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ARTICLE 1
RECOGNITION
1.1 The Cincinnati Metropolitan Housing  Authority
{hereinafter “Employer™ or “CMHA”") hereby recognizes the
International  Union of Operating Engineers, Local #20
(hereinafter “Union™), as sole and exclusive bargaining agent
for employees in the positions covered under this Agreement,

with reference to all matters conceming wages, hours, and
other terms and conditions of employment.

12 All full-ime employees occupying the classification of
HVAC Technician shall be covered under this Agreement in
addition to any classifications included in the Union's original
certification.

ARTICLE 2
MANAGEMENT RIGHTS
21 Except to the extent that such rights are limited by an
expressed provision of this agreement, the Employer shall
have and retain ali rights set forth in O.R.C. §4117.08 (C), all
management rights and functions possessed by the Employer
prior to entering into this Agreement, and such other rights as

are usually and customarily regarded as reserved to
management discretion.

22 The management rights reserved to the Employer
hereunder include, but are not limited to, the following:

1. To determine matters of inherent managerial
policy, which includes, but is not limited to, areas of discretion
or policy, such as funclions and programs, standards of
services, the overall budget, and the utilization of technology
and organizational structure. This includes the right to
determine the existence of or non-existence of facts, which are
the basis of CMHA management decisions, to establish
practices necessary to carry out its mission, and the right to
change or abolish such policies and/or practices based upon
management's findings of fact.
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2. To direct, supervise, evaluate or hire
empioyees, to effectively direct the work force, to determine
the amount of supervision necessary, and the method or
process by which work is to be performed, to establish
methods for evaluation of work performed, and to suspend,
discipline, demote or discharge for just cause, or layoff,
transfer, assign, schedule, promote or retain employees.

3. Te maintain and improve the efficiency and
effectiveness of governmental operations, inciuding the right to
determine the frequency and type of services to be rendered,
the purchase and control of materials, machines or equipment
to be used, the number and type of facilities and locations;
and, the discontinuation of any services, facility location,
equipment, materials or method of operation.

4, To determine the overall methods, process
or means by which operations are to be conducted, including
the right to contract for materials, machines and equipment
necessary to carry out its operations and, subject to the
conditions of Article 20, to subcontract work.

5. To select and determine the number and
type of employees required, including the right to determine
when Employer efficiency requires the use of lemporary,
seasonal or part-ime employees (provided that temporary,
seasonal or part-time employees shall not displace any
incumbent bargaining unit employee); and to assign work to
such employees in accordance with requirements determined
by the Employer.

6. To determine the adequacy of the work
force, including the right to change work schedules and
assignments or to layoff, terminate, or relieve employees from
duty for lack of work or economic reasons, and to detemmine
the facts as to the adequacy of the work force,

7. To determine the overall mission of the
Employer.
8. To adopt, revise and enforce working rules

and standards of conduct; to carry out cost controt and general
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improvement programs; and to establish, change, combine or
disconfinue job descriptions and prescribe and assign job
duties, content and classifications for any new or changed
classifications.

ARTICLE 3
AGREEMENT CONSTRUCTION
AND WAIVER CLAUSE

31 The article or paragraph titles in this agreement are
for editorial identification of their related texts and do not limit
or control that text. '

3.2 When used herein, words of either gender shall be
construed as referring to both genders unless the context
clearly requires otherwise.

33 In the event that any poertion of this Agreement should
be found to be unlawful by a court of competent jurisdiction, or
any other body acting within its jurisdiction and in a quasi
judicial capacity, the balance of this Agreement shall remain
fully effective, and the Agreement in its totality shall be read as
if the unlawful clause or provision was not inciuded therein.

34 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 or matter not removed by law from collective
bargaining, and that the understandings and agreements
arrived at by the parties afler the exercise of that right and
opportunity are set forth in full in this Agreement. Therefore,
the Employer and the Union, for the term of this Agreement,
each voluntarily and unqualifiediy waive the right, and each
agrees that the other shall not be obligated to bargain
collectively, with respect to any subject or matter refemed to or
covered in this Agreement, or with respect to any subject or
matter not specifically referred to or covered by this
Agreement, even though such subject or matter may not have
been within the knowledge or conternplation of either or both of
the parties at the time they negctiated or signed this
Agreement, provided, however that nothing herein contained
shall be interpreted as precluding the right of the parties,
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assuming mutual agreement, to negotiate on any such
subjects or matters which develop after entering into this
Agreement.

ARTICLE 4
UNION DUES/FAIR SHARE FEE
41 The Employer, for all employees who sign an
authorization for union dues shall, in accordance with such
authorization, deduct from the periodic pay, union dues. The
Union shall advise the Employer, in writing, of the amount to be
deducted. The Union shail designate, in writing, the address
where the deductions shail be remitted.

42 It is agreed by and between the parties 1o this
Agreement that ceriification by the Union of the dues to be
deducted under any check off authorization constitutes an
absolute defense to the Employer of any claim by employees
or the Union that such dues have been illegally assessed or
levied. It is further agreed that the Union will indemnify and
hold harmless the Employer from any claim, loss, damage,
expense or legal fees incurred by the Employer by reason of
any action or inaction taken by the Employer in reliance upon
any employee check off authorization or revocation thereof.

43 All employees in the bargaining unit who have not
provided to CMHA a signed union dues check off authorization
within sixty days after the effective date of this Agreement (or,
for probationary employees hired after the effective date of this
agreement, within 80 days of the initial date of employment)
shall pay a fair share fee in accordance with this Article,

4.4 The Union shall periodically cerfify in writing to
CMHA, but not less than once per calendar year, the amount
of the fair share, which shall represent only the non-member's
proportionate share of Union expenditures gemmane to
collectiva bargaining and shall in no event exceed regular
periodic dues charged to Union members. Such certification
by the Union shall be deemed to include the Union's
certificaticn that the computed fair share dees not include any
amounts that are not reflective of expenses germane to
collective bargaining, that such fair share complies in alt
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respects with Ohio Revised Code §4117.09(c), and that not
iater than the date the certification is provided to CMHA, all
employees who are or may become subject to payment of the
fair share fee have been provided with written notice. The
written notice from the Union to employees shall. (a)
adequately describe the basis for the fair share determination,
including verification by an independent auditor; (b) describe
the process by which employees can challenge the
determination and receive a reasonably prompt decision from
an impartial third party; (c) advise employees of the manner in
which any such decision believed to be arbitrary or capricious
can be appealed to SERB; and (d) advise employess that any
portion of the fair share fee reasonably in dispute will be held in
escrow pending resolution of the dispute.

45 CMHA will begin fair share fee deductions for ali
employees subject thereto for the first full pay period following
receipt of the Union’s certification of the amount of the fair
share, and will remit such to the Union in accordance with the
procedures of this agreement for remitting dues.

46 The Union agrees to indemnify CMHA, the members
of the CMHA Board of Commissioners and all agents thereof,
of and from any cost foss or expense, including damages and
attorney fees, incurred by reason of any fair share deduction
made in reliance on a Union certification.

ARTICLE 5
UNION REPRESENTATION

5.1 The Employer shall recognize stewards as Union
Representatives for the purpose of administering the Coltective
Bargaining Agreement and adjudicating grievances. Union
Representatives shall also be recognized for the purpose of
administering the Coliective Bargaining Agreement. The Union
has the right to conduct its internal affairs, as it deems
appropriate, free of any intervention by the Employer.

52 No steward or aggrieved employee shall leave hisfher
assigned work in order to conduct Union business without prior
approval from the immediate supervisor. No steward will be
unreasonably denied the right to camy out his/her steward
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responsibilities when requested. The steward is cobligated to
provide the immediate supervisor with the following information
forty-eight hours in advance:

1. Purpose of the Union business (i.e.
grievance, disciplinary hearing, other);

2. The name of the steward and any
employees involved, and

3 The actual time spent on Union business
(from start to conclusion).
53 The Union staff representative shalfl be permitted

reasonable access to work areas in order to conduct legitimate
Union business. A staff representative must secure permission
from the department head, or hisher authorized
representative, in order to contact any employee on the
Employer’s time.

54 The Union is pemmitted a reasonable number of
stewards. The Union will fumish the names of all stewards and
officers acting in such a capacity, to the Employer at the time
of their identification.

55 Time spent by the stewards in grievance handling
during the steward’s regularly scheduled hours will be paid by
the Employer. Stewards who lose time during their regular
shift hours for investigating grievances or attending grievance
meetings will be paid their regular hourly rate for such time fost
provided this allowance is not abused. Al stewards will be
considered to be on a regular eight-hour shift as far as
grievance pay is concerned.

5.6 During contract negotiations, Bargaining Unit
members who serve on the Union Negotiating Committee shall
be paid for time spent in negotiations with Employer
representatives during regularly scheduled work hours. The
Union shall provide, in advance, the names of the Union
Negotiating Committee. Such empioyees shall be assigned to
the day shift for the period of negotiations. Release time from
work for negotiations shall be for a period of no more than one-

6



hour before and one hour after the scheduled meeting. Further
extensions of time will be provided upon advanced approval
from the Director of Human Resources. The Union's
Committee shall number no more than threé Employer's
employees.

ARTICLE &
UNION OFFICE
6.1 The Chief Steward of the Union shall be provided
access 1o a secure room to be utiiized by the Union.

ARTICLE 7
PROBATIONARY PERIOD; EMPLOYEE EVALUATIONS

71 All new employees in the Baygaining Unit shall serve
a probationary period of ninety (90) days. At any time during a
new employee’s probationary period, the employee may be
terminated for any reason without recourse to any of the
procedures contained in this Agreement.

7.2 All new employees in the Bargaining Unit who are on
their ninety (90) day probationary status will receive a
performance evaluation to determine whether or not their
performance is satisfactory,

73 Any employee who does not receive a final
performance report on or bhefore the fast day of the
probationary period shall be deemed to have successfully
completed probation.

74 Ali employees in the Bargaining Unit will receive an
annual performance evaluation. The evaluation will be
discussed with the employee and the employee will be given a
copy of the evaluation.

ARTICLE 8
SENIORITY
8.1 Seniority shall mean the employee’s length of

continucus service with the Empioyer from his/her most recent
date of hire or assignment to regular full-time permanent status
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in this Bargaining Unit, including time prior to the orginal
effective date of this Agreement.

82 Probationary employees shall not acquire seniority
during their probationary period. Upon successful completion
of the probationary period, employees shall acquire seniority
retroactive to the first day of the probationary period.

