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PREAMBLE

The Public Employe Relations Act, in Section 704, requires public Employers "to meet and
discuss with first level supervisors as their representatives, on matters deemed to be bargainable for
other public employees.” This requirement is defined in the Act as the obligation of a public
Employer upon request to meet at reasonable times and discuss recommendations submitted by
representatives of public employees. In fulfillment of this obligation, the Commonwealth of
Pennsylvania has met with the American Federation of State, County, and Municipal Employees,
AFL-CIO, the representatives of first level supervisors as specified in Recommendation 1,
Recognition, and discussed in good faith recommendations submitted by such representative. As a
result of meet and discuss sessions, the Commonwealth accepts the following recommendations.

RECOMMENDATION NO. 1
RECOGNITION

Section 1. Council I3 of the American Federation of State, County, and Municipal Employees,
AFL-CIO, is recognized as the exclusive representative for meet and discuss purposes for employees
within the classifications included under the following certifications of the Pennsylvania Labor
Relations Board, more specifically referred to as PERA-R-13-C, Units Il and IV, Maintenance and
Trades; PERA-R-2686-C, Human Services; PERA-R-3521-C, Clerical, Administrative and Fiscal;
PERA-R-3368-C, Technical Services; PERA-R-2573-C, Inspection, Investigation and Safety;
PERA-R-3421-C, Law Enforcement, Fish and Game Laws; PERA-R-5060-C, Auditor General
Department; PERA-R-5059-C, Treasury Department, PERA-U-81-388-E, Attorney General,
PERA-R-08-84-E, Pennsylvania Gaming Control Board; and Pennsylvania State System of Higher
Education.

Section 2. The term employee used in this Memorandum is defined as those persons in the
classifications covered by the certifications referred to in Section 1 of this Recommendation.

RECOMMENDATION NO. 2
MANAGEMENT RIGHTS

Section 1. It is understood and agreed that the Employer, at its sound discretion, possesses the
right, in accordance with applicable laws, to manage all operations, including the direction of the
working force and the right to plan, direct, and control the operation of all equipment and other
property of the Employer, except as modified by this or unit memoranda.

Matters of inherent managerial policy are reserved exclusively to the Employer. These
include but shall not be limited to such areas of discretion or policy as the functions and programs
of the Employer, standards of service, its’ overall budget, utilization of technology, the
organizational structure, and selection and direction of personnel.

Section 2. The listing of specific rights in this Recommendation is not intended to be nor should
be considered restrictive or a waiver of any of the rights of management not listed and not specifically
surrendered herein whether or not such rights have been exercised by the Employer in the past.



RECOMMENDATION NO. 3
MEMBERSHIP AND EMPLOYEE ORIENTATION

Section 1. The Employer shall inform new, transferred, promoted or demoted employees in the
supervisory unit that the Union is the exclusive representative. The Union shall provide a single
point of contact to which the Employer will provide a timely copy of the written notice confirming
an employee’s hire or transfer into a position represented by the Union. Such communication shall
also include the employee’s work location.

Section 2. The Employer, using Employee Self Service (ESS), or alternative methods, shall
provide employees with Union membership and dues deduction materials. In instances where
Employee Self Service is not available, the Union shall furnish the Employer with sufficient copies
of membership and dues deduction materials. Further the Employer shall include a link to a Union-
provided website in any electronic onboarding that is utilized to orient new employees.

Section 3. a. The Union shall be given the opportunity to access new employees during the
agency orientation process.

b. The Union shall be given up to one (1) hour during new employee orientation to
address supervisory unit members and distribute materials. The Employer will provide reasonable
written notice of such orientation and will provide the Union with an electronic list of expected
participants in advance of the orientation. The Union may select a reasonable number of employee
representatives from within its supervisory units to attend the orientation during paid work time to
participate in the Union’s presentation to new employees, subject to management’s responsibility
to maintain efficient operations.

C. The Employer shall include a link to a Union-provided website in any electronic
onboarding that is utilized to orient new employees. Additionally, where the employees’ only
orientation is the electronic onboarding process, the Union shall be given up to one (1) hour during
working hours to provide an in-person presentation comparable to that provided at in-person
orientations under paragraph b, above. The scheduling of this presentation and release of employees
for their voluntary attendance shall be subject to management’s responsibility to maintain efficient
operations.

d. The Union may conduct a meeting of no more than one (1) hour in length with
bargaining unit employees at each worksite, during the workday, on an annual basis for the purpose
of training/discussion to familiarize employees with the terms of applicable labor agreement and to
discuss other labor relations issues. The Union shall not communicate and/or distribute information
of a partisan political nature or that which is detrimental to the labor-management relationship. The
scheduling of the meeting and release of employees for their voluntary attendance shall be subject
to management’s responsibility to maintain efficient operations.



RECOMMENDATION NO. 4
DUES DEDUCTION

Section 1. a. The Employer shall deduct an amount equal to the Union biweekly
membership dues and an annual assessment, if any, from the pay of those employees who
individually request in writing that such deductions be made. Such requests shall be made on a
Union payroll deduction authorization card, which the Employer will implement in a timely manner
upon receipt.

b. The rate at which dues are to be deducted and the amount of the annual assessment
shall be certified to the Employer by the Union, and the Employer shall deduct an amount equal to
Union dues at this rate from employees’ regular biweekly salary and wages (including retroactive
salary/wage payments and lump sum payments made pursuant to Recommendation 19, Salaries and
Wages). For agencies under the Governor’s jurisdiction, the aggregate deductions of employees
shall be remitted with an itemized statement to the Union within seven (7) days of the employee’s
bi-weekly pay date. For independent agencies, remittances shall continue in a manner consistent
with current practice or side agreements.

C. An employee’s dues deduction authorization shall remain in effect until expressly
revoked in writing by the employee in accordance with the terms of the authorization. When it is
determined by the Union that an employee’s payroll dues deductions should cease, the Union shall
be responsible for notifying the Employer. Such notices shall be communicated in writing and shall
include the effective date of the cessation of payroll dues deduction. The Employer shall rely on the
information provided by the Union to cancel or change authorizations.

Section 2. The employee's written authorization for dues payroll deductions shall contain the
employee's name, last four (4) digits of the employees’ social security number, agency in which
employed, work location (institution, district, bureau, etc.), Union name and local number.

Section 3. Where an employee has been suspended, furloughed or discharged and subsequently
returned to work, with full or partial back pay, or has been reclassified retroactively, the Employer
shall, in the manner outlined in Section 1 above, deduct an amount equal to the Union membership
dues that are due and owing for the period for which the employee receives back pay.

Section 4. The dues deduction provisions of this Recommendation shall continue to pertain and
be complied with by the Employer with regard to those employees who are promoted from or
demoted into a rank and file unit represented by the Union or when any employee is transferred from
one position to another position covered by this Memorandum. Dues deductions will be resumed
for employees upon their return from leave of absence without pay, recall from furlough, and for
temporary employees who are reinstated within one year of their most recent separation.

Section 5. The Employer shall provide the Union, on a monthly basis, a list of all employees in
the supervisory units represented by the Union. This list shall contain the employee's name, the last
four (4) digits of the employee’s social security number, personnel number, personal email address
and phone number if provided, address, agency in which employed, class code, work location
(institution, district, bureau, etc.), hourly rate, gross earnings, work schedule, if available by



employee, whether the employee is a member and the most recent date of hire.

Section 6. In implementing this Section, the Employer agrees to allow for the submission of
electronic authorizations (including both online and voice authorizations, should the union institute
such authorization) in addition to paper written authorizations for deduction from employees’ bi-
weekly pay of an amount equal to Union membership dues and an annual assessment, if any, in
accordance with the following terms:

a. The Union shall document voice authorizations in a written authorization form,
created either electronically or on paper, and shall maintain the original voice recording(s). Any
such recording(s) will be made available to the Employer upon request.

b. Authorizations will be sent by the Union via email, as PDF attachments, to an
Employer Resource Account. Preferably, individual authorizations should be submitted
separately; however, if more than one authorization is included in the same submission, a summary
(e.g., spreadsheet or other listing) will accompany the submission and enumerate each
authorization.

Section 7. The Union shall indemnify and hold the Employer harmless against any and all
claims, suits, orders, or judgments brought or issued against the Employer as a result of the action
taken or not taken by the Employer under the provisions of this Recommendation.

RECOMMENDATION NO. 5
CREDIT UNION

Section 1. The Employer agrees to make payroll deductions available to employees who wish
to participate in the Pennsylvania State Employees Credit Union, as designated by the Union, or any
one of the credit unions duly chartered under State or Federal statutes and approved by the Employer.

Section 2. The Employer shall remit the deductions of employees together with an itemized
statement to the applicable credit unions designated under Section 1 above within 30 days following
the end of the calendar month in which deductions were made.

Section 3. a. The Employer shall establish rules, procedures and forms which it deems
necessary to extend payroll deductions for credit union purposes.

b. Payroll deduction authorization forms for credit union purposes must be executed by
and between the employee and an official of the credit union.

Section 4. The Union shall indemnify and hold the Employer harmless against any and all
claims, suits, orders, or judgments brought or issued against the Employer as a result of the action
taken or not taken by the Employer under the provisions of this Recommendation.



RECOMMENDATION NO. 6
HOURS OF WORK

Section 1. The work week shall consist of five consecutive work days in a pre-established work
schedule except for hospital employees and employees in seven-day operations.

Section 2. The work day shall consist of any 24 hours in a pre-established work schedule
beginning with the scheduled reporting time for the employee's shift, except for employees in the
Department of Transportation and the Pennsylvania State Police, whose work day shall consist of
the calendar day.

Section 3. The work shift shall consist of 7.5 or 8 work hours within a pre-established work
schedule.
Section 4. The regular hours of work for any shift shall be consecutive except that they may be

interrupted by a meal period.

Section 5. Work schedules showing the employees' shifts, work days, and hours shall be posted
on applicable departmental bulletin boards. Except for emergencies, changes will be posted two
weeks in advance. Where changes are to be made by the Employer for other than emergency reasons,
or where schedules are to be adopted for new programs, the Employer agrees to meet and discuss
with the Union prior to the implementation of such changes or schedules.

