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Preamble

AGREEMENT made and entered into by and between Emerson College (hereinafter
referred to as the "College"), and Service Employees International Union and with
SEIU Local 888, hereinafter referred to as the "Union").

WHEREAS, the purpose of this Agreement is to promote harmonious relations
between the College and its employees, as defined herein, to secure efficient
operations, and to establish standards of wages, hours, and other working conditions
for employees within the collective bargaining unit;

WHEREAS, the service of the College and its employees is the education of its
students and the College is held solely accountable by State regulatory authorities for
a high standards and safety for such students; and

WHEREAS, the College, the employees and the Union agree that their primary
obligation is to serve the needs of such students with high standards, without
interruption and to avoid discord:

NOW THEREFORE, in consideration of the mutual promises and covenants herein
contained, the parties hereunto agree as follows:



ARTICLE 1
RECOGNITION

Emerson College hereby recognizes the Service Employees International
Union, Local 888, as the exclusive bargaining representative of employees in the
following four bargaining units:

Academic Affairs, as certified by the National Labor Relations Board in Case
Number 1-RC-171747 (April 15, 2016)

Information Technology, as certified by the National Labor Relations Board in
Case Number 1-RC-174017 (May 11, 2016)

Communications and Marketing, as certified by the National Labor Relations
Board in Case No. 1-RC-173975 (May 11, 2016)

Institutional Advancement, as certified by the National Labor Relations Board in
Case No. 1-RC- 174398 (May 11, 2016)

ARTICLE 2
DEFINITIONS

A. College: Emerson College and its managers and supervisors

B. Union: Service Employees International Union, Local 888 and its officers and
agents

C. Full time employee: A full time employee works a minimum of 36 74 hours
per week on a regular basis.

D. Regular Part time employee: A part time employee works less than 36 74
hours per week on a regular basis.

E. Temporary employee: Temporary employees are not covered by this
Agreement and not represented by the Union. Temporary employees are those
individuals who are hired on a short-term basis for a period of time of no more
than six (6) months. Temporary employees can also be individuals hired



solely for purposes of replacing a bargaining unit employee who is on a leave
of absence, regardless of length of the replacement employment.

F. Days: The term “day” or “days” shall refer to calendar days unless otherwise
stated.

ARTICLE 3
MANAGEMENT RIGHTS

A.  Unless expressly and specifically limited or modified by a provision of
this Agreement, the rights, powers and authority held by the College
over the complete operations, practices, procedures and regulations
with respect to employees shall remain solely and exclusively in the
College, except as otherwise prohibited by law, including but not
limited to the following:

The right: to generally determine and effectuate the College’s mission,
programs, objectives, activities, resources and priorities; to set the
organizational and managerial structure of the College and to amend
such structure as it deems appropriate;

to recruit and hire employees; to determine the number of employees;
to decide whether or not to fill vacancies; to create and eliminate
positions;

to determine the content of job classifications; to classify and
reclassify its employees and to place employees in appropriate pay
grades; to convert part time positions to full time and full time
positions to part time;

to determine the standards and levels of service to be offered by the
College;

to train employees; to transfer employees between buildings, shifts,
and locations; to prescribe standards for promotion and to promote
employees; to set performance standards; to require reasonable
physical and mental fitness standards;



to employ temporary employees and student help;

to determine the calendar, including periods during which the College
1s open or closed;

to 1ssue reasonable rules, regulations and standards of conduct and to
amend such rules, regulations and standards of conduct from time to
time;

to determine the means, methods and personnel by which the
College’s operations are to be conducted;

to subcontract or independently contract work; however, if a
bargaining unit position is to be significantly affected or eliminated by
such subcontracting, the parties will first discuss the impact of such a
decision prior to it taking place.

B. Nothing shall preclude supervisors and managers from doing similar
or overlapping functions of bargaining unit work, provided that such
work is not performed by supervisors or managers with the intent to
erode the bargaining unit.

The Union specifically acknowledges that the College maintains an
Employee Handbook which has provisions that may affect working
conditions. If there is a specific conflict between such rules,
regulations or policies and a provision of this Agreement, the terms of
this Agreement shall govern.

ARTICLE 4
UNION SECURITY

A. It shall be a condition of employment that all employees covered by this
Agreement who are members of the Union in good standing as of the
Agreement’s effective date shall remain members in good standing, and
those who are not members as of the effective date of this Agreement, shall,
on or after the 30" day following the effective date become and remain a
member in good standing of the Union, or in lieu of union membership pay



an agency fee to the Union. The amount of such agency fee shall be
determined by the Union in accordance with applicable law.

It shall also be a condition of employment that all employees covered by this
Agreement who are hired on or after its effective date shall, on or after the
30™ day of employment following the beginning of such employment either
become and remain a member of the Union or pay an agency fee as
determined by the Union.

. In the event that any employee fails to comply with this Article, the Union
may notify the College in writing by registered mail of such lack of
compliance and may accompany such notice with a request that the
employee be terminated. A copy of any such notice will be sent by the
Union to the employee by registered mail. The employee shall have thirty
(30) days from actual notice of dues or fees delinquency to pay such dues or
fees. If the employee fails to pay within that time period, and the Union so
verifies, the College shall dismiss the employee.

The College may rely upon the statements and information received from the
Union and shall not be required to investigate the accuracy of such
statements or information.

. The College agrees to deduct per pay period the regular dues or fees from
the wages of those employees covered by this Agreement who voluntarily
authorize the College to make such deductions on a proper authorization
card supplied by the Union. The College shall remit the dues or fees so
deducted monthly to the designated Union official together with the names
and wages of the employees from whose wages such deductions have been
made. The College shall not make deductions and shall not be responsible
for remittance to the Union of the dues or fees for any pay period during
which the employee has no earnings or where otherwise unlawful. The
Union shall certify the amount of the dues to the College in writing.

D. Any authorization to withhold regular dues or fees from the wages of
employees shall terminate and such withholding shall cease only upon the
occurrence of any of the following events: (a) a separation from
employment; or (b) written notice by the employee to the College’s Senior
Associate Vice President for Human Resources of cancellation of the
authorization. The Union will be notified if an employee cancels such
authorization.



E. During new hire orientation, the College will notify each new bargaining
unit employee that the College has a labor agreement with a union security
clause requiring each employee to begin paying union dues or fees after
thirty (30) days of employment.

F. The Union shall indemnify, defend and otherwise hold the College
harmless against any and all claims, demands, suits or other forms of
liability that shall arise out of or by reason of action the College takes
pursuant to this Article.

G. Under no circumstances shall the College be liable to the Union for the
regular dues or fees owed by an employee to the Union.

H. Upon receipt of a duly authorized and executed payroll deduction
authorization form, the College agrees to deduct per pay period voluntary
designated contributions for the SEIU COPA fund. Such deductions shall
commence in the first full pay period in the month following receipt of such
authorization. The College shall not be obligated to make such deductions
upon (a) receipt of a written revocation signed by the employee; (b) when
the employee is on an unpaid leave of absence; or (c¢) the employee has been
terminated or left the bargaining unit. The College agrees to remit such
deductions no later than the end of the next calendar month to the authorized
agent for such purposes designated by the Union.