83 An employee shall lose his/her seniority if:

1. Employment with the Employer is terminated
for any reason;

2. The employee accepts a position with the
Employer, which is not in this Bargaining Unit;

3. The employee is on layoff for a peried
exceeding twelve consecutive months.

84 On or before January 15 and July 15 of each year, the
Employer will provide to the Union two copies of a seniority list
showing the seniority of each employee in the bamgaining unit
as of the prior January 1 or July 1. Any emplovee shall have
ten (10) working days after transmission of the list to the Union
to question in writing hisfher position on the list. All objections
not presented in writing within said ten- (10} day period shall
be deemed pemmanently waived. |If written questions are
received within the ten-day period, the Employer will review the
list in consultation with the Union, and revise the list as
appropriate. In the event that more than one employee is hired
on the same date, the employee with the lowest employee
number shall be considered to have the higher seniority.

85 The Employer will consider seniority in connection
with overtime, vacation selection, the filling of vacancies and
{ayoffs as set forth in this agreement.

ARTICLE 3
REDUCTIONS IN FORCE
a1 In the event a reduction in force is necessary, the

employee having the least seniority {as defined in Article 8 of
this agreement) shall be laid off first.
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9.2 Probationary employees in a classification will be
terminated before any full-ime employee in the bargaining unit
provided that the senior employee possesses the qualifications
for the classification.

9.3 The Employer agrees to give a minimum of two
weeks notice to affected employees pricr to any layoff,

ARTICLE 10
VACANCIES AND TRANSFERS

101 All vacant positions in the Bargaining Unit will be
posted in CMHA offices for a period of seven (7) calendar
days. Any employee of CMHA who meets the qualifications,
as listed on the posting, may apply for the vacancy. The most
quaiified available candidate will fill positions. If qualifications
are approximately equal, preference will be given to the most
senior employee in the Bargaining Unit who has applied for the
position. Current CMHA employees will be given preference
for filing vacant positions in the Bargaining Unit prior to
consideration of outside candidates.

10.2 To the extent practicable and when consistent with
this agreement, employees will be placed in positions in the
Bargaining Unit where their highest skills will be best utilized.

10.3  When transfers of employees are necessitated by
organizational changes, the Employer will, to the exent
practicable, place the affected employees in positions, which
will permit them to retain their salaries.

10.4 Requests for transfer wiil be considered only after the
employee has completed histher probationary period.

10.5 When deemed necessary by the Employer for
efficient operation, employees may be temporarily assigned to
work at a higher job classification than the employee’s nomal
classification. If a temporary assignment fo a higher
classification continues for more than three (3) working days
within a 30 day period, the employee will be compensated at
the entry level rate of pay for the higher classification for alf
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time worked in excess of three (3) days. If the employee is
absent from work with pay during the course of a temporary
assignment at higher pay, the absence will be paid at the
emplovee’s normal rate of pay. '

ARTICLE 11
DISCIPLINARY POLICY
11.1 An employee can be disciplined for any reason
constituting just cause. Depending on the seriousness of the
offense and the employee's record of previous conduct,
disciplinary action can range from verbal reprimand to
dismissal. New employees who are on a ninety-day (90)

probationary status are not entiled to an administrative
disciplinary hearing.

11.2 Following are the usual actions taken in sequence in
dealing with employee offenses. It is not required that every
step be taken in every case; gross and extreme misconduct
can result in a recommendation for immediate dismissal.
Bargaining Unit employees shall have the right to Union
representation at all disciplinary proceedings.

1. Verbal Reprimand: This will take the form of
a personal reprimand from the immediate supervisor that the
employee has violated some rule or policy and include a
warning that such behavior is not to be repeated. While this is
the lightest form of penalty, it should be taken seriously. The
supervisor must make a written note of the warning, and a
copy shall be provided to the employee.

2. Written Reprimand: This is a reprimand and
warning to the employee in writing with a copy filed in the
employee’s official personnel record. A written reprimand is
appropriate when the ¢ffense is more serious or when a verbal
warning is ignored. A waitten reprimand is a serious matter.

: 3. Suspension: An employee may be
suspended without pay when performance or behavior is
deemed severe and probation may not change the
performance or behavior. Such action is recommended by the
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Director of Human Resources following an informal hearing
requested by the department director.

An employee may be suspended from duty
without pay for a period not to exceed fifteen (15) working days
pending investigation of charges where the presence of the
employee at work constitutes a hazard either to CMHA or to
the employee. [f investigation does not bear out the charges
and the employes is retained, the employee will be paid for the
period of suspension.

4. Dismissal: An Employee cannot be
dismissed without a formal hearing conducted by the Executive
Director or hisfher designee. The purpose of the hearing is fo
investigate the facts, present them to the employee and allow
the employee to respond to the charges. The employee will be
notified in writing at least five (5) working days prior to the date
of the scheduled hearing. The notification will state the
charges in general terms and advise the employee of rights to
representation. Failure to appear for the hearing or to respond
to the notification will be regarded as voluntary acceptance of
dismissal. The employee will be provided a written copy of the
disposition from the hearing.

Alt actions under this section are appealable under
the Grievance Procedure.

11.3 Nothing contained in this Agreement shall prevent the
imposition of discipline for any reason constituting just cause.

11.4  Nothing contained in this Agreement shalf be
interpreted to require the Employer to engage in progressive
discipline, and the severity of any disciplinary penalty when just
cause for discipline is found shall be at the discretion of the
Employer.

11.5 The disciplinary procedure specified in this Arlicle
shall apply only fo disciplinary actions based upon employee
misconduct, including unsatisfactory job performance. Such
procedures shall not apply to layoffs or ferminations due to lack
of work or organizational restrugturing, demotions or
terminations due to lack of ability, or any other matters not
based upon employee misconduct.
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1186 An employee who has received discipline and
remains free of formal discipline for a period of two (2) years
shall not have histher prior discipline referred to in any
subsequent disciplinary proceeding. Such discipline shall not
be considered in determining the appropriate discipline within
the progressive disciplinary, process.

ARTICLE 12
GRIEVANCE AND ARBITRATION

12.1 The term “grievance” shall mean an aflegation by a
bargaining unit employee that there has been a breach,
misinterpretation, or improper application of this Agreement, It
is not intended that the grievance procedure be used to effect
changes in the Articles of this Agreement, nor those matters
not covered by this Agreement.

Step One ‘

The issue shall he verbally presented by the
employee to his immediate supervisor within seven (7)
business days of the date of the cccurrence. Both the grievant
and the Shop Steward must be in attendance at this
discussion. The resolufion of a grievance presented at Step
One must be completed and documented within seven (7)
business days foliowing the presentation of the grievance to
the supervisor. Grievances processed to the second step of
the procedure shalt be endorsed by the Shop Steward.

Step Two

If no agreement is reached at Step One, the
grievance shall be reduced to writing by the employee, signed,
endorsed by the Shop Steward, and presented to the
department director within the next seven (7} business days. In
the absence of the department director, the grievance shall be
presented to the Director of Human Resources, who will note
the fimely filing. The grievance will be given to the department
director as soon as possible. The department director shall
note histher disposition of the grievance and return the
grievance lo the Shop Steward no later than seven (7)
business days following presentation of the written grievanca.
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in the event the Director fails to return the grievance
within the specified time, the grievance shall automatically
progress to Step Three.

. Step Three

In the event the Union is dissatisfied with the
disposition of the grievance at Step Two, the grievance shall
be presented by the Union to the Director of Human Resaurces
within seven (7) business days following receipt of the decision
at Step 2. Within ten (10) business days thereafter, the Union,
the grievant and the Director of Human Resources shall meet
to discuss the grievance. If the grievance is settled at the
grievance meeting the settlement shalt be reducaed to writing
and signed by the Union and the Employer, with a copy
“delivered to the employee within ten {10} business days. If the
grievance is not settled at the grievance meeting, the Director
of Human Resources shall, within ten {10} working days of the
date of the meeting, deliver the Employers final written

" position to the Union.

Step Four

In the event that the Union is dissatisfied with the
decision of the Employer at the third step of the grievance
procedure, the Union may, within thirty-one (31) business days
following receipt of the Employers third step response,
demand arbitration by written notice to the Employer.

12.2 Any grievance not presented in accordance with the
time limitations stated in this Aricle shall be deemed to be
adjusted or waived. If the Employer fails to deliver its final
written position at Step Three in accordance with the fime
limitation set forth therein, the Employer shall be deemed to
have accepted the Union position. The Employer and the
- Union may mutually agree in writing to an extension of the time
limitations for presentation of a grievance or a response to a
grievance.’

No settlement of any grievance shall constitule a
change, modification or addition to the Collective Bargaining
Agreement unless specifically so stated in the written
grievance settlement.
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12.3  Any arbitration conducted pursuant to this Article shall
proceed in accordance with the fabor arbiiration rules of the
American Arbitration Association.

The failure to demand arbitration in accordance with
the time limitation of this Article shall constitute a waiver of the
right to arbitrate, unless the Employer and the Union agree in
writing to an extension of such time.

The award of the arbitrator selected by the parties
upen any grievance within his/her jurisdiction shall be finat and
binding upon the parfies to this Agreement and the aggrieved
employee. The fees and expenses of the arbitrator, as weli as
the cost of fumishing the hearing room, if any, shall be bome
equally by the Employer and the Union.,

In all arbitration conducted under this Article, the
arbitrator shali have no authority to add to, detract from, or in
any way alter the provisions of this Agreement. The arbitrator
shall have no authority to reduce a disciplinary penalty, if the
acts of the employee giving rise to the discipline are found to
constitute just cause. The arbitrator shall have no authority to
award punitive or compensatory damages, but shall have
Jurisdiction to award back pay and/or benefits, '

12.4  Nothing contained herein shali be constryed as
preventing the Employer and the Union from settling by mutual
agreement any dispute or grievance prior to receiving a final
decision by the arbitrator.

ARTICLE 13
SAFETY
131 The Employer and the Union acknowiedge a joint
responsibility to maintain a safe work place. Accordingly, i is
agreed that the Union will use its best efforts to assure that all

employees adhere to any established Employer or
governmental safety rulas and practices.

13.2 All on-the-job injuries must be reported to a
supervisor immediately.
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13.3 The employer shall maintain the Safety Committee,
which will include one member of the Bargaining Unit. The
committee will meet not less than monthly fo review safety
issues that affect the Bargaining Unit unless the committee
determines in any such month that no safety issues require
review,

134  The Employer will provide the proper safety
equipment and protective clothing to those employees who are
required to use the equipment to perform their job assignments
and will continue to promote safe working conditions for all
members of the bargaining unit,

The Union will encourage safety in all matters with its
members and will promote the safety rules and regulations
established by the Employer's Safety Program.

