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AGREEMENT BETWEEN LAKE LAND COLLEGE
AND THE LAKE LAND COLLEGE PARAPROFESSIONAL UNION
Preamble
This Agreement entered into by the BOARD OF TRUSTEES OF COMMUNITY
COLLEGE DISTRICT #517, LAKE LAND COLLEGE, hereinafter referred to as
"College" and LAKE LAND COLLEGE PARAPROFESSIONAL UNION, hereinafter
referred to as the "Union."
This Agreement has as its purpose the promotion of harmonious relations between
the College and the Union and the establishment of an equitable and peaceful
procedure for the resolution of differences and the establishment of rates of pay,
hours of work, and other terms and conditions of employment.
THEREFORE, the parties agree as follows:
ARTICLE I
Recognition and Bargaining Unit
SECTION 1: Recognition. The College recognizes the Union as the sole and
exclusive bargaining agent for all employees for which the Union has been certified
as the bargaining agent in matters pertaining to wages, hours, and working
conditions and the impact of those decisions made by the College as inherent
managerial rights which may directly affect wages, hours and working conditions.
SECTION 2: Bargaining Unit. The bargaining unit will exclude Executive
Assistant(s), Administrative Assistant to the President, Administrative Assistant to
the Vice-President(s), other confidential positions, and positions classified as
Institutional Support. The certified bargaining unit for this contractual Agreement
shall include the following full-time positions:
Accounting Assistant I
Accounting Assistant II - Accounts Payable
Accounting Assistant II – Cashier
Accounting Assistant III – Accounts Receivable
Administrative Assistant to Agriculture and Technology
Administrative Assistant to Allied Health – Dental
Academic Services Specialist
Academic Services Specialist for the Dean of Guided Pathways
Allied Health Specialist
Workforce Development Specialist
Administrative Assistant to Business
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Administrative Assistant to Career Services
Administrative Assistant to Dean of Admission Services
Administrative Assistant to Field House Operations
Administrative Assistant to Humanities
Administrative Assistant to Math/Science and Social Science/Education
Administrative Assistant to Student Life
Administrative Assistant to the Comptroller
Marketing Production Specialist
Administrative Assistant to the Director of Community and Professional
Programs
Administrative Assistant to the Kluthe Center
Administrative Assistant to TRIO
Bookstore Assistant
Central Receiving/Mailroom Assistant
Food Services Assistant
Food Services Cook
Facilities Coordinator to Physical Plant Operations
Counseling Services Operations Specialist
Community and Professional Program Specialist
College Advancement Specialist
Library Circulation Assistant
Library-Cataloging/Acquisitions Assistant
Mailroom Assistant
Tutoring & Testing Center Specialist
Financial Aid Outreach Specialist
Student Service Specialist III – Admissions
SECTION 3: Management Rights. The Union recognizes that the Board of
Trustees has the responsibility and authority to manage and direct, in behalf of
the public, all the operations and activities of the College to the full extent
authorized by law. This includes all executive and management functions, the
determination of the overall College budget, the establishment of qualifications,
the selection of and direction of employees, the promotion, dismissal, or demotion
of employees, and the approval or termination of all courses and programs of
instruction in the College. The exercise of the foregoing powers, rights, authority,
duties, and responsibilities by the Board, and the adoption of policies, rules,
regulations and statutes shall be limited only by the specific and express terms of
this Agreement and then only to the extent such specific `and express terms are in
conformance with the Constitution and laws of the State of Illinois and the
Constitution and laws of the United States.
SECTION 4: Contract Negotiations. If either the Union or the College desires
to change, terminate or modify this Agreement, a written notice shall be given by
either party to the other prior to March 1 of the appropriate year. During the life
of this contract, if any new legal interpretation or change of state or federal laws
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regarding the SURS (State University Retirement System) six percent (6%)
restriction arises, negotiations may be re-opened. The re-opened negotiations will
be restricted to items impacted by changes in the new legal interpretation or
legislation. Negotiations shall be in accordance with the provisions of the Illinois
Educational Labor Relations Act.
SECTION 5: Definitions. Full-time employees are those employees who work
eight (8) hours or more per day, forty (40) hours per week, for nine (9) to twelve
(12) months per year.
ARTICLE II
Non-discrimination
SECTION 1: Lake Land College does not discriminate on the basis of race, color,
sex, age, religion, national origin, ancestry, disability, marital status, veteran
status, sexual orientation or any basis of discrimination precluded by applicable
federal and state statutes in admission or access to or in treatment of employment
in College programs and/or activities. Director of Human Resources, Lake Land
College, (217) 234-5210, has been designated to coordinate compliance with
nondiscrimination requirements contained in the implementing regulations of Title
VI of the Civil Rights Act of 1964, Title IX of the Education Amendments of 1972
and Age Discrimination Act of 1975. Coordinator Student Accommodations, Lake
Land College, (217) 234-5259, is designated as the Section 504 Coordinator of the
Rehabilitation Act of 1973. The Union and the College shall jointly accept
responsibility for applying this provision of the Agreement.
SECTION 2: All references to employees in this Agreement designate both sexes,
and, wherever the male/female gender is used, it shall be construed to include
either male or female employees.
SECTION 3: There shall be no discrimination, interference, restraint, or coercion
by the College against any employee in the bargaining unit because of Union
membership. The Union recognizes its responsibility as bargaining agent and
agrees to represent all employees in the bargaining unit without discrimination,
interference, restraint or coercion.
SECTION 4: Some contract provisions such as summer hours and carryover of
unused vacation days may have to be modified for those employees employed with
external grant funding in order to comply with the rules or requirements of the
grant. It is understood that in these instances any differences in hours or working
conditions will not be construed as discrimination.
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ARTICLE III
Hours of Work and Overtime
SECTION 1: Standard Work Day/Week.
The standard work week shall be
forty (40) hours per week, consisting of five (5) consecutive days beginning on
Monday and ending on Friday except for the Evening Library Circulation Assistant
and Administrative Assistant to the Kluthe Center. Each standard work day will
be eight (8) consecutive hours of work, broken by a one (1) hour unpaid lunch
period. The standard work week shall consist of forty (40) hours. At the time of
employment or by prior mutual agreement between the immediate supervisor and
employee, the work day or work week may deviate from the standard. For
purposes of computing the payroll and overtime pay, the work week shall begin at
midnight on Sunday and end at midnight the following Sunday.
SECTION 2: Summer Session Work Day and Work Week. If the College
establishes a four (4) day Summer Session work schedule, the standard work day,
not including the lunch break, will be in accordance with board policy. A flexible
starting time during the Summer Session may begin from 6:30 A.M. to 8:00 A.M.
with each employee's start time being subject to approval by the supervisor. The
lunch break shall not be less than one-half (½) hour, nor more than one (1) hour
in duration. The employee's work schedule, once established and approved, will
remain unchanged for the duration of the Summer Session. All employee work
schedules for the Summer Session will be filed in the College Human Resources
Office.
SECTION 3: Overtime. Employees shall be compensated at one and one-half (1
½) times for all work in excess of forty (40) hours per week including any paid
leave (examples: vacation, sick leave, personal leave). Compensation for
authorized overtime will be in the form of pay or compensated time off whichever
the employee chooses. The sixth (6th) day worked shall be paid at one and onehalf (1 ½) times the regular daily rate and two (2) times the regular daily rate on
the seventh (7th) day worked. If the College schedules a four (4) day Summer
Session where the work day is eight and one-half (8 ½) hours, overtime will be
paid for all hours in excess of ten (10) in any work day. Overtime at the rate of
one and one-half (1 ½) times the regular rate of pay will be paid for all hours
worked on the fifth (5th) day of a four (4) day work week. There shall be no
pyramiding of overtime pay. Pyramiding means that only the highest overtime
rate of pay will apply for hours worked that qualify for overtime pay.
SECTION 4: Reporting to Work. Any employee called to work on a scheduled
day off will receive a minimum of two (2) hours pay at the rate described in Section
3 above.
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SECTION 5: Official College Closing. If the College is officially closed due to
inclement weather conditions, or other circumstances, employees shall designate
the date on the timecard as “Official Closing” and credit the day as eight (8) hours
worked.
If the President authorizes a shortening of hours because of existing or anticipated
inclement weather conditions, the employee shall designate the time in attendance
on the timecard, followed by “College Closed” and credit the remaining hours of
the employee’s shift. Employees who had taken the day off will have that day
subtracted from their accrued benefit leave as would have occurred had the
shortening of hours not happened.
An employee who is unable to report during the hours or portions of days that the
College is open will have the following options:
A.

Vacation and/or personal leave may be used.

B.

Compensatory time may be used.

C.

Employees who do not have available leave time or earned
compensatory time will receive a corresponding deduction in pay.

Employees who are on vacation or absent under sick leave will not be charged for
full days the College is officially closed.
All absences must be recorded on the employee’s timesheet.
Overtime will not be paid for any work that is completed at home during the
period the College is closed.
For Lake Land College employees at correctional centers, when there is a conflict,
the Department of Corrections contract shall prevail.
ARTICLE IV
Rest and Meal Periods
SECTION 1: Rest Periods. All full-time employees' work schedules shall provide
for a twenty (20) minute paid rest period during each one-half (½) shift. Whenever
feasible, the rest period will be scheduled at the middle of each one-half (½) shift.
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SECTION 2: Meal Periods.
All full-time employees' work schedules shall
provide for a one (1) hour unpaid lunch period during each shift. Whenever
feasible, the lunch period will be scheduled at the middle of each shift. If the
College schedules a four (4) day summer session, the duration of the lunch period
will be flexible and can vary from one-half (½) hour to one (1) hour. The length of
the lunch hour must be approved with the employee's supervisor.
ARTICLE V
Seniority and Probationary Period
SECTION 1: Probationary Period for New Employees. New hire probationary
employees will not be entitled to any sick leave, vacation or personal leave benefits
contained in this Agreement except that when the probationary period is
completed; all vacation, personal and sick leave benefits will be accrued from an
employee's original hiring date. If, at the end of ninety (90) days, the employee's
work is satisfactory, based upon the probationary performance report, the
employee will be granted regular employment status. The College, at its option,
may elect to separate the employee or extend the probationary period up to an
additional ninety (90) days. Prior to exercising the option to extend the
probationary period the College will meet with the employee to discuss the
employee's work performance and the reason for the extended probationary
period. The employee shall have the right to representation at such a meeting.
SECTION 2: Determination of Seniority Status
A.