ARTICLE 5
NON-DISCRIMINATION

A. Neither party will discriminate against or harass any employee because of
race, religion, religious creed, color, national origin, ancestry, physical or
mental disability or handicap, age, genetics, gender/sex (including
pregnancy), sexual orientation, gender identity/expression, marital status,
veteran’s status, Union activity or lack thereof, or any other status protected
by applicable state or federal law.

The College also prohibits discrimination and harassment based on an
individual’s participation in a protected activity (such as reporting alleged
discrimination or harassment). Retaliation against any individual who raises
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a good faith report under the College’s Policy against Discrimination,
Harassment and Retaliation is strictly prohibited.

. This Article or any provision thereof is not subject to Article 10, Grievance
and Arbitration Procedures except for grievances involving claims of
discrimination for Union activity.

. The employee may pursue their rights with the appropriate state and/or
federal agency. The employee may also discuss claims of discrimination
under this Article with a representative of the Office of Human Resources at
any time, with or without a Union representative.

ARTICLE 6
UNION RIGHTS

A. Each year, on or about September 1, the Union shall provide the College
with a list of Union stewards and Chapter officers and notify the College
as soon as practicable of any changes during the year.

B. Union stewards may meet with Chapter officers and employees to discuss
Union business during regular business hours provided they notify their
supervisor and provided it does not interfere with normal College
operations.

C. The Union may use College facilities at no charge for meetings with
employees provided the Union follows College procedures for securing
meeting space. Meetings are to be held during the non-working time of
the employees.

D. With proper notice, the College will provide paid release time of up to a
total of 24 hours a year for up to three members elected as Union
delegates. Such time shall be to permit their attendance at Local Union
meetings, conferences, Union trainings and other Union functions. This
release time will not be considered an absence from work.






meetings shall not be used for negotiations nor will they be used to discuss pending
grievances. If neither party deems it necessary to hold one of these meetings, that
meeting may be cancelled. The parties may conduct additional meetings by mutual
agreement.

Meetings will be scheduled by mutual agreement and will be tentatively
scheduled for two hours. Employees will receive release time to attend such
meetings.

Designated representatives of the Union and the College will suggest agenda
items prior to each meeting. The parties will designate their own representatives to
the committee.

ARTICLE 9
BULLETIN BOARDS

The Union shall have the right of posting notices of meetings, Union
business, election of officers, or notice of Union recreational or social activities or
business, on bulletin boards provided by the College for that purpose. Notices shall
be posted by Union delegates. The bulletin boards shall be placed at convenient
and readily accessible places with at least one per building, but preferably within
cach department. The Union shall have the right to distribute bulletin board notices
to the employee mail boxes.

The Union shall have the right to send notices of Union meetings, events and
elections to its membership through the College’s email system.

ARTICLE 10
GRIEVANCE AND ARBITRATION PROCEDURES

A. A grievance is defined as a written complaint by the Union that there
has been a violation, misinterpretation, or misapplication of a specific
provision(s) of this Agreement.
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B. All grievances must be processed in accordance with the steps, time
limits and conditions set forth in this Article. If the Union fails to meet
the deadlines of this procedure at any step, including the initial filing
of the grievance, the Union will lose the right to pursue the grievance
and the grievance will not be processed any further. Failure by the
College to answer a grievance within the time limits set forth shall
allow the Union to appeal the grievance to the next level. Time limits
may be extended by mutual agreement.

C. The Union must file a grievance within twenty (20) days of the
alleged event or of the time when the Union knew, or reasonably
should have known, of the event that is the basis for the grievance.

D. A grievance must be in writing and must include

1. A statement of the facts involved

2. The provisions of the Agreement that the Union alleges were
violated.

3. The remedy or solution sought

E. The filing or pendency of a grievance under the provisions of this
Article shall not prevent the College from taking the action
complained of, subject, however, to the final decision of the arbitrator.

F. The following procedure shall be observed in handling grievances.

Step One: A Step One meeting shall held within seven (7) days of
the presentation of the grievance to the supervisor. The Step One meeting
shall include the Union representative, the affected employee and the
supervisor. Within ten (10) days of the meeting, the supervisor shall answer
the grievance in writing. Should the grievance concern the employee’s
supervisor, it may be filed at Step Two instead of Step One.

Step Two: If the Union is dissatistfied with the Step One answer, or
if the grievance concerns the employee’s supervisor, the Union may submit
the grievance to the Vice President with authority over the unit from which
the grievance arose.
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a. The Union must file the grievance with the Vice President no later
than ten (10) days following the issuance of the Step One answer, or if
the supervisor fails to respond, then no later than ten (10) days
following the date such response was due, or in the case of a
grievance concerning the employee’s supervisor, within twenty (20)
days of the alleged event or of the time when the Union knew, or
reasonably should have known, of the event that is the basis for the
grievance.

b. The Vice President or designee will arrange for a meeting to take
place within ten (10) days of the receipt of the Step Two grievance.
The meeting will include the representative of the Union, the affected
employee, the Vice President or designee and one other College
representative selected by the Vice President. The Vice President or
designee will have fourteen (14) days from the meeting in which to
answer the grievance in writing.

Step Three If the Grievant is dissatisfied with the Step Two answer,
the Union may submit the grievance to the Senior Associate Vice
President for Human Resources.

a. The Union must file the grievance at this step with the Senior
Associate Vice President for Human Resources or designee (who
must be an Assistant Vice President of Human Resources) no later
than ten (10) days following the 1ssuance of the Step Two answer or if
the Vice President fails to respond, then no later than ten (10) days
following the date such response was due

b. The Senior Associate Vice President for Human Resources or
designee (who must be an Assistant Vice President of Human
Resources), will arrange for a meeting to take place within ten (10)
days of the receipt of the Step Three grievance. The meeting will
include the representative of the Union, the affected employee, the
Senior Associate Vice President or the designee and one other College
representative selected by the Senior Associate Vice President for
Human Resources. The Senior Associate Vice President or the
designee will have fourteen (14) days from the meeting in which to
answer the grievance in writing.
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Step Four — Arbitration

a.

The Union may submit any grievance which has not been
satisfactorily adjusted under the Grievance Procedure for
settlement under the arbitration provisions of this Article.

The procedure for arbitration shall be as follows:

1. The Union will file its demand for arbitration within
thirty (30) days of the Step Three answer, or if the Senior
Associate Vice President for Human Resources or their
designee fails to respond, then no later than thirty (30)
days following the date such response was due, with The
Labor Relations Connection. LLC. Selection of the
arbitrator shall be made in accordance with the Rules of
that organization.

