC within the last year and the vacant position being filled is substantially the same as the position formerly held by the bargaining unit member, the employee will be placed on the salary schedule as follows:

i.
Using the salary level for the position being rehired to, calculate the difference between the salary at the employee’s old step (the step held at time of termination from LCC) and the salary at the step as determined in 3.a. above.

ii.
The new hire step will be that step closest to one-half the salary difference in 3.b.i. above, plus the new hire step as calculated in 3.a. above.

c.
If a vacant position is filled by a bargaining unit member, the employee will be placed on the salary schedule as follows:

i.
If the salary level is the same as the employee’s current level, the employee will remain on the current step of the salary level for the new position.

ii.
If the salary level of the new position is higher than the employee’s current level, the procedure defined in paragraph b. above will be sued to calculate the new salary.

iii.
If the salary level of the new position is lower that the employee’s current level, the employee’s salary will be frozen until the salary schedule advances to the employee’s salary level.
4. 
Degree Recognition

Full-time members who, after the effective date of this agreement, obtain a related academic degree beyond what is specified in the band and level classification of their position and subject to the approval of the immediate supervisor/chairperson, the Cabinet-level administrator and the Human Resources Director, will receive a one-time payment not added to base of $1000 (one thousand dollars) following the submission of an official transcript from a regionally accredited institution.

5.
Salary Increases
Bargaining unit members’ will increase one step on the salary schedule each year of the agreement. 
For each year of this agreement, full time employees receiving less than $1,000 annual increase will receive a lump sum payment which will bring the total salary increase and lump sum payment to $1,000.  

B. Part Time Members

1. Salary Schedules

Part time bargaining unit members will be compensated on a pro-rated basis according to their FTE status designation (20 hr, 25 hr, or 30 hr), in accordance with the appropriate step of the appropriate level of the salary schedule in Appendix C.  

2.
Placement on the Salary Schedule

For employees below their appropriate step/level salary, the annual salary increase will be capped at a maximum annual increase of 15%.  This cap does not apply to salary increases as a result of reclassification.

3.
Hiring Range

a.
Newly hired bargaining unit members will be placed on the salary schedule as follows:  one step for each full-time equated year of experience both outside of and within LCC up to a maximum of six (6) years, (1 FTE year = 1 step).  The College, if necessary, can waive the six (6) year maximum.

b.
If a vacant position is filled by a bargaining unit member who is retired from LCC within the last year and the vacant position being filled is substantially the same as the position formerly held by the bargaining unit member, the employee will be placed on the salary schedule as follows:

i.
Using the salary level for the position being rehired to, calculate the difference between the salary at the employee’s old step (the step held at time of termination from LCC) and the salary at the step as determined in 3.a. below.

ii.
The new hire step will be that step closest to one-half the salary difference in 3.b.i. above, plus the new hire step as calculated in 3.a. above.

c.
If a vacant position is filled by a bargaining unit member, the employee will be placed on the salary schedule as follows:

i.
If the salary level is the same as the employee’s current level, the employee will remain on the current step of the salary level for the new position.

ii.
If the salary level of the new position is higher than the employee’s current level, the procedure defined in paragraph b. above will be used to calculate the new salary.

iii.
If the salary level of the new position is lower than the employee’s current level, the employee’s salary will be frozen until the salary schedule advances to the employee’s salary level.
4.
Degree Recognition

Part-time members who obtain a related academic degree after the effective date of this contract, and subject to the approval of the immediate supervisor or chairperson, the cabinet-level administrator and the Human Resources Director, will receive a one-time payment not added to base salary of $1,000 pro-rated according to their FTE status designation.  Payment will be made following submission of official transcripts from a regionally accredited institution and approval of appropriate parties.

5.
Salary Increases

Bargaining unit members’ will increase one step on the salary schedule each year of the agreement. 
For each year of this agreement, part time employees receiving less than $750 annual increase will receive a prorated lump sum payment which will bring the total salary increase and lump payment to $750 (for 30 hour/week employees), $500 (for 20 hour/week employees), or $250 (for 10 hour/week employees).
DURATION OF AGREEMENT

This Agreement shall be effective as of July 1, 2006, and shall continue in effect until midnight, June 30, 2010.  This Agreement shall not be extended orally, and it is expressly understood that it shall expire on the date indicated.  Negotiations shall begin no later than sixty (60) days prior to the contract expiration date.