The Employer shall involve the Union in its safety
program by including Union representation on the Employer's
Safety Committee.

13.5  The Employer Safety Commitiee Functions:
1. Investigate and recommend corrective action

for any unsafe practice or working condition, which is brought
to its attention;

2. Recommend areas where new or additional
safety equipment may be needed:;
3. Offer advice regarding safety terature and

tramlng materials which might be utilized by the Employer; and

4. Help disseminate information to employees
about pertinent Federal and State safety laws and regulations.

Members of the Employee's Safety Committee will
serve with no loss of pay.
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ARTICLE 14
EQUIPMENT RESPONSIBILITIES AND LIMITATIONS

14.1 Emplayees in this bargaining unit will operate,
maintain, and install al HVAC and hot water systems in
CMHA-owned offices and single and muiti-family dweilings with
the exception of;

1. Residential gas or electric water heaters
under 50 gallons or less than 200,000 B.T.U.

2. Electric furnaces and heating units and/or
systems exceeding 240V single and three phase.

3 Electric hot water heaters, electric sub
stations and pits.

4. Back flow preventers and water pressure
regulators that are not connected directly to the heating and
cooling systems.

5. Bargaining unit employees shall not be
required to remove asbestos from any CMHA property for any
reason whatsoever.

Residential and light commercial circulating fans and
heaters (portable, ductless) may be handled by either IUOE or
other bargaining units.

14.2 Employees in this bargaining unit wilt:
, 1. Service, maintain, repair, install and operate
steam, hydronic, forced air and electric heating systems (not

exceeding 240V single or three phase), and central or window
air conditioning units.

2. For Direct Fired Systems: 200,000 BTU or
50 gallons and above:

16



a. File all necessary papers and/or

forms with the state;

b. Make gas connections within & feet
of boilers or the first gas cock;

c - Make flue connections;

d. Provide all power and control wiring
from the first disconnect to the
boilers;

€. Start up new system and check out
functions; and :

f. On boiler removals, IUOE shall

disconnect the first & feet of gas line
to the boilers or the first gas cock,
disconnect all flue connections, and
disconnect ali power and control
wiring from first disconnect to

boilers.
3 For Indireci Fired Systems: 200,000 BTU or
50 gallons and above:
a, Same responsibilities as set forth in
2a-f above; and
b. {UOE shall replace heat exchanger
bundles.
4, Maintain hot water to the first valve out of the

hot water heater or storage tank.

5. General welding related to HVAC operations.

6. Operate and maintain the two sump pumps
at the Central Heating Plant.

7. Maintain roof vent fans and exhaust fans and
motors. : :

8. Maintain heat pumps.

14.3  Work customarily performed by employees within the
Bargaining Unit shall not be performed by supervisors or other
personnel not included within the Bargaining Unit unless such
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work is deemed necessary due {o an emergency or when
safety may be in jeopardy.

ARTICLE 15 '
TOOLS, EQUIPMENT AND SUPPLIES

15.1 The Employer agrees to provide all tools, equipment
and supplies reasonably necessary for completion of
Bargaining Unit work. These tocls and equipment will be
inspected by the Supervisor or histher designee periodically.
Broken and missing standard issue hand tools will be replaced
within a reasonable time frame, not to exceed forty-five (45)
days.

152  The employee will fill out a form describing the loss or
damage to the foo! or equipment. The form agreed upon by
the Employer and Union and supplied by the Employer will be
signed and dated by the supervisor and employee. A copy will
be given to the employee.

15.3  If an employee chooses to use his/her own tools or
equipment, and stores the items on CMHA propery, the
employee does so at histher own risk. Such fools mustbein a
safe and workable condition. The Employer assumes no
liability for persenal tools and other equipment, which may be
lost, stolen, damaged or destroyed in the course of work, or
while, kept on CMHA premises.

15.4 Employees are not authorized to borrow CMHA tools,
equipment or supplies for personal use, either on or off the
premises.

155 In the event tools, equipment or supplies issued to an
employee for use in performing his/her duties are lost, stolen,
or damaged, it is the employee’s responsibility to report such
loss to the supervisor. The supervisor will investigate the
circumstances of the loss.  If the supervisor determines that
the employee is liable for the damage or loss, the supervisor
will inform the employee of the determination, charge the
employee for the reascnable value of the property and reissue
replacements as -appropriate. Employees may reimburse
CMHA by check or through payroll deduction.
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15.6  Tools, equipment and supplies provided to employees
by the Employer for use in performance of their duties
(including but not limited fo identification cards, health benefits
cards, uniforms, beepers, portable phones, computer, keys,
rainwear, safety hats) remain the property of the Employer and
must be retumed upon termination of employment. The cost of
any outstanding property will be deducted from the employee's
final paycheck.

157 A tool locker will be provided by the Employer for the
HVAC Technicians at their assigned work area, which is
defined as the place where the employee reports to work.

ARTICLE 186

UNIFORMS
16.1 The Employer agrees to provide ten (10) changes of
unifom and one jacket of design, weight and fabric as
determined appropriate by the Employer, to each employee
who occupies a pesition in the Bargaining Unit and two (2)
pairs of bib overalls for the HVAC personnet as previously
provided, together with cleaning and maintenance. It is
understood that such uniforms will remain the property of the
Employer and/or the Employer's uniform supplier, and, upan
termination of employment, the employee shall return such
uniforms or be charged by the Employer.

16.2  Employees may wear T.shirts where hot working
conditions exist. The T-shirts must be in accordance with
acceptable uniform standards and must bear the CMHA logo to
allow for easy identification by residents. The T-shirt may bear
the Union logo, which may not be larger or more prominent
than that of the CMHA logo. T-shirts with any other insignia or
message may not be wormn.

16.3 T-shirts shall not be womn in the steam pits or other
areas where exposure to hot pipes or steam is expected. Any
Employee who chooses to wear a T-shirt shall keep a long-
sleeve uniform shirt in his/her locker in the event hefshe is
assigned duties in an exposed area.
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164 A personal locker, to be used to keep the employee’s
personal items secure while at work, will be provided by the
Employer at the employee's assigned work area, defined as
the place where the employee normally reports for work.
Uniforms will be available at the location where an employee
normally reports for work.

ARTICLE 17
CONFLICT OF INTEREST

171 No employee shall knowingly have any interest, direct
or indirect, in any property included or planned to be included
in any project of CMHA; nor knowingly have any interest, direct
or indirect, in any contract or proposed contract for materials or
services to0 be used by CMHA, If such inferest was acquired
prior to employment, the employee is obligated to disclose
hisfher interest immediately, in writing, to the Director of
Human Resources. Also, no employee shall accept
employment with an outside employer that derives its funds, in
whole or in part, from activities of CMHA.

17.2 An employee shall not benefit financially by reason of
the activities of CMHA with outside parties. Where doubt
exists, legally or ethically, the employee shall take the initiative
of calling the matter to the attention of the Director of Human
Resources for ruling and guidance.

ARTICLE 18
GRATUITIES: KICKBACKS;

USE OF CONFIDENTIAL INFORMATION

18.1 Employees shall not solicit or accept gratuifies,
favors, or anything of monetary value from contractors, or
paries to subcontracts, and shall not knowingly use
confidential information for actual or anticipated personal gain.

20



: ARTICLE 19
OUTSIDE EMPLOYMENT

19.1 Employees may have outside employment provided
that it does not interfere with their duties with CMHA and
provided further that the outside employer is not an entity
deriving its funds, in whole or in part, from activities of CMHA.
Any outside employment must be reperted to the Director of
Human Resources before the employment commences.

ARTICLE 20
SUBCONTRACTING
20.1 The Employer agrees that it will not subcontract work

normally performed by Bargaining Unit employses except
under the following circumstances:

1. Where capital improvements or repairs can
be completed more economically by a subcontractor than by
Bargaining Unit personnel, provided, however, that no
Bargaining Unit personnel who have completed their
probationary period will be laid off as a result of the exercise by
the Employer of the contracting rights contained herein;

2. Where it appears that repairs cannot be
completed by Bargaining Unit personnei in an acceptable time
frame; or ‘

3. When service and/or repairs are provided by
a manufacturer under manufacturers equipment warranties.

4, When the employer is engaged in the
renovation, demolition or rehabilitation of fire damaged units
and the work of all bargaining units and crafts is being
. contracted as well.

20.2 Nothing contained in this Article shall be construed to
prohibit the subcontracting of any wark where Bargaining Unit
personnel lack the necessary skill, knowledge or equipment to
perform the work.



ARTICLE 21
WAGES
211 A 3% wage increase shall be effective July 1, 2005,
and July 1, 2006, and July 1, 2007.

Clagsification 07/01/05 07101106 07/0107

HVAC $22.24 $22.91 $23.60
Technician

ARTICLE 22
HOURS OF EMPLOYMENT

221 The Employer reserves the right to change the
starting imes of recognized shifts customarily worked as of the
date of inception of this Agreement, upon five {5) working days
advance notice to the Union and affected employees. The
normal work day shall consist of eight (8) hours with a forty
(40) minute non-paid lunch, The normaf work week shall be
forty (40) hours beginning Saturday at 12:00 AM. and
concluding at 11:59 P.M. the following Friday. The normal
work week shall consist of five (5) norma! work days except
where there shall be variable hours by mutual agreement
between the union and management. Nothing contained herein
. shall prohibit the parties from mutually agreeing to a work day
duration of more than eight (8) hours. In the event the parties
agree to a work day duration in excess of eight (8) hours, the
description of the work day shall be adjusted accordingly.

222 In the case of shift scheduling for HYAG Technicians
and Trainees, at the beginning of the heating season
{generally in October) the supervisor will post the completed
shift schedule no later than ten (10} working days prior to the
starting date of said schedule.

ARTICLE 23
OVERTIME
23.1 Overtime will be paid at the rate of 1'% times the

employee’s straight time hourly rate. Overtime will be paid:
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1. For all hours worked in excess of forty (40)
worked by the employee during the week; and

2. For all hours worked in excess of the
' normally scheduled workday.

23.2 For purposes of calculating hours worked in excess of
40 during any week, holiday pay and approved vacation leave
are considered hours worked, sick leave being exciuded. The
workweek for all employees commences at 12:00 am.
Saturday and concludes at 11:59 p.m. the following Friday. It
is aiso understood that no hours worked which are
compensated at time and one-haif under any other provision of
this agreement shall be counted more than once for the
purposed of calculating overtime. .