11. Hearings and post-hearing activities shall be conducted in
accordance with the Rules of The Labor Relations
Connection, LLC.

i1.  The Arbitrator shall not have the power to add to,
subtract from, modify or disregard any of the provisions
of this Agreement, nor shall the Arbitrator substitute their
judgment for that of the College with regard to any
grievance but shall only determine whether or not the
College has violated a specific provision of the
Agreement.

iv.  Each party shall bear the expense of preparing and

presenting its own case. The compensation and expenses
of the Arbitrator shall be borne equally by the parties.

V. Both parties agree to abide by the decisions of the
Arbitrator but shall retain whatever rights they have
under the law to challenge the decisions of the Arbitrator.

vi.  Unless otherwise mutually agreed, each arbitration
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hearing shall deal with no more than one (1) grievance,
except in cases of grievances which are related to the
same issue or the same unit member.

G. Pay for Grievance Time. Where Steps 1, 2, or 3 of the grievance
procedure take place during working hours, the College will pay for
any regular straight time wages actually lost by the Union
representatives and the employees involved in the grievance meetings.
All grievance meetings, other than arbitration, shall be conducted
between the hours of 9:00 AM and 5:00 PM.

H. Grievances involving the termination of an employee may be filed at
Step 3 instead of Step 1.

ARTICLE 11
SENIORITY

Emerson seniority shall be defined as an employee's length of continuous
employment, from the employee's original start date with the College this includes
9,10, 11 and 12 month employees. Temporary employees who have been
employed in a temporary capacity for six months or more will be credited with
their temporary work 1n the calculation of their benefits and seniority. Part time
temporary work will be pro-rated in calculating that seniority. However, any
temporary employee who becomes a member of the bargaining unit will still have
to serve an Introductory Evaluation Period but can put in a request to their
supervisor to have it waived after 60 days.

Student employment is excluded from the calculation of seniority.

If two or more employees have the same starting date of employment, and
in any case where seniority is a factor pursuant to this Agreement, the relative
seniority between such employees will be determined by the drawing of lots.

Seniority shall continue to accrue during any approved paid leaves of
absence, or any approved unpaid leave of absence of twelve (12) weeks or less
associated with the Family Medical Leave Act or comparable state law provision.

Within one month of the ratification of this Agreement, the parties will agree
on the seniority of each member of the bargaining unit. Seniority for a new
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member of the bargaining unit going forward will begin on the date of their
employment with the College.

When an employee is laid off, the employee’s seniority shall not be lost
during the period of layoff, but it shall no longer accrue during the layoff period.
An employee who has been laid off and returns to the bargaining unit within one
year from the date of the layoff shall have their seniority restored to what it was on
the date of the layoff.

Loss of Seniority - Seniority will be lost when an employee:

(a) Is discharged;

(b) Is laid off for more than 365 days

(c) Fails to return to work within fourteen (14) days after receiving
notification to return to work from layoff, unless the College grants a longer period
for unusual or mitigating circumstances.

ARTICLE 12
INTRODUCTORY EVALUATION PERIOD

A. An employee shall serve an introductory evaluation period of 90 days.
The parties may agree upon one or more extensions of 30 days to such a
period, but there shall be no obligation to do so. A decision by the
College not to extend the introductory evaluation period shall not be
subject to the grievance and arbitration provisions of this Agreement.

B. At any time during the introductory evaluation period, the College may
terminate an employee for any reason with two weeks’ notice (or pay in
lieu of notice). Such termination is final and is not subject to the
grievance procedures of this Agreement. However, a terminated
employee may request a meeting with the Senior Associate Vice
President for Human Resources to discuss the termination. The employee
may bring a Union steward to such meeting

C. An employee need serve only one introductory evaluation period unless
(1) the employee assumes a new position within the College, or (i1) if the
College previously employed the employee and is then reemployed in the
same position after a break in service of two or more years, in which case
the employee shall serve a new 180 day introductory evaluation period
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during which the College may terminate the employee pursuant to Article
13(A).

. Discipline of any introductory evaluation employee is not subject to the
grievance procedures of this Agreement.

ARTICLE 13
DISCIPLINE AND DISCHARGE

A. No employee may be disciplined or discharged without just cause,
except for employees in their introductory evaluation period.

B. Discipline shall not include oral counseling or oral reprimands from a
supervisor, nor shall it include annual reviews or other performance
evaluations. Oral counseling, oral reprimand, annual reviews, or other
performance evaluations are not grievable under this Agreement.

C. Layoffs shall not constitute discharges under this Article.

D. The College 1n its discretion may place an employee on paid
administrative leave. Placement on paid administrative leave shall not
constitute disciplinary action but maybe used during an investigation.

E. An employee may ask for and shall have the right to have a Union
representative present whenever the employee 1s asked to participate
in an investigatory interview which the employee reasonably believes
may lead to disciplinary action against him or her. Nothing in these
provisions requires the College to notify the employee of such right
but the College may choose to do so in cases where it knows it is
initiating the investigation of alleged misconduct by the employee.

F. Where appropriate, the College may also require as part of a
disciplinary action restitution, appropriate training, or counseling, or
other remedial action. The College’s imposition of restitution,
appropriate training, counseling, or other remedial action is subject to
grievance.

17



G. The College will notify the Union in writing of any disciplinary action
under this Article within three (3) days of any such discipline
including written warning, suspension or discharge of any covered
member

ARTICLE 14
HEALTH AND SAFETY

A. The College agrees to provide a place of employment which shall be safe
and healthy for employees. The College shall furnish and may require the
appropriate use of safety devices and safeguards, and shall adopt and use
methods and processes to promote a safe place of employment and to protect
the life, health, and safety of employees.

(1) The term “safe” or “safety” as applied to any employment or place
of employment shall include personal security and shall include
conditions and methods of sanitation and hygiene necessary for the
protection of the life, health, and safety of employees.

(2) If the College requires that an employee wear safety clothing or
use safety equipment, the College shall provide such clothing and/or
equipment.

(3) Employees shall observe all safety rules and requirements and be
appropriately trained in the use of any equipment used during the
course of their job duties.

(4) Employees shall report as soon as practicable to their supervisors
any job-related accident, injury, or illness; this requirement shall not,
however, be construed to limit in any way an employee’s rights under
the Worker’s Compensation Law, provided the employee provides
any notice required by the applicable law.

B. The Union shall be entitled to appoint an employee to the College’s Health and
Safety Committee which normally meets quarterly. Employees serving on this
committee will be paid by the College for any of their work time spent at meetings
of such committee or carrying out functions authorized by the committee during
their normally scheduled work hours.
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C. The College shall comply with any state or federal requirements to provide the
Union available, relevant information regarding substances in the work place or
equipment design.

D. Once a year, and except to the extent limited by applicable law or regulations
with the force of law, the College shall provide the Union with available, relevant
College records on accidents and injuries reported to the College’s Risk Manager
or the Emerson College Police Department. Upon request the College will provide
relevant test results, and safety records maintained by the College except that no
personal medical records or information regarding any employee or other College
employee will be provided without the employee’s written consent, unless required
by law.

