APPENDIX I
CLERICAL, ADMINISTRATIVE, AND

FISCAL SUPERVISORY UNIT

 Notification of Absence 


In the event that illness or any other situation requires the employee's absence from scheduled work, the employee will notify the immediate supervisor or any other individual designated by the Employer of the impending absence.  If the immediate supervisor or designated individual is unavailable, notification to any available supervisor at the work site will suffice.  This notification shall take place within the time period established at the local and/or agency level and receipt of such notice shall not imply approval of the leave requested. 

 Cash Responsibility 

 
Any employee handling cash shall be held responsible for any shortage (cash or cash equivalent) provided: 


1.
Each employee is given an individual cash drawer or its equivalent and is the only employee empowered to add or remove cash from said drawer or its equivalent. 


2.
The key with which to lock the cash drawer or its equivalent is made available to the employee for use when the cash drawer or its equivalent is unattended. 


3.
Each employee is given the opportunity to count the cash at the beginning and close of the shift. 

Meal Expenses 


 Employees who are required by the Employer to travel at least l5 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 $3.50, including sales tax.  These allowances for subsistence require no receipts or other accounting.  However, they are not flat allowances and only amounts actually expended may be claimed.   

Labor‑Management Committees 


Labor‑management committees at the agency level shall meet at the request of either party at mutually convenient times.  Labor‑management meetings at the local level shall continue on their present schedule.  The Employer will provide a timely response to the Union with regard to the recommendations discussed during the meeting.  After consideration of the Union's recommendations, the Employer will also implement whatever action it deems appropriate, if any.

Emergency First‑Aid Services 


The Employer shall, upon request of the Union, meet and discuss concerning the providing of emergency first‑aid services, first‑aid kits, first‑aid training and ambulance services at various work sites.  As supplies from Employer-provided first-aid kits are exhausted, replenishment from available stock shall be made within a reasonable period of time, upon request of the Union. 

Job Postings and Promotions 

While not required by Recommendation 29, Section 4 of the Memorandum of Understanding, many Commonwealth agencies post a brief job description of the vacant position when complying with the Section 4 posting requirement.  If such a description is included on the posting, the Employer shall attempt to avoid the use of overly technical jargon in describing the duties to be performed. 


In instances where questions arise regarding the Employer's action in (1) promoting employees within the Clerical, Administrative and Fiscal Supervisory Unit under the procedures specified in Sections 5 and 6 of Recommendation 29 of the Memorandum of Understanding, or (2) working employees out of classification within the Clerical, Administrative and Fiscal Supervisory Unit under the provisions of Recommendation. 27, Section 2 of the Memorandum of Understanding, the Employer, upon written request from the appropriate Local Union President or designee, shall provide the names of the persons promoted or working out of class. 

 Personnel Files 

 
The Employer agrees to meet and discuss at the request of the Union at the agency level concerning procedures by which personnel files will be available for inspection by employees as provided in Section 8 of Recommendation 35. 

Video Display Terminals

Upon request of the Union, health and safety issues concerning the operation of current VDT equipment/furniture will be addressed through the local meet and discuss process.


The Employer will give preference to ergonomics when economically practical in purchasing future and/or updating current VDT equipment/furniture.  Upon request, the Employer agrees to meet and discuss with the Union at the local level to review and assess VDT equipment/furniture purchasing issues.  Any purchasing decisions will be made by the Employer in accordance with Recommendation 2, Sections 1 and 2.