The seniority status of each employee shall be based upon the
employee's latest entry date into a bargaining unit position. An
employee who voluntarily leaves the union will have a new entry date
to determine seniority when reentering the union.

B.

When a position is eliminated for any reason, the employee in that
position shall have the right to bump the lowest senior person in the
Union, provided requisite qualifications are met.
If requisite
qualifications are not met, then callback requirements outlined in
paragraph D. will apply. If the position has a lower starting salary
than the employee’s regular position, the employee shall retain the
wage rate he/she was receiving prior to the elimination of the
position. In the case of a grant-funded position, grant funds must be
available for the employee to retain their previous wage rate.

C.

In all cases of decreasing or increasing the number in the working
force, seniority subject to requisite qualifications shall govern.
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D.

In cases where the work force is decreased, employees laid off shall be
called back prior to employment of new employees for a period of one
(1) year from the date of layoff for jobs for which they are qualified.
Employees laid off may refuse no more than 2 offers of employment
during the callback time period which is one year. The employee
shall be given two (2) weeks from the notice of callback to report for
employment.

E.

Subject to Article V, Section 2D, an employee recalled from lay off will
retain their most recent entry date for union seniority and longevity,
Vacation (per Article XV, Section 1A), personal and sick hours will be
retained from the date of layoff.

F.

If the grant for any grant funded position ends, the incumbent’s
position will end with the grant and the employee will not have
bumping rights to other positions within the bargaining unit.
Likewise, employees in non-grant funded positions will not have
bumping rights into grant funded positions within the bargaining
unit.

SECTION 3: Seniority Lists. An updated seniority list of employees in positions
certified in this bargaining Agreement shall be maintained in the Human
Resources Office and shall be available for inspection by any employee or by the
Union upon request.
SECTION 4: Longevity Pay
Eligible employees shall receive longevity payment based on years of service as a
member of the bargaining unit as follows:
5 years
10 years
12 years
15 years
18 years

-

$150
$250
$300
$500
$600

If an employee is participating in the Planned Retirement Program and a longevity
payment would increase that employee’s creditable earnings for that contract year
above the SURS cap on end of career earnings based on the employee’s prior year
creditable earnings, the employee shall not be eligible for the longevity payment.
The longevity pay shall not be added to the base pay of any grade scale and shall
be determined by the latest date in which the employee entered into a bargaining
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unit position. A single longevity payment shall be effective on the first day of the
pay period following the completion of the required length of service.
Longevity will not be considered to be broken by transfer, promotion,
reclassification, or any type of leave of absence.
ARTICLE VI
Job Bidding and Posting
SECTION 1: General Provisions. All new full-time positions and vacancies
shall be posted electronically and on the Human Resources website. Position
vacancy notices shall be transmitted to the Union at the time of posting.
Employees will be given five (5) working days to bid on initial job postings and
shall notify the Human Resources Office of their interest in writing. If the position
and/or vacancy is filled internally which creates a new vacancy, the new vacancy
will be posted for three (3) days. If an employee is on vacation, he/she may prebid on the job by submitting a written job bid prior to going on vacation. All
qualified employees who have bid on the open position will be considered for the
open position before probationary status employees are considered. Open
positions are placed for bid before offering recall to laid off employees.
An employee who is transferred or accepts a bid in another department will have
two (2) weeks after accepting the bid or transfer to report to the new position,
unless a different time schedule is mutually agreed upon by the employee and the
new and former supervisors.
Short term positions will be of a duration of up to ninety (90) days. Openings of
short term positions will not be posted for bid. Human Resources will notify the
Union by email within three (3) business days. Qualified employees with seniority
may request such positions and will be given consideration for the same. Anyone
being placed in a short term position will return to his or her last permanent
position unless the employee has been awarded a new job under the bidding
procedure.
Exceptions to short-term positions exceeding ninety (90) days will be discussed
with and approved by the Union. Anyone placed in a short-term position in a
higher grade for more than one (1) week will have his/her rate of pay adjusted by
the difference of his/her grade beginning salary and the beginning salary of the
short-term grade, not to exceed the maximum of the short-term grade. At the
completion of the short-term assignment, the employee's rate of pay will return to
the pre-short-term rate adjusted for any interim rate increases.
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SECTION 2: Advancement. When an employee takes or is assigned by action of
the College to a position in a higher grade, the employee shall receive a salary
increase equal to the difference between the current grade beginning salary and
the grade beginning salary of the new grade. If the salary increase would increase
the employee’s creditable earnings for that contract year above the SURS cap on
end of career earnings based on the employee’s prior year creditable earnings,
then the employee shall receive a base salary increase up to but not exceeding an
amount equal to the SURS cap on end of career earnings. The new position shall
be subject to a ninety (90) day probationary period.
SECTION 3: Transfers. If an employee is employed in a position covered by this
Agreement, who, at the time of employment, transferred from a similar position in
the same grade level at Lake Land College, the ninety (90) day probationary period
may be waived by the immediate supervisor. The employee will be notified in
writing by the immediate supervisor whether or not the probationary period has
been waived. If the probationary period has not been waived, the reason for nonwaiver will be explained to the affected employee.
When an employee takes a position in a lower salary grade, the employee's salary
shall be reduced by the difference in the beginning salaries of the two (2) grades
involved.
If, by the action of the College, an employee is given a different position that has a
lower starting salary than the employee's regular position, the employee shall
retain the wage rate he/she was receiving prior to the change.
SECTION 4: Applicability of Seniority Rights. Seniority shall prevail for job
vacancies, promotions, consolidation or elimination of jobs, and transfers for
positions in the certified bargaining unit, providing that qualifications are equal.
Employees certified in the bargaining unit will be given five (5) working days to bid
on bargaining unit positions prior to the consideration of other applicants. If the
vacancy is the result of an internally filled position within the bargaining unit,
employees certified in the bargaining unit will be given three (3) working days to
bid on the vacated position prior to the consideration of other applicants.
SECTION 5: Work Assignments.
Each employee shall be provided a job
description for his/her assigned position that shall specify the duties, tasks,
responsibilities and position within the organization. The job description will be
given to the employee on the date he/she is hired, and thereafter if any changes
are made within the position.
The HAY Review Board is charged with the evaluation of each new position or
reevaluates each position that has changed in size, scope, or complexity. If an
employee feels the position has significantly changed, the following process will be
applied.
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1. Employees that wish to have their position reevaluated must submit the
position re-evaluation request forms and any additional supporting
documentation to their supervisor for approval.
2. The supervisor will review, approve, and forward the request to Human
Resources no later than February 15th each year.
3. The HAY Review Board will convene in March to review reclassification
requests. No more than one request per position should be made during
any twelve month period. The College will provide the employee an
opportunity to present to the HAY Review Board upon the employee’s
request. The HAY Review Board will review all information received,
including the documentation provided by the employee, and apply the
information as relevant to the HAY system categories.
4. The results of the HAY Review Board’s evaluation will be communicated to
the supervisor.
5. The supervisor will meet with the employee and share the evaluation
outcome. If the employee does not agree with the HAY Review Board’s
determination, that employee may appeal the decision in accordance with
the College’s Compensation Guidelines and Procedures.
If a proposed new classification contains work in a bargaining unit position or if
the functions or community of interest are similar to those in the bargaining unit,
the Administration will notify the Union and both parties will meet within fifteen
(15) days to review the classification.
SECTION 6: Legal Compliance. Short-term openings, advancements, transfers,
and upgrades must comply with all State and Federal laws including SURS
regulations.
SECTION 7: Position Qualifying Testing. Certain skills and knowledge
including but not limited to Word, Excel, Typing, etc. may be required for a
position. A supervisor may require all candidates take the appropriate testing
to ensure the applicant has the skills and knowledge for the position prior to
setting up an interview.
A. Qualifying Testing Criteria: (See Appendix B)
1) Qualifying testing will be administered by the Human Resources
Office.
2) Employees bidding for an open position have three (3) business
days from the close of the bid to take any qualifying test(s)
necessary for the open position. Should the employee fail any test
and wish to take a second attempt on the test for the open
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position, the employee has three (3) business days from the close
of the bid to take the second test. The waiting period applies to all
tests for the position. Employees must respond to schedule or
decline testing within one (1) business day of Human Resources’
call or email or risk forfeit of their opportunity to test.
3) WAITING PERIOD: Employees failing a qualifying test twice must
wait ninety (90) calendar days from the second test until the test
can be taken again. Should the employee fail the qualifying test
after the ninety (90) day waiting period, the employee must wait
one (1) calendar year from the date of the last test taken to test
again.
4) Employees cannot take a second attempt of a qualifying test on the
same day as the first attempt. Rescheduling of a test depends on
the availability of Human Resource Office staffing.
5) An employee may take any qualifying test(s) in anticipation of a
new full-time position or vacancy regardless of when the posting of
a job occurs as long as the waiting period is not in effect. The
waiting period applies for all voluntary testing.
B. Qualifying Testing Validity: (See Appendix B)
1) Once an employee has successfully completed any qualifying
testing, the test will be valid for ten (10) years for bidding
purposes.
The employee will only need to test again if:
i. the employee is qualifying for a new full-time position or
vacancy
and
ii. the ten (10) year validity of the test has expired.
iii. Paraprofessionals in the union as of June 30, 2017 will not
be required to take a typing test to stay in their current
positions or move into different positions within the union.
The typing test will be required for Paraprofessionals hired
after June 30, 2017 when applying for a union position that
requires the typing test.
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ARTICLE VII
Anti-Harassment
SECTION 1: Purpose. Lake Land College is committed to maintaining a working
and learning environment in which all individuals are treated with respect and
dignity. Faculty, staff and students have a right to work and learn in an
atmosphere that promotes equal opportunity and prohibits discriminatory
practices such as harassment.
SECTION 2: Definitions. Workplace and academic environment harassment is a
form of discrimination. Unlawful harassment includes unwelcome verbal, written
or physical conduct by any one person toward another person based on that
person’s race, sex, color, national origin, religion, sexual orientation, age, veteran
status, political affiliation or disability. Any such conduct which harasses,
disregards, interferes with work or academic performance or creates an
intimidating, offensive or hostile environment is prohibited by this policy.
Sexual harassment is defined as any unwelcome sexual advances or requests for
sexual favors or any conduct of a sexual nature when (1) submission to such
conduct is made either explicitly or implicitly a term or condition of an individual’s
employment or academic standing, (2) submission to or rejection of such conduct
by an individual is used as the basis for employment or academic standing
decisions affecting such individual, or (3) such conduct has the purpose or effect
of substantially interfering with an individual’s work or academic performance or
creating an intimidating, hostile or offensive work or academic environment.
Sexual harassment may involve the behavior of a person of either sex. Sexual
harassment is prohibited by this policy.
Examples of behavior that would be considered to be unlawful, sexual, workplace
or academic harassment include but are not limited to the following:
1.