E. No employee will be subject to discipline for refusing to perform work or
reporting work assignments which a reasonable person in a similar situation would
consider unsafe. Members displaced due to unsafe, unhealthy conditions will be
offered alternative work arrangements to the extent possible.

F. An employee shall first bring matters concerning health and safety to the
attention of their supervisor or through other acceptable reporting channels. If the
health or safety matter is not resolved satisfactorily, the employee may request the
assistance of a Union representative. That Union representative may discuss the
matter and possible solutions with area supervision and/or the Departmental Vice
President at a mutually agreeable time.

The Emerson College Police Department and the College’s Risk Manager will
promptly advise the member that serves on the College’s Health and Safety
Committee of any health and safety incident reported to either of them, unless
prohibited by law or College policy, such as the College’s Sexual Misconduct
Policy.

G. The College shall make reasonable efforts to advise all employees, through
health and safety training and/or through advice on specific occasions as needed, of
health and safety risks which the employee is likely to encounter in the course of
the staff member’s assigned work.

H. Nothing in this Agreement shall be construed to dilute the College’s authority
and responsibility described in Section A of this Article, nor shall anything in the
Agreement be construed to limit the right of employees or the Union to file
grievances concerning health and safety, provided, however, that any such
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grievances can only be processed to Step 3 of the Grievance Procedure and will not
be arbitrable.

ARTICLE 15

PERSONNEL FILES

A. The College will abide by Massachusetts Personnel Records Law. M.G L.
chapter 149, section 52C.

B. The official personnel file for bargaining unit employees shall be
maintained by the Human Resources Department. An employee shall have
the right to examine by appointment, and obtain a single copy of, any
materials in their personnel file.

C. Nothing shall preclude a manager or supervisor from having additional
personnel records in their files, An employee shall also have the right to
examine by appointment, and obtain a single copy of, any materials in a
manger’s or supervisor’s file that constitutes a personnel record under
Massachusetts law.

D. Consistent with the Personnel Records Law, the College shall notify an
employee within ten (10) days of the College placing in the employee’s
personnel record any information to the extent such information is, has been
used or may be used, to negatively affect the employee’s qualification for
employment, promotion, transfer, additional compensation or the possibility
that the employee will be subject to disciplinary action. This provision
applies with equal force to any information that may be kept in a manager’s
or supervisor’s separate file.

E. An employee shall have the right to comment in writing on any materials in
their personnel file which the employee believes to be inaccurate or
incomplete, and such comment shall become a permanent part of the
employee’s personnel record. It is understood that the presence of such
comments in the file does not necessarily imply agreement with the
employee on the part of the College.
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F. An employee may designate in writing their Union representative to review
such personnel records and obtain a copy of such records.

ARTICLE 16
WORK HOURS AND DUTIES

A. Position description and work assignments

1. Each employee shall have a written position description, including a
general statement of duties and responsibilities, the essential functions of
their job, and setting forth the minimal qualifications required for the
position. The description shall also include the status of the position as a
9,10, 11 or 12- month, full or part time position and whether it is an
hourly, non-exempt position or exempt position. The College will give
new employees their position descriptions on or before their first day of
work.

2. A complete set of current position descriptions for bargaining unit
positions shall be on file with the Office of Human Resources and shall
be available to bargaining unit members online at eCommon (or other
alternative ERP that the College may use) and to Union representatives.

3. The Union shall be notified in the event of any proposed substantial
changes to an existing position description. This would include changes
that impact the duties in the job description and/or an increase in the
volume of the work

4. The failure by the College to assign a particular duty shall not be
deemed a waiver of its right to assign such duty within the position
description at a later time.

5. The College may assign varying duties within the overall scope of the
job description. Substantial changes to the job itself or significant
increases in workload however, shall be in accordance with Article 17,
Job Review.

B. Hours of Work
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1. The College shall set the hours and days of work for all bargaining unit
members.

2. For non-exempt employees under the Fair Labor Standards Act, the hours
of work shall normally be scheduled between the hours of: 8:45 am and 5:00
pm or 8:30 am and 4:45 pm. Monday through Friday. The normal work
week for full time non-exempt employees shall be between 36 ¥4 and 40
hours a week and shall start at 12:01 am on Sunday and end at midnight on
Saturday.

3. Overtime. A non-exempt employee may not work more than their
regularly scheduled hours unless the employee obtains prior approval from
their supervisor. Employees will be paid at their regular rate of pay for all
hours worked up to 40 hours in a given work week. Employees will be paid
overtime for work in excess of 40 hours in a given week at the rate of time
and a half the employee’s regular rate of pay for all hours in excess of forty
(40) in a given work week. Sick, personal, vacation, and holiday or other
leaves are not counted towards overtime hours. Only nonexempt employees
shall be eligible for overtime pay.

Overtime hours will be pre-scheduled by the supervisor whenever
practicable.

While an employee may on occasion turn down a request to work overtime
for reasonable cause, employees will be generally expected to work overtime
when assigned by the supervisor. A non-exempt employee may not be
required to work more than 12 hours a day. A supervisor may ask a non-
exempt employee to work more than 12 hours a day but the employee will
not be required to do so and will not suffer any adverse consequences from
such a refusal..

Supervisors will give members a minimum of 3 days’ notice when
requesting them to work overtime, but it is recognized that such notice may
not always be possible when urgent work needs arise that could not be
predicted.

Pay for overtime worked shall be included in the paycheck no later than the
payroll period immediately following the payroll period in which the
overtime was performed.
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4. Except for positions for which split shifts presently exist, no employee
shall be required to work a split shift except by mutual agreement between
the employee and the supervisor. A “split shift” shall be defined as a shift in
which an employee works two segments of work during the normal hours of
work covering first and second shifts and leaves the work site for more than
one hour between work segments.

5. For exempt employees, while the regular work week for full time exempt
employees is also between 36 V4 and 40 hours Monday through Friday, it is
recognized that the work schedules of exempt employees are not tied to a
fixed number of hours per day or per week, nor are they tied to a fixed
number of days per week. The parties recognize that exempt employees are
professionals whose duties vary in content and schedule and sometimes
require working more or less than the standard work week. It is understood
that in the course of a year the number of hours worked by an exempt
employee and the days on which such work must be performed may vary to
meet seasonal needs or specific demands of the position or particular work
function.

For all employees, the College reserves the right to modify an employee’s
regular hours of work provided it gives at least two weeks’ notice to the
employee for changes in the starting and ending times of the schedule.

C. Non-standard Work Schedules

1. The parties recognize that there may be occasions where either the
College or the employee may desire that a non-standard work schedule be
arranged for a particular employee for some length of time. A non-standard
work schedule is a regular schedule that differs from the norm of that
particular position or department. The availability of a non-standard
schedule is not an employee benefit or right nor shall such a schedule be
considered permanent if approved. Such schedules will always have a
specific duration stated. Non-standard work schedules may only be approved
by the appropriate Vice President for a given unit following a consideration
of the recommendations of the supervisor or manager.