An employee whose regular work schedule is Monday through Friday throughout the year
shall not have that work schedule changed to other than a Monday through Friday schedule except
for a legitimate operational reason which is not arbitrary or capricious.

Section 6. Employees engaged in seven-day operations are defined as those employees
working in an activity for which there is regularly scheduled employment for seven days a week.
The work week for seven-day operations shall consist of any five days within a consecutive seven
calendar day period. Clerical and maintenance hospital employees shall have a work schedule
consisting of any five days within a consecutive seven calendar day period unless they are engaged
in an activity for which there historically has been regularly scheduled employment for seven days
aweek. All other hospital employees shall have a work schedule consisting of any 10 days within a
consecutive 14 calendar-day period.

Section 7. In the event of a change in shift from a pre-established work schedule, employees
must be off regularly scheduled work for a minimum of three shifts or their equivalent unless a
scheduled day or days off intervene between such shift change.

Section 8. The parties agree that the issue of alternate schedules, schedules providing for every
other weekend off and flextime will be discussed at the local level. Both parties will work diligently
to reach an agreement at the local level, such agreements to be agreed upon by the Local Union, the
appropriate District Council, Local Management, the Agency and the Office of Administration.
Failing to reach agreement, the Union may submit the proposed schedules to a committee of
representatives from the affected agency, Office of Administration and Council I3 representatives



from the affected agency which shall consider the schedule and issue a determination within 60
calendar days. The time frame can be extended by mutual agreement. Prior to the establishment of
any schedule under this Section, the Union shall be required to prove that the goal and conditions set
forth below will be met by the proposed schedule.

The goal of the proposed alternate schedule, schedules providing for every other weekend
off, or flextime schedules shall be to improve the quality of work life of employees and to improve
the Employer's operational efficiency and/or service to its clients. No schedule may:

a. increase costs of operation
b. increase current complement
C. affect the Employer's ability to meet criteria for accreditation and/or

certification

d. adversely impact the efficiency of affected operations, nor standards of
service
e. contain an unreasonable number of work schedules

The Employer may cancel an alternate work schedule, schedule providing for every other
weekend off or flextime schedule upon 15 days’ notice to the Union, when the Employer reasonably
determines that the goal or conditions set forth above are not being met or that the criteria used to
initiate the alternate work schedule, schedule providing for every other weekend off or flextime
schedule have materially changed. If the Union submits the Employer's cancellation of a schedule
to the resolution process described above, the burden of proof shall be on the Employer.

Nothing herein will impair nor limit the Employer's right to schedule employees as set forth
in this Memorandum.

Representatives from the Office of Administration and AFSCME Council 13 shall meet and
discuss in an attempt to draft standardized language and/or schedules that can be utilized to develop
these scheduling agreements.

All discussions conducted pursuant to this Section shall be in accordance with the meet and
discuss provisions of the Public Employe Relations Act.

Section 9. The provisions of Sections 1 through 7 shall not be applicable to employees whose
hours of work, prior to the date of this Memorandum, have customarily been either part-time,
irregular, intermittent, employee controlled, or contractor or vendor controlled. Such employees will
continue their hours of work in accordance with past practices, unless changed by the Employer
under terms of Recommendation 2 of this Memorandum.

Section 10.  Employees covered by Act 102 of 2008, Prohibition of Excessive Overtime in Health
Care Act will be subject to the following call-off requirements:



e 1% shift — Employees must report off from work a minimum of one (1) hour before the
scheduled start of their shift.

e 2" and 3" shifts — Employees must report off from work a minimum of two (2) hours before
the scheduled start of their shift.

Local agreements and practices that meet or exceed the above requirements shall remain in

place, subject to the ability of the local parties to modify such agreements and/or practices.

RECOMMENDATION NO. 7
REST PERIODS

Section 1. An employee shall be permitted a fifteen-minute paid rest period during each one-half
work shift provided the employee works a minimum of three hours in that one-half shift. Whenever
practical, the employee shall be permitted to take the rest period at the middle of such one-half shift.
Where rest periods are scheduled, the Employer shall be able to vary the scheduling of such period
when, in its opinion, the demands of work require such variance. The regular scheduling of rest
periods immediately before or after meal periods or at the beginning or end of the work day is
permissible in certain operations where the Union and the Employer agree to such a practice or where
the present practice is to schedule rest periods in that manner.

Section 2. Employees who work, without interruption, beyond their regular shift for at least one
hour shall receive a fifteen-minute paid rest period and shall thereafter receive a fifteen-minute paid
rest period for each additional two hours of such work unless at the end of such two hour period the
employee's work is completed or unless the employee takes a meal period during or at the end of the
two hour period. If employees take a meal period at the expiration of their normal work day, then
they shall thereafter be given a fifteen minute rest period for each additional two hours of such work
unless at the end of such two hour period their work is completed or unless the employee takes a
meal period during or at the end of the two hour period.

Section 3. Part-time employees shall be granted a fifteen-minute rest period during each 3 %
hour work period.

Section 4. The Employer will not require employees to continuously perform repetitive
keyboard motions at a VDT for a period in excess of two consecutive hours. The Employer will
attempt to provide 15 minutes of alternative work consistent with the employee's job classification.

When alternative work is not available the Employer shall provide the 15 minute rest period
referred to in Section 1 above or a meal period.



RECOMMENDATION NO. 8
MEAL PERIODS

Section 1. All employees shall be granted a meal period, which period shall fall within the third
to fifth hours of their work shift unless otherwise approved by the Employer or unless emergencies
require a variance. Present practices relating to meal periods for part-time employees shall remain
in effect. The meal period shall not exceed one hour in length unless the employee agrees to a longer
meal period.

Section 2. a. If employees are required to work more than two hours beyond their regular
shift, they will be allowed a meal period at the end of the initial two hour period or sooner. In
addition, employees will be allowed a meal period for each four hours worked beyond each meal
period. If employees work more than two hours after their scheduled quitting time and have not had
notice of such work requirement at least two hours before commencement of their regular shift, the
Employer shall furnish a meal or compensate the employee for a meal in an amount actually
expended and not to exceed $15.00.

b. If employees are required to work on a holiday or other scheduled day off and work
more than 9.5 hours (for 7.5 hour employees) or 10 hours (for 8 hour employees) on such day and
have not had notice of such work assignment at least two hours before they commenced their work
on that date, the Employer shall furnish a meal or compensate the employee for a meal as provided
for in a. above.

RECOMMENDATION NO. 9
EATING AND SANITARY FACILITIES

Section 1. The Employer shall provide adequate eating space and sanitary facilities at all
permanent locations, which shall be properly heated and ventilated. Temporary facilities, such as
highway sheds, tool, equipment and storage areas, not intended for full-time and regular use, shall
not be considered permanent, even if in use for extended periods of time.

Section 2. Vending machines for beverages shall be provided at institutional sites where meal
facilities are not available at all times. The Union may meet with authorized personnel of the various
institutions to discuss the possible increase in items that may be furnished through vending machines.

Section 3. Additional vending machines for snacks, sandwiches and beverages may be installed
in all work locations when feasible, providing that existing vendor contracts permit the installation
of additional vending machines and that arrangements can be made to do so at no cost to the
Employer.

Section 4. The Employer agrees to meet and discuss with the Union at institutional or agency
levels, upon request, for the purpose of determining the allocation of vending machine profits.

10



RECOMMENDATION NO. 10
HOLIDAYS

Section 1. The following days shall be recognized as holidays:

NN R

9.

10.
11.
12.

Monday shall be recognized as a holiday for all holidays occurring on a Sunday, and Friday
for all holidays occurring on a Saturday for those employees on a normal Monday through Friday
work week. For other than these employees, the holiday shall be deemed to fall on the day on which
the holiday occurs.

Section 2. At Thaddeus Stevens College of Technology the following days shall be recognized

as holidays:

NogakrowbhE

The remaining five holidays shall be scheduled by the administration of these institutions
during the time on the academic schedule when the institution is not at full operation.

At the institutions of the Pennsylvania State System of Higher Education, the following days

New Year's Day

Martin Luther King Jr.'s Birthday
Presidents' Day
Memorial Day
Juneteenth

Independence Day
Labor Day

Indigenous Peoples’ Day
Veterans' Day
Thanksgiving Day

Day after Thanksgiving
Christmas Day

New Year's Day
Memorial Day
Juneteenth
Independence Day
Labor Day
Thanksgiving Day
Christmas Day

shall be recognized as holidays:

ook~ wdE

New Year's Day

Martin Luther King Jr.’s Birthday
Memorial Day

Juneteenth

Independence Day

Labor Day
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7. Thanksgiving Day
8. Christmas Day

In recognition of the change of Martin Luther King Jr.’s Birthday from a minor to a major
holiday, managers will be as flexible as possible in allowing employees appropriate use of accrued
paid leave during periods when the University/School is not at full operation, including but not
limited to the December holiday season.

The remaining four holidays shall be scheduled by the administration of these institutions
during the time on the academic schedule when the institution is not at full operation.

The matter of rescheduling minor holidays shall be resolved on a meet and discuss basis
between Thaddeus Stevens College of Technology and the 14 institutions of the Pennsylvania State
System of Higher Education and the Union.

An employee shall earn a minor holiday provided the employee was in an active pay status
on the last half of the employee's scheduled work day immediately prior and the first half of the
employee's scheduled work day immediately subsequent to the actual day the minor holiday is
celebrated as provided for in Section 1. If a minor holiday occurs while employees are on leave
without pay under Recommendation 17, Section 3, they shall be paid for the minor holiday provided
they were in active pay status the last half of their scheduled work day immediately prior and the
first half of their scheduled work day immediately subsequent to the leave without pay. An employee
who earns a minor holiday and subsequently terminates employment prior to taking the rescheduled
day off with pay, shall be compensated for such holiday. In the event the earning of a holiday is
anticipated and an employee terminates employment prior to actually earning the anticipated
holiday, such employee shall reimburse the Employer for the holiday taken but not earned.

Payment specified in Section 6 of this Recommendation shall be applicable only if the
employee works on the day on which the minor holiday has been rescheduled.