Racial, ethnic, or sexual slurs or jokes, whether communicated verbally, in
writing or electronically.

2.

The use of racial or ethnic nicknames or stereotyping.

3.

Vulgar, offensive or obscene language, noises or gestures.

4.

Display of vulgar, offensive, explicit or obscene pictures, photographs,
cartoons, materials or web sites.

5.

Verbal or physical abuse.
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6.

Unwelcome or uninvited sexual advances, propositions, flirtations,
innuendos, or request for “dates.”

7.

Demands for sexual favors.

8.

Physical touching, grabbing, rubbing, patting, pinching, hitting, or any
other unwelcome or offensive physical contact.

9.

Whistling, leering, or staring in an offensive or inappropriate manner.

10.

Commenting about an individual’s body, dress, appearance, sexual
activities or prowess.

Employees and students are encouraged to report all incidents of harassment.
Anyone who believes that he or she is being harassed by a co-worker, faculty
member, student, supervisor, administrator or other individual at the College, or
believes that his or her employment or academic career is being adversely affected
by such conduct should immediately report such concerns. Employees should
report concerns to their supervisor, next level administrator, another
administrator, or the Director of Human Resources. Students should report such
concerns to one of the three harassment information centers (the Counseling
Services, the College Nurse, or the Director of Human Resources).
SECTION 3: Retaliation. No individual making a complaint, whether formal or
informal, will be retaliated against, even if a complaint made in good faith is not
substantiated. Witnesses involved in any complaint of harassment will also be
protected from retaliation.
A. Retaliation Charge
A student or employee who believes he or she have
been subjected to any form of retaliation after filing a complaint under this
policy may file an additional complaint regarding the perceived retaliation.
SECTION 4: False or Malicious Complaints. It is a form of harassment to file a
knowingly false or malicious complaint of harassment or to knowingly provide
false information in the course of an investigation of such complaint. Such
conduct is considered a violation of this Anti-Harassment policy and will subject
an employee or student to disciplinary action.
SECTION 5: Supervisory Responsibility. Supervisors will strive to maintain a
harassment-free college environment by promoting professionalism and by dealing
with harassment promptly.
Supervisors will address any observed or reported incident or complaint of
harassment with seriousness and will take prompt action while observing strict
confidentiality, whether or not a formal written complaint has been filed.
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Employees must also ensure that no retaliation will result against the person
making a harassment complaint. Supervisors should consult the Director of
Human Resources regarding any harassment complaint reported to them.
SECTION 6: Prompt Investigation and Confidentiality. Complaints of unlawful
sexual or other harassment are serious violations of College policy. Once a
complaint of unlawful harassment has been made, the College has an obligation to
promptly investigate the matter. The College will take prompt remedial action to
address a substantiated complaint of unlawful harassment. All investigations into
claims of unlawful harassment will be conducted respectfully. Every reasonable
effort will be made to preserve confidentiality, to the extent practicable. However,
in the course of an investigation, it will be necessary to discuss the complaint with
the claimed offender, other persons who may have relevant information, and those
with a legitimate need to know.
SECTION 7: Procedures for Resolution of Claims of Harassment. The College
harassment policy reflects a commitment to maintaining an environment that is
free from harassment of any complaints and expects that the use of these
procedures will facilitate a prompt resolution of such complaints. An employee or
student who believes that he or she has been harassed in violation of this section
should take action in any of the following ways:
A. Inform the individual, verbally or in writing, that the behavior is
unwelcome and that the behavior should stop immediately. If the
unwelcome behavior does not stop, the harassed employee must report
such behavior to his or her supervisor, and/or the Director of Human
Resources immediately. Students must report such behavior to one of the
three harassment information centers (the Counseling Services, the College
Nurse, or the Director of Human Resources).
B. An employee should report the unwelcome behavior to his/her
supervisor and request assistance to stop the behavior. If the employee’s
supervisor is the individual involved in the unwelcome behavior, report the
unwelcome behavior to the appropriate Vice President or the Director of
Human Resources. Students should report the unwelcome behavior to one
of the three harassment information centers (the Counseling Services, the
College Nurse, or the Director of Human Resources).
C.

Report the unwelcome behavior to the Director of Human Resources.

SECTION 8: Informal Complaint Resolution. Informal harassment complaint
resolution may be achieved by any of the steps outlined below.
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A. An employee complainant may meet with his or her supervisor or the
Director of Human Resources to clarify whether harassing behavior is
occurring and to discuss appropriate responses and plans as to how the
issue might be resolved. A student complainant may meet with the
Counseling Services, the College Nurse, or the Director of Human
Resources.
B. An employee complainant may request that his or her supervisor or the
Director of Human Resources meet with the alleged harasser (“respondent”)
to discuss the alleged conduct and to remind him or her of College policies
against harassment and to obtain agreement by the respondent to comply
with these policies. A complainant may request that, when possible, such a
conversation be held without the identity of the complainant being revealed
to the respondent. A student complainant request will be handled in a
similar manner by one of the three harassment information centers (the
Counseling Services, the College Nurse, or the Director of Human
Resources).
C. An employee complainant may request that his or her supervisor or the
Director of Human Resources meet with the complainant and the
respondent in the role of a mediator to reach resolution of the issue. A
student complainant may make a similar request of the Counseling
Services, the College Nurse, or the Director of Human Resources. Any
resolution reached by mediation will include an agreement by the
respondent to comply with and be bound by such policies.
After the informal complaint resolution has concluded, the complainant’s
supervisor or harassment information center personnel, if involved, will forward all
documentation concerning the complaint to the Director of Human Resources.
The Director of Human Resources will maintain a record of the complaint in order
to document that the claim of harassment was made and to document the
outcome of the informal resolution.
SECTION 9: Initiating a Formal Complaint. An individual may file a formal
complaint of harassment if the informal attempt(s) to resolve the complaint was
not satisfactory. An individual may also file a formal complaint of harassment if
he or she chooses to bypass the informal process. All formal complaints of
harassment should be submitted in writing directly to the Director of Human
Resources as soon after the offending conduct as possible but in no event more
that three months after the most recent conduct alleged to constitute harassment.
The three-month limitation on the filing of claims of harassment is intended to
encourage complainants to come forward as soon as possible after the offending
conduct and to protect respondents against complaints that are too old to be
effectively investigated. If a complainant demonstrates sound reasons for failing to
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come forward within the three-month period, the Director of Human Resources
has discretion whether to investigate the complaint. If the Director of Human
Resources decides a complaint will not be formally investigated, informal
resolution or counseling may be recommended.
The process for resolution of formal harassment complaints consists of two stages:
1) investigation; and 2) report and recommendation. Prior to investigation, a
formal complaint, signed by the complainant, must be submitted in writing to the
Director of Human Resources. The written complaint shall include the name(s) of
the complainant and the respondent(s) and the details of the conduct alleged to be
harassment. The Director of Human Resources will promptly designate a team to
investigate the complaint.
SECTION 10: Creation of Investigative Team. The Director of Human
Resources will convene an investigative team consisting of two individuals, one
male and one female, who are not immediate supervisors of the complainant(s) or
respondent(s) and who do not have a conflict of interest with the complainant(s) or
respondent(s). The investigative team may consist of the Director of Human
Resources as long as the above criteria are met.
The investigative team shall interview the individual(s) filing a complaint(s), the
respondent(s), and other individuals named by the complainant(s) and the
respondent(s) who are identified as having information relevant to the allegations.
The investigative team may interview other individuals it identifies as having
information potentially relevant to the complaint. All interviews should be
completed as soon as practicable.
SECTION 11: Report and Recommendations. Using the information gathered by
the investigative team and in consultation with the investigative team, the Director
of Human Resources will prepare a formal report consisting of the complaint, the
response of the respondent, the investigative team’s findings, and a
recommendation of the appropriate action(s) to be taken. The report will be
retained by the Director of Human Resources.
SECTION 12: Determinations. The President will designate the appropriate
cabinet-level member to review the report. The cabinet-level designee may: 1)
accept the report and recommendations as presented; or 2) request additional
information/clarification from the investigative team and consider a modified
report as appropriate.
After consideration of the final report, the cabinet-level designee will make a
determination regarding the report. In consultation with the cabinet-level
designee, the Director of Human Resources will prepare formal responses to the
complainant and respondent, which shall include a summary of the investigation
findings and communication of any action to be taken. Such action will depend
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on the nature of the offense and may include but is not limited to oral or written
reprimand, suspension, reassignment, or termination. For students, action would
include regular college disciplinary procedures as found in Policy 07.28.
The complainant(s) and/or the respondent(s) may submit a written statement to
the President concerning the findings and resulting actions within ten (10)
business days of having received the College’s formal response. The President may
uphold the prior findings and recommendation or may determine a different
response.
SECTION 13: Special Circumstances. A student or employee who wishes to
bring a claim of harassment against the Director of Human Resources must file
the complaint with the President, who will appoint the members of the
investigative team. A student or employee who wishes to bring a claim of sexual
harassment against the President must file the complaint with the Director of
Human Resources, who will refer the complaint to the Chair of the Board of
Trustees for investigation.
ARTICLE VIII
Wage Rates
The employee’s total annual wages shall meet all federal and state law
requirements including SURS. Qualified employees for whom the Board has
accepted resignations under Article XVIII (“Planned Retirement Program”) shall
receive a 6% raise in their contractual salary for each of the last four (4) years of
service to comply with the SURS cap on end of career earnings. Entry level
employees will be classified and paid wage rates in accordance with the attached
Wage Schedule, Appendix A. All other employees covered by this agreement will
receive an increase in their base salary based on the following schedule:
7/1/2020-6/30/2021:
A member employed by the College as a full-time paraprofessional for less than 15
years shall receive an increase in base wages equivalent to $1.25 per hour. A
member employed by the College as a full-time paraprofessional for 15 or more
years shall receive a base salary increase of 3%.
7/1/2021-6/30/2022:
A member employed by the College as a full-time paraprofessional for less than 15
years shall receive an increase in base wages equivalent to $1.40 per hour. A
member employed by the College as a full-time paraprofessional for 15 or more
years shall receive a base salary increase of 3%.
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7/1/2022-6/30/2023:
A member employed by the College as a full-time paraprofessional for less than 15
years shall receive an increase in base wages equivalent to $1.50 per hour. A
member employed by the College as a full-time paraprofessional for 15 or more
years shall receive a base salary increase of 3%.
To be eligible for an annual increase, a new employee must be hired prior to April
1st of the current fiscal year. The annual increase will be granted after the new
employee completes the ninety (90) day probationary period. The increase will not
be retroactive to July 1. This does not apply to employees who are on
probationary status due to advancement, transfers, bidding, or bumping.
ARTICLE IX
Union Dues
SECTION 1: Dues Deduction and Revocation. The College will commence
dues authorizations within 30 days of notice from the union. The College will
deduct dues in accordance with the terms of an employee’s written authorization.
The College will direct dues revocation requests to the union. The union will
process and notify the College of any revocations. The College will be indemnified
by the union for damages and reasonable costs incurred for any claims by
employees for deductions made in good faith reliance on the Union’s notification.
SECTION 2: Union Access to Information. The College will provide to the
Union a complete list of the following information for all employees in the
bargaining unit. This information will be provided within 10 calendar days from
the beginning of every school term and every 30 days thereafter in the school
term, and additionally for newly hired bargaining unit employees, within 10
calendar days from date of hire:
name
address
job title
date of hire
worksite location
work telephone number
work email address
personal home or cellular phone number on file with the College
personal email address on file with the College
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This list should be provided in excel format and sent to the Union President. The
Union will notify the College of any change in the Union President position.
The College will give union officials reasonable access to workplaces for grievance
investigations and meetings, as well as access to employee mailboxes and bulletin
boards, in accordance with Section 3(c) of the Illinois Educational Labor Relations
Act.

