


Article 18
Hours of Work, Overtime, Premium Pay, Shifts, and Breaks

18.01 HOURS OF WORK

A.

Department Heads shall determine the hours of work, the workdays and work week,
the work schedules including shift assignments, and work periods of all Employees
except as provided below.

The regular workweek shall consist of five (5) days at eight (8) hours per day, or
upon approval of the Department Head, four (4) days at ten (10) hours per day.

Employee(s) may request a flexible schedule regarding hours of work (flextime) or
days of work (alternate work schedule). Establishment of such flextime or alternate
work schedule must be approved by the Department Head.

18.02 OVERTIME

A

All overtime work must have the prior approval of the Department Head except in an
emergency. The Department Head shall review and approve overtime for payment.

Employees shall be paid at one and one-half (1'%) times their regular rate of pay for
all hours worked in excess of forty (40) hours a workweek. All work performed on
the consecutive seventh (7™ day shall be paid at double time so long as the
Employee has forty-four (44) hours of work recorded on the time sheet preceding the
seventh (7") day.

. Overtime shall be distributed as equally as possible among qualified Employees who

normally perform the work in which the overtime is needed.

18.03 CALL-OUT TIME

Regular Employees who are called out to work outside of their regular work shift
shall receive a minimum of two (2) hours of “call-out pay” calculated at one and one
half times the Employee’s regular rate of pay. Employees who are called out may
be required to remain at work for the entire two (2) hours to perform work consistent
with the Employee’s job description.

The Employee may be required to work the entire duration of the two hour period,
even after the initial call out work is completed.
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C. Employees are eligible to be paid for one call-out during any two (2) hour period,
even if the Employee is called out more than once during the same two (2) hour
period.

D. If an Employee is required to be on unscheduled duty for more than four consecutive
hours and for every four consecutive hours of continuous duty thereafter, the
Department will furnish them a meal and a half-hour at the overtime rate to eat or the
Employee may be compensated for meals at the Employer’s per diem rate and
receive a half-hour at the overtime rate for each meal they did not stop to eat.

18.04 STANDBY PAY

When the Employer instructs an Employee to remain available for work in a “standby”
status after regularly scheduled work hours, on scheduled days off, or on holidays, the
Employee shall receive $2.50 per hour for each hour the Employee is on standby
status. Standby pay is only paid for actual hours in standby status. Standby pay shall
not be paid for regular hours worked, overtime, or call-out. Employees on standby
status will be required to respond ready-to work within 30 minutes or the time
designated by the Employer.

18.05 SHIFT DIFFERENTIAL PAY

Shift differential may be paid to Employees assigned to evening and night shifts. In no
case will this differential be considered the permanent rate of pay. An Employee who
works for four or more hours beyond their regular shift, or is called in to work for four or
more hours of an evening or night shift shall be paid shift differential pay. Evening Shift
is 4 p.m. to midnight and shall be paid $.50 per hour in addition to the regular wage.
Night Shift is midnight to 8 a.m. and shall be paid $1.00 per hour in addition to the
regular wage.

18.06 NOTICE OF CHANGE IN WORK SCHEDULE OR SHIFT ASSIGNMENT

The Employer shall normally provide ten (10) working days written notice to the affected
Employees prior to making changes in their work schedule or shift assignment except in
an emergency such as weather.
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18.07 BREAKS

A. Rest Periods. Employees normally shall have two rest periods of not more than
fifteen (15) minutes each approximately halfway during the first and second half
of their work day subject to the approval of the Employee’s immediate supervisor.

B. Meal Periods. Work schedules shall normally provide for the workday to be
interrupted at approximately the mid-point for an unpaid meal period of at least
thirty (30) minutes and not more than one (1) hour as scheduled by the
Employee’s immediate supervisor after consultation with the Employee.

Article 19
Holidays

19.01 DESIGNATED HOLIDAYS

A. All Employees covered by this Agreement shall have nine (9) paid holidays per year
to be observed on the following days:

New Year's Day January 1

President's Day Third Monday in February
Memorial Day Last Monday in May
Independence Day July 4

Labor Day First Monday in September
Alaska Day October 18

Veteran's Day November 11

Thanksgiving Day Fourth Thursday in November
Christmas Day December 25

and such other days as may be proclaimed by the City Administrator.

B. All regular full-time Employees who are given the day off for the holiday will be paid
eight (8) hours of holiday pay. All regular Employees who are Qualified Personnel of
the Fire Department wili be paid 9.6 hours of holiday pay. All regular part-time
Employees will be paid based on the actual hours of work the Employee would have
been assigned to work on the holiday. Holiday pay will be paid at the straight time rate
of pay and will not be counted toward hours worked for overtime purposes.