Section 3. In the event that the Department of Revenue is unable to secure the use of its offices
located in County Court Houses which are closed on a day which the County celebrates as a holiday
but the Commonwealth does not or the Department of Banking and Securities or Insurance
Department is unable to secure the use of facilities located in financial institutions or insurance
companies which are closed on a day which the financial institution or insurance company celebrates
as a holiday but the Commonwealth does not, employees located in such County Court Houses,
financial institutions or insurance companies will observe a holiday on the day on which the holiday
is being observed by the respective County, financial institution or insurance company in lieu of a
holiday listed in Section 1 above. This Section is not intended to increase or decrease the number of
paid holidays listed in Section 1 of this Recommendation for Department of Revenue, Department
of Banking and Securities or Insurance Department employees.

Section 4. A permanent full-time employee on a Monday through Friday work week shall be
paid for any holiday listed in Section 1 of this Recommendation, provided the employee was in an
active pay status on the last half of the employee's scheduled work day immediately prior and the
first half of the employee's scheduled work day immediately subsequent thereto. If a holiday occurs
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while employees are on leave without pay under Recommendation 17, Section 3, they shall be paid
for the holiday provided the employees were in active pay status the last half of their scheduled work
day immediately prior and the first half of their scheduled work day immediately subsequent to the
leave without pay.

If a holiday is observed while a permanent full-time employee is on sick, annual, or other
paid leave status, the employee will receive holiday pay and the day will not be charged against sick,
annual, or other paid leave credits.

Section 5. Permanent full-time employees working other than a regular Monday through Friday
work week shall be guaranteed the same number of days off with pay equal to the number of paid
holidays received by the employees on a regular Monday through Friday schedule, subject to the
same entitlement requirement.

Section 6. If a permanent full-time employee works on any of the holidays set forth in Section
1 of this Recommendation, except the day after Thanksgiving, the employee shall be compensated
at one and one-half times the employee's regular hourly rate of pay for all hours worked on said
holiday. The employee shall receive paid time off for all hours worked on a holiday up to a full shift.
If such time is worked during the employee's regularly scheduled shift, the paid time off shall be in
lieu of holiday pay for that time under Section 4 above. Paid time off for time worked outside of the
employee's regularly scheduled shift shall not be in lieu of such holiday pay. If a written request is
received prior to or within 45 days after the holiday is worked, paid time off shall, subject to
management's responsibility to maintain efficient operations, be scheduled and granted as requested
by the employee. If the Employer does not schedule such paid time off in accordance with the
employee's request, or at some other time, paid time off for working a holiday in accordance with
this section shall be carried ten (10) pay periods into the next calendar year. Paid time off not used
by the end of this period shall be paid out to employees at their regular rate of pay in effect at that
time, in lieu of such paid time off.

If a permanent full-time employee works on the day after Thanksgiving, the employee shall
be compensated at the employee's regular hourly rate of pay for all hours worked on said holiday.
The employee shall receive paid time off for all hours worked on the day after Thanksgiving up to a
full shift. If such time is worked during the employee's regularly scheduled shift, the paid time off
shall be in lieu of holiday pay for that time under Section 4 above. Paid time off for time worked
outside of the employee's regularly scheduled shift shall not be in lieu of such holiday pay. If a
written request is received prior to or within 45 days after the holiday is worked, paid time off shall,
subject to management's responsibility to maintain efficient operations, be scheduled and granted as
requested by the employee. If the Employer does not schedule such paid time off in accordance with
the employee's request, or at some other time, paid time off for working a holiday in accordance with
this section shall be carried ten (10) pay periods into the next calendar year. Paid time off not used
by the end of this period shall be paid out to employees at their regular rate of pay in effect at that
time, in lieu of such paid time off.

Local Management and the local union may meet and agree to buy out compensatory time

earned as a result of working on a holiday, at the straight time rate prior to the expiration of the ten
(10) pay periods into the next calendar year. All agreements reached at the local level must be

13



reviewed and approved by the Agency and the District Council. If no agreement is reached or no
approvals received, compensatory time will be scheduled in accordance with paragraph | above.

This provision shall supersede any conflicting language in the appendices regarding holiday
compensatory leave usage timeframes and payouts.

Section 7. The Employer will attempt to equalize holiday work assignments among permanent
full-time employees in the same job classification in the overtime equalization unit during each
calendar year. Employees entering established equalization units after the beginning of a calendar
year shall be credited for equalization purposes with the amount of holiday work equal to the
maximum amount of credited holiday work held by an employee in the same classification in the
equalization unit since the beginning of the applicable year. The Employer is not required to
schedule employees for less than a full shift in order to equalize holiday work assignments.

Section 8. Permanent part-time employees shall receive holidays on a pro rata basis.
Employees, at the option of the Employer, shall receive either pro-rated paid leave or shall be paid
at their regular hourly rate of pay in lieu of such paid leave.

Permanent part-time employees shall be compensated at one and one-half times their regular
hourly rate of pay for all hours worked on a holiday set forth in Section 1 above except the day after
Thanksgiving. Permanent part-time employees shall be compensated at their regular hourly rate of
pay for all hours worked on the day after Thanksgiving.

Section 9. A permanent employee separated from the service of the Employer for any reason
prior to taking paid time off earned by working a holiday listed in Section 1, shall be compensated
in lump sum for any unused paid time off the employee has accumulated up to the time of separation.

Effective as soon as practically and legally possible, the Commonwealth will adopt a tax-
qualified Leave Payout Plan. All employees who attain age 55 before or during the calendar year
they separate from service after adoption of the Leave Payout Plan shall have the leave payouts
otherwise payable for accumulated and unused Annual Leave, Compensatory Leave, Holiday Leave
and Sick Leave, up to the maximum allowable by law, deposited in an account in the employee’s
name, provided however that if the total amount of leave payout is $5000 or less, this amount shall
be paid to the employee in cash. Amounts in excess of the maximum allowable amount will be paid
to the employee in cash.

Section 10.  Whenever the Employer declares a special holiday or part holiday for all employees
under the Employer's jurisdiction, all permanent employees who are required to work on the day on
which such holiday hours occur shall receive time off with pay for all hours worked up to the number
of hours in the employee's normal work shift if a full holiday is declared, or up to a pro rata share of
the normal work shift if a partial holiday is declared. The Employer shall have the option of paying
the employees their regular hourly rate of pay in lieu of such equivalent time off with pay.

Section11.  When an employee's work shift overlaps the calendar day, the first shift of the

employee in which 50% or more of the time occurs on the applicable holiday shall be considered in
the holiday period and the holiday period shall end 24 hours after the commencement of that shift.
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Section 12.  Inno event shall an employee be entitled to duplicate holiday payment. Time worked
on holidays during an employee's regular shift shall not be excluded from hours worked for the
purposes of determining eligibility for overtime pay under Section 1 of Recommendation 20 of this
Memorandum.

Section 13.  There shall be no duplication or pyramiding of any premium pay provided for under

the provisions of this Memorandum for the same hours worked.

RECOMMENDATION NO. 11
PERSONAL LEAVE DAYS (VACATED)

With the incorporation of personal leave into Recommendation 13, Vacations, in accordance
with Recommendation 11, Section 10 of the 2016-2019 Master Memorandum, this Recommendation
is vacated.

RECOMMENDATION NO. 12

LEAVES OF ABSENCE
Section 1. All time that an employee is absent from work shall be appropriately charged.
Section 2. Where a state civil service examination is not given during an employee's

non-working time, a permanent full-time employee shall be granted administrative leave with pay to
take such examination which is scheduled during the employee's regular work hours subject to
management's responsibility to maintain efficient operations. Employees shall only be entitled to
leave for this purpose on one occasion during each one-half calendar year. Such leave shall not
exceed the employee's normal work shift or the time necessary to travel to and from the examination
and to take the examination, whichever is lesser. Employees shall not be eligible for travel expenses
under this Section.

Section 3. All requests for leave must be submitted in writing to the employee's immediate
supervisor and shall be answered in writing. Requests for emergency type leaves shall be answered
before the end of the shift on which the request is made. Except for such emergency type leaves, the
time when leave is taken is within the discretion of the Employer.

Except as provided in Recommendation 13, Section 3, requests for any type of leave to which
an employee is entitled under this Memorandum and which are not to exceed one month shall be
answered by the Employer within five days. If the requested leave is in excess of one month, the
request shall be answered within 10 days.

Section 4. The Employer will continue its present practice of granting administrative leave to a

reasonable number of employees who attend training seminars conducted by the Union to the same
general extent that this has been granted in prior years.
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Section 5. Employees shall be granted up to four (4) hours of administrative leave per calendar
year to donate blood.

Section 6. Permanent and non-permanent employees, excluding annuitants, who are in an active
pay status will be authorized to use up to two (2) hours total of paid leave per calendar year for the
purpose of exercising their right to vote in a Primary, General or Special Election. Such leave shall
be available for employees to complete and/or submit a mail-in ballot or to vote in person and shall
be called Voting Leave (VOTE). This leave shall be subject to supervisory approval based on
management’s responsibility to maintain efficient operations. It is understood that this leave is
inclusive of any travel associated with voting.

The timeframe during which leave may be used for each election shall be determined by the
election calendar published by the Department of State. \Voting leave shall not count, in whole or in
part, as credited service time or income for retirement purposes under the State Employees
Retirement Code; however, it shall be regarded as hours worked for the purpose of computing
overtime pay.

This section shall not be applicable to employees who work in the Pennsylvania Department
of Auditor General, Pennsylvania State System of Higher Education, and Pennsylvania Treasury.

Section 7. For the purpose of this Recommendation, the calendar year shall be defined as
beginning with the employee's first full pay period commencing on or after January 1 and continuing
through the end of the employee's pay period that includes December 31.