ARTICLE X
Discipline and Discharge
SECTION 1: Applicability. No employee covered by this Agreement shall be
subject to progressive discipline, suspension or discharge without due process
and without just and proper cause. The following represents a listing of the types
of conditions which are considered just and proper cause for discipline,
suspension, or discharge. This listing is not to be considered all inclusive but
rather illustrative of the types of conditions which constitute just and proper
cause.
SECTION 2: Just and Proper Cause.
A.

Refusal or failure to perform assigned work which is reasonably
within the qualifications, training, experience and general job duties
established for the position.

B.

Falsification or willful destruction of any College records.

C.

Willful damage to or destruction of College property.

D.

Theft of College property or theft or willful destruction of property
belonging to another employee or student.

E.

An unexcused absence from work (Examples – being off without
supervisor approval, not notifying or showing up for work, or being off
without available benefit time. Flexibility may be given in extenuating
circumstances when benefit time has been exhausted).

F.

Leaving College grounds during working hours without notification to
the immediate supervisor or other designated administrator.
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G.

Unauthorized use of College equipment, facilities or supplies for
gainful employment outside the scope of College employment.

SECTION 3:
Procedure.
When a problem or concern arises which may
adversely reflect or impact upon a member's employment record, it is important
that the employee be advised. All union members are protected by their
Weingarten Rights and the Union Officers will educate the members on these
rights. The procedure for handling matters of this type is as follows:
A.

If the matter is not of sufficient seriousness to warrant making it a
matter of record or if it is of an emergency nature, the administrator
and employee shall discuss the problem or concern on a one-on-one
basis.

B.

When an employee is required to meet with an administrator and the
results of this interview are to become a matter of official record, the
employee shall be allowed to have a personal representative of choice
present, but under no circumstances will the meeting be delayed
because of the unavailability of the designated representative.

C.

When an employee is required to meet with an administrator and the
results of this interview may lead to disciplinary action, such as
suspension or discharge, the employee shall be given reasonable prior
written notice of the reasons for such meeting and shall be entitled to
have a personal representative of choice in attendance at said
meeting. If a temporary suspension is initiated, the required
interview will be scheduled to take place as expeditiously as
reasonably possible.

D.

If the situations is considered sufficiently serious, management has
the right to issue an immediate temporary suspension. Immediately
after the temporary suspension is issued Management will notify the
Union President or a Union Officer of the issue and the action that
has been taken.
ARTICLE XI
Grievance Procedures

SECTION 1:
Definition.
A grievance is defined as an alleged violation,
misinterpretation, or misapplication of a specific article or section of this
Agreement.
SECTION 2: Purpose. Every employee covered by this Agreement shall have the
right to present grievances in accordance with these procedures, the purpose of
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which is to secure, at the lowest possible administrative level, equitable solutions
to valid grievances which may arise. The Union shall have the right to present
grievances when a class action involving two or more members of this bargaining
unit is in dispute.
SECTION 3: Representation. The grievant has the right to representation of
choice in the grievance procedure. The grievant shall be present at all grievance
discussions unless the Board, Union, and the grievant mutually agree that the
grievant's presence is not desirable or necessary. If the grievant does not request
representation by the Union in the grievance procedure, the Union shall be
entitled to receive a copy of the decision at each step in the grievance procedure.
SECTION 4: Time Limits. The number of days indicated at each step in the
procedure shall be considered as the maximum allowable to the parties and every
effort shall be made to resolve the grievance as rapidly as possible. If a grievance
is not filed within the specified time limits, it will be considered untimely and not a
valid grievance.
SECTION 5: Documentation. The grievance and all subsequent responses
shall be signed in triplicate with one copy retained by the grievant, one copy
retained by the College, and one copy sent to the Union.
SECTION 6: Procedures.
A.

Informal Step
The parties acknowledge that it is usually most desirable for an employee
and the employee’s immediate supervisor to resolve problems through
informal and free communication. Accordingly, an employee who, when
the alleged grievance occurred or alleged grievance should have
reasonably become known to the grievant, believes his / her rights, as
provided for in this contract, has been abridged shall make an attempt to
resolve the alleged grievance in an informal discussion between the
employee and his /her immediate supervisor or appropriate college
personnel within ten (10) College business days. The phrase “should
have reasonably become known” is defined as reasonable knowledge of
the actual occurrence or act giving rise to the grievance but does not
include mere discussions regarding the possibility of an act or event
which has not yet occurred. The informal stage can be extended for as
long as both parties agree. If the grievance is not resolved in the Informal
Step, the grievant may, within ten (10) College business days of the final
action in the Informal Step, present in writing to his / her immediate
supervisor or appropriate college personnel the grievance.
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B.

Step One
The employee or the Union shall file the grievance in writing with the
immediate supervisor or appropriate college personnel who shall
certify by signature the date the grievance was received. The written
grievance shall state: the name of the grievant; the nature of the
grievance; the specific facts giving rise to the grievance; the specific
clause or clauses of the Agreement which are applicable; and the
remedy requested. The supervisor or appropriate college personnel
shall arrange for a meeting to take place with the grievant within ten
(10) College business days after receipt of the grievance. The
Supervisor shall render a decision on the grievance and communicate
it in writing to the grievant and the Union within ten (10) College
business days of the meeting.

C.

Step Two
If the grievance has not been satisfactorily resolved at Step One, the
grievant may, within ten (10) College business days of the Step One
response, present the grievance to the appropriate vice president of
the College who will follow the same provisions as established in Step
One.

D.

Step Three
If the grievance has not been satisfactorily resolved at Step Two, the
grievant may, within ten (10) College business days of the Step Two
response, present the grievance to the President of the College who
will follow the same provisions as established in Step One.

E.

Step Four
If the grievance has not been satisfactorily resolved at Step Three, the
grievant may, within ten (10) College business days of the Step Three
response, submit the grievance to the Board of Trustees Resource
and Development Committee. The President of the College shall
forward the original grievance, all subsequent responses, and any
other written material pertaining to the grievance to the Board of
Trustees Resource and Development Committee. The Board of
Trustees Resource and Development Committee will investigate the
alleged grievance and at its option may schedule a meeting with the
grievant. At the first regularly scheduled meeting of the Board of
Trustees, which is at least ten (10) College business days subsequent
to the date the grievance was submitted for a Step Four review, the
Board of Trustees Resource and Development Committee will make a
recommendation to the Board for disposition of the grievance. If the
Board of Trustees accepts the recommendation of the Board of
Trustees Resource and Development Committee, the Board will,
within ten (10) College business days of their regular meeting, provide
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a written response to the grievant and the Union. In the event the
Board of Trustees does not accept the recommendation of the Board
of Trustees Resource and Development Committee, the Board may, at
its discretion, hold hearings or conferences and seek additional
information relative to the grievance. The Board shall render a
decision at its next regularly scheduled Board meeting and within ten
(10) College business days of the meeting shall communicate its
decision in writing to the grievant and the Union.
F.