For the Board of Trustees:




For the Association:
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APPENDIX A

FAMILY AND MEDICAL LEAVE ACT REGULATIONS
These regulations are promulgated in accordance with the college's Board Policy regarding its commitment to comply with the Family and Medical Leave Act of 1993 (FMLA), and any terms used herein will be as defined in the Act.  To the extent that any provision is in violation of the Act, the language of the Act will prevail.  The FMLA provisions do not impair any rights granted under any provisions of the collective bargaining agreement between the parties.

1.
Eligibility.  A bargaining unit  member is eligible, effective February 5, 1994, for a FMLA leave if he/she has been employed by the College for at least twelve (12) months and at least 1,250 hours during the twelve (12) month period immediately preceding the member's request for leave or the date on which the leave commences, whichever comes first.

2.
Purpose.  An eligible bargaining unit member (hereinafter referred to as "member" in this policy), upon request, will be granted up to twelve (12) workweeks of unpaid FMLA leave during the twelve month academic year period for one or more of the following events:


a.
for the birth of a son or daughter of the member and to care for such child;


b.
for the placement of a child with the member for adoption or foster care;


c.
to care for a spouse, child, or parent who has a serious health condition;


d.
for the serious health condition of the member which renders him/her unable to perform the functions of the member's position.


FMLA grants of leave do not accumulate from year-to-year.

3.
Benefits.  The taking of a FMLA leave shall not result in the loss of any employment benefit accrued prior to the date on which the leave commenced; provided, however, that nothing in this sentence shall be construed to entitle any member who returns from leave to the accrual of any seniority or employment benefits during the period of the leave or to any right, benefit or position other than that to which the member would have been entitled had the member not taken the leave.

4.
Return to Position.  Members who take a FMLA leave for the intended purpose of the leave shall be entitled, on return from the leave, to be restored by the College to the position of employment held by the member when the leave commenced or an equivalent position with equivalent employment benefits, pay, and other terms and conditions of employment.

5.
Health Benefits.  During the period of a FMLA, the College shall maintain coverage under any group health plan as defined by the FMLA for the duration of such leave and at the level and under the conditions of the coverage which would have been provided if the member had continued in employment for the duration of the leave.  The College shall have the right to recover the premiums paid for maintaining coverage for the member under such group health plan during the period of a FMLA leave if the member fails to return to work for reasons other than the continuation, recovering from or onset of a serious health condition entitling the member to leave under Section 2c or 2d above, or other circumstances beyond the member's control.  In this situation, the College may require certification of inability to return to work as specified and allowed by the FMLA.

6.
Relationship to Paid Leave.  A member may elect to substitute any accrued vacation leave, personal leave, or family leave for any part of the twelve (12) week period of leaves taken pursuant to Section 2a, 2b or 2c above.  A member may be required to substitute any accrued or available paid medical or sick leave for part or all of the twelve (12) week period of leave under Section 2d above, with any remainder of the twelve (12) week period to be unpaid.

7.
Birth Year.  An unpaid family leave of up to twelve (12) workweeks for the birth/care of a child or for the placement of a child for adoption or foster care may be taken at any time within the twelve month period which starts on the date of such birth or placement of adoption or foster care.  However, regardless of when the leave commences, it will expire no later than the end of the twelve (12) month "birth year".  For example, a bargaining unit member who requests a leave at the start of the eleventh month [of the twelve (12) month birth year counted from the date of birth or placement] is entitled to only eight (8) workweeks of unpaid leave (months 11 and 12).  Upon request of the bargaining unit member, the College may approve further unpaid leave, as provided for in Article VI, Section C, paragraph 3 of the collective bargaining agreement.

8.
Spouses Employed.  Spouses, both of whom are employed by the College, are limited to a combined total of twelve (12) workweeks of unpaid leave during any twelve (12) month period for the birth/care of their child, placement of the child for adoption or foster care, or for the care of a parent with a serious health condition.  However, each member may use up to twelve (12) workweeks of unpaid leave during any twelve (12) month period to care for his/her child or spouse who is suffering from a serious health condition.

9.
Notification of Birth.  An eligible member who foresees that he/she will require a leave for the birth/care of a child or for the placement of a child for adoption or foster care, must notify the College, in writing, not less than thirty (30) calendar days in advance of the start date of the leave.  If not foreseeable, the member must provide as much written notice as is practicable under the circumstances.

