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ARTICLE 101 AGREEMENT 
Section 101.01 This Agreement is made and entered into by and 
between Summit County Children Services (SCCS), hereinafter referred to 
as the “Employer”, and the Communications Workers of America (CWA), 
AFL-CIO, hereinafter referred to as the “Union”.  The term employee or 
employees where used herein refers to all employees in the Bargaining 
Unit.  The purpose of this Agreement is to provide a fair and responsible 
method of enabling employees covered by this Agreement to participate, 
through Union representation, in the establishment of wages, terms, and 
conditions of their employment and to establish a peaceful procedure for 
the resolution of all differences between the parties. 

Section 101.02 The parties agree that Letters of Understandings are 
considered to be incorporated into the Collective Bargaining Agreement 
and are hereby made a part thereof:   Seasonal Toy Room; Clerical 
Specialists Lateral Transfer; At Home Dictation Procedures; Section 
302.12 Social Service Aide II; SACWIS Subject Matter Expert (SME) and 
Caseworker  classification; Attendance at Workshops;; RE: 602.05 (2 
LOU's); RE: Section 102.01 and 102.03; RE: Groundskeeper Promotion; 
and RE: Medical Clinic Beeper. 

ARTICLE 102 RECOGNITION 
Section 102.01 The Employer recognizes and acknowledges the 
Union as the certified exclusive bargaining representative of the 
probationary and non-probationary full-time, part-time, intermittent, 
absentee replacement, temporary, special project, and grant-funded 
employees in the following classifications, which shall comprise the 
Bargaining Unit, except certain positions excluded under Section 103.01: 
 
Account Specialist II 
Account Specialist III  
Account Specialist IV (Degree) 
Account Specialist IV (No Degree) 
Administrative Assistant II 
Adoption Subsidy Specialist IV (Degree) 
Adoption Subsidy Specialist IV (No Degree) 
Adoption Subsidy Specialist/Financial Eligibility Specialist IV (Degree) 
Carpenter/Building Maintenance 
Child Welfare Caseworker I 
Child Welfare Caseworker I-A 
Child Welfare Caseworker I-B 
Child Welfare Caseworker I-C 
Child Welfare Caseworker NLE I-A 
Child Welfare Caseworker NLE I-B 
Child Welfare Caseworker NLE I-C 
Child Welfare Caseworker II-A 
Child Welfare Caseworker II-B 
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Child Welfare Caseworker II-C 
Child Welfare Caseworker NLE II-A 
Child Welfare Caseworker NLE II-B 
Child Welfare Caseworker NLE II-C 
Child Welfare Caseworker III-A 
Child Welfare Caseworker III-B 
Child Welfare Caseworker III-C 
Clerical Specialist 
Clerical Specialist – Courier and Front Desk Evenings 
Clerical Specialist Floater 
Clerical Specialist/Front Desk (Days) 
Clerical Specialist – Mailroom/Callboard Operator 
Clerical Specialist – Social Services Floater/FIC Receptionist 
Clerical Specialist – STARS/FRRC and Intake 
Community Educator 
Computer Programmer 
Computer Programmer Analyst 
Computer Programmer Assistant 
Family Interaction Center Scheduler/Receptionist 
Family Meeting Unit/SAR Scheduler 
Financial Eligibility Specialist I 
Financial Eligibility Specialist II 
Forms Specialist/Callboard Operator 
Homefinding Recruiter 
Legal Support Specialist I 
Legal Support Specialist II 
Maintenance Worker II 
Medical Secretary 
Network Administrator 
Paralegal 
PC/Network Technician I 
PC/Network Technician II 
Quality Improvement Support Specialist 
Records Audit Specialist/Closed Records 
Records Audit Specialist/Intake 
Records Audit Specialist/Transfers 
Records Specialist – Closed and Open Records 
Records Specialist - Closed Records 
Records Specialist - Document Imaging 
Records Specialist - Open Records 
SACWIS Subject Matter Expert (SME) 
Social Service Aide II 
Social Worker Assistant 
STARS Social Service Aide II  
Toy Room/Storekeeper 
Toy Room Support Specialist 
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Section 102.02 All classifications occupied at the time of the 
execution of this Agreement, not specifically established herein as 
included in the Bargaining Unit, shall be excluded from the Bargaining 
Unit, except certain position excluded under Section 103.01. 