Step Five
If the grievance is not satisfactorily resolved at Step Four, the Union
may submit to the President of the College a request that the
grievance proceed to binding arbitration. If a demand for binding
arbitration is not filed within thirty (30) days of receipt of the Step
Four decision, the grievance shall be deemed withdrawn.
Arbitration proceedings shall be conducted by an arbitrator to be
selected by the two parties from a roster of arbitrators provided by the
Federal Mediation Conciliation Service. Within seven (7) days after
the Union requests binding arbitration, the two parties will request
the Federal Mediation Conciliation Service provide a panel of seven (7)
arbitrators. Each of the two parties will alternately strike one name
at a time from the panel until only one name shall remain. The
remaining name shall be the arbitrator. Expenses for the arbitrator's
services shall be borne equally by the College and the Union. Neither
the College nor the Union shall be permitted to assert any grounds or
evidence before the arbitrator which was not previously disclosed to
the other party.
Arbitration proceedings shall be conducted under the Voluntary
Labor Arbitration Rules of the Federal Mediation Conciliation Service.
The decision of the arbitrator shall be final and binding on the
parties. The arbitrator, in his opinion, shall not amend, modify,
nullify, ignore, or add to the provisions of the Agreement. The
arbitrator's authority shall be strictly limited to deciding only the
issue or issues presented to him in writing by the College and the
Union, and his decision must be based solely and only upon his
interpretation of the meaning or application of the express relevant
language of the Agreement. The arbitrator shall have no authority to
render an opinion inconsistent with the state or federal laws and
shall not have the power to retain jurisdiction in any case after
he/she has rendered his/her final decision.
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SECTION 7: Additional Items.
A.

Bypass
By mutual agreement, any step of the grievance procedure may be
bypassed.

B.

Withdrawal
A grievance may be withdrawn at any level without establishing a
precedent.

C.

Settlement
By mutual agreement, a grievance may be settled at any step without
establishing precedent.

D.

Costs of Arbitration
The fees and the expenses of the arbitrator shall be shared equally by
the parties. The parties shall each be responsible for the costs of
their own representation. If either party requests a transcript of the
proceeding, that party shall bear the full cost of that transcript. If
both parties order a transcript, the cost of the two transcripts shall
be divided equally between the parties. If a copy of the transcript
shall be furnished to the arbitrator, the cost of such will be divided
equally between the parties.

E.

Cooperation
The College and the Union shall cooperate in the investigation of any
grievance.

F.

Handling of Grievance
Any investigation or other handling or processing of any grievances
by the grievant or the Union shall be conducted so as to result in no
interference with or interruption whatsoever of instructional program
and related work activities of the grievant or of the College's
employees.

G.

Contract Expiration
A grievance arising under this contract may be processed through the
grievance procedure until resolution even after expiration of the
contract.
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H.

Bar to Appeal
Failure of a grievant or the Union to act on any grievance within the
prescribed time limits will act as a bar to any further appeal, and an
administrator's failure to give a decision within the time limits shall
permit the grievant to proceed to the next step. Time limits may be
extended by mutual agreement.

I.

Other Complaints
If the Union or any employee files any claim or complaint in any
forum other than under the grievance procedure of this Agreement,
then the College shall not be required to process this same claim or
set of facts through the grievance procedure.

J.

No Reprisal
No reprisals shall be taken by the College against any employee
because of the filing or participation in a grievance.
ARTICLE XII
Personnel Files

All employees' personnel records shall be maintained under the following
conditions:
SECTION 1: A copy of all personnel records relating to any employee will be
maintained in an official personnel file which is located in the Human Resources
Office.
SECTION 2: All personnel records shall be in writing and/or electronic format.
Materials relative to an employee's conduct or service shall be placed in the
personnel file. An employee has the right to review such material. The employee
shall acknowledge that he/she has read such material by affixing his/her
signature to the actual copy to be filed, but it shall be understood that such
signature merely signifies that he/she has read the material in question. Such
signature indicates neither agreement nor disagreement with its content. If the
employee refuses to sign the copy to be filed, then the administrator shall with a
third party as witness state in the file the above refusal.
SECTION 3: The employee shall have the right to answer in writing any material
filed in his/her personnel file, and his/her answer shall be attached to the file
copy.
SECTION 4: Upon request by an employee, he/she shall be given access to the
non-confidential documents in his/her file within three (3) business days.
Confidential documents are those materials used to evaluate a person's
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qualifications prior to employment, to which the individual waived the right to
access (placement credentials, letters of reference, etc.). At his/her written
request each employee shall be furnished, without cost, a copy of any material in
his/her file. No items may be removed from the employee's file, except for brief
inspection or copying.
SECTION 5: No material in the employee's personnel file will be duplicated or
released to any external party without a subpoena, court order, or written
authorization from the employee and the Vice President for Business Services.
SECTION 6: It is the employee's responsibility to see that grade transcripts or
certificates for job-related training courses are given to the Human Resources
Office for inclusion in the employee's file. The Human Resources Office will
provide written acknowledgment to the employee of receipt and filing of such
documents in the employee's file.
ARTICLE XIII
Tuition Waivers
Employees will be approved for a tuition waiver for state-funded courses offered by
Lake Land College. The employee will submit an application for a tuition waiver
for each course to the Accounting Office prior to registration. Conditions for the
application are:
A.

Eligibility for a tuition waiver shall include the employee, spouse, civil
union partner and their dependent children, as defined by the U. S.
Internal Revenue Code.

B.

Tuition waiver students shall not be included in the determination of
the minimum number of students required for a class to be taught.
Non-job related courses taken by an employee will be limited to one
course per semester. The immediate supervisor with the approval of
his or her Vice President has the authority to make exceptions to the
one course per semester limit when he or she determines that it is in
the best interest of the employee and College.
An employee taking non-job related courses during working hours
will use personal, vacation, and/or compensatory time to make up
missed work time.
Please refer to Appendix C for the request form for taking a non-job
related course during working hours.
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C.

Tuition waiver students shall be subject to all registration and course
fees when enrolling in a course.

D.

Tuition waiver students may apply for scholarship funds that could
be used in lieu of tuition waivers; however, they are not required to
do so.

E

Employees may not enroll in non-job-related courses during working
hours, except when requested by the employee and approved in
advance. All approvals will be made by the immediate supervisor and
his or her Vice President by submitting the appropriate form/venue
to the Comptroller, prior to the employee’s enrollment. The employee
is responsible for submitting the Trustee’s tuition waiver form prior to
enrollment so that his or her tuition will be waived.

F.

If the immediate supervisor requires an employee to upgrade a job
skill, the employee may take the course during working hours. All
approvals will be made by the immediate supervisor and his or her
Vice President by submitting the appropriate form/venue to the
Comptroller, prior to the employee’s enrollment. The employee is
responsible for submitting the Trustee’s tuition waiver form prior to
enrolling in the course so that his or her tuition will be waived; all
fees are waived for job-related-courses by the College.
Job related courses taken by an employee will be limited to one
course per semester. The immediate supervisor with the approval of
his or her vice president has the authority to make exceptions to the
one course per semester limit when he or she determines that it is in
the best interest of the employee and College.

G.

Dependent children of deceased full-time Lake Land College
Paraprofessional Union IFT-AFT, Local 6028, AFL-CIO employees
shall be eligible for educational assistance in the form of tuition
waivers. For the purpose of this contract, a deceased Lake Land
College paraprofessional shall be defined as one who at the time of
death was in active service.
1. Provided they meet admission requirements, the surviving
dependents shall be eligible to enroll in credit courses and receive
waiver of tuition exclusive of fees.
2. They shall be eligible to receive tuition waivers in accordance to
Board Policy 05.23.
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3. With exception to Internet courses, the surviving dependent
children of the deceased employee must have Illinois residency to
receive the tuition waiver.
4. The person seeking a tuition waiver will provide appropriate
documentation to Lake Land College’s Human Resources department
(i.e., birth certificate, adoption papers) to verify the relationship
between the dependent and the employee.
5. The Bargaining Unit employee is responsible for updating Lake
Land College’s Human Resources department regarding dependents
that are eligible to receive the tuition waivers.
6. Dependent information must be on record in the Human
Resources office at the time of the bargaining unit employee’s death.
(Failure to keep this information updated with Human Resources will
jeopardize the eligibility of the dependent’s tuition waiver).
ARTICLE XIV
Holidays
SECTION 1: Holidays include those days when the College is closed, as shown on
the official College calendar.
SECTION 2: Paid Holidays. Each employee shall be granted the day off with
pay on each of the following holidays:
January 1
Martin Luther King, Jr. Day
Friday preceding Easter
Memorial Day
Independence Day
Labor Day
Thanksgiving Day
Day after Thanksgiving
December 25th
NOTE: When any regular paid holiday occurs on a Saturday, the
preceding work day will be observed; if a regular paid holiday occurs
on a Sunday, the following work day will be observed. If a holiday or
Spring Break falls during an employee’s regularly scheduled day off,
the employee shall receive credit for eight (8) hours or one (1) full day
off to be used during the same work week or the week following the
holiday with prior approval of the immediate supervisor.
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NOTE: If Independence Day falls on a day when the College is closed
due to the implementation of the four (4) day summer work schedule,
employees shall receive a credit for eight (8) hours or one (1) full day
off to be used during the same work week or the week following the
holiday with the prior approval of the immediate supervisor.
SECTION 3: Work on a Holiday. An employee who is entitled to holiday pay
shall be paid for all time worked on the holiday at double the regular rate.
SECTION 4: Holiday Vacation. Employees shall receive regular pay for the
regular work days the College is closed as specified in the official College calendar.
ARTICLE XV
Vacations
SECTION 1: Vacation Leave.
A.

Vacation leave for full-time, twelve (12) month employees working
eight (8) hours or more per day, will be according to the following
schedule:
Schedule of Vacation Hours
Anniversary Accrual
Upon Hire
One year
Two years
Three years
Four years
Five years
Six years
Seven years
Eight years
Nine years
Ten years

Vacation Hours Earned Per Month
6.67
7.33
8.00
8.67
9.33
10.00
10.67
11.33
12.00
12.67
13.33

(Vacations will be scheduled in advance, approved by the supervisor,
and staggered to ensure a reasonable staffing level at all times.
Vacation leave may be taken in half hour (30 minute) increments
unless there is a balance remaining of less than a half hour.)
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B.