RECOMMENDATION NO. 13
VACATIONS

Section 1. a. Employees shall be eligible for annual leave after 30 calendar days of service
with the Employer in accordance with the following schedule:

Leave Service Credit Maximum Annual Leave

(Includes all periods of Entitlement Per Year
Commonwealth Service)

Up to 3 Years:

Annual Leave will be 37.5 Hr. Workweek: 82.5 Hrs. (11 days)
Earned at the rate of 40 Hr. Workweek: 88 Hrs. (11 days)
4.24% of all Regular

Hours Paid

Over 3 Years to 15 Years Inclusive:

Annual Leave will be 37.5 Hr. Workweek: 142.5 Hrs. (19 days)
Earned at the rate of 40 Hr. Workweek: 152 Hrs. (19 days)
7.32% of all Regular

Hours Paid
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Over 15 Years:

Annual Leave will be 37.5 Hr. Workweek: 180 Hrs. (24 days)

Earned at the rate of 40 Hr. Workweek: 192 Hrs. (24 days)

9.24% of all Regular

Hours Paid

b. Employees hired before July 1, 2011 with over 25 years of Commonwealth service

are eligible to earn annual leave in accordance with the following schedule.

Over 25 Years:

Annual Leave will be 37.5 Hr. Workweek: 225 Hrs. (30 days)

Earned at the rate of 40 Hr. Workweek: 240 Hrs. (30 days)

11.55% of all Regular

Hours Paid

C. Regular Hours Paid as used in this Recommendation include all hours paid except

overtime, standby time, call-time, and full-time out-service training.

d. Employees shall be credited with a year of service for each 26 pay periods completed
in an active pay status, provided they were paid a minimum of one hour in each pay period.

e. Employees may be eligible for up to one additional annual leave day to be earned at
the beginning of the next leave calendar year provided the requirements of Recommendation 14,
Section 13 are met.

Section 2. Vacation pay shall be the employee's regular straight time rate of pay in effect for the
employee's regular classification.

Section 3. a. Vacations shall be scheduled and granted for periods of time requested by the
employee subject to management's responsibility to maintain efficient operations. If the nature of
the work makes it necessary to limit the number of employees on vacation at the same time, the
employee with the greatest seniority as it relates to total years of service with the Employer shall be
given a choice of vacation periods in the event of any conflict in selection. Where reasonable
opportunities are available for selection of vacations on a seniority basis, approved requests shall not
be revoked if a conflict in selection develops after the selection period. The selection period shall
be September 1-30 for vacations from January 1 to June 30 of the following year and March 1-31
for vacations from July 1 to December 31, unless there are existing or subsequent agreements on the
selection period at appropriate local levels. Requests for leave submitted during the selection period
shall be answered within 20 calendar days after the end of the selection period.

b. Requests for up to four days per year of emergency annual leave shall not be
unreasonably denied with the understanding that an employee may be required to substantiate the
emergency nature of the request and that further, it may be necessary, in order to accommodate the
emergency, to reschedule requests of other employees for holiday, compensatory and/or annual leave
not scheduled during the selection period.
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C. Requests for a full day (7.5 or 8 hours) of unscheduled, extraordinary annual leave
will be reviewed for approval. Employees will not be required to substantiate the need for the
extraordinary absence; however, absence requests may be denied if such absence would create
significant or serious operational impacts. Unscheduled, extraordinary annual leave is limited to two
days per calendar year (15.0 or 16.0 hours), and the first two days of such unscheduled absences will
be recorded as extraordinary annual leave and be deducted from the four days of emergency annual
leave permitted in subsection b. above.

An employee on an alternate work schedule may request and receive approval for
extraordinary annual leave for a workday other than a 7.5 or 8 hours shift. In such instance, the entire
shift shall be considered as extraordinary annual leave as long as the employee has a sufficient
number of hours in his/her 15.0 or 16.0 hour allotment to cover the absence. Use of extraordinary
annual leave on workdays for which there is an insufficient number of hours in the allotment to cover
the full alternate work schedule shift will be limited to the available number of such hours.

d. An employee’s request for an annual leave day on the employee’s birthday received
in writing at least 45 calendar days prior to the employee’s birthday shall be approved. An employee
shall be allowed to anticipate the earning requirement in Section 1 above, for an annual leave day
used on the employee’s birthday. If an employee’s birthday falls on a day other than a regularly
scheduled work day, the employee will be permitted to schedule an annual leave day in accordance
with this Section either the work day immediately before or after the birthday.

Section 4. Employees who work other than a regular Monday through Friday workweek and
who request and are granted a vacation covering at least five (5) consecutive work days which
immediately precedes or follows their regularly scheduled days off shall not have their regularly
scheduled days off changed and for any requirement to work the regularly scheduled days off the
employee shall be paid two and one-half times the employee's regular hourly rate of pay.

Section 5. a. If a holiday occurs during the work week in which vacation is taken by an
employee, the holiday shall not be charged to annual leave.

b. A temporary employee shall be permitted, upon request, to use up to a full shift
of accrued annual leave on a holiday that the temporary employee is not scheduled to work provided
the use of accrued annual leave does not result in the employee receiving more than 37.5/40.0 hours
in a work week.

Section 6. Employees who become ill during their vacation will not be charged annual leave
for the period of illness provided satisfactory proof of such illness is furnished to the Employer upon
return to work.

Section 7. Employees separated from the service of the Employer for any reason prior to taking

their vacation, shall be compensated in a lump sum for the unused vacation they have accumulated
up to the time of separation.
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Effective as soon as practically and legally possible, the Commonwealth will adopt a tax-
qualified Leave Payout Plan. All employees who attain age 55 before or during the calendar year
they separate from service after adoption of the Leave Payout Plan shall have the leave payouts
otherwise payable for accumulated and unused Annual Leave, Compensatory Leave, Holiday Leave
and Sick Leave, up to the maximum allowable by law, deposited in an account in the employee’s
name, provided however that if the total amount of leave payout is $5000 or less, this amount shall
be paid to the employee in cash. Amounts in excess of the maximum allowable amount will be paid
to the employee in cash.

Section 8. Unused annual leave shall be carried over from one calendar year to the next provided
that in no case shall the amount thus carried over exceed 45 days (337.5 or 360 hours). However,
employees will be permitted to carry over annual leave in excess of the forty-five day limit into the
first seven (7) pay periods of the next calendar year. Any days carried over in accordance with this
Section which are not scheduled and used during the first seven (7) pay periods of the next calendar
year will be converted to sick leave, subject to the 300 day limitation contained in Recommendation
14, Section 2. Scheduling of those days carried over shall be in accordance with Section 3 above.

A temporary employee who is separated at the end of his or her temporary employment may
request in writing to retain up to five full days of annual leave for use during his or her next period
of employment. If the temporary employee is not returned to employment within one year of
separation, the annual leave shall be paid out at the rate in effect at the time of the employee’s
separation.

Section 9. Effective January 1, 2025, employees will be permitted to sell back up to a maximum
three (3) days (22.5/24 hours) of accrued annual leave per year, provided the employee’s accrued
annual leave balance, including future dated absences, remains at a minimum of twenty (20) days
(150/160 hours) after the sell back occurs. Eligible employees will be permitted to sell back accrued
annual leave in this manner only one time per year and sell back requests must be submitted between
January 1% and 31% each year. Accrued annual leave can only be sold back in full day increments
(7.5/8 hours).

Section 10.  If an employee is required to return to work after commencement of a prescheduled
vacation, the employee shall be compensated at one and one-half times the employee's regular hourly
rate of pay for all hours required to work on the prescheduled vacation day or days. The employee
shall be permitted to reschedule such vacation day or days in accordance with Section 3. This Section
shall not apply to employees in the Department of Transportation who are recalled for the purpose
of performing duties due to actual or anticipated adverse weather conditions.

Section11.  The provisions of Section 1 of this Recommendation shall not apply to temporary
employees unless such employees have worked 750 regular hours by the end of the last full pay
period in each calendar year. It is understood that this Section does not apply to furloughed
employees who, during their recall period, return to the Employer's payroll in a temporary capacity.

Section 12. Employees on leave without pay to attend official union conventions or conferences

in accordance with Recommendation 17, Section 3 shall have that time included in regular hours
paid for purposes of earning annual leave entitlement and credited service under Section 1 above.
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Section 13.  Permanent employees who have one or more years of service since their last date of
hire may anticipate annual leave to which they become entitled during the then current calendar year
unless the Employer has reason to believe that the employee has been abusing the leave privilege.
Permanent employees with less than one year of service may, at the Employer’s discretion, anticipate
up to one day (7.5 or 8.0 hours) of annual leave before it is earned. An employee who is permitted
to anticipate such leave and who subsequently terminates employment shall reimburse the Employer
for leave used but not earned.

Section 14.  An employee who is furloughed and is not employed in another position within 14
calendar days of the effective date of furlough will receive a lump sum payment for all earned,
unused annual leave unless the employee requests in writing before the end of the 14 calendar days
to freeze all earned, unused annual leave.

An employee may subsequently change a decision to freeze the earned, unused annual leave
by submitting a written request for a lump sum payment for the annual leave. Payment will be made
within 35 days of the date on which the request is received by the Employer, and will be at the rate
of pay in effect on the last day of employment prior to the date of furlough.

If the employee is re-employed during the furlough recall period, annual leave which was
frozen will be reinstated. If the employee is not re-employed prior to the expiration of the furlough
recall period, the employee shall be paid off in lump sum for all frozen earned, unused annual leave
at the rate of pay in effect on the last date of employment prior to the date of furlough.

Section 15.  For the purpose of this Recommendation, the calendar year shall be defined as
beginning with the employee's first full pay period commencing on or after January 1 and continuing
through the end of the employee's pay period that includes December 31.

RECOMMENDATION NO. 14
SICK LEAVE AND BEREAVEMENT LEAVE

Section 1. a. Employees shall be eligible to use paid sick leave after 30 calendar days of
service with the Employer. Employees shall earn sick leave as of their date of hire in accordance
with the following schedule:

Maximum Sick Leave
Entitlement Per Year

Sick Leave will be 37.5 Hr. Workweek: 82.5 Hrs. (11 days)

earned at the rate of 40 Hr. Workweek: 88 Hrs. (11 days)

4.24% of all Regular

Hours Paid

b. Regular Hours Paid as used in this Recommendation include all hours paid except

overtime, standby time, call-time, and full-time out-service training.
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Section 2. Employees may accumulate sick leave up to a maximum of 300 days (2250 or 2400
hours).