2. A Vice President may create a non-standard work schedule for employees
in a department to meet department or College goals. The Vice President
may set such non-standard schedules for employees in a department, taking
into account department needs, College needs, the seniority of the
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employees in the department and employees’ personal consideration.
Members may refuse a non-standard schedule with reasonable explanation
and propose an alternative.

3. Employees may also propose non-standard work schedules to their
supervisor or manager. The employee must give a written proposal to their
supervisor or manager indicating the nature of the schedule requested and
expected duration, along with the reasons for the request. The supervisor or
manager will forward the request to the Vice President of the unit along with
arecommendation. The Vice President will respond in writing within fifteen
(15) days of the request and approve, deny or modify any such proposal.
Any denial of the request will include a reason for the denial. The decision
of the Vice President to approve, deny or modify a non-standard work
schedule is entirely discretionary and not subject to the arbitration provisions
of this Agreement- However, denial of non-standard work schedule can be
grieved to step 3 of the grievance procedure.

4. Once a non-standard schedule has been implemented, the Vice President
may adjust or cancel such schedule prior to the end of the specific duration,
after due consideration for an employee’s needs or personal situation and in
such case, will provide notice to the employee(s) of at least two weeks.

D. Summer Work Hours

In any given summer the College, in its sole discretion, may decide to offer
summer hours for staff employees. The decision as to whether or not
summer hours will be offered shall not be grievable.

If the College decides to offer summer hours, then Summer Fridays will be
observed usually for the period starting the Friday before Memorial Day
through the 3rd Friday in August. Full-time employees will have the
opportunity to begin their weekend two hours early so that they can enjoy
the lovely summer weather leading into the weekend. For most full-time
staff working regular hours, this will mean that they may end work at 3 p.m.
on Fridays, while still receiving their regular weekly pay.

A supervisor may require a full time employee who is scheduled to work
regular hours on Friday to stay and work the entire day due to work
demands, given reasonable notice. In such a case, the employee may take the
two hours off at an alternative time approved by the supervisor.
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E. Teleworking Policy

A. Policy Statement

Emerson encourages employees to work in a way that allows them to be their
most productive selves while balancing the responsibilities of the position with
the needs of the department and the College. This policy outlines teleworking
guidelines and expectations that balance this belief with the need to create and
maintain a sense of community in Emerson’s physical office space. Some, not
all, positions at the College are eligible for teleworking. Teleworking does not
alter the employee’s work relationship with the College or relieve an employee
from the obligation to observe all applicable College rules, policies and
procedures.

B. Definitions

Telework 1s the general term for regular (telecommuting) or irregular (flexible
teleworking) employee work arrangements outside of Emerson’s physical office
space.

o Telecommuting 1s a planned and approved, voluntary arrangement in
which Emerson permits an employee to regularly work from a location
outside of the Boston office for a specific and limited period of time.
Telework schedules may allow the employee to work remotely up to one
(1) day per week. Telecommuting is not an alternative to dependent care,
taking leave, or sick time

o Flexible teleworking is an irregular, one-off arrangement that permits an
employee to complete specific assignments off-site or work from home
when convenient (e.g., to be present at home when repairs are required).

C. Policy Guidelines

Telecommuting:

Eligibility

An employee is eligible to telecommute if the employee:
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b. Whether the job description is accurate and current;

C. Whether the job is appropriately classified on the Emerson job matrix;

B. The Assistant Vice President of Compensation and Benefits and the manager
may consider a job review at any time. Job review may be requested by
either the manager or the employee in written form addressed to the
Assistant Vice President of Compensation and Benefits. The manager must
be copied on all job review requests. The manager should keep the Vice
President of their unit appraised. Barring very significant job changes or a
departmental reorganization, an employee or manager may request a job
review no more than once in an 18 month period.

C. The Assistant Vice President of Compensation and Benefits may confer with
the employee and the manager, and shall review such other information that,
in the judgment of the Assistant Vice President of Compensation and
Benefits, may be relevant, including, but not limited to: the employee’s
actual job responsibilities; the employee’s skills, experience, education, and
licensure or qualification; the employee’s workplace and working
conditions; and the job description and classification of similarly situated
employees at the College.

D. The Assistant Vice President of Compensation and Benefits will make a
written recommendation to the employee’s manager and the Vice President
of their unit. Normally the Assistant Vice President of Compensation and
Benefits will make the recommendation within ten (10) business days of a
request for job review.

E. Within five (5) business days of the date of the Assistant Vice President of
Compensation and Benefit’s recommendation, the manager will notify the
Assistant Vice President of Compensation and Benefits in writing whether
the manager supports the Assistant Vice President’s recommendation or not,
and why. The manager’s opinion may influence, but does not determine, the
Assistant Vice President’s ultimate response to the review request. The
Assistant Vice President, after considering the manager’s opinion, will then
finalize the review within ten (10) business days of receipt of the manager’s
opinion and notify the manager. The manager then informs the employee of
the decision.
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If the employee or the manager does not agree with the conclusion of the
Assistant Vice President of Compensation and Benefits, either or both may
appeal that conclusion in writing to the Senior Associate Vice President for
Human Resources within five (5) business days of the date the employee
was notified of the Assistant Vice President’s conclusion. An employee
who appeals the decision may have a Union representative present at any
meeting to discuss the appeal. Normally, the Senior Associate Vice
President for Human Resources will decide the appeal within ten (10)
business days. Before issuing a decision, the Senior Associate Vice
President will also consult with the unit Vice President. The decision of the
Senior Associate Vice President for Human Resources is final and is may be
grieved to Step 2 of the grievance procedure but is not a subject for
arbitration.

. Writing, as used in this Article, may include email.

. Any final decision on modifying the job may or may not result in an increase
in compensation at the discretion of the Assistant Vice President for
Compensation/Benefits. Such decisions are not grievable. However, it is
provided that no employee’s salary or wage rate will be reduced as a result
of such a review.

. The Union will be informed of the Senior Associate Vice President for
Human Resource’s final job review decision; any final changes to jobs; and,
where relevant, any adjustments to salary within seven (7) business days of
that decision.

The College will not change the title of any unit member’s position for the
purpose of removing them from the bargaining unit. No unit member will
be removed from the bargaining unit simply because of a change in the
employee’s title.

. The College will advise the Union of any title changes for any bargaining
unit member within seven (7) business days of such change.
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ARTICLE 18
PERFORMANCE EVALUATION

A. The annual performance evaluation assesses the employee’s performance

measured against the articulated goals and job duties assigned or outlined in
the employee’s Position Description. In addition, the evaluation may, but 1s
not required to, take into account work that may not be specifically listed in
the Position Description. The current process will stay in place for FY18 and
FY19

. The parties agree that the process is of mutual concern to both management
and the employees. It is important that employees have confidence in the
process. Accordingly, following the ratification of this Agreement, Human
Resources will work to develop a new performance management process. A
committee comprising representatives of Human Resources, SEIU-
represented staff and non-represented staff will collaborate with the HR team,
give feedback, and contribute to the development of the performance
management process. Human Resources will decide on the size of the
Committee; the Union will have representation on the Committee proportional
to the percentage of unit members to the non-faculty staff at the College (at
least one union member). The committee will meet at reasonable times
determined by Human Resources and any bargaining unit member who
participates will receive paid release time for such committee work. The
College will retain final approval of the performance management process
following consideration of the Committee’s recommendations. The new
process will be introduced in July 2019.