An employee may elect to carry over into the next fiscal year a
maximum of eighty (80) earned vacation hours. All other vacation
time earned must be taken as time off from work. Vacation time
cannot be accumulated from year to year beyond the eighty (80)
hour maximum accrual. In extenuating circumstances, the
College may grant the employee an increase in the vacation carryover balance in order to temporarily satisfy operational or staffing
needs in a particular department of the College. An employee
requesting an additional carry-over balance will submit a plan in
writing to their supervisor on how they will use the additional
carry-over hours within a reasonable time frame. The immediate
supervisor will review this plan and submit a recommendation to
the appropriate Vice President. Carryover vacation plans must be
submitted prior to June 1st of each year. Supervisors will be
responsible for notifying the employee the status of his or her
request. Approved requests will be forwarded to the Director of
Human Resources. Employees denied the vacation carry over
exemption, will receive pay for the hours over eighty (80) in lieu of
time off from work to be paid out no later than the first full pay
period in July.
Employees in a totally grant-funded position who attempt to carry
over unused vacation hours at the end of a fiscal year, do so at the
risk of losing the vacation hours and pay for those hours if the grant
funding is not renewed and employment with the College is
terminated.
An employee in a totally grant-funded position shall be advised to
take all earned vacation time prior to the termination date of a grantfunded position to eliminate possible forfeiture of pay for such
remaining hours.

C.

Full-time employees working less than a twelve (12) month schedule
will earn a proportionate amount of vacation hours.

D.

All earned vacation time will be paid upon termination of employment
up to a maximum of 30 days. Grant funded employees will follow the
vacation policy in the grant agreement.
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E.

New employees will accrue vacation hours from the date of hire.
Employees are eligible to use accrued vacation hours provided that
the ninety (90) day probationary period has been satisfactorily
completed. Years of service for accruing hours of vacation earned will
be based on the employee's latest hiring date.

F.

If the College establishes a four (4) day summer work schedule,
vacation time taken during this period will be charged at the rate of
one and one quarter (1 1/4) vacation days, or 10 hours, for each
regular work day taken during this period. For every hour taken 1.25
hours will be charged. For every half hour taken, 0.625 hours will be
charged.

SECTION 2: Vacation Leave, General. Vacation leave shall be figured on a
working day basis. If an observed holiday occurs during the vacation leave, an
additional day of vacation leave shall be granted, except that during a four (4) day
summer schedule an additional 1.25 days of vacation leave shall be granted.
ARTICLE XVI
Insurance
A comprehensive insurance program shall be made available for all employees as
defined in Article I, Section 2.
SECTION 1: Life Insurance. Life insurance in the amount of $40,000.00 is
provided for all full-time employees with an additional $40,000.00 accidental
death and dismemberment. The College will pay the premiums for the employee.
Optional life insurance is available for eligible employees and employee's spouse or
civil union partner if underwritten by the current insurance carrier. Optional life
insurance is available for the employee's dependent children as defined in the
insurance policy. All optional costs are paid by the employee.
SECTION 2: Health, Major Medical, Vision and Dental Insurance.
A. Health, major medical, vision and dental insurance is available for every
full-time employee. Health insurance and the annual screening are
available for all employees and covered dependents.
For employees, the College will contribute an amount equal to
100% of the lowest premium plan option excluding the high deductible
health plan (HDHP).
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For employees that choose the HDHP option, any portion of the monthly
contribution by the College exceeding the premium for the HDHP option
will be contributed to a health savings account (HSA) in that plan year.
The College will contribute an amount up to 50% of the premiums
associated with dependent coverage of the lowest premium plan option
excluding the high deductible health plan (HDHP).
B The following options are available to employees:
Option A: Participation in the Annual Health Screening
 Employee health screening will be paid 100% by the College
 Dependent not required to participate
 Completed during the fiscal year and prior to December 15th of each
year
 Will be available on the 5001 Lake Land Blvd. campus each fall
semester
 Free to employees and any spouse or civil union partner covered
under the College insurance plan, if completed on-campus
 Employees may utilize their own physician, at their own expense or
through their group health insurance, for the annual screening with
acknowledgement of blood screening performed by their physician’s
office and appropriate documentation is received in Human
Resources. Screening must be performed after July 1 for the
following year. The additional premium described in Option B will be
charged until the appropriate documentation is received by Human
Resources.
 Respect given to the privacy of the participant’s personal health
information
 Covered under the Health Insurance Portability and Accountability
Act (HIPAA)
 No consequences to any individual based on screening results
Option B: Non-Participation in the Annual Health Screening


Employees contribute a maximum of $50.00 per month toward their
health insurance premium

The College will make information available to each employee identifying health,
major medical, vision and dental insurance coverage.
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The College agrees to conduct periodic employee orientation and education
programs related to group insurance costs, benefits, and utilization. An insurance
committee with paraprofessional representation will annually evaluate the
program.
ARTICLE XVII
Provisions for Insurance upon Retirement
(A)

Health Insurance
Employees and their dependents participating in the College’s group
health insurance plan shall have the option of continuing their health
coverage through COBRA as specified by federal law.

(B)

Life Insurance
Options for life insurance coverage after retirement may be available
directly from the insurance provider.
ARTICLE XVIII
Planned Retirement Program

SECTION 1: Any employee with a start date of employment or rehire date at Lake
Land College of July 1, 2017 or after is not eligible for the planned retirement
program described in this section. The planned retirement program is only
available to those employees who were hired or rehired at Lake Land College with
a start date prior to July 1, 2017.
SECTION 2: Purpose. To enhance long-range planning, Lake Land employees
are encouraged to submit resignations up to four (4) years in advance of their
retirement date. Upon acceptance of the resignation by the Board of Trustees,
qualified employees will receive a guaranteed 6% increase in total creditable
earnings annually for each of the last four (4) years of service (no more than a 6%
increase in total creditable earnings based on the prior year’s creditable earnings).
In addition, a years-of-service incentive will be paid on the first payroll following
the posting of the final annuity, or the final appeal, if necessary.
Full-time paraprofessional members should meet with a Human Resources
representative and their immediate supervisor five (5) years prior to their
anticipated retirement date in order to avoid reduction of the incentive and
maximize their potential earnings. If a full-time employee member gives less than
four(4) years notice of his or her retirement under this paragraph or retires prior
to his or her Board approved resignation date, any years-of-service incentive
described in this section shall not be paid until the SURS penalty, if any, has been
determined by SURS.
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This incentive will be based on the following formula:
Years -of -Service at LLC
25 & Over
20-24
15-19
10-14

% of the Final 12-Month Base Salary
56% of base pay
50% of base pay
44% of base pay
38% of base pay

Unused sick days can be accumulated and applied towards the years of service at
Lake Land College based on the following scale. Unused sick days cannot be
applied in partial increments.
180 unused sick days = 1 additional year of service at Lake Land College
360 unused sick days = 2 additional years of service at Lake Land College
If a full-time employee gives less than four(4) years notice of his or her retirement
under this paragraph or retires prior to his or her Board approved resignation date
and:
A. There is not incurred by the College a SURS penalty because of this action,
then the full-time employee shall receive 100% of the applicable years-of-service
incentive described above.;
B. There is incurred by the College a SURS penalty because of this action, then
the years-of-service incentive described above shall be reduced by the amount of
the penalty.
SECTION 3:
criteria:

Qualifications.