Section 102.03 The Employer will advise the Union President of any 
proposed new classification title and the responsibilities of said 
classification (job description), and agrees to meet and confer with the 
Union regarding inclusion of any such new classification in the Bargaining 
Unit prior to implementation of such new classification.  If the Union and 
the Employer agree that such new classification should be placed in the 
Bargaining Unit, the salary scale that the new classification will be placed 
on shall be determined by mutual agreement between the parties prior to 
implementation of the new classification. If the Union and the Employer 
are unable to agree whether said classification shall be included in the 
Bargaining Unit, the parties agree that a joint petition will then be filed by 
the parties with the State Employment Relations Board (SERB) pursuant 
to their rules and regulations solely to determine whether said 
classification shall be included in the Bargaining Unit. The parties will 
attach to said petition a joint letter asking SERB to make the 
determination. Said petition and letter will be submitted to SERB within 
ten (10) days from the date the parties agree that a SERB determination is 
necessary.  Pending the SERB ruling, the Employer may implement the 
new classification and said classification will, for all purposes, be treated 
as being outside the Bargaining Unit unless and until SERB determines 
that it should be included in the Bargaining Unit. If SERB determines that 
said classification should be placed in the bargaining unit, the salary scale 
that the new classification will be placed on shall be determined by mutual 
agreement between the parties. 

 This Section shall also apply to new classifications created as 
the result of job audit.   

ARTICLE 103 DEFINITIONS 
Section 103.01 The following terms shall have the meaning indicated, 
as used in this Agreement: 

A. “Bargaining Unit” means a single unit composed of the individual 
employees established and identified as being included in the 
Bargaining Unit pursuant to Article 102 of this Agreement. 

B. “Employer” means Summit County Children Services, the Executive 
Director, the Managers and Supervisors, and where appropriate 
herein, refers to any duly authorized Employer representative. 

C. “Confidential Employee” means any employee who works in the 
Department of Human Resources of the Employer and deals with 
information to be used by the Employer in the collective bargaining; 
or any employee who works in a close, continuing relationship with 
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public officers or representatives directly participating in collective 
bargaining on behalf of the Employer.  The following positions are 
defined as being Confidential Employees and are excluded from the 
Bargaining Unit:  1) two (2) Executive Administrative Assistants to 
the Executive Director;  2) one (1) Administrative Assistant or 
Coordinator II each to the Division Directors of Social Services, , 
Fiscal Services, Human Resources & Support Service, 
Administrative and Legal Services;  3) one (1) Administrative 
Assistant each to the Department Directors of Community Relations,  
Client Rights & Quality Improvement, Professional Development & 
Training, Protective Services, Intake Services, Placement and 
Permanency Planning Services, and Social Services Programs; 4) HR 
Specialists; 5) Quality Improvement Coordinator; 6) SAR Manager; 
7) Security Officer; and 8) three (3) Training Coordinators employed 
as of the time of the signing of this Agreement--all additional 
Training Coordinator positions will be Bargaining Unit positions.  
Exclusion from the Bargaining Unit will be restricted to the positions 
in existence at the time of the signing of this Agreement. 

D. “Day” means calendar days unless expressly stated otherwise. 

E. “Union” means the Communications Workers of America, AFL-CIO, 
or such other employee organization which has been certified by the 
State Employment Relations Board (SERB) as the exclusive 
bargaining representative of the employees in the Bargaining Unit.  
The duly authorized representative of the Union shall be the Local 
President or his/her representative as designated in writing. 

F. “Supervisor” means any individual who has authority, in the interest 
of the Employer, to hire, transfer, suspend, lay off, recall, promote, 
discharge, assign, reward, or discipline other public employees; to 
responsibly direct them; to adjust their grievances; or to effectively 
recommend such action, if the exercise of that authority is not of a 
merely routine or clerical nature but requires the use of independent 
judgment. 

