APPENDIX S
PENNSYLVANIA HIGHER EDUCATION ASSISTANCE AGENCY UNIT


Clerical, Administrative and General Services


The term "Employer" refers solely to the Pennsylvania Higher Education Assistance Agency for employees in this unit.  Service in the Pennsylvania Higher Education Assistance Agency will not constitute service under any other "Employer" under this Agreement except for purposes of determining the rate of earning annual leave entitlement.  Employees entering or leaving the Pennsylvania Higher Education Assistance Agency shall be permitted to transfer their unused annual leave, personal leave and sick leave up to the allowable limits, earned before the transfer occurred, provided the gaining or losing agency allows the transfer of such leaves. Employees entering or leaving the Pennsylvania Higher Education Assistance Agency from and to agencies which do not permit the transfer of unused annual leave and personal leave shall be compensated in a lump sum for such leave prior to entering or leaving the Agency. Present practices concerning the transfer of sick leave accumulation in those agencies will continue.

Meal Expenses


Employees who are required by the Employer to travel at least 15 miles from their normal work site as measured by the shortest regularly traveled route and whose work assignment requires that they remain away from said normal work site during their normal lunch period shall be reimbursed for out-of-pocket lunch expenses not to exceed $6.00 including sales tax.  These allowances for subsistence require no receipts or other accounting.  However, they are not flat allowances and only amounts expended may be claimed.

Work Week


The work week for the Computer Operations Section, e-Commerce Division and Inserter Operations Section consists of any five days within a consecutive seven calendar day period.

Grievances


An appeal from an unfavorable decision at Step II shall be heard by the Director of Human Resources within the time frames provided for in Step III, Article 37, Grievances and Arbitration/Standard Grievance Procedure.  The response by the Director of Human Resources will be received within 15 working days after the third step hearing.


The parties agree, that an appeal from an unfavorable decision at Step III shall be presented to the Bureau of Mediation Services for attempted resolution, within the time frames provided for in Step IV Article 37, Grievances and Arbitration/Standard Grievance Procedure, prior to moving the grievance to arbitration.


The parties further agree that Classification grievances will follow Step I and II as outlined in Article 37, Grievances and Arbitration/Standard Grievance Procedure.  An appeal from an unfavorable decision at Step II shall be reviewed by the Director of Compensation.  The Union, in response to an unfavorable decision by the Director of Compensation, may submit classification appeals to an arbitration panel as outlined in Article 27, Section 2, Classification.  The panel shall neither add to, subtract from nor modify the provisions of Article 27, Classification nor recommend any alterations or revisions to the Employer’s classification and compensation plans.
Job Descriptions and Posted Job Notices


The Employer agrees to request that employees update their job descriptions annually in conjunction with the preparation of each employee's Annual Performance Evaluation Report.


The Employer agrees to include a brief description of the principal duties ordinarily associated with positions being filled when posting notices referencing specific vacancies are posted.  This description of duties is intended to provide prospective applicants with basic information regarding the nature of the day-to-day duties typically associated with the position, and shall not be construed to be all-inclusive. The Employer will provide copies of all union-eligible job postings to the Local Union President and Chief Steward.


Regular employees will be accommodated with regard to requested shift assignments prior to the consideration of any contractual or temporary employee requests, provided there are staff vacancies, unless the Employer feels it is necessary to assign otherwise in order to protect the efficiency of operation.


In an effort to recognize the importance of career growth and development, the Employer and the Union agree to jointly explore and implement a Career Development Plan.

Alternate Work Schedules


The Employer and the Union will negotiate Alternative Work Schedules (AWS) which will provide Monday through Saturday coverage. Employees who have negative leave balances and/or are on sick leave restrictions will not be permitted to participate in the AWS.

Holidays


In the event the Employer determines it necessary for employees to work on a holiday, volunteers will be sought prior to mandating employees to work on a holiday.


Employees will not be required to work more than 50% of the minor holidays except for emergencies.  Minor holidays shall be the following:


Martin Luther King, Jr.’s Birthday


Presidents’ Day


Columbus Day


Veterans’ Day


Day after Thanksgiving

Labor-Management Meetings

The parties, in recognizing the importance of a cooperative relationship, remain committed to establishing an environment that fosters positive labor-management relations.  The parties further agree to promote Labor-Management cooperation at the various department levels.


The parties agree that labor-management meetings will be held every other month. The parties will provide timely responses to each other with regard to the issues discussed during the meetings.