To apply, employees must meet the following

1. An employee must be qualified to receive a retirement annuity from SURS.
2. He/she must have been employed full-time at Lake Land College for at least six
(6) consecutive years, including the year prior to applying for participation in the
Planned Retirement Program.
3. The employee must submit a signed resignation form to the President up to four
(4) years prior to retirement.
4. Retirement must occur no later than the resignation date approved by the
Board of Trustees.
5. Eligibility for benefits hereunder is contingent upon continuing satisfactory
performance by the employee and maintenance of continued employment at the
College.
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SECTION 4: Procedure. An intent to resign must be submitted to the President
by December 31 prior to the year in which a resignation will be given. The salary
adjustment will begin within thirty (30) days of Board of Trustee approval of the
employee's resignation except the salary adjustment may not commence sooner
than four (4) years prior to the effective date of resignation.
At the discretion of the Board of Trustees, the number of resignations accepted in
advance may be limited to fifteen percent (15%) of employees qualified per year.
Should this option be invoked, resignations will be accepted on a seniority basis
within the employee group. Employees denied will have one (1) year added to the
four (4) year window of opportunity.
SECTION 5: Grant Funded or Third Party Employees. Employees who have
fifty percent (50%) or more of their salaries paid by a third party or grant funds, as
reported on the Restricted Purposes Fund (Fund 06) of the College’s general
ledger, are not eligible for participation in Planned Retirement.
SECTION 6: General Provisions. Notwithstanding any contrary or other
provision of this Agreement, in the event a retiring employee’s SURS creditable
earnings for any school year used to determine the employee’s final rate of
earnings (FRE) for SURS retirement purposes annually would increase by more
than 6%, the employee could receive a reduction of his/her planned retirement
incentive should the employer receive a penalty under SURS rules.
Any retirement incentives set forth shall cease to be available to employees if any
law is passed or regulation adopted which would require the Board to pay a
penalty or any other type of payment to any instrumentality of state government
as a result of the award of such incentive. This restriction shall apply not only to
future incentives which have not yet been accessed but to any incentive which is
currently being paid or received.
ARTICLE XIX
Sick Leave
SECTION 1: General Provisions. Full-time employees are entitled to sick leave
earned at the rate of fourteen (14) days per year, accrued on a monthly basis.
Sick time will be credited to the employee’s balance by the second pay period of
each month during the fiscal year. However, should an employee terminate before
the earned sick days equal the actual sick days used, the unearned sick days will
be deducted from the final paycheck or reimbursed to the College. Sick time may
be taken in half hour (30 minute) increments unless there is a balance remaining
of less than a half hour.
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SECTION 2: Certification of Illness. A certificate from an employee's doctor
may be requested to verify a lengthy or unusual illness or to insure that the
employee has sufficiently recovered to return to work.
SECTION 3: Purposes of Sick Leave. Sick leave can be used for personal
illness, pregnancy, doctor or dental appointments or exposure to contagious
disease, or serious illness or injury of spouse, civil union partner, significant
other, children, grandchildren, step-children, siblings or parents.
SECTION 4: Notification of Absence. Employees must contact their supervisor
or his/her designee promptly upon determining that illness will prevent them from
performing their regularly assigned duties. This procedure will allow the
supervisor sufficient time to arrange for a substitute if a substitute is required.
The employee or a representative must notify the supervisor or his/her designee
every day of the sick leave unless the employee is in the hospital or convalescing.
If possible, the employee should notify the supervisor or his/her designee by the
end of the first day of illness and every day thereafter if the employee will be
unable to report for duty the following day. If an employee is convalescing at
home from a period of sickness or accident, the employee must report to the
appropriate supervisor or his/her designee either in person, by telephone, by
email, or by letter at least once a week during convalescence. The College reserves
the right to seek the advice and consent of a physician of its choice in order to
determine whether an employee may be entitled to benefits.
SECTION 5: Unpaid Leave of Absence with Benefits. In the event of a serious
health condition (as defined in Article XX Family and Medical Leave, A.4.) and all
earned sick leave and earned vacation leave have been used, upon a doctor’s
certification the employee may revert to an unpaid leave of absence with benefits,
not to exceed three (3) months. In the event that an employee has depleted paid
leave prior to the exhaustion of FMLA, the unpaid leave of absence will start at the
end of Family and Medical Leave. Employer paid benefits will be maintained for
the three (3) months. If the leave extends beyond three (3) months, the employee
will be bound to the provisions covered under Article XXIV - Section 2 - Employee
Benefits While on Unpaid Leave. The College reserves the right to seek the advice
and consent of a physician of its choice (and at the College’s expense) in order to
determine whether an employee may be entitled to benefits.
SECTION 6: Personal Leave. Personal leave with pay of up to twenty-four (24)
hours for full-time twelve (12) month employees or sixteen (16) hours for full-time
employees on contracts of nine (9) to twelve (12) months, may be used for the
purpose of caring for personal, legal, household, or family matters, and will be
credited to the employee at the beginning of each fiscal year. Personal leave may
be taken in half hour (30 minute) increments unless there is a balance remaining
of less than a half hour. Personal leave will not be used for the purpose of
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extending vacation and will not be accumulated from year to year. Except in an
emergency, employees desiring to use personal leave will notify their immediate
supervisor at least one (1) day in advance. Unused personal hours shall
accumulate as sick leave at the end of the fiscal year.
SECTION 7: Worker's Compensation. Any accident or illness which is the
result of employment is covered by Worker's Compensation. Employees who are
injured during working hours at Lake Land College must report the accident
immediately to College Health Services or the Human Resources Office, even if the
injury does not seem to warrant medical attention, so an Accident Report can be
prepared.
Time lost due to an accident as a result of employment is not deducted from the
employee's sick leave. The College will continue salary benefits through the first
three (3) working days, at which time Worker's Compensation will start paying the
employee for time lost. In the event the disability from an accident extends
beyond fourteen (14) days, Worker's Compensation insurance will pay from the
first (1st) day of disability. The employee then would reimburse the College for the
first three (3) days' compensation.
In the event that Worker's Compensation denies the claim and appeal is
unsuccessful, the employee, upon return to work, can use available sick leave
days to cover the absence. In the event that sick leave day benefits expire prior to
release by a physician to return to work, the employee may refer to the provisions
of the State University Retirement System disability benefits.
A. Post-Accident/Incident
Employees may be subject to take a drug and alcohol test after having been
injured in, involved in, or after causing an accident or incident at work
which caused or could have caused personal injury to themselves or others
or damage to equipment or property. Testing of employees will be
consistently/equally applied to all employees. Drug and alcohol testing by
use of blood will only be used for post-accident/incident testing and only
when the employee is physically unable to provide a normal urine drug
and/or breath test. Testing shall be completed the day of the
accident/incident and prior to the end of the employees’ shift or within 72
hours if treatment is not requested on the day of the injury.
Disciplinary Action for All Positive Test Results
Violations of this policy will be considered cause for discipline up to and
including discharge. If, as a result of the investigation and/or predisciplinary hearing, cause is present, discipline will be imposed as follows
and is subject to the grievance procedure.
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Drugs
1. An employee’s refusal to test for drugs will result in dismissal.
2. Drugs, First Offense: In the first case of a positive drug test, the
employee will be suspended without pay for a period of twenty (20) work
days and provided with the chance of rehabilitation through the Medical
Plan with pay utilizing any paid time off available. Prior to returning to
work, the employee must submit to a return-to-duty test and that test result
must be negative.
3. Drugs, Second Offense: Employees testing positive on a subsequent
drug test shall be terminated.
Alcohol
1. An employee’s refusal to test for alcohol will result in dismissal
2. First Offense: In the first case of a positive alcohol test, the employee will
be suspended without pay for a period of ten (10) work days and provided
with the chance of rehabilitation through the Medical Plan with pay utilizing
any paid time off available. Prior to returning to work, the employee must
submit to a return-to-duty test and that test result must be negative.
3. Alcohol, Second Offense: Employees testing positive on a subsequent
alcohol test shall be terminated.
SECTION 8: Sick Leave Pool. A pool of sick days, contributed by members of
the bargaining unit, will be maintained for employees who are suffering from a
prolonged personal illness or injury and they have exhausted all accumulated sick
leave, personal leave, vacation and compensatory time.
The Union’s Sick Leave Pool Committee will administer the sick leave pool. A
bargaining unit member shall submit a request in writing to the Sick Leave Pool
Committee. The Committee shall consist of 3 members of the bargaining unit
elected by the membership. A physician’s statement or other documentation of
illness must accompany the request.
In order to draw days from the pool, an employee:
A.
Must have been a participant in the sick leave pool at the start of the
fiscal year;
B.

Must have exhausted all accumulated and newly granted sick leave,
personal leave, vacation and compensatory time.
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Any employee desiring to participate in the sick leave pool shall donate two (2)
accumulated sick leave days before August 1 of a given fiscal year; no additional
donation shall be required in any subsequent year, except as provided in the
following paragraph. By August 30 of each fiscal year, the Union shall provide the
Human Resources Office with a copy of the participants’ signed authorization
forms and a certified list of current participants.
If, in any year, the total number of days in the sick leave bank falls below twentyfive (25), each participant shall contribute one (1) additional day.
The maximum number of days per fiscal year any member may use is nineteen
(19) sick leave pool days.
Once days are donated to the sick leave pool, such donation shall be irrevocable.
Days left over in the pool at the end of the fiscal year shall roll over into the next
fiscal year.
Sick leave pool days shall not be utilized if an employee is on disability from SURS
or on Workers’ Compensation.
If a member withdraws in writing from the pool, all donated days shall be forfeited
to the pool.
If a member resigns, all donated days shall be forfeited to the pool.
A member vacating a Union position may donate up to five (5) unused sick days to
the pool.
ARTICLE XX
Family and Medical Leave
SECTION 1: Leave Entitlement.
A.

Eligible employees may use unpaid family and medical leave of
absence of up to 12 weeks during the College’s rolling calendar year,
for one or more of the following reasons:
1.

Because of the birth of a son or daughter of the employee
and in order to care for such child.

2.

Because of the placement of a child with the employee for
adoption or foster care.
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3.

In order to care for the spouse, son, daughter, parent or
parent-in-law of the employee if such spouse, son, daughter,
parent or parent-in-law has a serious health condition.

4.

Because of a serious health condition that makes the
employee unable to perform the functions of the employee's
position.

B.

If both spouses are employed by the College they may together take
only 12 weeks of Family and Medical Leave when the reason for the
leave is either 1 or 2 above.

C.

If the reason for the leave is 3 or 4 above and the College makes a
request, the employee shall, within 15 days, support a request for a
family or medical leave with a certificate completed by the employee's
or family member's health care provider. If the reason for the leave is
3 above the certificate must state that a family member should care
for the son, daughter, spouse, parent, or parent-in-law and an
estimate of the amount of time that such employee is needed. If the
reason for the leave is 4 above the certificate must indicate that the
employee is unable to perform the functions of the position. In the
case of intermittent leave for planned medical treatment, the
certificate shall indicate the dates on which such treatment is
planned and the duration of the treatment. Failure to provide the
certification may result in a denial of the leave request.

D.

The term "serious health condition" shall mean an illness, injury,
impairment, or physical or mental condition that involves: 1)
inpatient care in a hospital, hospice, or residential medical care
facility; or 2) continuing treatment by a health care provider.

E.