Section 3. A doctor's certificate is required for an absence from work due to sickness for three
or more consecutive days. For absences of less than three days, a doctor's certificate may be required
where the Employer has reason to believe that the employee has been abusing the sick leave
privilege. The total circumstances of an employee's use of sick leave rather than a numerical formula
shall be the basis upon which the Employer's final determination is made that the employee is
abusing sick leave. Discipline based upon patterns of sick leave use will be treated under the basic
concepts of just cause.

Section 4. Where sickness in the immediate family requires the employee's absence from work,
employees may use not more than five days of such sick leave entitlement in each calendar year for
that purpose. Immediate family for the purposes of this Section is defined as the following persons:
husband, wife, child, step-child, foster child, parent, brother, sister, grandchild or step-parent of the
employee. The Employer may require proof of such family sickness in accordance with Section 3
above.

Section 5. Where a family member’s serious health condition requires the employee’s absence
from work beyond 20 days (150/160 hours as applicable) in a calendar year, permanent employees
with at least one year of service may use accrued sick leave, in addition to that provided by Section
4 above.

a. Employees who meet the eligibility criteria in b. through e. below may use accrued
sick leave in accordance with the following schedule:

Leave Service Credit Sick Family Allowance

Over 1 year to 3 years Up to 52.5/56 additional hours (7 days)

Over 3 years to 15 years Up to 112.5/120 additional hours (15 days)

Over 15 years to 25 years Up to 150/160 additional hours (20 days)

Over 25 years Up to 195/208 additional hours (26 days)

b. During the initial 20 days (150/160 hours) of absence, paid annual and personal leave

and/or unpaid leave shall be used and may include leave provided under Section 4 above. The
additional sick family leave allowance must be used prospectively, and may not be retroactively
charged for any of the initial 20 days (150/160 hours). A separate 20 day (150/160 hour) requirement
must be met for each different serious health condition and/or family member and for each calendar
year, even if not all of the additional days were used during the previous calendar year.

C. The initial 20 days (150/160 hours) of absence may be accumulated and the
additional leave may be used on an intermittent basis.

d. Proof of the family member’s serious health condition as defined by the Family and
Medical Leave Act must be provided on the Commonwealth’s Serious Health Condition
Certification form. Proof may be required for each absence during the 20 day (150/160 hour) period
and subsequent additional sick family leave period.
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e. Family member for the purposes of this Section is defined as the following persons:
husband, wife, child, step-child, foster child, or parent of the employee or any other person qualifying
as a dependent under IRS eligibility criteria.

Section 6. Employees may use up to five days of sick leave for the death of a spouse, parent,
step-parent, child, or step-child and up to three days of such leave may be used for the death of a
brother, sister, grandparent, step-grandparent, grandchild, step-grandchild, son- or daughter-in-law,
brother- or sister-in-law, parent-in-law, grandparent-in-law, aunt, uncle, foster child, step-sister,
step-brother, or any relative residing in the employee's household: parent, brother, sister, grandparent
or grandchild.

Section 7. a. Employees who retire as defined in Recommendation 25, Section 6, shall be
paid for their accumulated unused sick leave in accordance with the schedule below if they retire
under the conditions set forth in Subsection b.

Days Available Percentage Maximum
at Retirement Buy-Out Days
0-100 30% 30
101 - 200 40% 80
201 - 300 50% 150
over 300 (in last 100% of days 11
year of employment) over 300
b. Eligibility for payment of accumulated unused sick leave under Subsection a. is as
follows:

(1) Superannuation retirement (as defined in Recommendation 25, Section 6)
with at least five years of credited service; or

2 Eligible for the Retired Employees Health Program under Recommendation
25, Section 6.e.; or

3) After 7 years of service, death prior to retirement or separation of service
except as provided in Section 8.

C. Such payments shall not be made for part days of accumulated sick leave.

d. No payments under this Section shall be construed to add to the credited service of
the employee or to the retirement covered compensation of the employee.

e. Effective as soon as practically and legally possible, the Commonwealth will adopt
a tax-qualified Leave Payout Plan. All employees who attain age 55 before or during the calendar
year they separate from service after adoption of the Leave Payout Plan shall have the leave payouts
otherwise payable for accumulated and unused Annual Leave, Compensatory Leave, Holiday Leave
and Sick Leave, up to the maximum allowable by law, deposited in an account in the employee’s
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name, provided however that if the total amount of leave payout is $5000 or less, this amount shall
be paid to the employee in cash. Amounts in excess of the maximum allowable amount will be paid
to the employee in cash.

Section 8. When an employee dies as the result of a work-related accident, the Commonwealth
will pay 100% of the employee's unused sick leave unless the surviving spouse or minor children
are entitled to benefits under Act 101 of 1976 in which case the Commonwealth will pay 30% of the
employee's unused sick leave to 90 days. Such payments shall not be made for part days of
accumulated sick leave.

Section 9. The provisions of Section 1 of this Recommendation shall not apply to temporary
employees unless such employees have worked 750 regular hours by the end of the last full pay
period in each calendar year. It is understood that this Section does not apply to furloughed
employees who, during their recall period, return to the Employer's payroll in a temporary capacity.

Section 10. Employees on leave without pay to attend official union conventions or conferences
in accordance with Recommendation 17, Section 3 shall have that time included in regular hours
paid for the purpose of earning sick leave entitlement in accordance with Section 1 above.

Section 11.  Permanent employees who have one or more years of service since their last date of
hire may anticipate sick leave to which they become entitled during the then current calendar year
unless the Employer has reason to believe that the employee has been abusing the leave privilege.
Permanent employees with less than one year of service since their last date of hire may anticipate
up to three (3) days of sick leave to which they become entitled during the then current calendar
year.

An employee may elect to use annual or personal leave prior to anticipating sick leave.

Section 12.  For the purpose of this Recommendation, the calendar year shall be defined as
beginning with the employee's first full pay period commencing on or after January 1 and continuing
through the end of the employee's pay period that includes December 31.

Section 13.  Employees who have more than one year of service since their most recent date of
hire and who use no sick leave during the first half (first thirteen (13) pay periods) of the leave
calendar year shall earn one-half day (3.75 or 4.0 hours) of annual leave in addition to those earned
under Recommendation 13, Sections 1.a. and 1.b. Employees who have more than one year of
service since their most recent date of hire and use no sick leave during the second half (last thirteen
(13) or fourteen (14) pay periods, depending on the number of pay periods in the leave calendar year)
of a leave calendar year shall earn one-half day (3.75 or 4.0 hours) of annual leave in addition to
those earned under Recommendation 13, Sections 1.a. and 1.b. Leave earned will be available for
use in the pay period following the pay period in which it was earned.

Sick bereavement leave used will not be counted; however, all other types of paid sick leave;

unpaid sick leave used under Recommendation 17; and paid and unpaid leave used for work-related
injuries shall count as sick leave for this section.
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RECOMMENDATION NO. 15
CIVIL LEAVE

Section 1. The Employer recognizes the responsibility of its employees to fulfill their civic
duties as jurors and witnesses in court proceedings. The Employer agrees therefore to grant civil
leave with pay to permanent employees:

a. Who have not volunteered for jury duty and are called for jury duty; or

b. Who are not a party in a civil or criminal court proceeding, but are subpoenaed as a
witness to attend such a court proceeding.

Civil leave shall be granted for the period of time (including reasonable travel time) when
the employee's regularly scheduled work is in conflict with the required court attendance time. An
employee shall be eligible to receive a maximum of one (1) day's pay at their regular straight time
rate (one full shift) for each day of required court attendance.

If an employee works a second or third shift and their hours of work are not in conflict with
the required court attendance time, the employee shall be granted civil leave equal to the required
court attendance time plus reasonable travel time up to a full shift for each day of the required court
attendance during either their regular shift immediately preceding or subsequent to the court
appearance.

Evidence of such civil duty in the form of a subpoena or other written notification shall be
presented to the employee's immediate supervisor as far in advance as possible.

Section 2. Permanent employees who are subpoenaed as witnesses or who are parties in the
following administrative hearings shall be granted leave with pay while attending such hearings:
Unemployment Compensation Board of Review Referee, Workers' Compensation Judge, and
Workers” Compensation Appeal Board.

Permanent employees who are subpoenaed as witnesses before the State Civil Service
Commission or Pennsylvania Human Relations Commission shall be granted leave with pay while
attending such hearings.

Evidence of such duty in the form of a subpoena or other written notification shall be
presented to the employee's immediate supervisor as far in advance as practicable.

Section 3. The term court as used in this Recommendation is intended to mean only the
following courts: Minor Judiciary Court, Courts of Common Pleas, Commonwealth Court and the
United States District Court.

Section 4. a. Permanent employees, while performing fire fighting duties, fire police
duties, emergency medical technician duties, civil air patrol activities or emergency management
rescue work during a fire, flood, hurricane or other disaster, may be granted leave with pay. Certified
Red Cross disaster relief volunteers may be granted leave with pay to perform disaster relief work
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for the Red Cross during a state of emergency declared by the Governor.

b. Volunteer participation in fire fighting activities, fire police duties, emergency
medical technician activities, civil air patrol activities, emergency management rescue work or
disaster relief work for the Red Cross shall require the prior approval of the agency head. Employees
absent from work for reasons under Subsection a. of this Section shall be required to obtain a written
statement from the fire company, forest unit, emergency management agency, or other organization
with which they served, certifying as to their activities during the period of absence.

RECOMMENDATION NO. 16
MILITARY LEAVE

Employees shall be eligible for military leave as provided as follows:
Section 1. Military Reserve

a. All permanent employees of the Commonwealth who are members of reserve
components of the Armed Forces of the United States shall be entitled to military leave with
compensation for all types of training duty ordered or authorized by the Armed Forces of the United
States. Such training duty may either be active or inactive duty training and shall include but is not
limited to:

(1) Annual active duty for training

2 Attendance at service schools

(3) Basic training

4) Short tours of active duty for special projects

(5) Attendance at military conferences and participation in any command post
exercise or maneuver which is separate from annual active duty for training
or inactive duty training.

b. For military training duty, as provided for in Subsection a. of this Section, the
maximum military leave with compensation is 15 working days per calendar year.