233 It is understood that by reason of the nature of the
responsibilities of employees in the Bargaining Unit, overtime
work is mandatory when requested by supervisory personngl.
If no available employee in the relevant classification desires
overtime, the Employer will fill overtime requirements with the
least senior available employee in the classification.

234  Qvertime will be paid only when authorized or
requested by supervisory personnel.

235 Employees in the Bargaining Unit will not receive
compensatory time off in lieu of overtime pay.

ARTICLE 24
CALL BACK PAY
241 All callbacks shall be paid at the rate of time and one-
haif (1/2) with the minimum of three (3) hours. In addition, the
employee will receive an extra $.45 per hour for all hours
actually worked. If a subsequent emergency call back occurs
less than three (3) hours after the initial call, the employee will

be paid for both calt backs on the basis of total hours actually
worked, or the three (3) Rour minimum, whichever is greater.
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empiayee is unable to report for work when the vehicle is due
back, it will be retrieved by other CMHA personnel.

248  If an employee on call back cannot respond due to an
_mmarnency it ie tha amnlaver’s resnonsibility to notifv the on-

242 For callbacks during nighttime hours, the Employer
will make a good faith effort to call back two employees when
deemed necessary to help ensure the employee’s safety.

243  The overtime callbacks wili be assigned based on
seniorty by rotating through the HVAC Technicians, starting
with the most senior. Employees must be eligible drivers
under the terms and conditions of the CMHA auto liability
* policy to qualify for call backs, however, an employee shall not
be precluded from call back as part of a two person crew
where the other employee is an eligible driver.

1. The Employer will make a maximum of four
(4) calls to HVAC Technicians to fill the two spots for the
overtime.

2 If ng HYAC Technician accepts the overtime
voluntarily, then the least senior HVAG Technician in the
overtime rotation will be compelled to accept.

244  Any employee required to camy a beeper in order o
assure his/her availability for callHn during the weekend or off
duty hours shall receive three (3) hours pay per day if not
called in. If an employee does not respond to the beeper or a
telephone calls, then extra pay under this section will be
forfeited. The employee shall be subject to disciplinary action
if circumstances indicate a willful neglect of duty.

245 Employees carrying a beeper during the work week
shall have use of a company vehicle to travel to and from work
during his/her beeper duty. The Primary call back employee
for each location will be assigned a CMHA vehicle for the call
back period. The vehicie may be driven hame, but may not be
used for arly other purpose than to respond fo the call backs.
No vehicle may be driven home if the employee's residence is
more than 20 mitles from the location where the vehicle is to be
picked up. The depariment director may grant exceptions as
determined to be feasible. The vehicle must be retumed at the
end of the call back period, except in the case when the calt
back period ends an a holiday. In that instance, the vehicle
must be retumed on the next regular working day. If the
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employee is unable to report for work when the vehicle is due
back, it will be retrieved by other CMHA persannel.

246 If an employee on call back cannot respond due to an
emergency, it is the employee's responsibility fo notify the on-
call Supervisor immediately. [If the Supervisor cannot be
reached, the employee must notify the answering service.

ARTICLE 25
EARLY CHECK RELEASE

251 Under no circumstances may a paychJeck be cashed
prior o 12:01 AM. on payday. Employees who violate this
provision will no longer be eligible for early check release on .
Thursday aftemoon.

ARTICLE 28
HEALTH INSURANCE
26.1 The Employer will continue o provide the current
health care coverage for the term of this agreement unless, by

mutual agreement, the parties’ re-open contract negotiations
on the health care article only.

26.2 Employees covered by the Health Insurance Plan will
contribute 12% of premium for the duration of the contract.
Contributions. will be collected through payroll deduction on a
bi-weekly basis (26 pay periods/year).

263  Employees in the bargaining unit who are eligible for
health insurance coverage may receive an annual cash
incentive for declining insurance coverage through CMHA,
provided the following conditions are met:

1. The employee must present verification of
other health insurance coverage through a spouse; and :

2. The employee may not re-enroll for the
twelve month period unless the altemative coverage is
terminated due to circumstances beyond the employee’s
control, specifically a spouse’s loss of job, death or divorce,
referred to hereatter as a life change event; and
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3. The employee acknowledges that, if he/she
wishes to re-enroll at a later date for any reason other than a
life change event, any condition treated prior to the effective
date of the coverage is not covered under the Plan for the
twelve-month period following re-enrollment. This applies to
both the employee and his/her eligible dependents; and

4, Re-enrollment requests made outside of the
annual Open Enroliment period are subject to the rules and
determinations imposed by the insurance carrier.

2631 The employee will receive an annual cash
payment of $300 for converting from family to single coverage.

26.3.2 The employee will receive an annual cash
payment of $600 for dedining all CMHA health insurance
coverage.

26.3.3 The incentive payment will be made cne
year from the date the employee signs a waiver of insurance,
and on the anniversary date thereafter if such waiver remains
in effect.

264  The Employer agrees to contract with the Public
Empioyee’s Assistance Program (PEAP) io provide EAP
Services for employees covered by this agreement.

26.5 All bargaining unit emplioyees may elect to have
pulmonary function surveillance exams annually. All expenses
to be paid by the employer, including deductible and co-pay.

ARTICLE 27

RETIREMENT
271 Uniess exempted by law, all members of the
Bargaining Unit are required to participate in the Public

Employees Retirement System of Ohio (PERS) and will be
govemned by the rules and regulations of that system. .
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ARTICLE 28
’ HOLIDAY SCHEDULE
281 There are eleven paid holidays provided and
observed as follows:

HOLIDAY DAY
New Year's Day January 1
Martin Luther King Day 3™ Monday in January
President's Day 3" Monday in February
Memorial Day Last Monday in May
independence Day July 4™
Labor Day 1 Monday in September
Columbus Day 2" Monday in October
Veteran's Day November 11
Thanksgiving Day 4" Thursday in November
Day after Thanksgiving 4" Friday in November
Chrigtmas Day 25" of December

28.2  If the holiday falls on a Saturday, it will be observed
on Friday; if the holiday falls on a Sunday, it will be cbserved
on Monday. However, for employees responsible for 7-day
continuous operations, holidays falling on Saturday or Sunday
will be observed on the actual date of the holiday rather than
Friday or Monday.

28.3 Employees working on the date of observance of a
holiday (as determined by Section 28.1) wili receive time and.
one-half for all hours worked on the holiday, in addition to 8
hours holiday pay.

28.4 if the employee is off duty on authorized absence
either the workday before or the workday after a holiday the
employee will be paid for the holiday. If the employee is
absent without authorization either the day before or the day
after a holiday the employee will not be paid for the holiday. if
the empioyee is off without pay for any reason at least one half
day on both the day before and the day after a heliday the
employee will not be paid for the holiday.
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28.5 If the employee is absent without leave on a.holiday,
which the employee is scheduled to work, the employee will
lose both the pay for the day and the pay for the holiday.

286  If a holiday falls during a scheduled vacation period or
while the employee is on authorized sick leave the employee
will be paid for the holiday and it will not bhe charged 1o vacation
or sick leave.

287 A new employee is paid for holidays, which occur
during the probationary period.

ARTICLE 29
VACATION LEAVE
281 Fulk-time permanent employees hired in the

Bargaining Unit after February 28, 1992 will receive vacation
with pay, which accrues according to the following schedule:

Years of Service Days of Vacation

0 years but less than § years | 10 days (3.08 hours/pay
period)

6 years but less than 11 15 days (4.62 hours/pay

years : period)

11 years but less than 20 20 days (8.16 hours/pay

years period)

20 years or more 25 days (7.70 hours/pay
period)

292 Employees continuously employed in the bargaining
unit prior to February 28, 1992 will receive vacation with pay,
which accrues according to the following schedule:
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Years of Service Days of Vacation

0 years but less than 10 15 days (4.62 hours/pay

years period)

10 years but less than 11 18 days (5.54 hours/pay

years period)

11 years but less than 20 20 days (6.16 hours/pay

years period)

20 years or more 25 days (7.70 hours/pay
period)

29.3 A month of service is defined as any calendar month
in which the employee has been given service credit for at
least fifteen (15) days of that month. Service credit includes
actual days worked, holidays, vacation days and paid sick
leave.

29.3.1 Absences without pay, authorized or not, do not eam
service credit.

294  Vacation is to be taken within the vacation year in
which it is due.

29.4.1 A maximum of 20 vacation days {160 hours) can be
carried over into the next vacation year. The vacation year
ends on the pay peried closing which includes New Year's
Day.

20.42 At the end of the vacation year, vacation balances,
which exceed 160 hours, will be paid off. Cash payment for
excess vacation shall be paid at a rate of one hour's pay for
every one hour of vacation cashed in.

29.43 Employees with less than six years of service must
take at least five full days of vacation every 12 months.
Employees with more than six years of service must take at
least ten full days of vacation every 12 months.
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29.5  Vacation preferences will be granted on the basis of
seniority. Employees must submit vacation requests between
January 1 and May 1 for the year. Thereafter, requests will be
considered in the order received and as the workload permits.

296  Vacation shall be used in a minimum of % hour
intervals. Vacation time may not be used to cover for an
employee’s tardiness in reporting to work.

29.7 When an employee separates from a job with CMHA
any vacation leave earned but not yet taken will be paid. New
employees who leave during the initial probationary period are
not entitled to vacation pay. ’

298 Should an employee die while in service, vacation
leave due but not yet taken will be paid to the estate, provided
that the initial probationary period has been completed.

I R
SICK LEAVE

30.1 All Bargaining Unit employees employed priar to July
1, 2005 earn sick leave at the rate of 10 hours per month (15
days per year). All other Bargaining Unit employees earn sick
leave at the rate of 7.33 hours per month (11 days per year).

There is no limit on the number of sick leave hours that may be
accumulated.

30.2 Sick leave wilt be approved for the following reasons:

1. liness or injury of the employee or a

member of the employee’s immediate family who resides in the

- same household as the employee. For the purpose of sick

leave, family means spouse, legal guardian, mother, father,
brother, sister, child, stepchild or adopted child.