G. “Management Level Employee” means an individual who formulates 
policy on behalf of the Employer, who reasonably directs the 
implementation of policy, or who may reasonably be required, on 
behalf of the Employer, to assist in the preparation for the conduct of 
collective negotiations, administering collectively negotiated 
agreements or have a major role in Personnel administration.  The 
following positions are defined as being Management Level Positions 
and are excluded from the Bargaining Unit: 1) Executive Director; 2) 
Directors of the Divisions of Social Services, Fiscal Services, Human 
Resources & Support Services, Administrative and Legal Services; 3) 
Department Directors of Community Relations, Professional 
Development & Training, Client Rights & Quality Improvement, 
Intake Services, Protective Services, Placement and Permanency 
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Planning Services, Social Services Programs, Information 
Technology, Fiscal Services, and Facilities Management; 4) Assistant 
Department Director of Intake Services; 5) Government Affairs 
Manager; 6) Contract Administration and Risk Management; 7) 
Client Rights Officer; and 8) Legal Counsel. 

H. All employees shall be categorized into one (1) of the following 
definitions of employee status: 

1. Full-Time Employee:  An employee whose regular hours of 
duty total forty (40) hours per week. 

2. Part-Time Employee:  An employee who has a regular 
schedule and whose hours total twenty-four (24) hours or less 
per week. 

3. Intermittent Employee:  An employee who works on an 
irregular schedule which is determined by the fluctuating 
demands of the work and is not predictable, and whose hours do 
not exceed twenty-four (24) hours per week and are generally 
less than one thousand (1,000) hours per year.  The purpose of 
Intermittent employees is to replace regular but absent 
employees. 

4. Absentee Replacement:  An employee whose regular hours of 
duty total forty (40) hours per week and is employed for a 
limited and specific period replacing a regular, but absent 
employee who is scheduled to be absent over thirty (30) days.  

5. Temporary Status:  Bargaining Unit employees shall be placed 
on Temporary Status to replace regular, but absent, employees.  
Bargaining Unit employees shall not be placed on Temporary 
Status for less than five (5) nor more than thirty (30) consecutive 
calendar days, nor more than ninety (90) working days per 
calendar year, unless no eligible employee accepts the 
assignment.  Bargaining Unit employees on Temporary Status 
shall not be offered overtime except in emergency situations and 
are excluded from the provisions of Section 601.07.  Requests 
for information on Employee Status Forms shall be provided to 
the Union President.  Eligible employee is defined as an 
employee who has not worked on Temporary Status for ninety 
(90) days in that year.  Eligible employees shall be scheduled in 
rotation with every effort made to equalize the temporary full-
time opportunities for all eligible employees. 

6. Temporary Employee:  An employee who is hired for a 
specific period of time not to exceed ninety (90) days for the 
purpose of temporarily supplementing Social Services staff in 
unforeseen situations. 
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7. Grant-Funded Employee:  An employee whose salary and 

benefits are dependent upon Grant Funds. 

8. Special Funded Positions:  Those positions partially funded by 
SCCS and one (1) or more other agencies.  Although employed 
by SCCS, employees occupying these positions are often 
directed by and sometimes located at other community facilities.  
Special Funded Positions that are filled by SCCS employed 
Bargaining Unit staff immediately prior to accepting a Special 
Funded Position will not be exempt from the Bargaining Unit. 

Current and future employees employed in Special Funded 
Positions shall return to existing, vacant Bargaining Unit 
positions when and/or if their Special Funded Position ceases to 
exist. 

Special Funded Positions shall be advertised in the agency when 
positions are available. 

9. Special Project Assignment:  An Intermittent employee who is 
placed on full-time status for the purpose of completing a special 
project.  Special Project Assignments are limited to ninety (90) 
consecutive days and no more than ninety (90) days per calendar 
year.  In the event that none of the Intermittents accept the 
assignment, the Employer may elect to hire from outside for the 
project; however, those employees shall be treated as non-
employees for the purposes of Article 403 and their bids will 
only be considered if there are no internal bidders.  The Union 
President shall be notified of each Special Project Assignment.  
Such notification shall include the name(s) of the employee(s) 
assigned, the nature of the assignment, and the anticipated 
duration of the assignment for each. 