. As part of the final performance management process, staff will be able to

provide documented feedback to managers that will be considered in the
manager’s annual review.
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ARTICLE 19
REDUCTIONS IN FORCE AND RECALL

A. A reduction in force occurs when an employee is laid off due to one or more
of the following factors:

Budget shortfalls or financial considerations;

Elimination or consolidation of positions;

Program changes or curtailment;

Decision by the College not to support or reapply for a grant renewal;
The loss of a grant, in whole or in part.

SN =

In all cases, the College will determine the extent and magnitude of any
reduction in force, including the areas, departments, job titles and number of
positions affected. This article does not apply to introductory evaluation
employees nor does the article apply to terminations for cause or for
unsatisfactory performance reasons. Layoff shall not be subterfuge to avoid
terminating employees for cause but performance can be a consideration in
deciding which employees in a given department might be laid off, per
Section D below.

B. The College shall notify the Union office, the Chief Steward(s), and the
affected employees in writing as soon as possible when a reduction in force is
to take place. Said notice will be either hand delivered directly or mailed return
receipt requested no less than sixty (60) days prior to the implementation of the
reduction in force/lay-off. This notification shall identify the unit, the shift, the
hours and the employee job titles which will be impacted by this action. This
notice period does not apply to layoffs necessitated by loss of grant funding. In
such cases, the College shall advise the employee as soon as it is known that
the grant under which the employee works will terminate.

Within 10 days of notification of the planned reduction in force, the Union may
request a meeting with the College to discuss the layoff decision and its impact
on employees. If such a request is made, the parties will meet within 10 days of
the Union request.
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C. Subject to the College’s operational needs, The College will lay off in the
following order:

1. Temporary employees

2. Student Employment positions

3. Part-time employees, unless such part timer has a requisite skill that
cannot be filled by a full time employee

4. Full-time employees

If, in the judgment of the College, the documented skills, abilities or
performance of the employees in a job title are equal, the College will then lay
off the least senior full time employee in the affected job title.

D. An employee who is laid off will be placed on a recall list for one (1) year
from the date of termination of employment and will be recalled in order of
seniority within the job title if a vacancy occurs at the College in the
employee’s job title within one (1) year following the layoff.

An employee on recall may apply for other open positions for which they are
1s qualified. Such employee will be given due consideration for such positions
and, if qualified, will be given an interview for the open position.

Laid-off employees covered under this clause shall be notified of recall by
certified mail, return receipt requested, to their last address on record and via
telephone and email, and must respond within fourteen (14) days of notification.
It is the responsibility of the laid-off employee to notify the College of any
change of mailing address, phone number and email address. An employee who
has been displaced retains full recall rights to their former position either while
on layoff or while working 1n another position for the College.

E. Grant positions shall have a specific end date listed for the job posting, and
the employee must be notified of such.

Where possible, an employee who is notified of lay off may request
consideration for a transfer to a vacant position with the same title or
similar responsibilities within the College. The College will consider such
request and will make the transfer where the employee 1s otherwise
qualified.
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The College reserves the right to change the medical plan, dental plan or
prescription drug carriers at any time at its discretion.

The College further reserves the right to remove a plan at the end of the plan
year or add other plans at its discretion and to modify any of its offered plans
in negotiations with the carrier in an effort to lower premium increases. Any
changes to such plans shall be reviewed with the Union prior to
implementation. In the case of a removal of a plan, the College will
negotiate with the Union over the impact of such removal on employees.

. Short term Disability.

The College provides short-term disability (STD) insurance for all full-time
and part-time employees who work 20 hours or more a week. An employee
1s eligible for STD after completing three (3) months of employment with
the College. The insurance provides that, following 14 consecutive days of
disability, the College will continue to pay 60% of salary up to 180 days.
The College pays 100% of the premium for STD coverage.

Part time employees who work less than-20 hours a week are not eligible for
STD.

The current short-term disability plan is a self-insured, salary continuation
program. The College reserves the right to change from a salary continuation
plan to an insured plan at any time in its discretion.

Long term Disability

The College provides long term disability (LTD) insurance for all full time
and part time employees who work 20 hours or more a week. An employee
1s eligible and may apply for such insurance after six months of employment
with the College. The insurance provides, following six months of disability,
a monthly income of 60% of base salary up to insurance certificate
maximum. Duration 1s based on the age at the disability. The College pays
100% of the premium for LTD. Part time employees who work less than 20
hours a week are not eligible for LTD.

The College reserves the right to change the carrier at any time in its
discretion.
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F. Group Life Insurance

The College provides basic group life insurance for all full time and part
time employees who work 20 hours or more a week. The amount of the
insurance 1s equal to twice the basic annual salary to a maximum of
$700,000. An employee is eligible for Group Life Insurance the 1% of the
month following the date of hire. The College pays 100% of the premium.

Part time employees who work less than 20 hours a week are not eligible for
Group Life Insurance coverage.

The College reserves the right to change the carrier at any time in its
discretion.

[

. Workers Compensation

The College provides workers’ compensation insurance for all employees
upon employment with the College. Compensation 1s 60% wage
replacement for on-the-job injury or death
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. Insurance Contracts.

It is understood that when the College does not itself operate said insurance
programs but maintains policies or contracts with insurance carriers or
companies which administer these programs, the benefits under such
program shall be subject to such conditions and limitations as may be set
forth in the policies or contracts of insurance. Any dispute concerning
eligibility for or payment of benefits under any such policies or contracts
shall be settled in accordance with the terms thereof and shall not be subject
to grievance or arbitration under this Agreement.

1. Tuition Benefits

1. The College offers certain tuition benefits for full and part time
employees who work 26 hours or more a week, their spouses and
their dependent children. Eligibility for such tuition benefit begins
at the next registration period for an employee or the employee’s
spouse, and after two years of employment at the College for the
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New Year’s Day

Martin Luther King Day
President’s Day
Patriot’s Day (Effective 2020)
Memorial Day
Independence Day
Labor Day

Columbus Day
Veterans Day
Thanksgiving Day
Christmas Day

b. The College celebrates the following non-major holidays

Friday after Thanksgiving

Winter Intersession of five (5) days over the Christmas to New
Year’s week.

The specific dates for such Intersession will vary from one year to
the next.

c. Pay for Major College Holidays

1. On major College holidays, employees will generally not
be required to report to work and the College will pay
them for their regularly scheduled hours at their regular
rate of pay.