2. Medical or dental examinations or treatment
of the empioyee or a member of the family under the age of 18
whom resides in the same household as the employee.
Exceptions may be granted for a non-custodian parent. Such
exceptions will he reviewed on a case-by-case basis. Approval
for use of sick leave in these cases will be at the discretion of
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the Supervisor. Employees must make a good faith effort to
schedule any medical appointment at a time, which will
minimize, to the greatest extent possible, the amount of sick
feave being used.

The employee is required to retumn to work promptly
following an authorized medical/dental/optical appointment. I
the empioyee is unable to return to work following an
appointment, the employee must promptly notify the
Supervisor and must submit a statement from the health care
- provider verifying that the employee was unable to retum to
work.

3. When, through exposure to a contagious
disease, either the health of the employee would be
jeopardized or the employee’s presence on the job would
jeopardize the health of others;

4, Pregnancy andfor childbith and related
conditions.
5. Sick leave shall be taken in @ minimum of %

hour intervais.

6. When an absence authorized by this Article
exceeds three consecutive days, the employee must submit a
physician's statement verifying the nature and extent of the
employee’s illness. [f there appears to be abuse of sick leave,
the Supervisor may require a doctor's statement for absences
of less than three consecutive days, providing the employee
has been notified in advance.

303 For any personal iliness or medical condition {e.g.
pregnancy, surgery) which is expected to keep the employee
off work for more than five (5) days, the employee must submit
a written request for Family Medical Leave (FMLA). To the
extent possible, requests for FMLA must be submitted in
advance to the Director of Human Resources.

304 An employee shall earn a $200 sick leave
performance incentive when the employee uses two or less
sick leave days (16 hours) in the six-month period. The first
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six-month period will begin with pay period 14 and run through
pay period 26 of each year. The second six-month period will
begin with pay period 1 and run through pay period 13.

30.5 Unused sick leave shall be forfeited upon the
employee’s separation from service for any reason, except that
an employee taking retirement in accordance with the
provisions of tha Ohio Public Employees Retirement System
with a sick leave balance at the time of retirement shall be paid
as follows:

1. Employees hired before January 1, 1986
shalt be paid at a rate of one hour pay for each two hours of
sick leave in excess of 600 accrued hours; or

2. Employees hired on or after January 1, 1986
shall be paid for up to 1,600 accrued but unused hours at the
rate of one hour of pay for each two hours of accumulated
balance (a maximum of 800 hours); or

3. Employees hired after July 1, 2003 shall be
paid for up to 1,200 accrued but unused hours at the rate of
one hour of pay for each two hours of accumulated balance (a
maximum of 600 hours).

308 Sick leave will not be earned during any menth in
which the employee has not achieved a month of service. A
month of service is defined as any calendar month in which the
employee has been given service credit for at least fifteen (15)
days of the month. Service credit includes actual days worked,
holidays, vacation days and paid sick leave.

30.7 Employees failing to comply with sick leave rules and
regulations shall not be paid. Falsification of applications for
sick leave or the filing of sick leave applications and
documentation with intent to defraud, shall resull in the
disapproval of sick leave and shall be grounds for disciplinary
action, up to and including dismissal,
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ARTICLE 31
FAMILY AND MEDICAL LEAVE

311 For any personal iliness or medical condition, that
qualifies under the Family Medical Leave Act (FMLA) (e.g.
pregnancy, surgery), which is expected to keep the employee
off work for more than five (5) days, the empioyee must submit
a written request for FML, Except in the case of an
emergency, requests for FML must be submitted in advance to
the Director of Human Resources.

312 In accordance with FMLA, the Employer will provide
eligible employees with up to twelve (12) weeks of unpaid
leave during any rolling twelve-month period for any of the
foliowing reasons:

1. A serious heaith condition that causes the
employee to be unable to perform one or more essential
functions of histher position; or

2. To care for the employee’s spouse, child (18
years or younger) or parent who suffers from a serious health
condition; or

3. The birth, adoption or foster placement of a
child with the employee.

313 An employee taking FML must use any available
accrued sick leave and may use vacation for leave taken
because of the employee’'s serious health condition. The
employee must use any available accrued vacation leave and
may use available sick leave for leave taken because of the
birth, placement or adoption of an employee’s child and to care
for such child or to care for the employee's spouse, child or
parent who suffers from a serious health condition.

3.4 FML is only available to employees who have been
employed for at least twelve (12) consecutive months and have
worked at least 1,250 hours during the previous twelve-month

period.
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3NS5 During an approved FML, the Employer wil! continue
to pay the employee’s share of the health insurance premium.
The employee must continue to pay the employea contribution
in order to maintain coverage. :

316 Upon application for FML, the employee will be
notified, in writing, of policies goveming the leave, reporting
requirements, etc.

3.7 Donated Time: Al regular employees of the
bargaining unit shall be eligible to donate and/or receive
donated time. The donated time is to allow employees to
assist in relieving the hardship, which an employee may suffer
as a result of an extended iliness.

31.71 Employees are eligible to receive donated time only if:

1. S/he does not have any pending
disciplinary action;

2. S/he has not previcusly abused sick
leave; and ‘

3. Sthe has exhausted all available
leave. '

3172 The Chief Steward will forward the request for
donaled time to the Director of Human Resources, who wil!
verify the employee's eligibility in accordance with this article.

31.7.3 The time donated will be converted at a rate equat to
the employee’s base pay rate. Employees receiving donated
time will receive time at their base pay rate.

31.7.4 Employees may not receive donated time in lieu of
disability retirement.

31.7.5 Donated time does not qualify the recipient for
additional vacation or sick leave accrual,

31.7.6 Vacation time may be donated at any time during the
calendar year. Time must be donated in one-hour intervais.
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31.7.7 In no case may donated time be used to extend an
employee’s service date for retirement purposes.

ARTICLE 32
BEREAVEMENT LEAVE

32.1 In the event of death in the immediate family (defined
as mother, father, brother, sister, stepchild, adopted child,
child, spouse, grandchild or Jegal guardian), an employee shall
qualify for bereavement leave with pay for up o three
consecutive work days (24 hours).

322  In the event of the death of an uncle, aunt, nephew,
niece, mother-indaw, father-in-law, brother-in-law, sister-in-law,
daughter-in-law, or son-in-law, leave time with pay of up to one
eight (8) hour work day may be taken in order to attend the
funeral.

323 One additional bereavement day wili be allowed for
travel out of town at a distance of 100 miles or more from
Cincinnati.

32.4 . At the discretion of the supservisor, addifional vacation
leave may be taken for bereavement purposes.

32.5 Bereavement pay will be provided only on regulary
scheduled workdays, and will be paid at the employee's base
rate of pay. Bereavement leave will not be granted for any
period during which the employee is afready in an unpaid leave
status, military leave, disciplinary suspension, voluntary unpaid
leave or absence without leave.

3286 If requested by the supervisor, the employee shall
submit proof of death and relationship.
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327 A request for bereavement leave will not be approved
for absences not taken within seven calendar days following
the date of the funeral.

328 Time claimed, as bereavement leave will be charged
to the employee's sick leave balance.

ARTICLE 33
MILITARY LEAVE

331 An employee ordered to report for a pre-induction
physical shall be given time off with pay by showing his mifitary
orders to his immediate supervisor. Time taken for periodic
physicals for reserve status training is not paid time.

332 Regular full-time permanent employees who are
members of any military reserve component are entitled to
receive a leave of absence for military field training or active
duty for a period not to exceed 176 hours per calendar year
with no loss of pay. Such a leave will be granted by the
Director of Human Resources upon receipt of orders from
proper military authoriies. Military training leave does not
apply to short, repetitive periods of military service.

Upon return to work, the employee must submit a
copy of the military pay voucher. Upon receipt of the voucher,
CMHA will pay the difference between military pay and the
~ employee’s regular rate of pay, if any.

Employees have the option of requesting vacation
leave during the military training period. If the employee uses
vacation leave the employee may retain the military pay.

333 An employee who is called to active duty must submit

a copy of his military orders to his supervisor as far in advance
as possible. Active duty leave is unpaid.
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Upon call up to active duty, an employee is separated
from CMHA employment but retains reinstatement rights. The
employee may not remain on active duty for more than four
years. An extension for up to one additional year may be
granted if the active duty is extended at the request and for the
convenience of the federal government,

334 Reinstatement

Whenever possible, the employee will be reinstated to
a same or similar position, with no loss of seniority or pay level.
The employee must step back at the precise point he would
have occupied if he had not left for military service.

Retirement credit for military service is handied in
accordance with all applicable regulations of the Public
Employees' Retirement System.

The employee must request reinstatement with
CMHA within ninety calendar days following return from active
duty. The employee will be reinstated within a reasonable
period.

ARTICLE 34
PERSONAL LEAVE WITHOUT PAY

341 Upon written application specifying the reason for the
request, an employee may be granted a personal leave of
absence without pay, not to exceed six months in duration.
Such teave shall be granted at the discrefion of the Employer,
based upon the Employer's determination as to whether such
leave can be granted consistent with the need to operate the
agency efficiently. Personal leaves of absence without pay witl
not be granted more than one time in three calendar years.
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ARTICLE 35
WORKERS™ COMPENSATION

35.1 Employees are covered by the Workers'
Compensation laws of Ohio for injuries received on the job.

' An employee is required to immediately report all on-
the-job injuries to the supervisor, to ensure that the employee
receives proper medical attention and that the supervisor
receives proper notice that the employee suffered an injury,
which may be covered by Workers' Compensation,

352 If an employee misses work as the rasult of an on the
job injury, the employee shall keep the supervisor informed
concerning his/her anticipated return to work.

For lost time, the employee must use available sick
leave for a maximum of 12 weeks. If the employee receives
reimbursement for lost time wages, the reimbursement check
must be signed over to CMHA for buy back of sick leave used.
If the amount of the reimbursement check exceeds the amount
required to buy back the sick leave used, CMHA will issue a
check to the empioyee for the difference. '

At the time reimbursement is made, the purchased
sick leave balance will be restored to the employee.

353 Following visits to the physician, the employes shall
call the supervisor and update him/her on the anticipated
retum to work date. An updated physician’s statement, with an
anticipated return to work date, should be requested. These
statements should be forwarded to the supervisor routinely.

As a condition of being able to return to work, when
the employee retumns from leave taken due to the employee’s
own health condition, the employee must provide the Director
of Human Resources with certification from the health care
provider that the employee is able to resume work. The
certification must specify work restrictions, if any. If work
restrictions are listed, the statement from the health care
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provider must inciude the potential timeframe for which the
restrictions will be in affect. If the restrictions cannot be
accommodated, the employee will not be permitted to return to
work.