10.
Notification of Medical Treatment.  An eligible member who foresees the need for a leave of absence due to planned medical treatment for his/her spouse, child, or parent should notify, in writing, the College as soon as possible so that the absence can be scheduled at a time least disruptive to the college's operations.  Such a member must also give at least thirty (30) calendar days written notice, unless impracticable, in which case the member must provide as much written notice as circumstances permit.

11.
Health Provider's Statement.  If the requested leave is to care for a spouse, child, or parent who has a serious health condition, the member may be required to file with the College in a timely manner a health care provider's statement that the member is needed to care for the son, daughter, spouse, or parent and an estimate of the amount of time that the member is needed for such care.

12.
Intermittent Leave.  A leave taken under 2a or 2b above shall not be taken intermittently or on a reduced leave schedule unless the College and the member agree otherwise.  Subject to the limitations and certifications allowed by the FMLA, other FMLA leaves may be taken intermittently or on a reduced leave schedule when medically necessary; provided, however, that where such leave is foreseeable based upon planned medical treatment, the College may require the member to transfer temporarily to an available alternative position offered by the College for which the member is qualified and that has equivalent pay and benefits and better accommodates recurring period of leave than the member's regular position.

13.
Inform the College.  A member on an approved FMLA leave should keep the College informed regarding his/her intent to return to work upon conclusion of the leave.

14.
Opinion Verification.  In any case in which the College has reason to doubt the validity of the health care provider's statement or certification for leaves taken under Section 2c or 2d above, the College may, at its expense, require a second opinion.  If the second opinion differs from the first, a third opinion from a health care provider mutually acceptable to the College and the Association will be provided at the college's expense.  The opinion of the third health care provider will be final.

15.
Serious Health Condition.  For purposes of this Appendix, "Serious Health Condition" is defined as it appears in FMLA Section 101(11) as follows:  "an illness, injury, impairment, or physical or mental condition that involves -- (A) inpatient care in a hospital, hospice, or residential medical care facility; or (B) continuing treatment by a health care provider."  This definition is further explained at length in the final FMLA regulations, §825.114.

Appendix B

Optional Retirement Plan Provisions

1. Eligibility would be defined by the Optional Retirement Act (1994 PA 296) and shall include full-time members.

2. Vesting on the employee’s contribution is immediate.  Any contribution by members is immediately and fully vested.

3. Vesting on the College’s contribution shall be 100% after two (2) years.  Vesting credit shall be given for continuous full-time service years preceding the selection of the ORP.

4. A member selecting the ORP shall contribute 4.3% of his/her gross earnings as defined by the Michigan Public School Employees Retirement System (MPSERS).

5. The College shall contribute, on behalf of the member selecting the ORP, an amount equal to 12% of the gross earnings of the member as defined by MPSERS.

6. There shall be only one vendor who shall provide a reasonable array of investment options.  The vendor’s performance, risk and administrative record will be reviewed periodically.

Appendix C

Salary Schedules – LCCAA

	2006-2007
	Level 6
	Level 7
	Level 8

	Step 1
	$39,408
	$46,006
	$54,895

	Step 2
	$40,984
	$47,846
	$57,091

	Step 3
	$42,624
	$49,760
	$59,375

	Step 4
	$44,116
	$51,502
	$61,453

	Step 5
	$45,660
	$53,304
	$63,604

	Step 6
	$47,258
	$55,170
	$65,830

	Step 7
	$48,675
	$56,825
	$67,805

	Step 8
	$50,136
	$58,530
	$69,839

	Step 9
	$51,640
	$60,285
	$71,934

	Step 10
	$52,931
	$61,793
	$73,733

	Step 11
	$54,254
	$63,337
	$75,576

	Step 12
	$55,339
	$64,604
	$77,087

	Step 13
	$56,446
	$65,896
	$78,629

	Step 14
	$57,575
	$67,214
	$80,202

	Step 15
	$58,438
	$68,222
	$81,405

	Step 16
	$59,315
	$69,246
	$82,626

	Step 17
	$60,205
	$70,284
	$83,865

	
	
	
	

	
	
	
	