1. If a non-exempt employee is required to come to work on
a major holiday, h/she will be paid their regularly hourly
rate for hours worked that day plus time and a half pay
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Part time non-exempt employees will earn vacation according
to the above schedule but on a pro-rated basis.

. Exempt Employees shall earn vacation time in accordance with
the following schedule:

Upon date of hire, 1.83 days per month

Part time exempt employees will earn vacation according to the
above schedule but on a pro-rated basis.

. Employees may only accumulate up to 25 vacation days.

. When a paid holiday or other day when the College is closed
falls within an employee’s vacation time off, that day 1s not
counted as a vacation day and 1s not deducted from the
employee’s accrued vacation time.

Vacation pay is not given in lieu of taking a vacation. An
employee will be paid for accrued but unused vacation time
upon termination from employment. In the case of an
employee’s death, any accrued but unused vacation time will be
compensated to the estate of the employee.

. Vacation time is accrued following one month of service.
Exempt employees vacation accruals are posted on the 15" of
the month following the completion of a month of service. Non-
exempt employee vacation accruals are posted on the 3™ pay
period of the month following the completion of a month of
service.

. Employees who are not required to be present when students
are away do not accrue vacation time during this period.

Employees who do not work a full calendar year do not accrue
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vacation during the months they are not at work.

J. The minimum amount of time an exempt employee may use as
paid vacation time is one-half of a regular work day. The
minimum amount of time a non-exempt employee may use is
two (2) hours.

k. During the first year of employment, employees may request up
to 5 days of vacation time in advance of their accrual with
manager approval.

1. An employee who has exhausted their sick leave may use
accrued vacation time for absence from work due to personal
illness.

3. Sick Days

a. Full time employees shall earn sick time in accordance with the
following schedule:

Less than five (5) years’ of service at the College: 1.25 days
per month

Five (5) or more years’ of service at the College: 2.50 days
per month

Part time employees who work at least twenty (20) hours a week
will earn sick time according to the above schedule but on a pro-
rated basis.

b. Employees may only accumulate up to 90 sick days.

c. An employee may use up to seven (7) of their sick days per
fiscal year to care for their sick child, spouse/domestic partner
or parent.

d. The minimum amount of accrued paid sick time that an exempt
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employee can use is one-half of regular work day. The
minimum amount of accrued paid sick time that a non-exempt
employee can use is 15 minutes.

. Sick time is accrued following one month of service. Exempt
employees sick time accruals are posted on the 15" of the
month following the completion of a month of service. Non-
exempt employee sick time accruals are posted on the 3™ pay
period of the month following the completion of a month of
service.

Accrued but unused sick time 1s not paid out to employees upon
the conclusion of employment.

. Employees who are absent from work due to illness/accident
must contact their supervisor by either email, text, or phone at
least two hours prior to the beginning of their work period. If
unable to reach the supervisor, the division or department head
must be contacted. When an employee is absent for five or
more consecutive days, or exhibits a pattern of excessive
absences, or has a pattern that may indicate abuse of sick time,
(such as absences on Fridays or Mondays), the employee may
be required to provide Human Resources with a doctor’s note
supporting the absences.

. Any medical leave that an employee takes for a serious medical
condition will be counted towards the twelve (12) week leave
entitlement under the FMLA.

Employees may not use sick days as a substitute for vacation or
personal days or to extend vacation periods.
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4. Personal Days

a.

Full time employees are entitled to three (3) paid personal days
per year, which are accrued on the employee’s anniversary date
of hire. Part time employees who work a minimum of 20 hours
a week accrue such days on a pro-rata basis.

. Employee’s use of personal days must be pre-approved by the

supervisor or division/department head, except for emergencies.

. Personal days may not be carried over from year to year and

will expire one year after the date when granted, if not used.

If an employee fails to use all of their personal days, those days
expire and the employee is not entitled to pay for such days.
Similarly, employees are not entitled to payment of any unused
personal days at the conclusion of employment.

Exempt employees may elect to utilize personal days in either
increments of one half of a regular work day or in whole day
increments. Non-exempt employees may use this leave in 2
hours increments.

5. Bereavement Leave

The College recognizes the significance and importance of providing
bereavement leave related to the death of a family member, life partner or
pet. Therefore, the College grants all regular full-time or part-time staff
employees paid leave of up to five (5) days upon the death of a parent,
family member or life partner, whether married or unmarried. In the event of
the death of a pet, an employee may take three (3) bereavement days. For
purposes of this policy, a parent is defined as the biological parent, legal
guardian, or relative who served in the role as the employee’s parent prior to
adulthood. Family members may include grandparents and relatives related
by marriage or household. Employees should make arrangements for
bereavement leave with their manager. Exempt employees should record
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Week three through twelve (3-12) will be paid at 60% of the employee’s
regular rate of pay.

For weeks three through twelve (3-12), an employee may use accrued,
unused personal and then vacation time to supplement the 60% pay up to
100%.

A pregnant employee may begin her FMLA-covered parental leave prior to
her due date as medically necessary and supported with medical
documentation. A non-birth parent may begin parental leave prior to the
birth, adoption or foster care of the child. This time 1s considered and treated
as part of the parental leave.

Birth and non-birth parents (subject to the special provisions pertaining
when both parents are Emerson employees, below) are eligible for Parental
Leave for each occurrence of birth, adoption or foster care.

Leave related to birthing a child as a surrogate is covered under Medical
Leave.

Still births, when supported by medical documentation, are covered under
Medical leave.

If both parents work for Emerson, FMLA allows for an aggregate of 12
weeks of leave. Emerson will allow a maximum of 16 weeks for parents to
share with one parent taking NO MORE than 12 weeks. Leaves may be
taken concurrently or subsequently.

Parental leave may be followed by a medical leave under the College’s
medical leave policy when supported by medical necessity and accompanied
by documentation.

As required by law, College employees on FMLA approved leave will
continue their regular benefits and associated deductions. While on unpaid
FMLA leave, employees may continue their health at their current
contribution rates if they meet the criteria set forth in the Affordable Care
Act. If the employee does not meet the requirements, they may continue
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coverage and will be responsible for paying 100% of the premium directly to
the College.

Employees on Parental Leave will be accorded whatever rights they may
have under the FMLA and MMLA regarding a return to their position at the
conclusion of the leave.

ARTICLE 24
TEACHING BY UNIT MEMBERS

. From time to time, certain members of the bargaining unit may engage in
teaching College courses. For some members of the unit, such teaching is an
integral expectation of their job responsibilities. For others, it is additional
voluntary work.

. For those unit members whose job description specifically states in writing
that teaching a course or courses is an expectation of their job, there shall be
no further compensation for such teaching beyond their base salary.

. For those unit members who do not have teaching as a requirement of their
job, and who in addition to their regular job, seek to teach and are approved
to do so after review, the following provisions apply:

a. Only professional staff in an exempt status are eligible to teach
courses at the College.

b. Such teaching is voluntary with no expectations that it become a
continued activity.

c. The teaching opportunity must be outside the employee’s regular
hours of work.

d. There is no expectation that any unit member will be offered a course
to teach.
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¢. The employee must be approved for a part-time faculty teaching
contract after a review of qualifications and experience by Academic
Affairs.

f. The employee must be teaching registered Emerson College students.

g. After the review by Academic Affairs, Human Resources must review
and approve all teaching assignments prior to the beginning of each
assignment.