354 If the Employer questions the certification from the
health care provider, the Employer can, at its own expense,
require that the employee get a second opinion from another
health care provider of CMHA's choice, so long as the second
provider is not regularly employed by CMHA. If the second
opinion differs from the first opinion, the Employer may require,
at its own expense, a third opinion from a provider jointly
selected by the Employer and the employee. This third opinion
will be final and binding.

ARTICLE 36
JURY/WITNESS DUTY

36.1 An employee who is called for jury duty or who is
subpoenaed to testify as a witness resulting from employment
with CMHA will be compensated for the difference between
his/her regular pay and jury duty/witness pay for authorized
work absences. To be eligible for jury duty or witness pay an
employee shall turn over to the Employer the court pay
voucher showing the period of service and the amount of pay
received.

36.2 When the employee is called for jury duty but is
excused by 1:00 p.m. or earlier in the day, the employee must
return to work if scheduled to work that day.

36.3 Employees subpoenaed to testify in a civii case,
which does NOT result from their employment with CMHA, are
not paid for such absence from work. They may keep the
witness fee and may either use vacation |eave or be given
authorized leave without pay.

36.4 An employee working second or third shift will, for the
period assigned to jury duty, be temporarily transferred to first
shift and replaced by the appropriate relief employee, provided
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that the employee assigned to jury duty notifies the supervisor
as soon as practicable.

ARTICLE 37
MEDICAL EXAMINATIONS

371 if at any time the Employer determines that an
employee's mental or physical condition poses a direct threat
to the heaith or safety of the employee, other employees or the
public, the Employer may require that the employee submit to
a medical examination by a doctor selected by the Employer.
If such examination is required, it. shall be paid for by the
Empioyer. The employee will not lose any regular pay he/she
would have otherwise received as a result of time reasonably
spent in attending the examination.

37.2 When an empioyee retums to work after a lengthy
absence due to a serious health condition, the Employer may
require the employee to submit to a fitness for duty
examination by a doctor selected and paid for by CMHA, to
make sure that the employee is capable of performing the
essential functions of his/her job and to determine what type of
accommodation, if any, is necessary to perform the job. If an
accommodation is necessary the Employer will provide the
accommodation in accordance with the provisions set forth in
the Americans with Disabilities Act (ADA).

ARTICLE 338
BULLETIN BOARDS
38.1 Builetin boards or space shall be provided for the
Union at each location where there is a bulletin board for

Employer use. The matenial will be posted by authorized
Union representatives and shall relate to:

Union recreational and social affairs.
Union meetings.

Union appointments.

Notice of nominations and elections.
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5. Resuits of elections.
6. Any other material authorized by the Chief
Steward.

382 Any material posted by the Union shall not be in bad
taste.

ARTICLE 39
PARKING
391 All Bargaining Unit employees shall be afforded free
parking at their work site when such parking is available.

ARTICLE 40
TIMECLOCKS
401 The Employer reserves the right to install and require
use of time clocks.

ARTICLE 41
NO STRIKE OR LOCKOUT

411 During the term of this Agreement, neithar the Union
nor any official of the Union nor any employee subject to this
Agreement will call, sanction, encourage or participate in any
strike, sit down, slow down, employee demonstration, or any
other organized or concerted interference with work.

41.2 in the event of any unauthorized work stoppage, slow
down, or other concerted interference with work, the Union and
alt officers thereof will take affirmative action to bring the slow
down or stoppage to an end.

413 The Employer will not lock out employees at any time
during the term of this Agreement. This provision shall not be
construed to limit the right of the Employer to determine and
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schedule the work force, as it requires nor the right to impose
discipline. .

Both parties have mutually agreed to delete this article.

ARTICLE 42

DURATION, MODIFICATION AND TERMINATION
OF AGREEMENT

421 The parties recognize that this Agreement is subject
to review and approval by the members of the Cincinnati
Metropolitan Housing Authority Board of Commissioners. The
CMHA Board of Commissioners shall meet to approve or
disapprove of the Agreement at the next scheduled Board
meeting following union ratification. . :

42.2 This Agreement shall continue in full force and effect
through and including June 30, 2008 and thereafter from year
to year, unless either party gives written notice by certified mail
to the other party cf the proposed termination or modification of
this Agreement, or of a successor agreement, not less than 60
days nor more than 90 days prior to the expiration date, June
30, 2008, or the end of any yeary renewal period subsequent
thereto.

42,3 if either party gives to the other party notice of
termination, modification or a successor agreement as
provided above, within 30 days following receipt of such notice,
the parties shall commence collective bargaining negotiations.
i setflement is not reached by the expiration date of this
Agreement, June 30, 2008, or the expiration of any yearly
renewal thereof, this Agreement shalli continue in full force and
effect until the 10th day fellowing written notice given by either
party to the other party of its intention to terminate the
Agreement.

42.4 The provisions contained in Section 43.3 of this
Article are intended by the parties to supersede any
inconsistent provisions contained in O.R.C. §4117.14(B).
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Executed by the undersignad this FX day of Jung 2005,

Emmett Burcham
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APPENDIX |
ADDITIONAL CMHA POLICIES

The CMHA policles contained in this Appendix are included in
the publication of the Collective Bargaining Agreement at the
request of the Employer,

ANTI-VIDLENCE POLICY

CMHA strives to maintain a work environment free
from hosdility, intimidating, threats, abusive, or physical violent
acts. Acts or threats of viclence include conduct, which is
sufficiently severe, offensive, or intimidating to alter the
employment conditions at CMHA or to create a hostile, abusive
or intimidating work environment for one or several employees.
This includes, but is not limited to the following:

1. All threats or acts of viclence occurting on
CMHA premises, regardiess of the relationship between CMHA
and the parties involved.

2. Ali threats or acts of violence occurring off
CMHA premises. involving someone who is acting in the
capacity of a representative of CMHA.

3. intimidating, threatening or hostile behaviors,
physical abuse, vandalism, arson, sabotage, use of weapons,
carrying weapons onlo company property, or any other act,
which, in management's opinion, is inappropriate to the
workplace.

4, Bizarre or offensive comments regarding
violent events andfor behavior are not tolerated.

Specific examples of conduct, which may be
considered threats or acts of violence, include, but are not
limited to, the foliowing:

1. Hitting or shoving an individual.
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2. Threatening an individual or hisfher family,
friends, associates, or property with harm. ‘

3. Intentional destruction or threatening to
destroy CMHA property.

4, Making harassing or thlreatening phone calls.‘

5. Stalking.

6. Unauthorized possession or inappropriate

use of firearms or weapons.

All threats of (or actual) violence, both direct and
indirect, suspicious individuals or activities should be reported
as soon as possible to an immediate supervisor, member of
management or human resources management staff. When
reporting a threat of violence, you should be as specific and
detailed as possible.

If CMHA is put on notice that domestic violence exists
and the threats are affecting the employee at the workplace,
CMHA will act on that knowledge. CMHA will take reasonable,
prompt and effective remedial or preventative actions in
response to acts or threats of violence or to known risks of
violence in the workplace.

CMHA will reveal information reported only to the
extent necessary to conduct an adequate investigation and/or
to take appropriate corrective action. Moreover, CMHA will
ensure thatl there is no retaliation brought against an employee
who, in good faith, registers a complaint or brings information
to CMHA's attention.

In order to maintain workplace safety and the integrity
of its investigation, the employee will be immediately removed
from the workplace untii the investigation is complete and a
disciplinary hearing conference has been scheduled. Any
employee who threatens violent criminal activity against co-
workers, clients, etc. during work hours shall be subject to
discipline, including termination of employment and possible
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criminal prosecution. CMHA will contact proper law
enforcement authorities if believed there is a serious threat to
the safety and health of others.

DRESS CODE

CMHA employees are expected to maintain an
appearance thal is professional in nature. Some CMHA
employees, due to the nature of their function, are issued
uniforms. Employees who are issued uniforms are required to
wear a clean uniform at alt times.

For those employees who are not required to wear a
uniform, the dress is expected o be professional and in good
taste. Examples of attire thal is prohibited (even on casual
day) include: shorts; tube tops; halter tops; tee shirts;
skirts/skorts more than two inches above the knee; leggings;
spandex; sweatshirts; sweatpants; casual open toe shoes (e.g.
flip-flops); beach shoes; and hats/caps which are not part of a
required uniform.

Jewelry must not interfere in any way with job
performance or safety. Visible body piercing other than
earrings are not considered professional attire,

Any form of dress that may be considered provocative
by a common standard of taste (e.g. pants that fall below the
waist or tops that are very tight, skirts that are extremely short,

“message/advertising” clothing) is unacceptable.

Fingernails should be no longer than 34" from the tip
of the finger.

Payday Friday is “casual day” for employees who are
not required to wear a uniform.

The appropriateness of ény particular dress item is
left to the discretion of management. CMHA management
reserves the right to caution employees conceming
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inappropriate or provocative attire. A manager may require an
employee to leave the work place due to inappropriate dress.
If an employee is sent heme because of inappropniate dress,
the absence is considerad unapproved, and discipline may
result.

Employees should take a conservative approach in
deciding what is appropriate.

47



DRIVING ELIGIBILITY

Almosf every job with CMHA requires as an essential
function of the job that you drive in connection with your
employment. Regardless of whether you are assigned to drive
a company vehicle or your own vehicle as part of your job, you
are required to maintain an insurable driving record under the
terms and conditions of the CMHA auto liability insurance
policy. Accruing four (4} or more violation points within a three
year period makes you an ineligible driver at CMHA, whether
the violations occurred on or off the job. Failure to maintain an
insurable driving record and a valid driver's license in your
state of residence may result in terminaticn of employment or
demotion to a position which can accommodate the
employee’s driving ineligibility.

The terms and conditions to qualify as an insurable
driver may change, depending upon the insurance carrier who
is awarded the contract for CMHA auto liability coverage. If the
policy changes, employees will be notified.

If you are driving a CMHA vehicle in connection with
CMHA business, then CMHA's automobile policy will be the
primary insurance for an accident. If you are driving your
personal vehicle in connection with CMHA business, then your
personal automobile insurance policy will be the primary
insurance.

DRUG POLICY

In order to provide a safe working environment and
promote the welfare of its employees, CMHA requires its
employees to report for work and perform their duties within
established standards. This palicy details the standards
established for maintaining a drug and alcohoi free workplace,
and for intervening with the employee who may be working in
an impaired condition.
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DEFINITION

For purposes of this policy, the terms “dmug" and
"controlled substance" are used interchangeably and refer to
any confrolied substance (legal or illegal) contained in
Schedules | through V of Section 202 of the Controlied
Substances Act (21 USC 812) or as defined in ORC Section
3719.01. Alcohol is also considered a drug under this policy.
The term "drug test” includes both drug and/or alcohol testing.