	2007-2008
	Level 6
	Level 7
	Level 8

	Step 1
	$39,802
	$46,466
	$55,444

	Step 2
	$41,394
	$48,325
	$57,662

	Step 3
	$43,050
	$50,258
	$59,969

	Step 4
	$44,557
	$52,017
	$62,068

	Step 5
	$46,116
	$53,837
	$64,240

	Step 6
	$47,730
	$55,721
	$66,488

	Step 7
	$49,401
	$57,672
	$68,815

	Step 8
	$51,130
	$59,690
	$71,224

	Step 9
	$52,664
	$61,481
	$73,361

	Step 10
	$54,244
	$63,325
	$75,561

	Step 11
	$55,600
	$64,908
	$77,450

	Step 12
	$56,990
	$66,531
	$79,387

	Step 13
	$58,130
	$67,862
	$80,974

	Step 14
	$59,292
	$69,219
	$82,594

	Step 15
	$60,478
	$70,603
	$84,246

	Step 16
	$61,688
	$72,015
	$85,931

	Step 17
	$62,921
	$73,456
	$87,649


	
	
	
	

	
	
	
	

	2008-2009
	Level 6
	Level 7
	Level 8

	Step 1
	$40,598
	$47,395
	$56,553

	Step 2
	$42,222
	$49,291
	$58,815

	Step 3
	$43,911
	$51,263
	$61,168

	Step 4
	$45,448
	$53,057
	$63,309

	Step 5
	$47,039
	$54,914
	$65,525

	Step 6
	$48,685
	$56,836
	$67,818

	Step 7
	$50,389
	$58,825
	$70,192

	Step 8
	$52,152
	$60,884
	$72,648

	Step 9
	$53,717
	$62,711
	$74,828

	Step 10
	$55,329
	$64,592
	$77,073

	Step 11
	$56,988
	$66,530
	$79,385

	Step 12
	$58,413
	$68,193
	$81,369

	Step 13
	$59,873
	$69,898
	$83,404

	Step 14
	$61,370
	$71,645
	$85,489

	Step 15
	$62,905
	$73,436
	$87,626

	Step 16
	$64,163
	$74,905
	$89,379

	Step 17
	$65,446
	$76,403
	$91,166

	
	
	
	

	
	
	
	

	2009-2010
	Level 6
	Level 7
	Level 8

	Step 1
	$41,410
	$48,343
	$57,684

	Step 2
	$43,067
	$50,277
	$59,992

	Step 3
	$44,789
	$52,288
	$62,391

	Step 4
	$46,357
	$54,118
	$64,575

	Step 5
	$47,979
	$56,012
	$66,835

	Step 6
	$49,659
	$57,973
	$69,174

	Step 7
	$51,397
	$60,002
	$71,595

	Step 8
	$53,195
	$62,102
	$74,101

	Step 9
	$55,057
	$64,275
	$76,695

	Step 10
	$56,709
	$66,203
	$78,996

	Step 11
	$58,410
	$68,190
	$81,366

	Step 12
	$60,163
	$70,235
	$83,807

	Step 13
	$61,968
	$72,342
	$86,321

	Step 14
	$63,517
	$74,151
	$88,479

	Step 15
	$65,105
	$76,005
	$90,691

	Step 16
	$66,407
	$77,525
	$92,505

	Step 17
	$67,735
	$79,075
	$94,355
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LANSING COMMUNITY COLLEGE

HUMAN RESOURCES DEPARTMENT

RECLASSIFICATION REQUEST

Name:

     
Job Title:
     
Department:
     
Division:
     
Check the appropriate box(es) identifying the purpose for this reclassification:

 FORMCHECKBOX 
Position Band

and/or


 FORMCHECKBOX 
Position Level

Describe in detail the specific responsibilities/tasks that related to Inputs, Processes and/or Outputs that support your request.  

Inputs:

     
Processes:
     
Outputs:
     
Employee Signature______________________________________________Date_______

Note:  
This page must be submitted with the completed Supervisor, Dean and/or Vice President’s recommendation on Page 2.

Supervisor, Dean and/or Vice President’s Recommendation 

For Reclassification

Employee Name:  __________________________________________________     
Supervisor completing recommendation:
  ________________________________     
Recommendation:
     
Supervisor’s Signature_____________________________________________Date________

Note:  
A signed job description must accompany this form.  This form and the signed job description must be forwarded to your Division HR Director.