Union-Eligible Employees 


The Employer will furnish a list of names, classifications and work locations to the local union president for all newly hired union-eligible employees.  The Employer will permit the Local Union President to appear on the new-hire orientation agenda for all union-eligible employees. 

Union Business Leave


The four local union chair officers shall be granted up to five days of administrative leave per calendar year to attend Union related functions for training purposes.  Requests received with less than four weeks advance notice may be granted subject to management’s ability to maintain efficient operations.  This leave is in addition to the other leave entitlements contained in the Master Agreement.


The union shall establish a schedule at the beginning of each calendar year for a monthly steward’s meeting of up to one hour.  It is understood that meetings may need to be rescheduled subject to operational efficiency.

Use of Agency e-mail by Union

The President of Local 1224, or designee, shall have reasonable access to the Agency’s e-mail system via the Vice President of Human Resources for the purpose of meeting notification and circulation of Union information to its membership.  The Union shall not submit material detrimental to the labor-management relationship, nor of a political or controversial nature.  Such use will be subject to all applicable e-mail policies and may have to be restricted at times, due to system and other technical limitations.  The Agency agrees to meet and discuss regarding the scope and limitations of such use.

Overtime Equalization Units


The equalization units for overtime will be by Division, with the exception of the Business Development and Operations Division or by geographic Regional Office.  In the Business Development and Operations Division, equalization units will be by department (cost center).

These equalization units may be changed in accordance with Article 20, Section 5 of the Collective Bargaining Agreement. 

Seniority Units


Furlough -
1.
Headquarters



2.
Each Regional Office


Promotion -
1.
Headquarters by Division with the exception of the Business Development and Operations Division.  In the Business Development and Operations Division, seniority units will be by department (cost center).  Headquarters for the purpose of seniority units is defined as the main building and all facilities within a 15 mile radius of the building.



2.
Each Regional Office

Bilingual Incentive

Employees that utilize a language, other than English, as a regular on-going part of their assigned job duties will be paid an incentive, on all hours paid, of $.50 per hour for oral communication in that language or $1.00 per hour for oral and written communication in that language.  The bilingual incentive rate shall be included in the base rate for the purpose of computing the appropriate overtime premium rate.  A payment of this incentive to all employee cannot be discontinued for arbitrary or capricious reasons.

Education

The Employer shall promote educational opportunities as follows:

1. The Employer agrees to allow all employees access to attend Agency Training Academy courses when operationally feasible.  The Employer agrees not to deny      class attendance for arbitrary or capricious reasons.
2. The Employer shall reimburse the employee for at least one post-secondary course each semester in accordance with the Agency’s Tuition Reimbursement Program.  In order to qualify for reimbursement, such courses must be related to the business of the Agency.
3. The parties agree to train a group of union employees to promote AES/PHEAA programs, scholarships and loans to other union members.
Sick Leave Bank

The Employer and the Union agree to establish an Agency-specific Sick Leave Bank Program.  An equal number of Union and Employer representatives shall form a committee to develop and administer this program.

Sick Leave

Where sickness in the immediate family requires the employee’s absence from work, employees may use not more than seven days of such sick leave entitlement in each calendar year for that purpose.  Immediate family for the purposes of this Section shall be the same as defined in Article 14, Section 4.


The parties agree that the other provisions of Article 14 remain in effect when determining eligibility for sick leave use.


The parties further agree to explore alternatives to the current Leave Benefit Program.

Health & Safety

The Employer and the Union will continue to jointly coordinate and schedule regular quarterly meetings of the Agency’s Health & Safety Committee

Notification of Discipline

The Employer agrees to give the Union copies of all disciplinary letters, including oral and written reprimands.

Inclement Weather

Employees selected by management who are required to continue to work, or report to work during facility closings due to inclement weather will be granted compensatory time off equal to the time worked, up to a full shift, during the closing.


The Agency’s weather hotline will indicate Agency-specific instructions including the use of liberal leave for inclement weather.  In cases where liberal leave is declared, employees are entitled to utilize any available leave.

Payroll Deduction for Student Leans

The Employer agrees to continue the practice of allowing employees the option of utilizing payroll deductions as a method of paying their AES-serviced student loans, consistent with the provisions outlined on the deduction form.

Full-Service ATM Machine

The parties will attempt to secure a full-service PSECU ATM machine in the AES/PHEAA Headquarters’ building.

Disability Insurance

The Employer and the Union agree to provide disability insurance through payroll deductions.