D. When all such provisions of Section C are met, a staff member will receive
additional compensation for such teaching and will be paid the entry level
salary in accord with the salary chart in the Affiliated Faculty union
collective bargaining agreement. (Step 1 of the appropriate discipline
column). There are no benefits associated with such teaching, no credits will
be accrued, and no membership in the Affiliated Faculty Union is possible.

ARTICLE 25
COLLEGE CLOSING

A. In the event of severe weather conditions or emergency situations, the
College may delay its opening or close. In the event the College closes its
operations for all or part of a day, the College will decide which employees,
if any, will be required to physically come to work at the campus because of
their essential job functions. The supervisor or manager will provide as
much notice as possible, normally with a minimum of three (3) hours
depending on the nature of the closing, to an employee who is asked to
report.

B. Notwithstanding section one, if the Governor declares a state of emergency
for Boston, no employee will be required to physically report to the campus
for work while the state of emergency exists.

C. Personal safety is the first priority in weather-related closings. If an
employee feels it 1s unsafe to travel to the campus due to weather, the
employee must notify their supervisor immediately. In such cases, if the
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College 1s open, the employee must elect to use a vacation day, personal day
or unpaid leave for the day. Decisions not to travel to campus due to severe
weather will not be penalized.

D. If a non-exempt employee is required to come to the campus to work when
the College has closed operations, such employee will be paid time and one
half for any hours worked that day.

E. Overnight lodging will be provided if needed in severe weather situations for
any employee the College requires to report to campus under this Article.

F. At the start of each academic year, the College will provide the Union with a
list of those job titles that carry functions that may be deemed essential
during a school closing. Employees holding such positions understand that
they may be asked to come to campus to work during school closings. New
employees will be notified upon hire if their job title carries essential duties.

ARTICLE 26
OUTSIDE EMPLOYMENT POLICY
Employees agree to abide by the following Outside Employment Policy:

Objective

Emerson recognizes that some employees may need or want to hold additional jobs
outside their employment with Emerson. Employees are permitted to engage in
outside work or hold other jobs, subject to certain guidelines based on reasonable
business concerns.

Emerson applies this policy consistently and non-discriminatorily to all employees,
in compliance with all applicable employment and labor laws and regulations.

Procedures

Emerson employees must notify their supervisors of their intent to engage in
outside employment. The employee seeking outside employment 1s required to
meet with their supervisor and summarize in writing the nature of the outside
work, the responsibilities, the time commitment and the employee’s
acknowledgment that the employee will abide by this policy. The supervisor will
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share the memo with their Human Resources Business Partner and 1t will be
maintained in the employee’s personnel file.

Policy

1. Work-related activities and conduct away from Emerson must not compete with,
conflict with or compromise the College’s interest or adversely affect the
employee’s job performance and the employee’s ability to fulfill all responsibilities
to Emerson. Employees may not make unauthorized use of any College tools or
equipment and/or unauthorized use or application of any College confidential
information. In addition, employees may not solicit or conduct any outside
business during work time for Emerson or on Emerson property.

2. Emerson employees must carefully consider the demands that additional work
activity will created before accepting outside employment. Outside employment is
not an excuse for poor job performance, absenteeism, tardiness, leaving early,
refusal to travel, or refusal to work overtime or different hours. If outside work
activity causes or contributes to job-related problems, the employee will be asked
to discontinue the outside employment, and the employee may be subject to the
normal disciplinary procedures for dealing with job-related problem(s).

3. Employees who have accepted outside employment may not use College paid
leave to perform work on the outside job.

4. Fraudulent use of Emerson sick leave or an employee’s refusal to discontinue
outside employment after being requested to do so by their supervisor, or the
Human Resources department will result in disciplinary action up to and including
termination of employment.

ARTICLE 27
CREDIT FOR PAST SERVICE

A. Bargaining unit members who leave and return at a later date and are rehired
by the College are eligible under Section C below for an adjusted service
date for the purposes of determining personal and vacation time, FMLA,
disability, tuition remission for dependents and any other service award
programs.
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Prior service as a College employee will not apply to sick time calculations,
retirement plans or compensation.

. Non-agency temporary employees who have worked for the College for six
months or less and who are then immediately hired as a bargaining unit
employee are eligible for an adjusted service date for the purpose of
determining sick and vacation time, FMLA eligibility, retirement benefits,
disability, tuition remission for dependents and any other service award
programs.

Service as a temporary employee will not apply to compensation increases.

. Calculating Service Credit

a. Former employees of the College who are rehired may be eligible for
service credit based on the following:

Prior Length of Service Allowable Break in
Service

Between 31 days and one year none

Between 1 year and 10 years Up to 2 years of break in service

Between 10 years plus 1 day and 20 years Up to 3 years of break in
service

Between 20 years plus 1 day and longer Up to 4 years of break in
service

. At the ratification of the agreement, with respect to temporary Emerson
employees, who have been at Emerson continuously as temporary
employees, for more than six months the College in its sole discretion will
either 1) end their temporary assignment with Emerson; 2) set a defined
period when their temporary status will end; or 3) convert the employee to
regular employee status. The College’s decision to either end, define a
period, or convert the status of a temporary employee is not subject to the
grievance and arbitration provisions of this Agreement. If they become
regular Emerson part-time or full-time employees, they will receive service
credit for the amount of time they worked, up to a maximum of two years.
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ARTICLE 30
NO STRIKE NO LOCKOUT

A. The Union agrees that during the term of this Agreement, or any renewal
thereof, there shall be no strikes, including sympathy strikes, slowdowns,
work stoppages or any other form of interference or interruption with
College operations, by or on behalf of the Union or the employees.

B. The College agrees that during the term of this Agreement or any renewal
thereof, it will not engage in a lockout of employees.

C. The College may impose disciplinary action, including discharge, upon
any or all of the employees involved in activity that violates this Article.

ARTICLE 31
SEPARABILITY OF PROVISIONS

. It is acknowledged and agreed that during the course of the negotiations
preceding the execution of this Agreement each party had the unlimited right
and opportunity to make proposals on matters and issues of interest to the
Union, to the employees and to the College pertaining to wages, hours and
conditions of employment, and that the understandings and agreements
arrived at by the parties during the course of said negotiations are fully set
forth in this Agreement.

. The Union, the employees and the College agree that during the term of the
Agreement, the parties shall be governed exclusively by and limited to the
terms and provisions of this Agreement and that neither the College nor the
Union shall be obligated to negotiate with respect to any matter pertaining to
wages, hours, or conditions of employment whether or not specifically
included in this Agreement or discussed during the negotiations preceding
the execution of this Agreement.
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