Dean and/or Vice Present completing recommendation:
     
Recommendation:
     
Dean’s Signature_____________________________________________Date________

Vice President’s

Signature_____________________________________________Date________

For HR Use Only:

Director of HR:_______________________________________Date:
________


( Not Approved
( Approved
Amount: $________
Distribution of Decision: 
( Association if applicable


( Supervisor


( Employee


( Payroll


( Dean/Vice President


( Business Office
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Request for

Additional Responsibility Dollars

Date:     ______

Employee Information:

Name:
_________________________________________________________

Position Title:
_________________________________________________________

Program: 
_________________________________________________________

Division:
_________________________________________________________

Current Salary/Hourly Rate: $     


PTAEO:
     


Additional Responsibilities:

	Description: 




Start Date:
________________
End Date:_____________ (not to exceed 6 months)
Approvals:

Supervisor: 

Date:______
For HR Use Only:

Director of HR: 

Date:______

( Not Approved
( Approved
Amount: $___________________________

Distribution of Decision: 
( Association


( Supervisor


( Employee


( Payroll


( Dean/Vice President


( Business Office
Appendix F
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Lansing Community College

Professional Development Leave

Application Form – Full Time Administrators/LCCAA

Name:  _____________________________     Department:  ___________________________

Full-Time Employment Date __________________  Title: ______________________________

                                                    Month        Year

Date of Previous Professional Development Leave:  ________________ to ________________

Length of Requested Leave _____________________ to _____________________

Brief statement of purpose of the leave:  (attach a detailed plan of the anticipated leave as per Master Agreement, Article VII, C, 1, e.)

In accordance with the terms of the Master Agreement, the Professional Development Leave Committee must consider the following factors in determining who shall be recommended for leave:

1. The comparative merit of the application and the value of the leave to the College.

2. Contributions of the applicant to the College.

3. Enhancement of the applicant’s competence through the stated purposes of the leave.

4. Length of service of the applicant to the College.

To assist the Committee and the President in evaluating your request, please attach a statement as to how your leave will meet each of the criteria mentioned above.  Please respond separately to each item.

It is understood that a detailed written report will be submitted to the Divisional Dean or President, upon return from the Professional Development Leave.







______________________________________







                             Signature







______________________________________






   Date

Appendix G
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Probationary Extension 


Date:?????

     

Employee Information:


Date of Request:    ______________________________________________________

Name:                     _____________________________________________________

Supervisor Name:   _____________________________________________________

Dept./Division:
     ______________________________________________________
REASON FOR EXTENSION:

	


Deadline for completing evaluation:
__________________ 
Signature:__________________________________________


Approvals:


Supervisor:  ____________________________________
Date: __________
Director of HR:  _________________________________
Date: __________
For HR Office Use Only:

Benefits & Compensation Manager Notified              Date:__________  Initials:_______

AFT Notified                                                              Date:__________  Initials:_______
APPENDIX H
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Notification Letter

TO:


(Bargaining Unit Member)

FROM:

(Administrator)

SUBJECT:

Complaint

DATE:

__________________

In accordance with Article VI., Section I. Due Process, this letter is meant to notify you that a complaint has been received which may result in disciplinary action.  As we investigate the merits of the complaint it may be necessary for me or another administrator to discuss this matter with you.  Please be aware that you have the right to have a AFT representative with you in any meeting with administration concerning this matter.

cc:
Human Resources


AFT President

Appendix I

LCC Health Care Task Force

April 21, 2006

Labor Proposal
4/21/2006 @ 4:00 p.m.

· The Health Care Task Force will continue to monitor the health care program on at least a quarterly basis.

· Current MESSA medical coverage will continue until June 30, 2010.  However, after June 30, 2008, if any annual premium increase exceeds 12% either party may request a reopener to discuss alternatives.

· Dental coverage will be increased to $1200 annual maximum effective July 1, 2006.  If no further agreement is reached, the annual dental maximum of $1200 will remain in effect for the duration of the agreement.

· Dental coverage (single only) will be available for purchase by all part-time non-probationary bargaining unit employees.

· Vision coverage for full-time employees will remain unchanged until the Health Care Task Force negotiates new coverage and rates.

· Vision coverage (single only) will be available for purchase by all part-time non-probationary bargaining unit employees.