C. All Employees employed on January 1 of each year of this Agreement shall receive

two and one-half (2.5) floating holidays to be used on or before December 31 of each
calendar year.
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D. The holiday shall be observed on the actual date of the designated holiday in (A)
above, except for Employees who work Monday through Friday. For Employees who
work Monday through Friday, when the holiday falls on a Saturday, the holiday will be
observed on the preceding Friday, and when the holiday falls on a Sunday, the holiday
will be observed on the following Monday.

E. Employees must be in pay status the entire work day before the holiday and the
entire day after the holiday in order to be eligible for holiday pay under this Section.

19.02 HOLIDAY WORKED COMPENSATION

A. All hours worked on a holiday shall be compensated at one and one-half times
the Employee’s regular rate of pay.

B. All hours worked on a holiday shall be counted toward hours worked for overtime
purposes.

C. No additional time off or pay will be granted for a holiday worked.

Article 20

Time Off
20.01 VACATION

A. Except for Qualified Personnel of the Fire Department, all regular full-time
Employees, covered by this Agreement shall accrue vacation at the following rate.

Regular part-time Employees shall accrue vacation on a ratio of the hours they work to
a forty (40) hour week.

Years of Service Accrual Rate Accrual Rate Mandatory Yearly
Per Month Each Year Usage

0 year through 3" 8.67 hours 104 hours 40 hours

4" year through 7t 12.67 hours 152 hours 80 hours

Start of the 8" 16.67 hours 200 hours 120 hours

B. Qualified Personnel of the Fire Department who are employed on a work period
basis in accordance with the FLSA shall accrue at the following rate.

Years of Service  Accrual Rate Accrual Rate Mandatory Yearly
Per Month Each Year Usage

0 year through 3 10.4 hours 124.8 hours 48 hours

4" year through 7" 15.2 hours 182.4 hours 96 hours

Start of the 8 20.0 hours 240.0 hours 144 hours
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C. No vacation will accrue while on leave-without-pay.

D. Vacation shall be taken with authorization of the immediate supervisor and shall be
paid at the current rate of pay. Employee requests for time off under this Section shall
be granted based on operational needs.

E. Vacation shall not accrue and may not be taken prior to six (6) months of continuous
satisfactory service, but after six months of employment, vacation time shall accrue
retroactive to the date of employment.

F. Vacation accrued but not taken shall accumulate to a maximum of not more than
480 hours as of June 30 of each year. All hours in excess of 480 shall be paid on the
check issued in the first full pay period of the fiscal year.

G. When a holiday falls when an Employee is on vacation, the Employee shall be paid
for the holiday without a deduction from accrued vacation.

H. Accrued vacation will be paid to Employees upon termination after six (6) months of
service.

|. Each calendar year, Employees with more than one hundred twenty (120) accrued
annual leave may receive payment for all or part of annual leave in excess of one
hundred and twenty (120) hours. The leave balance shall be reduced accordingly.
Such payment does not eliminate the mandatory leave use requirements set forth in this
Section. Conversion payments are limited to twice each calendar year.

J. An Employee may request an advance of their vacation pay if they are going to be
absent for more than ten (10) consecutive days and during which time a payroll is paid.
The request to payroll must be made at least five (5) working days before the
Employee’s vacation is to begin and must include the signature of the Employee’s
immediate supervisor. Otherwise, Employees shall receive their pay check on regular
scheduled pay days while on vacation.

K. Employees who do not use their mandatory time off as required shall forfeit the
remaining balance of their unused mandatory time off as of June 30 of each calendar
year. When operational needs do not allow an Employee to take the required time off,
the City Administrator may extend the time to use mandatory leave for up to six (6)
months. An extension does not waive the following year's mandatory leave usage
requirement.
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20.02 SICK LEAVE

A. Regular full-time Employees shall accrue sick leave at the rate of ten (10) hours for
each calendar month of employment. Qualified Personnel of the Fire Department shall
accrue sick leave at the rate of twelve (12) hours for each calendar month of
employment. Regular part-time Employees shall accrue sick leave on a ratio of the
hours they work to a forty (40) hours week. No sick leave will accrue while on leave-
without-pay.

B. Sick leave accrual shall be capped at a maximum of 720 hours. There shall be no
accrual after the cap has been reached; accrual will resume once the Employee’s sick
leave balance is less than 720. All hours in excess of 720 shall be paid at $1.00 per
hour on the check issued after the first full pay period after the Assembly ratifies the
Agreement.