Testing may be done with a breathalyzer, urine
sample or blood sample. All testing will be conducted in
accordance with standards established by the U. 8.
Department of Health and Human Services (DHHS). A
conirolled substance test will be deemed "positive” under this
policy when it is considered a positive result under the DHHS
guidelines. An alcohol test will be deemed positive for any
reading of .02 or above.

TYPES OF TESTING
This policy requires the following types of drug testing:

Pre-Employment;

Reasonable Suspicion;

Post Accident;

Fitness for Duty; and

Random Drug Testing as required for employees
holding positions, which require such testing in
accordance with government regulation.

The Emptoyer covers the cost of testing. -

In furtherance of its policy to provide and heip assure
the health and safety of its employees and others, CMHA has
established rules and procedures, as detailed under Workplace
Restrictions.
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WORKPLACE RESTRICTIONS

Employees are prohibited from using, possessing,
reporting or remaining on duty under the influence of alcohol or
contralied substances on or in the vicinity of CMHA property or
while using CMHA vehicles (other than over-the-counter drugs
and prescription medications for which the employee has a
valid prescription) or testing positive on any drug test
Employees are also prohibited from reporting to work under the
influence of any drug or substance, whether legal or illegal,
that impairs the employee's ability to perform hisfner job. Use
of any medication, which may cause impairment, must be
reported to the Supervisor, who may require that the employee
provide a physician's statement regarding the employee's
abiiity to work and list the job duties the employee can perform
while taking the medication.

Employees are prohibited from possessing
paraphernalia used in connection with any drug or controlled
substance subject to these rules.

Employees are prohibited from selling, purchasing,
distributing or dispensing illegal drugs andfor controlled
substances on or in the vicinity of CMHA property. Employees
knowingly involved in the sale, purchase or transfer of illegal
drugs or controlled substances on or in the vicinity of CMHA
property will be subject to termination and potential criminal
prosecution.

REASONABLE SUSPICION TESTING

CMHA has the right to require an employee o submit
fo a drug test when a Supervisor has reasonable suspicion to
believe that the employee is using or is under the influence of
alcohol or drugs in violation of the rules. Reasonable
Suspicion is based upon the observation of symptoms, which
are generally accepted as probable indicators of drug or
alcohol impairment. Such symploms include, but are not
limited to, one or more of the following indicators;

50



1. Drowsiness and/or sleepiness;

2, Odor of alcohol on breath;

3 Slurred or incoherent speech;

4 Disorientation, confusion;

5. Unusually aggressive behavior;

6. Unexplained work errors; unusual difficulty in
performing normal or routine duties;

7. Unexplained changes in mood;

8. Emotional outbursts;

9. Lack of coordination in walking or performing normal
job tasks (e.g. stumbling);

10. Unexplained work-retated accident or injury;

11. Excessive or pattern absenteeism;

12, Excessive tardiness;

13. Documented declining productivity or performance;

14, Possession of drug paraphemalia and behavior,

which indicates alcohol and/or drug consumption.

When an employee is ordered for testing, the
Supervisor will contact a Steward with whom the employee
may speak prior to the test. A test may not be unreasonably
detayed waiting for a steward.

As soon as possible following a test, the Supervisor
will document in writing, the reasons for reasonable suspicion,
which may be reviewed by the employee and hisher steward.

POST ACCIDENT TESTING

In addition, any employee who is involved an accident
or injury while on duty, whether on or off CMHA premises, shall
be required to submit to a post-accident drug test.

REFUSAL TO SUBMITICOOPERATE

Refusal to submit to testing under any of the above
circumstances constitutes an independent viclation of the
rules. Refusal to fully cooperate in taking a drug test may
result in termination of employment. Violation of any of the
above rules may result in disciplinary action up to and including
termination on the first offense.
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VIOLATION OF THE RULES

An empicyee who has violated the above rules may
be disciplined and/or refarred for counseling and treatment for
drug andlor alcohol abuse. Al cost associated with
counseling, treatment or rehabilitation shall be the
responsibility of the employes, to the extent such services are
not covered by the Employers health insurance plan. An
employee who is referred to a counseling or rehabilitation
program and fails to satisfactorily pariicipate in the program
may be terminated from employment. After participating in a
drug andfor alcohol treatment program, and/or being
disciplined for violation of the rules, employees are subject to
unannounced Fitness for Duty Testing for up to twelve (12)
moenths.

Off-the-job drug or alcohol use which could adversely
affect an employee's job performance or which could
jeopardize the safety of other employees, the public, or the
Employer's equipment may result in disciplinary action up to
and including termination.

Employees who are arrested andfor convicted for
illegat drug activity may be considered to be in violation of this
policy and are subject to disciplinary action up to and including
termination.

Employees convicted or entering a plea of no contest
to any drug related charge must notify the Employer in writing
immediately. The Employer may terninate the employee for
any such conviction.

INSPECTIONS

CMHA reserves the right to inspect personal property
in accordance with the Inspection Of Property policy.

TRAINING

Within 90 days following ratification of this agreement,
all supervisory personnel, as well as stewards and officers of
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the Union, will receive fraining, to include a review of drug
testing procedures, methods for detecting substance abuse,
efc.

EQUAL EMPLOYMENT OPPORTUNITY

The success of CMHA depends upon you, CMHA's
employee. In return for your time, energy and cooperation in
working toward our common goals, we will, to the best of our
ability, provide you with a ¢lean and safe working environment
and with the training that provides you an opportunity to
perform your responsibilities. Consistent with this cooperative
pledge, CMHA has formally adopted this equal employment
opportunity policy.

it is CMHA's policy that personnel policies and
practices are administered without discrimination against
anyone on the basis of race, color, religion, sex, age, national
origin, disability, veteran or other legally protected class status.

All recruitment, selection, placement, training and
separation decisions made by CMHA wili be based on job-
related qualifications and abilities of the candidates and the
requirements of the organization.

. Decisicns  conceming  promotions,  transfers,
compensation, etc. wil be based on the individual's
qualifications, ability, mert, performance record, seniority
(where applicable) and contribution to CMHA’s organizational
objectives, without regard fo the individual's race, color,
religion, sex, age, national origin, disability, veteran or other
legally protected class status.

CMHA is committed to providing a work environment
which is free of unlawful discrimination or harassment based
on race, color, religion, sex, age, national origin, disability,
veteran or other legally protected class status.

CMHA will continually monitor practices and
procedures to ensure that ali managers and supervisors are
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adhering to CMHA's commitment to equal employment
opportunity principies. Employees who have questions or
concerns should first communicate their concems to their
supervisor. if an employee is dissatisfied with the supervisor's
handling of the matter, or if the employee feels uncomfortable
discussing the matter with the supervigor, the employee should
then pursue the matter with the Director of Human Resources.

CMHA is committed to practices of equal employment
opportunity and to the comection of circumstances or actions
which are discriminatory against anyone on the basis of race,
color, religion, sex, age, national origin, disability, veteran or
other legally protected class status.

CMHA is committed to complying with applicable
federal and state laws and regulations pertaining fo egual
employment opportunify and to the fair employment laws and
reguiations.

CMHA will not tolerate discrimination or harassment
on any basis whatsoever. This right fo be free from
discrimination and harassment extends to actions of
customers, co-workers and supervisors.

The Director of Human Resources is designated to
serve as the primary person responsible to establish and
monitor the implementation of personnel procedures in
accordance with affirmative action. Any job applicant or
employee may appeal directly to the Director of Human
Resources for review and correction of any action, which they
believe, does not conform to the principles of affirmative action.

Supervisors are held directly accountable, as a major
component in their performance evaluation, o ensure equal
employment opportunity in their work areas and to ensure a
work place free of sexual harassment.

GARNISHMENTS

By law, creditors can garnish your wages every thirty-
one days until a debt is paid off. A garnishment is a court
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order requiring an Employer to deduct from your wages and
pay o the court the amount stated in the gamishment
Gamishments are handled through payroll deduction. This
power of the court can be used to collect lawful debts
regardless of any claim or complaint you may have against the
creditor about retumed goods, faulty goods, failure to live up to
warranty, failure of the creditor to live up to the agreement, or
any other cause.

CMHA expects employees to meet their financial
obligations. Wage gamishments cause extra work, time and
expense for the Employer, Employees whose personal
financial difficulties result in multiple or repeated garnishments
may be disciplined. :

INSPECTION OF PROPERTY

Lockers, desk, computers, e-mail, voice-mail and
other storage and communications areas and devices are
provided for the convenience of employees, and remain the
property of CMHA. Personal property and information
recorded on paper or stored electronically on computers,
computer disks, e-mail and voice-mail on CMHA premises,
whether secured or unsecured, is subject to unannounced
-inspection by CMHA. Authorized representatives of CMHA
may incilude a manager or law enforcement officers.
Employees having personal property or information, which they
do not wish to have inspected, should not bring such property
or information onto CMHA premises.

Use of CMHA property for personal husiness is
prohibited.

MAIL SERVICE

CMHA operates a mail delivery service to take interoffice mail
around to the various locations of CMHA as well as to the post
office. The interoffice mail may not be used for personal mail
delivery. Employees are permitted to put personal outgoing
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mail in the box for delivery to the post office, as long as the
employee has already provided the postage. Under no
circurnstance may an employee use CMHA mail metering for
personal mail.

NEPQOTISM

The employment of more than one member of the same
immediate family is discouraged. An employee may not work
under the supervision of a member of his/her immediate family.
More than one member of the same immediate family may not
work for the same first level supervisor. Immediate family
includes husband, wife, brother, sister, son, daughter, father,
mother, grandparent, grandchild, legal guardian and parent of
empioyee’s current spouse. .