· HCTF will begin negotiating dental and vision coverage during the 2006-07 fiscal year for implementation during the 2007-2008 fiscal year.  If no agreement is reached, current vision and dental coverage will continue until June 30, 2010.

· The current cost sharing formula will remain in effect unless a change is negotiated.

· All payroll deductions for cost share may be deducted on a pre-tax basis at the employee’s request in accordance with the Section 125 Summary Plan Description.

· All full-time employees will be entitled to utilize a Flex Card to pay for any qualified medical expenses.  Flex card funds will be deducted from the employee’s payroll check on a pre-tax basis in accordance with the Section 125 Summary Plan Description.

· Full-time employees who opt out of the LCC medical insurance will receive a monthly opt out in the amount of $200 paid through a Section 125 plan.

· Non-probationary part-time bargaining unit employees are eligible to purchase MESSA Limited health care coverage.  Part-time bargaining unit employees who are currently purchasing health care plan coverage will have a one-time opportunity to choose whether they will continue in their current plan or purchase MESSA Limited.  (If the PHP Plan or Blues Plan is discontinued, employees will have an opportunity to enroll in one of the MESSA plans offered at the College.)  During open enrollment each year, those part-time employees who are purchasing health care coverage will have an opportunity to move to only MESSA Limited.  New non-probationary part-time bargaining unit employees would be eligible to purchase the MESSA Limited plan offered by the College.  LCC will provide $150,000 for 2006-2007, $160,000 for 2007-2008, and $170,000 each year for the remaining years of the contract for part-time coverage.

The part-time health care pool will be divided as follows:

· 90% will be divided between the employees who sign up for the medical insurance during the annual open enrollment period using the following method:

· The amount of the subsidy will be based on the previous years employment (fiscal year for support and administrators, academic year for faculty, except in the case of employees who have a shorted probationary period, in which case the amount of appointment will be based on the current assignment.

· For employees who work 50% or more, the College will not pay more than an amount equal to 75% of the premium for MESSA Limited for any of these employees.

· For employees who work more than 33% and less than 50%, the amount of the subsidy will be based on the same formula.  The College will not pay more than an amount equal to 50% of the premium for MESSA Limited for any of these employees.

· The following formula will be used to allocate these funds:

Each participating part-time employee will share in the annual pot of money to support the cost of their health care.  The percentage of coverage supplied by the college will vary according to the available funds and the number of participating employees.  For those employees who are determined to be in the group that works 50% or more (see bullet 2 above), the percentage will be determined by dividing the available funds by the total cost for health care for all participating part-time employees.  That percentage will be applied to the applicable health care premium to determine the amount of the premium to be contributed by the college for that employee.  For those employees who are determined to be in the group that works more than 33% and less than 50% (see bullet 3 above), the applicable percentage of coverage will be divided in half.

· 10% of the annual pool will be set aside to cover changes in status during the course of the year such as marriages, divorces, new employees, etc.  The amount of the subsidy will be the same as employees in the above groups, until/unless the pool is exhausted.

· Any funds remaining unused at the end of the plan year will be added to the next year’s pool.  The plan year will be July 1 – June 30.  If the plan cannot be implemented by July 1, 2006, then the plan year for only the first year would become November 1, 2006 – June 30, 2007.   In this instance, funding for the first year would be reduced by $13,330 in order to continue coverage of those employees currently covered in the VEBA.

· The Health Care Task Force shall be notified of the amount of any remainder at least thirty (30) days prior to open enrollment.

· The Health Care Task Force will evaluate the usage of the 10% reserve prior to the end of the first year, by April 1, 2007, to consider reducing the amount of the reserve for future years.

· The unions with part-time employees (LCCAA, PTCTU, and MAHE) will select one delegate each for a team to meet with Human Resources and calculate the formula percentage for distribution to the part-timers.  This meeting will take place at the end of open enrollment.  Once this calculation is made, enrollees will be notified of their required contribution.  Ten days later the committee will meet to determine the final contribution based on those employees who decide to participate.

· The Health Care Task Force will review part-time health care usage quarterly.

EXAMPLE:

· Pot – reserve  = Available funds for year.  For example suppose the available funds are 150,000 dollars and 10% is set aside to support health care.

· Year one the available funds are also reduced by the need to continue the VEBA at the current levels for 2 months.