C. When an Employee has exhausted his or her accrued sick and annual leave, the
Employee may apply for leave from the sick leave bank consistent with the Personnel
Policies Handbook.

D. Employees are responsible to notify their immediate supervisor or the Department
Head as soon as possible prior to the beginning of the Employee’s shift if they are to be
absent.

E. Sick leave shall be paid at the Employee’s current rate of pay and may be used for
the Employee’s illness or injury. Up to 120 hours of sick leave may be used or for the
illness or injury of the Employee’s immediate family members each calendar year. Up
to 40 hours of sick leave may be used for a death in the Employee’s immediate family.
“‘Immediate family” for purposes of this section includes the Employee’s spouse,
children, parents, siblings, parents-in law, grandparents, or grandchildren.

F. The Employer may require a certificate from a medical provider confirming the
absence was due to illness or injury for three days or more or to provide a fitness to
return to duty for any absence. If an Employee is absent due to iliness or injury for
more than 10 days in a 12 month period, the Employer reserves the right to require the
Employee provide a certificate for every absence.

G. When a holiday falls when an Employee is on sick leave, the Employee shall be paid

for the holiday without a deduction from accrued sick leave.

H. Employees shall be eligible for a sick leave benefit from date of hire. Sick leave will
be granted to the Employee commencing on the first day of illness.

I. Sick leave has no cash value, except as provided in Paragraph B above, and will not
be cashed out upon termination.
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20.03 FAMILY AND MEDICAL LEAVE

The Employer shall grant family and medical leave consistent with both the Federal and
State Family and Medical Leave Act effective the first day of the authorized leave.

20. 04 LEAVE WITHOUT PAY

Subject to the approval of the Department Head and the Administrator and based on a
written request by the Employee of a compelling reason for additional time off, an
Employee who has used all accrued annual leave may be granted leave without pay
consistent with the Personnel Policies Handbook.

20.05 MILITARY LEAVE

Employees shall be eligible for military time consistent with federal (USERRA) and state
law (AS 39.20.340) governing military time off.

20.06 COURT LEAVE

Employees shall be eligible for court leave consistent with the Personnel Policies
Handbook.

20.07 TiME OFF TO VOTE

Employees shall be eligible for time off to vote consistent with the Personnel Policies
Handbook.

20.08 TIME OFF FOR CERTIFICATION

When required or requested by the Employer, Employees shall be granted time off with
pay to obtain the required or requested certification, accreditation, or licensure.
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Article 21
Travel

21.01 TRAVEL REQUESTS

Prior to the payment of any travel advance or commencement of official travel, a travel
request will be completed by the Employee. The request will be approved by the
Employee's Department Head and authorized by the City Administrator. Travel requests
must indicate the itinerary; mode of travel; lodging costs, if known; whether or not use of
a rental car is authorized; and, amount and nature of authorized registration fees. Travel
requests will also indicate if per diem is requested and whether or not reimbursement
for actual costs is requested.

21.02 TRAVEL BY COMMON CARRIER REIMBURSEMENT

Reimbursement shall be allowed for the lowest fare for the most direct route by a
common carrier unless authorized otherwise by the City Administrator.

21.03 LODGING REIMBURSEMENT

While traveling on official business and away from home or designated posts of duty, an
Employee will be reimbursed for the actual cost of lodging which is reasonable and
necessary.

21.04 MEAL REIMBURSEMENT

An Employee may receive a per diem rate up to $61.00 for meals as follows:

Midnight to 10:00am Breakfast $10.00
10:00am to 3:00PM Lunch $19.00
3:00PM to Midnight Dinner $32.00

Total $61.00

To be eligible, an Employee must be in travel status during a meal allowance period for
three (3) consecutive hours. The first day and last day of travel will be prorated as
shown above.

28



21.05 TRANSPORTATION EXPENSES

A. Rental car expenses will be reimbursed on an actual cost incurred basis so long as
such rental car is authorized in an Employee’s travel request. Reimbursement for a
rental car will not exceed the lowest rate for an economy class rental unless
approved by the Department Head. Employees required to rent a vehicle in the
performance of their official duties for the Employer shall be covered by the
Employer’s insurance.

B. All other transportation costs will be reimbursed based on actual costs incurred.
21.06 RECEIPTS REQUIRED

Except for meals, receipts will be required for reimbursement of other costs incurred
while traveling.