C. The rate of compensation for a military leave day shall be the employee's regular rate
of compensation for the employee's regular classification.

Section 2. Pennsylvania National Guard

a. In accordance with the Military Code as amended by Act 92 of 1975, and Act 174 of
1990, all permanent employees of the Commonwealth who are members of the Pennsylvania
National Guard shall be entitled to military leave with compensation for all types of training duty
(active and inactive) or other military duty ordered or authorized by the Armed Forces of the United
States. Such duty shall include but is not limited to:

(1) Annual active duty for training
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2 Attendance at service schools

3) Basic training

4) Short tours of active duty for special projects

(5) Attendance at military conferences and participation in any command post
exercise, or maneuver which is separate from annual active duty for training
or inactive duty training.

(6) Other military duty

b. For military training duty or other military duty as provided for in Subsection a. of
this Section, the maximum military leave with compensation is 15 working days per calendar year.

C. Military leaves with compensation shall also be granted to members of the
Pennsylvania National Guard on all working days during which, as members of the Pennsylvania
National Guard, they shall be engaged in the active service of the Commonwealth as ordered by the
Governor when an emergency in the Commonwealth occurs or is threatened, or when tumult, riot or
disaster shall exist or is imminent.

d. The rate of compensation for a military leave day shall be the employee's regular rate
of compensation for the employee's regular classification.

Section 3. General

a. Employees of the Commonwealth who leave their jobs for the performance of duty,
voluntarily or involuntarily, in any branch of the Armed Forces of the United States, any of its
Reserve components or any of its National Guard components, or the commissioned corps of the
Public Health Service for the purpose of training or service shall be granted military leave without
pay. The provisions of Section 3 through Section 6 are consistent with Chapter 43, Part 111, of Title
38 United States Code and Military Code, 51 Pa. C.S. §7301 et seq.

b. Employees who are on military leave without pay shall have their duties performed
either by remaining employees and their positions kept vacant or by temporary substitutes.

Section 4. Granting, Duration and Expiration
a. Military leave without pay must be granted for the following military services:
Q) For all active duty (including full-time National Guard duty).
2 For initial active duty for training.
(3) For other active or inactive military training duty. Employees who volunteer
for additional duty not required as part of routine reserve training shall
provide four weeks' notice to their immediate supervisor prior to the

commencement of such duty.

b. Military leave without pay is available for five years plus any involuntary service
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during wartime or national emergency. The five years is cumulative throughout employment with
the Commonwealth.

C. Military leave without pay shall expire:

(1)  For period of more than 180 days, no more than 90 days after the completion
of the service.

(2)  For periods of service of more than 30 days but less than 181 days, no more
than 14 days after the completion of the service.

(3)  For periods of service that were less than 31 days, the first full regularly
scheduled work period following the period of service or up to eight hours after
an opportunity to return from the place of service to the employee’s home.

(4)  For periods of hospitalization or convalescence from illness or injury incurred
during the period of service, up to two years after the period of service or when
recovered, whichever occurs sooner.

(5)  For circumstances beyond an employee’s control, the above periods may be
extended upon demonstration of such circumstance.

Section 5. Re-employment
Employees have the right to return to employment at the time of or prior to the expiration of

military leave upon notifying the agency head of the desire and availability to return to
Commonwealth service, provided the following are met:

a. The employee is capable of performing the essential functions of the position.
b. For temporary employees, the temporary position has not yet expired.
C. For periods of service delineated in Section 4.c. (1) and (4), written application for

reemployment is provided to the agency head.
Section 6. Seniority Rights
An employee who returns to employment at the time of or prior to the expiration of military
leave shall be given such status in employment as would have been enjoyed if employment had been
continuous from the time of entrance into the Armed Forces.
Section 7. Retirement Rights
Employees who are granted military leaves may, under conditions provided in the Military

Code (51 Pa.C.S. 7306) and Chapter 43, Part 111 of Title 38 United States Code and in accordance
with procedures prescribed by the State Employees’ Retirement Board and the Public School
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Employes' Retirement Board, choose either to continue or discontinue making regular payments into
their retirement accounts.

Section 8. Loss of Benefits

Employees who are separated from the service by a discharge under other than honorable
conditions, bad conduct, or dishonorable discharge shall not be entitled to any of the benefits of
Section 3 through Section 9 of the Recommendation (relating to military leaves without pay) except
such vested rights as they may have acquired thereto by virtue of payments made into their retirement
accounts.

Section 9. Physical Examination

Employees shall be granted one day's leave with pay for the purpose of undergoing any
physical examination that may be required in connection with entering the Armed Forces. An
extension of such paid leave, not exceeding two additional days, may be approved by the agency if
the employee certified in writing that more than one day is required to complete the examination.

Section 10.  For the purpose of this Recommendation, the calendar year shall be defined as
beginning with the employee's first full pay period commencing on or after January 1 and continuing
through the end of the employee's pay period that includes December 31.

RECOMMENDATION NO. 17
LEAVES OF ABSENCE WITHOUT PAY

Section 1. Employees may be granted leaves without pay at the sole discretion of the Employer
for any reason for a period not to exceed two years.

Section 2. Employees who are elected or appointed as Union officials or representatives shall
be granted, at the written request of the employee, leaves without pay for the maximum term of
office, not to exceed three years. Such leaves may be renewed or extended by written mutual consent
of the Union and the Employer.

Section 3. Union officials or elected delegates shall be granted, subject to management's
responsibility to maintain efficient operations, up to six weeks leave without pay each year without
loss of seniority credit where such time is necessary to enable them to attend official union
conventions or conferences. Employees may use accrued annual or personal leave for this purpose
in lieu of leave without pay.

The following shall be recognized as official union conventions or conferences:
AFSCME Council 13 Convention
District Council Conventions

1
2
3. AFSCME International Convention
4 Pennsylvania AFL-CIO Convention
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AFSCME Women's Conference

Coalition of Labor Union Women Conference

Leadership Institute (Steward/Officer Training) Conference

Black Labor Coalition Conference

Memorandum Interpretation Training Sessions held after the negotiation of a new
memorandum for the purpose of disseminating memorandum interpretation
information to delegates. An employee may be granted leave without pay with
seniority credit to attend two memorandum interpretation training sessions during the
life of a memorandum.

10. Executive Board meetings of Council 13

11.  AFSCME Policy Committee, except for memorandum ratification

12.  AFSCME Council 13 Leadership Training

13.  AFSCME Next Wave Convention

14. Local Steward/Officer Training Sessions (Trainers Only)

©CoNo O

Requests for leave without pay with seniority credit for union officials or elected delegates
will be forwarded to the Bureau of Employee Relations, Office of Administration, by AFSCME,
Council 13, not less than three weeks prior to the date of each convention or conference. Each
request will contain the name, classification, department and work location of the union official or
delegate, in addition to the name of the conference or convention.

Section 4. After completing one year of service, an employee may be granted a leave of absence
without pay at the sole discretion of the Employer for educational purposes. Such leave shall not
exceed one year and shall not be granted more than once every four years.

Section 5. Upon the expiration of any approved leave of absence without pay, except as
provided in Recommendation 18, Section 3 and in Recommendation 26, Section 6, the employee is
entitled to return to a position in the same or equivalent classification within the agency, subject to
the furlough provisions of Recommendation 29, Seniority.

RECOMMENDATION NO. 18
FAMILY AND MEDICAL LEAVE ACT (FMLA) LEAVE

Section 1. General

a. After completing one year of service, an employee shall be granted up to 12 weeks
of FMLA leave with benefits, on a rolling twelve month year basis, provided the employee has at
least 1250 hours of actual work time within the twelve months preceding the commencement of the
leave. Leave under this Section may be approved on an intermittent, reduced-time, or full-time basis.
A permanent part-time employee shall be granted the 12 week entitlement provided by this
Subsection if the employee has at least 900 hours of actual work time within the twelve months
preceding the commencement of the leave; the entitlement will be pro-rated based on the employee’s
percentage of full-time regular hours worked.
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b. FMLA leave shall be granted for the following reasons:

1) when the illness or disability is due to an employee’s serious health condition;

2 when attending to the medical needs of a spouse, parent, son or daughter or
other person qualifying as a dependent who has a serious health condition;

(3) when becoming parents through childbirth or formal adoption or placement
of a child with an employee for foster care;

4) when a qualifying exigency event related to a family member who is a
military servicemember occurs; or,

(5) when an employee attends to the serious injury or illness of a covered
servicemember or veteran who is a family member.

If the leave is for a military caregiver under (5) above, 26 weeks of leave within a single 12
month period is provided and other FMLA leave used does not reduce this entitlement. For FMLA
leave due to reasons (1), (2), (3), or (4) above, one aggregate 12 week entitlement is provided.

C. Upon request of a permanent employee, an extension of up to an additional nine
months of leave without pay shall be granted for the following reasons:

1) employee sickness upon receipt of proof of continuing illness or disability;

2 family care reasons upon receipt of proof of continuing illness or disability
of the family member and need to care for the family member;

(3) parental reasons.

The extension shall be with benefits for the first 13 weeks (91 calendar days) and shall be
without benefits for the remainder of the extension. Such extensions shall be contiguous to the
termination of the 12 week entitlement. It shall not be used on an intermittent or reduced-time basis,
except as provided under Section 1.f.

d. Upon request, up to 13 weeks (91 calendar days) of leave without pay with benefits
may be granted to a permanent employee with less than one year of employment, provided the
absence is at least two consecutive weeks in duration; however, only one occasion within a twelve
month rolling year may be approved.

e. This Recommendation shall not apply to a compensable work-related injury. For
non-compensable workers’ compensation claims, Subsection 1.a. of this Recommendation applies.
When the employee does not meet eligibility requirements for leave under Subsection 1.a. of this
Recommendation, up to 13 weeks (91 calendar days) of leave without pay with benefits may be
granted.

f. Intermittent or reduced-time FMLA leave may be approved for absences after the 12
week entitlement when due to a catastrophic illness or injury of a permanent employee that poses a
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direct threat to life or to the vital function of major bodily systems or organs, and would cause the
employee to take leave without pay or terminate employment. All accrued and anticipated leave must
be used before granting leave without pay under this Subsection. Such leave without pay used will
run concurrently with and reduce the entitlement.