	Year
	Contribution
	10% Reserve
	VEBA payment
	Available $

	2006-2007
	$150,000
	$15,000
	$13,333.33
	$121,666.67

	2007-2008
	$160,000
	$16,000
	0.00
	$144,000.00 plus carry over if any

	2008-2009
	$170,000
	$17,000
	0.00
	$153,000.00 plus carry over if any


· After employees are allowed to sign up for the various plans (MESSA Limited Single, Double, or Family) or continue full coverage with MESSA Tri-med Single, Double, or Family, the employer and employee costs are determined using the process below.

· The total cost of the health plan for part-time employees is determined by adding the total cost for each employee’s choice and then finding the sum of these numbers:

1. Persons needing MESSA Limited Single x Cost of MESSA Limited Single Policy

2. Persons needing MESSA Limited Double x Cost of MESSA Limited Double Policy

3. Persons needing MESSA Limited Family x Cost of MESSA Limited Family Policy

4. Persons needing MESSA Tri-Med Single x Cost of MESSA Tri-Med Single Policy

5. Persons needing MESSA Tri-Med Double x Cost of MESSA Tri-Med Double Policy

6. Persons needing MESSA Tri-Med Family x Cost of MESSA Tri-Med Family Policy

Total annual part-time health costs are:  sum of 1 through 6

The percentage of support for the employee is calculated by the following:

Available support divided by total part-time employee cost

For example if there is 121,666.67 available and the total cost for the number of employees that sign up is 320,178.79 then the support is 121,666.67 divided by 320,178.79 or 38%.

Each employee would then be told that their payments would be supported by college contribution of 38% if they worked more than 50% and 19% if they worked 33-50%.

SAMPLE DISTRIBUTION:
If 75* part-time employees signed up for insurance during open enrollment, this would be the impact:  (the rates have all been increased 6% to reflect MESSA’s estimated increase)

We have estimated that the 75 employees are split as follows:

	Coverage
	MESSA Limited
	Limited Rate
	MESSA Tri Med
	Tri Med Rate

	Single
	40
	$392.60
	20
	$525.29

	Double 
	4
	$884.37
	4
	$1,183.98

	Family
	4
	$977.60
	3
	$1,308.76


	Rates
	# of Emp.
	Monthly $
	# of months
	Total Costs

	$392.60
	x 40 emp.
	= $15,704.00
	x 8 mos.
	= $125,632.00

	$884.37
	x 4 emp.
	= $3,537.48
	x 8 mos.
	= $28,299.84

	$977.60
	x 4 emp.
	= $3,910.40
	x 8 mos.
	= $31,283.20

	
	
	
	Messa Limited:
	$185,215.04

	$525.29
	x 20 emp.
	= $10,505.80
	x 8 mos.
	= $84,046.40

	$1,183.98
	x 4 emp.
	= $4,735.92
	x 8 mos.
	= $37,877.36

	$1,308.76
	x 3 emp.
	= $3,926.28
	x 8 mos.
	=$31,410.24

	
	
	
	MESSA Tri-Med
	$153,334.00

	
	
	
	TOTAL COST:
	$338,549.04


Use the available pot of $121,666.67 and divide it by $338,549.04 = 35.94% ~ 36%

	MESSA Limited
	Rates
	Percentage
	College Cost
	Employee Cost

	Single
	$392.60
	x 36%
	$141.34
	$251.26

	Double
	$884.37
	x 36%
	$318.37
	$566.00

	Family
	$977.60
	x 36%
	$351.94
	$625.66

	MESSA Tri-Med:
	
	
	
	

	Single
	$525.29
	x 36%
	$189.10
	$336.19

	Double
	$1,183.98
	x 36%
	$426.23
	$757.75

	Family
	$1,308.76
	x 36%
	$471.15
	$837.61


*For sample distribution, all participating employees were presumed to be working 50% or more.  If those employees working 33% to less than 50% participate, then the percentage of their subsidy would equal 18%.
Appendix J
	Staff Development Plan
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Step II - Complete the Staff Development Plan


	Name:                                        Department:       
Period -                                     Time in Current Position  

Title:        

	

	

	


	Primary Job Skills to Develop (Individual/Team - related to job description)

OBJECTIVE:  



	


	Leadership/Management Skills to Develop

OBJECTIVE:



	