If the reason for the leave is 1 or 2 above, the leave shall not be taken
by an employee intermittently unless the employee and the
appropriate vice president agree otherwise. If the reason for the leave
is 3 or 4 above, leave may be taken intermittently when medically
necessary. If an employee requests intermittent leave because of 3 or
4 above and the leave is foreseeable based on planned medical
treatment, the employee shall schedule such leave in a manner that
will not unduly disrupt the College's operation. In such cases the
College may require the employee to transfer temporarily to an
available alternative position for which the employee is qualified and
which: 1) has equivalent pay and benefits; and 2) better
accommodates recurring periods of leave.
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SECTION 2:
Eligibility.
To be eligible for Family and Medical Leave an
employee must have been employed by the College for at least 12 months and for
at least 1,250 hours during the 12-month period immediately before the beginning
of the leave.
SECTION 3: Notice. If possible, employees must provide the College with notice
at least 30 days in advance of when a leave is to begin. If a 30-day notice is not
practicable, the notice must be given within 2 business days of when the need for
the leave becomes known to the employee. Employees anticipating the need to
take Family or Medical Leave shall provide the College, at the earliest practicable
date, verbal notice sufficient to make the College aware that the employee may
need to take a Family or Medical Leave and the anticipated timing and duration of
the leave.
SECTION 4: Paid Leave While on FMLA. The College requires the employee to
use, concurrently with the FMLA leave, the following paid leaves: accrued vacation
leave, personal leave, sick leave, or any other paid leave to which the employee
may be eligible under this Agreement, for all or part of any unpaid Family and
Medical Leave. When paid time is used for an FMLA leave purpose, it will count
toward the twelve (12) weeks of leave entitled under the FMLA.
SECTION 5: Restoration to Position. Upon returning from a Family and
Medical Leave an employee shall be restored either to the position of employment
held by the employee when the leave commenced or to an equivalent position with
equivalent pay, benefits and other terms and conditions of employment.
SECTION 6: Applicability of the Family and Medical Leave Act of 1993.
Those provisions of the Family and Medical Leave Act of 1993, as amended, which
are not referenced or otherwise covered by this contract provision are hereby
incorporated into this Agreement by reference and shall apply in respect to all
Family and Medical Leaves in the same manner as if those provisions were
included in this Agreement.
ARTICLE XXI
Bereavement Leave
Each full-time employee will, in the event of a death in the immediate family, be
granted a maximum of five (5) working days of bereavement leave per occurrence
with full pay. Immediate family is defined as the spouse, civil union partner,
child, step-child, parent, step-parent, grandchild, brother, or sister of the
employee.
Bereavement leave with pay will be granted for a maximum of three (3) working
days in the event of the death of mother-in-law, father-in-law, son-in-law,
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daughter-in-law, sister-in-law, brother-in-law, grandparents, aunts, uncles, or
foster parents.
Bereavement leave must be taken within the first five (5) working days of the death
of an immediate family member and within the first three (3) working days of the
death of all other family members, but need not be taken consecutively.
Bereavement leave for any circumstances beyond those specifically mentioned
may be authorized by the employee’s vice president.
Bereavement leave days granted will not be accumulative from year to year, nor
chargeable against any other paid employee leave.
If circumstances require, days needed in addition to the five- and three-day
allotments may be charged to personal and/or sick leave balances.
Per the Child Bereavement Leave Act, employees are entitled to a maximum of ten
(10) working days of unpaid leave for bereavement due to the death of a child or
stepchild. The employee must take any unpaid leave allowed under the Act within
60 days after they are notified of the death of a child.
For Lake Land College employees at correctional centers, when there is a conflict,
the Department of Corrections contract shall prevail.
ARTICLE XXII
Jury Pay
Employees called to jury duty will be granted time off for such duty and will be
paid the difference in pay between the employee's regular wages and the amount
received for jury duty during the employee's regular work days. Reimbursements
for mileage and/or other travel expenses shall not be considered as jury pay.
ARTICLE XXIII
Reserve Duty
Any employee who is called by the Armed Services for reserve unit duty will be
paid by the College the daily differential in pay for the working days, if any, during
such duty for up to sixty (60) days.
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ARTICLE XXIV
Leave of Absence
SECTION 1: Employees may be granted a leave of absence without pay, not to
exceed sixty (60) days which may be extended, if approved by the College. The
employee will notify the Human Resources Office in writing at least thirty (30)
days prior to the end of the leave of his/her intention:
A.

To return to full-time employment with the College;

B.

To terminate employment with the College; or,

C.

To request an extension of the leave.

SECTION 2: Employee Benefits While On An Unpaid Leave. An employee
granted an unpaid leave of absence may elect to participate in the State University
Retirement System during the period of the leave; the employee shall make all
contributions. An employee may elect to participate in the College benefit program
during the period of an unpaid leave; the employee shall make 100% contribution
to all applicable benefits.
SECTION 3: School Conference and Activity Leave. Upon request the College
shall grant an eligible employee time off without pay for a school visit consistent
with the School Visitation Rights Act. Some of the important elements of the Act
are as follows:
A.

An eligible employee may take a total of eight (8) hours of unpaid
leave during any school year to attend school conferences or
classroom activities which cannot be scheduled during nonwork
hours.

B.

To be eligible for school visitation leave, an employee must have been
employed by the College not less than six (6) months and must have
exhausted all accrued vacation leave, personal leave, compensatory
leave, or any other leave that may be granted to the employee except
sick or disability leave.
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ARTICLE XXV
Maternity Leave
SECTION 1: Applicability. The Board will grant a request for leave without pay
for pregnancy and childbirth for a period not to exceed one (1) year. The dates of
the leave shall be agreed upon by the College and the employee. For approved
leaves over five (5) months, the employee will notify the Human Resources Office
in writing at least three (3) months prior to the end of the approved leave of an
intention:
A.

To return to full-time employment with the College;

B.

To terminate employment with the College; or,

C.

To request an extension of the leave.

The employee will be returned to the original position or to a position of like status
and pay if the leave does not exceed five (5) months. The employee will, upon
return, receive any general pay increases which may have occurred during the
leave, but not retroactively. Such employees on leave shall, upon return to work,
retain and receive any seniority or benefits contained within this Agreement. A
one (1) year extension of the leave may be renewed upon application to the Human
Resources Office and approval by the College President.
During the first five (5) months of a maternity leave, employer-paid benefits will be
maintained. If the leave extends beyond five (5) months, the employee may elect
to participate in the College benefit program by making 100% contribution to all
applicable benefits. If the employee decides not to return after an absence of five
(5) months, the employer-paid portion of all applicable benefits will be reimbursed
to the College.
SECTION 2: Parental Leave. The Board will grant a request for leave without
pay for childrearing, including the adoption of a child, for a period not to exceed
one (1) year. The date of the leave shall be agreed upon by the employee and the
College. For leaves over six (6) months, the employee will notify the Human
Resources Office in writing three (3) months prior to the end of the approved leave
of an intention:
A.

To return to full-time employment with the College;

B.

To terminate employment with the College; or,
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C.

To request an extension of the leave.

The employee may elect to participate in the College benefit program by making
100% contribution to all applicable benefits.
ARTICLE XXVI
No Strike Clause
Neither the Union nor any employee shall, during the life of this Agreement:
A.

Engage in or in any way encourage, sanction, or condone any strike,
slowdown, concerted stoppage of work or other action which
interrupts or interferes with the amount or quality of work or the
operations of the College;

B.

Picket the College or in any way prevent or attempt to prevent free
access to College facilities.

Any employee who violates the provisions of this Article may be disciplined by the
College. Such discipline may include suspension, demotion, or discharge.
ARTICLE XXVII
Precedence of Agreement
A.

If any provision of this Agreement is subsequently judged by a proper
judicial authority to be unlawful, unenforceable or not in accordance
with applicable statutes or ordinances, all other provisions shall
remain in full force and in effect for the duration of this Agreement.

B.

If there is any conflict between the written terms of this Agreement
and written Board policies or written Board rules and regulations
which may from time to time be in effect, the written terms of this
Agreement shall be controlling.

C.

The terms and conditions as set forth in this Agreement represent the
full and complete understanding and commitments between the
parties thereto. The terms and conditions may be altered, changed,
added to, deleted from, or modified through voluntary, mutual
consent of the parties in a written amendment executed according to
the provisions of this Agreement.
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Appendix A
Wage Schedule
Level 1
2020-2021
$ 11.75

2021-2022
$ 12.85

2022-2023
$ 13.90

Food Services Assistant
Food Services Cook
Mailroom Assistant

Level 2
2020-2021
$ 12.85

2021-2022
$ 14.05

2022-2023
$ 15.25

Accounting Assistant I
Accounting Assistant II – Accounts Payable
Accounting Assistant II – Cashier
Administrative Assistant to Agriculture and Technology
Administrative Assistant to Allied Health – Dental
Administrative Assistant to Business
Administrative Assistant to Career Services
Administrative Assistant to Field House Operations
Administrative Assistant to Humanities
Administrative Assistant to Math/Science and Social Science/Education
Administrative Assistant to Student Life
Administrative Assistant to the Director of Community and Professional Programs
Administrative Assistant to the Kluthe Center
Administrative Assistant to TRIO
Bookstore Assistant
Central Receiving/Mailroom Assistant
Library Circulation Assistant
Tutoring & Testing Center Specialist
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Level 3
2020-2021
$14.00

2021-2022
$15.30

2022-2023
$16.55

Accounting Assistant III – Accounts Receivable
Academic Services Specialist
Academic Services Specialist for the Dean of Guided Pathways
Administrative Assistant to the Comptroller
Marketing Production Specialist
Administrative Assistant to the Dean of Admission Services
Financial Aid Outreach Specialist
Library-Cataloging/Acquisitions Assistant
Student Service Specialist III – Admissions
Workforce Development Specialist
Facilities Coordinator to Physical Plant Operations
Counseling Services Operations Specialist
Community and Professional Program Specialist
Allied Health Specialist
College Advancement Specialist
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Appendix B
Position Qualifying Testing

1st test within 3 business
days of bid close, if you
are bidding on an open
position, anytime by
appointment if not for bid

Pass

Fail
Optional 2nd test within 3
business days of bid close if
bidding on an open position,
anytime by appointment if not
for bid

Good for 10 years for
bidding purposes

Pass

Fail

Good for 10 years for
bidding purposes

Next test available by
appointment after 90
calendar days

Pass
Good for 10 years for
bidding purposes

Fail
Next test available by
appointment after one
calendar year and limited
to one test per calendar
year thereafter
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Appendix C
Non-Job Related Course Request
Employees enrolling in non-job related courses that require them to be absent
from their regularly scheduled work hours must submit this form to the
Accounting Office, along with the Trustee’s tuition waiver form, prior to
enrollment.

Term

Course & Section
Number

Title

Location

Days

Time

BUS-142-7549

Intro to Business

Campus

MWF

1:00-2:00

Example:
FA15

Is this course offered at a time that does not conflict with work hours? ___Yes
___No
Please explain why you are requesting to take the class during work hours.
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An employee taking non-job related courses during working hours will use
personal, vacation, and/or comp time to make up missed work time.
Employee Signature: ____________________________________ Date: ___________
By approving this form the supervisor accepts responsibility of insuring
adequate coverage in their department, as necessary.
Supervisor Approval: ____________________________________ Date: ___________
Vice President Approval: _________________________________ Date: ___________
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