Section 2. Granting Leave

a. An employee shall submit written notification to their immediate supervisor stating
the anticipated duration of the leave at least two weeks in advance if circumstances permit, in
accordance with the following:

1) For an employee with a serious health condition, proof of illness or disability
in the form of a doctor’s certificate which shall state a prognosis and expected
date of return is required.

2 For an employee caring for family members, documentation supporting the
need for care is required.

(3) For an employee who becomes a parent, documentation is required and
FMLA leave shall begin whenever the employee requests on or after the birth,
adoption or foster care placement; however, it may be used prior to the date
of custody or placement when required for adoption or placement to proceed,
and no FMLA leave shall be granted beyond one year from the date of birth,
of assuming custody of an adopted child or of placement of a foster child.

b. In no case shall an employee be required to commence FMLA leave sooner than
he/she requests, unless the employee can no longer satisfactorily perform the duties of their position.

Section 3. Re-employment

a. A permanent employee shall have the right to return to the same position in the same
classification, or to an equivalent position with regard to pay and skill, as the position he/she held
before going on leave as described in Section 1.a. and the first 14 weeks of leave as described under
Section 1.c.

b. Upon the expiration of the re-employment rights under Subsection a. or Subsection
c., and upon written request to return to work, a permanent employee shall be offered a position in
the same classification and seniority unit for which a vacancy exists and to which there are no
seniority claims and which the agency intends to fill. If such a position is not available, the employee
shall be offered, during the remainder of the extension period, any position in the same classification,
in a lower classification in the same classification series, or a position previously held, within the
same geographical/organizational limitation as the seniority unit, for which a vacancy exists and to
which there are no seniority claims and which the agency intends to fill. If the employee refuses an
offer of a position in the same classification, the employee's rights under this Section shall
terminate. If the employee accepts a position in a lower classification or a position previously held,
the employee will be offered a position in the same classification if there is a vacancy in that
classification during the remainder of the entitlement in the seniority unit, provided there are no
seniority claims to the position, and the agency intends to fill the position.
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In those instances in which a seniority unit includes several work sites, it is understood that
an employee’s right to reemployment as set forth in this section will be to a position at the work site
in which the employee was assigned to work prior to the FMLA leave for absences under Section
1.a., provided that a position in the employee’s classification continues to exist at the work site and
further provided that the employee is not subject to a transfer or furlough as provided for in
Recommendation 29.

C. Employees who use 26 weeks or more of paid leave (12 weeks of leave under Section
1.a. and the first 14 weeks of leave under Section 1.c.) and who return to work before or upon the
exhaustion of the paid leave will have the same return rights as described in Subsection a. Return
rights after paid leave is exhausted, if the absence is more than 26 weeks (12 weeks of leave under
Section 1.a. and the first 14 weeks of leave under Section 1.c.) are in accordance with Subsection b.

Section 4. Seniority Rights

Upon return from FMLA leave, a permanent employee shall retain all seniority and pension
rights that had accrued up to the time of leave. Seniority shall continue to accrue during FMLA
leave under Section 1.a., and during the extension period under Section 1.c.

Section 5. Annual, Sick, Compensatory and Holiday Leave

a. An employee using FMLA leave for military exigencies or military caregiving, must
use all applicable, accrued paid leave types upon commencement of FMLA leave. For all other
FMLA leave, an employee shall be required to use all applicable accrued paid sick leave (sick family
or additional sick family for family care reasons) as certified by a health care provider upon
commencement of FMLA leave, except as provided in Subsection b. below. An employee shall not
be required to use annual, compensatory or holiday leave upon the commencement of FMLA leave,
except as provided for in Subsection 1.f. of this Recommendation. If any paid leave is used, it will
run concurrently with and reduce the entitlements under Sections l.a. and 1.c. of this
Recommendation. Unused leave shall be carried over until return. An employee shall not earn
annual and sick leave while on leave without pay. Holidays will be earned based on
Recommendation 10, Holidays.

b. An employee may choose to retain up to ten days of accrued sick leave. The choice
to retain or not retain sick leave cannot be made retroactively, and saved days will be measured
based on accrued sick leave available at the commencement of the absence. Saved days may be
used during the 12 week entitlement as certified by a physician; such sick leave used will run
concurrently with and reduce the entitlement. Days saved and requested for intermittent or
reduced-time absences for periods less than two consecutive weeks after the first 12 week
entitlement will be reviewed for approval under the provisions of Recommendation 14; such use
will not be counted against the FMLA entitlement.

C. An employee who has accrued more than 12 weeks of paid leave is not limited to

12 weeks of FMLA leave. Leave in excess of 12 weeks will run concurrently with and reduce the
entitlement under Section 1.c. of this Recommendation.
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Section 6. Benefits

a. State-paid coverage for life insurance and state payments toward coverage for health
benefits as provided in Recommendations 24 and 25 will continue during FMLA leave under Section
1.a. and for the benefit-eligible period of leave under Section 1.c. of this Recommendation.

b. The continuation of benefits under this Recommendation is subject to the employee’s
payment of any required employee contribution under Recommendation 25, Section 3.

Section 7. Definitions

a. For the purpose of this Recommendation, parent shall be defined as the biological,
adoptive, step or foster parent of the employee or an individual who stood in loco parentis to an
employee when the employee was a son or daughter.

b. For the purpose of this Recommendation, son or daughter shall be defined as a
biological, adopted, or foster child, a step-child, a legal ward, or a child of a person standing in loco
parentis who is:

(1) under 18 years of age; or
(2) 18 years of age or older and incapable of self-care because of a mental or physical
disability.

Section 8. Guidelines

a. Guidelines established by the Secretary of Administration regarding FMLA leave are
published through the Directives Management System (Reference Management Directive 530.30).

b. It is understood by both parties that the provisions of this Recommendation are
consistent with the Pennsylvania Human Relations Act, 43 P.S. Sections 951, et seq., and the Family
and Medical Leave Act of 1993, 29 U.S.C. Sections 2601, et seq.

C. Should the Patient Protection and Affordable Care Act of 2010, 42 USC § 18001 et
seq., or its regulations be modified or interpreted to not provide an additional 91 calendar days of
benefits as described in Section 1 of this Recommendation, it is agreed that the health and life
insurance entitlements outlined in this Recommendation will not be diminished.

RECOMMENDATION NO. 19
SALARIES AND WAGES

Section 1. Effective July 1, 2023, each employee covered by this Agreement who is in an active
pay status shall receive a general pay increase of five percent (5.0%). This increase is reflected in
the Standard Pay Schedule in Appendix A.
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Section 2. Effective July 1, 2024, each employee covered by this Agreement who is in an active
pay status shall receive a general pay increase of two percent (2.0%). This increase is reflected in the
Standard Pay Schedule in Appendix B.

Section 3. Effective July 1, 2025, each employee covered by this Agreement who is in an active
pay status shall receive a general pay increase of two and one-quarter (2.25%). This increase is
reflected in the Standard Pay Schedule in Appendix C.

Section 4. Effective July 1, 2026, each employee covered by this Agreement who is in an active
pay status shall receive a general pay increase of two percent (2.0%). This increase is reflected in
the Standard Pay Schedule in Appendix D.

Section 5. A permanent salaried employee whose salary exceeds the maximum of the
employee's applicable pay scale group when the general pay increases outlined in Sections 1, 2, 3,
and 4 are effective shall receive the annual amount of the general pay increase in the form of a one-
time cash payment rounded to the nearest dollar. The cash payment shall be paid no later than the
next payday after the general pay increase is reflected in the paychecks of employees who are not
above the maximum.

If an employee's rate of pay exceeds the maximum of the employee's applicable pay scale
group before the general pay increase, but would not exceed the maximum after the general pay
increase, the employee's rate shall be increased by an amount which will make it equal to the new
maximum. The one-time cash payment for an employee in this situation shall be reduced by the
amount of increase in the employee's annual rate of pay.

Section 6. a. Employees hired into classifications covered by this Memorandum shall be
paid the minimum rate for the pay scale group assigned to their classification as reflected on the
Standard Pay Schedule.

b. The Commonwealth may hire employees at pay rates above the minimum rate of the
assigned pay scale group. In such cases, the Office of Administration will notify AFSCME Council
13 after it has approved the hiring above the minimum rate and before the above minimum
appointments are made by the appointing authority.

Section 7. a. Employees covered by this Memorandum who have been employed
continuously by the Commonwealth since January 31, 2023 will be eligible to receive a one step
service increment effective on the first day of the first full pay period in January, 2024.

b. Employees covered by this Memorandum who have been employed continuously by
the Commonwealth since January 31, 2024 will be eligible to receive a one step service increment
effective on the first day of the first full pay period in January, 2025.

C. Employees covered by this Agreement who have been employed continuously by the

Commonwealth since January 31, 2025 will be eligible to receive a one step service increment
effective on the first day of the first full pay period in January, 2026.
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d. Employees covered by this Agreement who have been employed continuously by the
Commonwealth since January 31, 2026 will be eligible to receive a one-step service increment
effective on the first day of the first full pay period in January, 2027.

e. Employees covered by this Memorandum who terminate with at least one year of
continuous service since their most recent appointment and who are reemployed within six months
from the date of termination or furlough will be eligible to receive the one step service increments
outlined in Subsections a., b., c., and d., if they are in an active pay status on the effective date of the
increments.

f. During the term of this Memorandum, employees who are at or above the maximum
step of their pay scale group at the time they become eligible for a service increment as outlined in
Subsections a., b., c., and d. shall receive the annual amount of a two and one-quarter percent (2.25%)
increase in the form of a one-time cash payment rounded to the nearest dollar.