POLITICAL ACTIVITY

The Code of Federal Regulations, as amended,
govemns allowable political activity for CMHA employees. As
such, CMHA employees are prohibited from:

1. Using your official authority or influence for
the pumose of interfering with or affecting the result of
elections or nominations for office;

2 Directly or indirectly coercing, attempting to
coerce, commanding or advising a state or local officer or
employee to pay, lend or contribute anything of value to a
party, commitiee, organization, agency or person for paolitical
purposes; and

3. Being a candidate for elective office in a
partisan efection. An election is partisan if any candidate for
an elective public office is running as a representative of a
political party whose presidential candidate received electoral
votes in the preceding presidential election.
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If you follow the rules below, you may exercise your
political freedom without violating the regulations regarding
political activity:

1. You may be a candidate for public office in a
nonpartisan election;

2. You may campaign for and hoid elective
office in political clubs and organizations;

3. You may aclively campaign for candidates
for public office in partisan and nonpartisan elections;

4. You may contribute money to political
organizations or attend political fundralising functions;

5. You may partaclpate in any activity not
specifically prohibited by law or regulation;

6. You may not be a candidate for pubilic office
in a partisan election;

7. You may not dlrectly or indirectly coerce
contributions from other employees in support of a political
party or candidate,

RELATIONSHIPS WITH RESIDENTS

Any person residing in housing, which is administered
through CMHA, is considered a resident Employees are
responsible for conducting themselves in a professional
manner in all contacts with residents, both on and off the job.

Any CMHA employee who is also a resident in CMHA
housing is required to remain in full compliance with the terms
and conditions of the lease agreement. Failure to do so is
grounds for termination of employment.
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RELEASE QF QFFICIAL INFCRMATION

Only the Executive Director or histher designee shall
release official information. No employee may make an-official
statement concerning CMHA’s activities neither to any press
representative, nor to any other inquirer without specific
authorization from the Executive Director.

No one, other than a representative from the
Department of Human Resources, is permitied to respond to
inquiries regarding former employees. All such inquiries must
be forwarded to the Director of Human Resources for
processing.

SEXUAL HARASSMENT

Sexual harassment consists of unwelcome sexual
advances, requests for sexual favors and other verbal or
physical conduct of a sexual nature when submission to such
conduct is:

1. A term or condiion of somecne's
employment; or

2. The conduct has the sffect of unreasonably
interfering with an individual’s work performance and creates
an intimidating, hostile or offensive work environment.

Sexual harassment can make an employee liable for
damages resuiting from such action. If a supervisor threatens
or intimidates a subordinate with the loss of a tangible job
benefit (such as demotion, failure to promote, influence on
assignments, termination) for failure to submit to his/her sexual
advances, the supervisor can be liable and CMHA can be
liable if corrective action is not taken. CMHA can be liable for
sexual harassment by and towards non-employees. Such
incidents must be reported the same as if those involved were
employees of CMHA.
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Sexual harassment applies to both men and women.
The offender can be either of the opposite or same sex
Offenders, whether male or female, will be dealt with in the
same stern and even-handed manner.

CMHA is committed to providing a work environment
that is free of sexually hostile, demeaning or harassing
behavior. It is the responsibility of every employee to ensure
that the work environment is free of such behavior. CMHA
expects that employees and non-employees associated with
our business will maintain professional business behavior at all
times. Sexual harassment is ILLEGAL. As such, CMHA has
adopted and will strictly enforce this sexuat harassment policy.

1. Sexual harassment by or towards any
employee, customer, supervisor or business associate
involved with CMHA in any way, will not be tolerated.

2. Sexual harassment consists not only of
sexual advances, suggestions and physical actions but also
includes conduct based on a person’'s sex that creates an
intimidating, hostile or offensive work environment.

3. The employee shouid report the harassment
to the Director of Human Resources.

4, CMHA will actively investigate all aflegations
of sexual harassment.

5. Any act of sexual harassment will be subjéct
fo disciplinary action up to and including termination.

6. All employees are, as part of their job
requirements, responsible for preventing and eliminating
sexual harassment in all business-related activities.

7., This policy will be administered without
discrimination on the basis of race, color, religicn, sex, age,
national origin, disability, veteran or other legally protected
class status, which is consistent with CMHA's equal
employment cpportunity policy.
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8. Incidents of sexual harassment are to be
reported to the management of CMHA, in accordance with the
established Prevention and Handling of DiscrimInation and
Harassment Complaints. It is the obligation of the victim of
such harassment and of anyone having knowledge of an
oceurrence of sexual harassment to report such incidents.

PREVENTION AND HANDLING OF DISCRIMINATION AND
HARASSMENT CONIPLAINTS

This policy outlines the process for dealing with
incidents of discrimination and harassment by or towards
employees and/or non-employees. In addition, it provides
guidelines and other information for dealing with such
* incidents. The procedure applies to incidents occurring while
on job-related activities, whether on CMHA premises or
" elsewhere.

CMHA will listen to and investigate all complaints of
discrimination and harassment, Complaints will be
investigated promptly and due consideration will be given to
the rights of both the victim and the alleged offender.
Following the investigation of the complaint, if disciplinary
action is warranted, it will be administered promptly. If, at any
time, the complainant is not satisfied that appropriate action is
being taken, he/she may go directly to the Director of Human
Resources for resolution of the problem.

When incidents of sexual harassment or
discrimination occur or are suspected, the following course of
action is to be followed by the person being subjected to
harassment or discrimination.

1. The victim should tell the harasser or
offender to stop.

2. If harassment continues, or if the victim feels
negative consequences may result, the employee should
report the harassment to the Director of Human Resources.
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3 The victim should state the complaint
verbally or in writing.

4. The Directer of Human Resources will take
appropriate steps to avoid escalation of the problem, will
establish the process for investigating the complaint and will
designate an investigator.

5. The investigator will confer with the
person(s) making the complaint, alleged offender(s) and any
witnesses and will compile the data obtained from the
investigation. .

8. After the complaint is thoroughly
investigated, the investigator will review the results with the
Director of Human Resources.

7. From the review, a resolution will be
communicated to both the complainant and offender. \Where
appropriate, necessary disciplinary action will be initiated.

8. The investigation will be formally
documented, including written notification to complainant(s)
and alleged offender(s).

, 9. If anyone (manager, witness, co-worker,
elc.) believes that a hostile environment or harassment exists,
they are obligated to report such information to a supervisor
and/or the Director of Human Resources.

SMOKE-FREE WORKPI.ACE

CMHA is committed to providing a healthy,
comfortable, smoke-free environment for employees and
visifors. Smoke is a proven health hazard not only for the
smoker, but also for anyone who must breathe the air around
the smoker.

Smoking of any lighted material is prohibited in all
CMHA business faciliies. Such facilities indude, but are not

61



necessarily limited to, the following: management offices,
maintenance shops, all general office areas (both private and
shared), conference rooms, break rooms, cafeterias, rest
rooms, hallways, lobbies, auto shop, stockrooms, efc.
Smoking is permitted in CMHA vehicles only if no one in the
vehicle objects.

SOLICITATION OF CONTRIBUTIONS

CMHA  encourages employee participation in
recognized charitable campaigns; however, no employee shall
be pressured to contribute. Employees may sponsor fund
raising programs that are determined to be 'in the public
interest, with advance approval from the Executive Director.

. TELEPHONES

Telephones are provided to conduct the business of
CMHA. Personal calls, both incoming and outgoing, should
only be made on CMHA telephones in very limited
circumstances. Cellular phones are also to be used to conduct
CMHA business only. Any personal use of CMHA cell phones
may result in disciplinary action, and the employee shall be
required to reimburse the employer for all cost associated with
the personal call. All employees are required 1o comply with
CMHA’s Information Technology Department Systems
Guidelines Computer / Phone User Agreement.

TUITION ADVANCEMENT

Alt regular employees who have at least six months of
continuous full time service with CMHA prior to the start of the
class are eligible for this program.

In order for an employee to qualify for tuition
advancement, all of the following requirements must be met;



1. The course(s)/ degree pursued must directly
relate to either the employee’s present position or to a logical
career progression within CMHA.

2. All courses must be taken on the employee’s
own time; any exceptions must be approved by the Executive
Director, upon recommendation from the department director,

3. The employee must formally apply for tuition
advancement and have the request approved by both the
depariment director and the Department of Human Resources
designee at least two (2) weeks prior fo the course start date.

If a degree program is approved as being job-related,
courses required for the degree, which are not directly job-
retated, may qualify for tuition advancement at a 50% tuition
rate.

Tuition advancement covers tuition only. Lab fees,
parking, books, general fees, etc. are not eligible expenses
under this policy.

Completion of the course(s) with a grade of “C” or
better is required for undergraduate courses, and a grade of
“B" or better is required for graduate course work. I the
employee does not complete the class{es), or does not receive
a satisfactory grade, advanced tuition must be repaid through
payroll deduction over a period not to exceed three months.
N¢ additional tuition advancement will be made until the
amount owed is paid in full.

During the CMHA fiscal year (July 1 - June 30), the
total amount of wition payable to an individual shall not exceed
$1,500. All requests are subject to disapproval if funds are not
available.

If an employee voluntarily terminates employment
within 12 months of having received tuition advancement, the
amount advanced must be repaid to CMHA.

Tuition advancement covers coursework taken at an
accredited college, universily, trade school, certified GED
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program, apprenticeship program, efc. Registration fees for
conferences, seminars, workshops and non-college
coursework required for professional certification and licensure
renewal are also covered under this advancement policy.
Associated travel expenses are not covered, but may be
requested in accordance with the travel policy.

Renewal fees for professional cerifications and
licenses are not covered under tuition advancement, but may
be requested as an accounts payable item. The same applies
to workshops, seminars, training programs, etc. which are not
required for professicnal certification or license renewai.

To apply for tuition advancement, the employee
completes the tuition advancement form, and submits it to the
department director for approval. Forms are available from the
department director's office or from the Department of Human
Resources. If approved, the Director signs and forwards the
form to the Department of Human Resources. If not approved,
the form is returned to the employee with the reason for
disapproval noted.

Requests for tuition advancement must be authorized
prior to the start of the course.

The advancement check will be made payable to the
educational institution and issued to the employee within eight
(8) days foltowing the approval.

Within 30 days after the ending date of the class(es)
as specified on the Tuition Advancement Reguest form, the
following documents must be received by the Department of
Human Resources ‘

1. An official grade report;
2. Proof of registration; and
3. Proof of payment.

if documents verifying satisfactory completion of the
course(s) for which tuition was advanced are not received
within 30 days following course completion, automatic payroll
deduction will be initiated.
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The Executive Director may grant exceptions to this
policy.
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APPENDIX 1)
PAY PERIOD SCHEDULE FOR CALCULATICN OF SICK

LEAVE INCENTIVE

2005
12/24/05 — 6/23/08 6/24/06 — 12/22/06

2007

12/23/06 — 6/22/07
6/23/07 - 12/21/07

2008
12/22/07 — 6/20/08
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