	Strategic Goals or Special Initiatives

OBJECTIVE:



	


	Personal & Professional Development:

OBJECTIVE:



	


Step III - Developing Supervisor Support for Objectives

	Supervisor Support:



	Mid-year Discussion Date:________________

	Employee Name:
	
	Review Period:
	from
	
	to
	


Step IV - Mid-year Discussion

	Employee Comments:


	Supervisor Comments:



	Year-end Discussion Date: ________________


Step V - Year-end Discussion

	Employee Comments:


	Supervisor Comments:




Step VI - Developing an Action Plan

	We have agreed on the following Action Plan: 




	Are you carrying over any objectives? If yes, please list.



	Signatures
Supervisor: __________________________________ Date: ____________________

Employee: __________________________________  Date: ____________________




WHEN COMPLETE SEND TO HUMAN RESOURCES, MC8041
Appendix K
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Employee Request for Job Review

All bargaining unit administrators, full-time and part-time, are salaried employees.  It is understood that situations may arise that require more hours work in some pay periods than in others.  Administrators earn their salary, regardless of hours worked.  If situations that require extra work occur regularly over an extended period of time, it is understood that the administrator will work with their supervisor to determine appropriate resolution.  If such resolution cannot be reached, the administrator may complete this form and submit it to the Human Resources staff.  A Human Resources professional will be assigned to work with the administrator and their supervisor to assist with coming to an appropriate resolution.

Date
Employee Name

Supervisor Name

Department

Resolution

HR Director

     Index

Agency Shop………………………………………………………………………………………..
7

Association Rights………………………………………………………………………………….
5

Benefits………………………………………………………………………………………………
17
Bereavement………………………………………………………………………………….
18 & 29
Board of Trustees’ Rights…………………………………………………………………………..
5

Child Bearing/Adoption Leave…………………………………………………………………….
23
Compensation………………………………………………………………………………………
33
Conditions of Employment………………………………………………………………………….
9

Degree Recognition………………………………………………………………………….
34 & 35
Dental ……………………………………………………………………………………………….
24
Due Process………………………………………………………………………………………
13
Duration of Agreement…………………………………………………………………………….
36
Duties of Association Officials……………………………………………………………………..
5

Employee Lists ……………………………………………………………………………………..
7
Employee Request for Job Review ……………………………………………………………..  
57
Evaluations………………………………………………………………………………………….
13

Family Medical Leave Act (FMLA) Regulations…………………………………………………
37
Grievance Procedure………………………………………………………………………………
30
Health Care Benefits………………………………………………………………………………
24
Health Care Task Force Agreement …………………………………………………………….
49
Holidays……………………………………………………………………………………….
17 & 28
Hospitalization………………………………………………………………………………………
27
Jury Duty………………………………………………………………………………………
18 & 29
Leave of Absence with Pay……………………………………………………………………….
18
Leave of Absence without Pay……………………………………………………………………
22
Life Insurance………………………………………………………………………………………
26
Long Term Disability……………………………………………………………………………….
25
Military Leave……………………………………………………………………………………….
23
Optional Retirement Plan (ORP) Provisions…………………………………………………….
25
Paid Time Off, PT………………………………………………………………………………….
28
Parking………………………………………………………………………………………………
26
Political Leave………………………………………………………………………………………
23
Privileges and Responsibilities…………………………………………….................................
6

Probationary Period………………………………………………………………………………..
9

Professional Development Leave………………………………………………………………..
20
Professional Leave of Absence………………………………………………………………….
23
Reductions in Staff…………………………………………………………………………………
12
Regular Contracts…………………………………………………………………………………..
9

Retirement – see Optional Retirement Plan…………………………………………………….
25
Salary Schedules…………………………………………………………………………………..
41
Sick Leave ………………………………………………………………………………………….
19
Sick Leave Bank …………………………………………………………………………………..
20
Staff Development Plan…………………………………………………………………………..
53 

Tax Sheltered Annuities (TSA)………………………………………………………………….
26
Temporary Contract………………………………………………………………………………..
9

Termination by the Member……………………………………………………………………...
  10

Travel………………………………………………………………………………………………
26
Tuition Scholarships……………………………………………………………………………..
26
Vacation, Paid…………………………………………………………………………………….
17
Vision Care……………………………………………………………………………………….
25[image: image10.png]
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