Section 8. a. When an employee covered by this Memorandum is promoted to another
classification in a higher pay scale group, the employee shall receive an increase of four steps for
each pay scale group the employee is promoted or the minimum of the new pay scale group,
whichever is greater.

b. When an employee covered by this Memorandum is demoted (including demotions
occurring as a result of furlough bump or furlough recall) to another classification in a lower pay
scale group, the employee shall receive a decrease of four steps for each pay scale group the
employee is demoted or to the maximum of the new pay scale group, whichever is lesser.

C. When an employee covered by this Memorandum is transferred to another
classification in the same pay scale group, the employee shall be placed at the same step in the pay
scale group.

Section 9. The cash payment provided for in this Recommendation shall not be added to the
employee's base salary. The cash payment will be subject to dues deductions where applicable.

Section 10.  An employee in an inactive pay status shall, upon return to active pay status, be
entitled to the above general pay increases outlined in Sections 1, 2, 3 and 4; the cash payments
outlined in Sections 5 and 7; and the service increments outlined in Section 7 where applicable.

Section11.  The Employer agrees to pay a supervisory differential of up to one step above the
highest paid subordinate provided the following criteria are met:

a. The supervisor has more Commonwealth service than the subordinate. Service shall
be interpreted to mean only that service occurring since the supervisor’s most recent
appointment. Service occurring prior to a supervisor’s break in employment shall
not be counted unless the supervisor returns to the same agency and classification
series within one year from the date of termination.
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b. The supervisor will not be eligible for the differential adjustment if the subordinate’s
salary is greater than the supervisor’s salary as a direct result of any type of demotion
or downward reclassification involving a salary save.

C. For supervisors with a fixed subordinate workforce, supervisor/subordinate pay
relationship reviews will occur on an ongoing basis using the criteria established
above. The effective date for adjustments for the ongoing review will be the date the
subordinate began earning a higher salary than the supervisor.

d. For supervisors with a rotating subordinate workforce in agencies under the
Governor’s jurisdiction, supervisor/subordinate pay relationship reviews will occur
on a date to be determined by the Office of Administration, Bureau of Organization
Management, Salary Administration Division and AFSCME Council 13. In no case
will the review be less than 9 months or more than 15 months from the previous
review. The effective date for adjustments will be the date of the review.

Supervisory differential adjustments for employees in agencies under the
Governor’s jurisdiction must be approved by the Office of Administration.

Section 12 The salaries of employees shall be paid biweekly. In the event the payday occurs on
a holiday, the preceding day shall be the payday.

Section 13.  The policies regarding pay scale group revisions contained in the Commonwealth's
Personnel Rules shall continue.

Section 14.  All employees are required to sign up for direct deposit of paychecks and travel
expense reimbursement.

RECOMMENDATION NO. 20

OVERTIME
Section 1. One and one-half of the employee's regular hourly rate of pay shall be paid for work
under the following conditions:
a. For any work performed in excess of eight hours in any work day or in excess of 40
hours in any work week.
b. For employees whose work schedules consist of any 10 days within a consecutive 14

calendar day period as provided in Recommendation 6, Section 6, for any work in
excess of eight hours in any one work day or in excess of 80 hours in a pre-established
bi-weekly work schedule.

C. There shall be no duplication of premium pay for the same hours worked under the
provisions of Subsections a. and b. of this Section.
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d. The provisions of this Recommendation shall not be applicable to employees of the
Pennsylvania Gaming Control Board and the Pennsylvania Treasury who are in job
classes assigned to pay scale group 8 and above and identified as exempt from the
overtime provisions of the Fair Labor Standards Act in the Commonwealth's Pay
Plan. However, except as provided hereafter in this Subsection, such employees shall
be granted their regular, straight-time rate of pay or, by mutual consent of the
Employer and employee involved, compensatory time off one hour for each hour
worked at a time to be agreed upon by the Employer. Existing methods of operation
and practice concerning compensatory time for employees in exempt classifications
who control their own work hours shall continue.

Section 2. The Employer will attempt to assign overtime to permanent, full-time employees
prior to assigning overtime to temporary employees or employees working out of classification in
the classification in which the overtime assignment is being made, subject to Management's
responsibility to maintain efficient operations.

Section 3. The following items will be regarded as hours worked for the purpose of computing
overtime pay under Section 1 of this Recommendation:

a. Hours worked, excluding standby time.
b. Rest periods.
C. Holidays.
d. Annual leave.
e. Compensatory leave; to be included in the period of occurrence for the purpose of
computing overtime.
f. Sick leave.
g. Administrative leave.
Section 4. Double an employee's regular hourly rate of pay shall be paid for work under the

following conditions:

a. An employee on a five day per week schedule shall be paid double time for hours
worked on the second scheduled day off in the work week provided the employee is in an active pay
status on the employee's five regularly scheduled work days and works the employee's first
scheduled day off in the work week. If such an employee is in an active pay status the employee's
next five regularly scheduled work days and works the employee's next scheduled day off or next
two scheduled days off, the employee shall be paid double time for hours worked on those days. An
employee who has been paid double time for the fourth scheduled day off shall be paid double time
for all subsequent consecutive scheduled days off worked, provided the employee is in an active pay
status on each of the five regularly scheduled work days of the associated work week.

b. An employee whose work schedule consists of any 10 days within a consecutive 14
calendar day period as provided in Recommendation 6, Section 6, shall be paid double time for the
second and/or fourth scheduled days off work; provided, in order to be eligible for double time on
the second day off, the employee must be in an active pay status the first five regularly scheduled
work days and work the first scheduled day off in the normal bi-weekly work period and, in order to
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be eligible for double time on the fourth day off, the employee must be in an active pay status the
second five regularly scheduled work days and work the third scheduled day off in the normal
bi-weekly work period. An employee on this work schedule shall be paid double time for the third
scheduled day off; provided, in order to be eligible for double time on the third day off, the employee
must be in an active pay status the first five regularly scheduled work days and the second five
regularly scheduled work days, and work the first and second scheduled days off in the normal
bi-weekly work period. An employee who has been paid double time for the fourth scheduled day
off shall be paid double time for all subsequent consecutive scheduled days off worked provided the
employee is in an active pay status the first five regularly scheduled work days in the normal
bi-weekly work period, the first or first and second scheduled days off are worked, and the employee
is in an active pay status the second five regularly scheduled work days in the normal bi-weekly
work period, if the third or third and fourth scheduled days off are worked.

C. For fifteen-minute rest periods, in the event employees are required to work through
their rest period, while on premium overtime.

Section 5. By mutual agreement between the Employer, the Union and the employee involved,
compensatory time at the appropriate rate may be granted in lieu of premium overtime pay. If a
written request is received prior to or within 45 days after the date on which the overtime is worked,
the compensatory time off shall, subject to management's responsibility to maintain efficient
operations, be scheduled and granted as requested by the employee. If the Employer does not
schedule the compensatory time in accordance with the employee's request, or at some other time
mutually agreed to, the compensatory time earned in this section shall be carried ten (10) pay periods
into the next calendar year. Compensatory time not used by the end of this period shall be paid out
to employees at their regular rate of pay in effect at that time, in lieu of paid time off.

This provision shall supersede any conflicting language in the appendices regarding
compensatory leave usage timeframes and payouts.

Section 6. The Employer will attempt to equalize overtime during each one-half calendar year
between or among the employees within the same job classification within each equalization unit
who have previously stated in writing a willingness to accept overtime assignments. When the need
for overtime occurs, the Employer shall first seek to obtain volunteers for the performance of the
overtime work among those employees who have stated a willingness to work overtime. In the event
that there are an insufficient number of volunteers, the Employer shall have the right to assign such
work on a non-volunteer basis beginning with the least senior of those employees who has had the
least assigned overtime on a non-volunteer basis during the period. Seniority status in this regard
shall be Classification seniority. Nothing in this Section shall require the Employer to accept as a
volunteer or to assign overtime to an employee where the employee would be entitled to double time
for such overtime work.

An employee declining overtime shall be credited with the overtime worked by the employee
accepting or assigned to the overtime for equalization purposes. If an employee is unable to be
reached by telephone the Employer will leave a message and document the call on a call log. An
employee who does not return the call within ten (10) minutes will be determined to be unavailable
and shall be credited with the amount of overtime worked by the employee accepting or assigned to
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the overtime. If an employee returns the call within ten (10) minutes but the overtime is no longer
available, the employee will not be charged with the hours for equalization purposes. Local
agreements or appendix language that address employees who are unable to be reached by telephone
shall supersede this provision. Employees may be passed over in order to comply with the
equalization requirements.

An employee submitting a written statement of willingness to work overtime or withdrawing
the written statement of willingness to work overtime after the beginning of a six-month equalization
period shall be credited for equalization purposes with an amount of overtime equal to the maximum
amount of credited overtime held by an employee in the same classification in the equalization unit
at the time of submitting or withdrawing the statement. This paragraph shall be superseded by any
existing or subsequent procedure mutually agreed upon in writing by the Employer and the Union at
an agency, institutional or local agency level.

Lists showing accumulations of overtime within each equalization unit during the preceding
six-month period shall be posted every six months.

Equalization units may be changed by written agreement between the parties. If either party
requests a change to an established equalization unit, the matter shall be discussed at
labor-management meetings at appropriate local levels. If agreement is not reached, either party can
request that an unresolved equalization unit issue be submitted to a committee consisting of
representatives of the Union and representatives of the Office of Administration and the department
or agency. The Committee will determine the applicable equalization units through meet and
discuss.

Until a new equalization agreement is put into effect the parties will continue to abide by the
existing written equalization agreement. 1f no written equalization unit agreement is in effect, the
parties agree to continue the existing method of assigning overtime until a written overtime
equalization unit is put into effect.

An employee in a bargaining unit covered by the Master Agreement who is temporarily
assigned to a position in a first level supervisory unit covered by this Memorandum will have
overtime equalized with other appropriate employees in the temporarily assigned classification in
the first level supervisory unit during the temporary assignment. In this situation, the employee will
be credited with the maximum amount of credited overtime held by an employee in the same
classification in the equalization unit at the time the employee begins the temporary assignment
and/or at the time the employee ends the temporary assignment.

Section 7. Employees who are required to remain on duty during meal periods shall be
compensated for these periods at the appropriate rate of pay. Employees who are not permitted to
take rest per