21.07 REGISTRATION FEES

Registration fees will be paid or reimbursed on an actual cost incurred basis when
authorized in an Employee's travel request.

21.08 TRAVEL ADVANCES

A. Prior to traveling on official business, an Employee may request an advance of
per diem.

B. Travel advances must be requested at least two weeks prior to the date travel is
to commence. The City Administrator may grant exceptions to this requirement.

21.09 USE OF PRIVATE VEHICLES

Employees shali not normally be required to use the Employee’s personal vehicle for
Employer business. If a situation arises where an Employee must use the Employee’s
personal vehicle, the Employee shall be reimbursed for mileage at the current IRS rate.
Reimbursement for actual costs of ferry fare, bridge, road and tunnel tolls, shall be paid.

21.10 EMPLOYEE RESPONSIBILITIES

Employees shall be responsible to reimburse the Employer for travel advances in
excess of actual expenses (with the exception of meal reimbursement) or personal
expenses charged to the Employer’s credit card within thirty (30) days after travel has
ended. Reimbursement for costs incurred by the Employee may be delayed or future
travel advances denied until the Employee reimburses the Employer under this
paragraph.

29



Article 22
Working Out of Job Classification

22.01 TEMPORARY WORKING IN A HIGHER CLASSIFICATION

When an Employee is temporarily required to perform work in another higher
classification for EIGHT (8) or more hours, the Employee shall be paid the higher rate
for all hours worked in the higher classification. Such assignment shall be designated
in writing by the Employee’s immediate supervisor and submitted with the Employee’s
timesheet to payroll.

22.02 TEMPORARY TRANSFER TO A LOWER CLASSIFICATION

No Employee will suffer a reduction in pay by reason of the Employee's temporary
transfer to a job carrying a lower pay classification.

22.03 JoB CLASSIFICATION REVIEW

If an Employee believes the Employee’s position is improperly classified, the Employee
may submit a written request for a job classification review to the Director of Human
Resources with a copy to the Department Head. If, after review and consultation with
the Department Head, it is determined by the Director of Human Resources that the
position should be reclassified based on the job duties performed any pay adjustment
shall be made retroactive to the date of the request. Nothing in this Section precludes
the Director of Human Resources from determining that the Employee is working out of
class but directing the Employee through the Department Head to perform the work of
the original job classification instead of reclassifying the position.

Article 23
Wages

23.01 WAGE INCREASES

A. Effective April 1, 2008, all Employees covered by this Agreement shall receive a pay
increase of 4.5%.

B. Effective January 1, 2009, all Employees covered by this Agreement shall receive a
pay increase of 3.5%.

23.02 PROBATIONARY PERIOD INCREASE

Employees who satisfactorily complete their probationary period shall receive a 2.5%
increase in their starting wage.
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23.03 PROMOTION INCREASE
At a minimum, a promotion will provide an increase of 5% for the promoted Employee.

23.04 ESTABLISHMENT OF STARTING WAGE RATES FOR POSITIONS

The Employer shall determine the starting wage for any vacant position, a reclassified
position, or a promoted/transferred position. If the wage determination results in a
reduction in pay for an incumbent, the Employer shall notify the Union of such
determination prior to the effective date. The Union shall be given the opportunity to
provide input under such circumstances to be considered by the Employer before
implementing any reduction.

Article 24
Health Insurance

24.01 Full time regular Employees may enroll in the Employer group health insurance
plan with the Employer paying 90% of the Employees' and dependents' health
insurance premium. The Employee shall pay the remaining 10% of the health insurance
premium through payroll deduction.

24.02 The Employer will pay a portion of the cost of health insurance premiums for
part-time regular Employees, based on a ratio of the hours they actually work in a forty-
hour workweek.

Article 25

Retirement
25.01 STATE RETIREMENT SYSTEM

The Municipality is a participant in the State of Alaska Public Employees Retirement
System (PERS) effective January 1, 1970. Coverage is mandatory for ail FULL-TIME AND
PART-TIME REGULAR EMPLOYEES who are not temporary Employees and who are not
retirees under PERS who have been allowed by PERS to waive participation in PERS
while being re-employed with a PERS Employer. Details regarding retirement benefits
and the retirement system may be obtained from the Human Resources office, City and
Borough of Sitka.

25.02 SUPPLEMENTAL BENEFITS SYSTEM

The Employer is a participant in the Supplemental Benefits System. The Employer will
match the Employee contribution up to the maximum limit.
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Article 26
Savings Clause

Should it be decided by decree of judgment of any court of competent jurisdiction that
any article, section or provision herein is rendered invalid by reason of any existing or
subsequently enacted statute, ordinance or other law, the invalidation of such article,
section or provision will not affect the remaining portions hereof and such other parts
and provisions will remain in full force and effect. Upon the invalidation of any article,
section or provision hereof, the parties will meet and negotiate the parts and provisions
concerned within thirty (30) days from the date the fact of such invalidation is
communicated to them; provided, however, that the parties may mutually agree to
extend the time for such negotiations.

Article 27
Zipper Clause

27.01 This Agreement sets forth all of the terms, conditions and understandings
between the parties hereto, and there are no terms, conditions or understandings, either
oral or written, between them other than as herein set forth. No subsequent alternation,
amendment, change or addition to this Agreement shall be binding on the parties hereto
unless reduced to writing and signed by them.

27.02 The parties acknowledge that during the negotiations which resulted in this
Agreement. each had the unlimited right and opportunity to make demands and
proposals with respect to any subject matter not removed by law from the area of
collective bargaining and that the understandings and agreements arrived at by the
parties are set forth in this Agreement. The parties further understand that they have
agreed to meet about any subjects relating to this Agreement and other matters of
mutual concern during the term of this Agreement when requested. However, nothing in
this Section obligates a party to reach agreement or to change this Agreement with
respect to any subject or matter specifically referred to or covered by this Agreement.
This Agreement replaces and supersedes all prior oral and written understandings,
agreements, and policies otherwise referred to or covered by this Agreement and
concludes all collective bargaining for the duration of the Agreement. Nothing in this
Section relieves either party of their legal obligation to bargain in good faith with respect
to mandatory subjects of bargaining.
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Article 28
Duration

This term of this Agreement shall be from April 1, 2008 to December 31, 2009, and
thereafter from year to year, provided, however that either party may give the other
party written notice of its desire to effect changes to the Agreement. Such written notice
shall specify the particular Articles in which changes are desired, and shall be served
upon the other party not more than one hundred and eighty (180) days and not less
than one hundred twenty (120) days prior to the end of the initial period of the
Agreement or any annual extension thereof. The parties agree to meet to schedule
negotiations within thirty (30) days after receipt of such notice. Nothing herein will
preclude the termination, modifications or amendment of this Agreement at any time by
written mutual consent of the parties.

This Agreement shall become effective on the date of signing unless specified
otherwise in the Agreement or in writing by the parties.

This Agreement is entered into on this JS}‘ day of A}QY‘ VQ . 2008.

James E. Dinley o Chuck Hackett, ASE; Sitka CNC

City Administrator
Kimberly K. Geari Shawn McLeod, ASEA Sitka CNC

City Chief Labor Negotiator

Mg 1 s

Mark Danielson
Human Resources Director

Beverly Brill,
/Rob Zahlqmst AéE: Sitka CNCV
ﬂm Dupcan, ASEA Business Manager

/ Busjpess Agent

Sam Rhodes, ASEA Business Agent
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ASEA APPENDIX B
RE: CLARIFYING ARTICLE 13 DEALING WITH PERSONNEL POLICIES

A. Where the Agreement specifically references the City and Borough of Sitka
Personnel Policies they apply to the Employees covered by this Agreement.

B. If not specifically mentioned in the Agreement, the City and Borough of Sitka
Personnel Policies do not apply to Employees covered by this Agreement unless

listed below:
Section 5.1 Definition of Just Cause
Section 5.4 Protections for Whistleblowers
Section 21 Rewards for Excellence Program
Section 22.3 Outside Employment
Section 22.4 Gifts and Gratuities
Section 22.5 Physical Examinations
Section 22.9 Personal Business
Attachment C ADA Policy
Attachment D Sexual Harassment and Anti-Harassment Policy
Attachment E Email and Internet Policy
Attachment F Drug Free Workplace Act Policy Statement
Attachment G FWHA Anti-Drug and Alcohol Policy (CDL Drivers)

C. If the Employer recommends changes to the Personnel Policies affecting the
Employees covered by this Agreement after the effective date of this Agreement,
the Union will be provided a copy of the proposed changes before submission to
the Assembly. Upon request, the parties will meet to negotiate the proposed
changes if such changes impact the wages, hours, and terms and conditions of
employment of the Employees covered by this Agreement.

D. Where a specific provision of the Personnel Policies conflicts with a specific
provision contained in a section of this Agreement, as it may apply to any
Employee covered by this Agreement, the provisions of this Agreement shall
prevail.
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