10. Seasonal Full Time Groundskeeper I:  (This status may be 
used only for the Groundskeeper I classification.)  An employee 
in the Groundskeeper I classification whose regular hours of 
duty total forty (40) hours per week and who works a limited 
and specific regular season or period of the year (May through 
October), not to exceed 180 days per year, performing some 
work or activity limited to that season or period of the year.  
Groundskeeper I Seasonal Full Time assignments shall be 
limited to one (1) position.  Employees who serve in this 
capacity shall maintain recall rights from year to year 
(conditioned upon the absence of any Group Three (3) 
corrective actions received in accordance with Article 404 by 
the employee during the previous Seasonal assignment), or until 
such time that they voluntarily leave the Employer, or become 
regular full-time employees.  In addition, intermittent employees 
assigned to the Seasonal Full-Time Groundskeeper I status from 
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other classifications shall continue to receive the rate of pay for 
their regular Groundskeeper I classification. 

11. “Floaters” serve as back-up staff in order to assure continuous 
coverage and/or meet security needs and who function as 
follows: 

1. Serve as back-up staff where needed to support regular 
staff; 

2. Fill in, in emergency situations; 

3. May be called to work overtime while off duty; 

4. Assisting staff with work responsibilities. 

ARTICLE 104 DUES CHECKOFF 
Section 104.01 The Employer will deduct, during the life of this 
Agreement, monthly Union membership dues from the wages of members 
in the Bargaining Unit provided that at the time of such deduction there is 
in the possession of the Employer a voluntary written individual order 
thereof from any of said employees.  (Appendix A) 

Section 104.02 Previously signed and unrevoked written authorization 
shall continue to be effective for current employees and for reinstated 
employees.  The previously signed dues check off card for past employees 
who are rehired shall automatically be renewed effective upon hire, and 
the Employer shall notify the employee of the renewal. 

Section 104.03 The Employer will deduct current uniform dues from 
the pay of employees in the Bargaining Unit from the first pay period in 
the calendar month. 

Section 104.04 The Union shall fully reimburse the Employer for all 
costs arising from any and all claims, demands, suits or other forms of 
liability that shall arise out of or by reason of action taken or not taken by 
the Employer for the purpose of complying with any of the provisions of 
this Article. 

Section 104.05 All sums deducted by the Employer shall be remitted 
to the Central Office of the Union at its current address not later than the 
25th day of the calendar month in which such deductions are made, except 
that the Employer shall not be held responsible for conditions in the 
offices of the County Fiscal Officer which cause delay. 

Section 104.06 The Employer’s obligation to make deductions shall 
terminate automatically upon timely receipt of written revocation of 
authorization or upon termination of employment, or transfer to a job 
classification outside the Bargaining Unit.  The Employer shall send one 
(1) copy of written revocation of written authorizations to the Union 
President within ten (10) days of receipt. 
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Section 104.07 The Employer shall not be obligated to make dues 
deductions from any employee who, during any dues month involved, 
failed to receive sufficient wages to make all legally required deductions 
in addition to the deduction of Union dues. 

Section 104.08 In the event the Union requests that the Employer 
deduct monies in excess of the amount as of the date of execution of this 
Agreement, such requests shall be effective only upon written assurance 
by the Union that the additional amounts have been authorized pursuant to 
and under the Union’s constitution; provided that, in the event a new 
written authorization from the employee is necessary by the Union, such 
authorization will be secured by the Union and presented to the Employer 
prior to the deduction of newly certified amounts. 

ARTICLE 105 FAIR SHARE FEE 
Section 105.01 Effective sixty (60) days following the beginning of 
employment, employees in the Bargaining Unit who are not members of 
the Union shall be required, as a condition of continued employment, to 
pay a Fair Share Fee to the Union.  The Fair Share Fee shall be deducted 
during the same pay period as the Union dues, and remitted to the Union 
in the same manner as the Union dues.  The deduction of the Fair Share 
Fee and its payment to the Union is automatic and does not require the 
written authorization of the employee.  The Union shall inform the 
Employer of the amounts to be deducted under this Section.  This 
arrangement does not require any employee to become a member of the 
Union, nor shall Fair Share Fees exceed the amount of Union membership 
dues currently paid by members of the Union who are in the same 
Bargaining Unit. 

Section 105.02 The Fair Share Fee shall be established to cover the 
employee’s pro-rata share of the direct costs incurred by the Union in 
negotiating and administering the Agreement, and of settling grievances 
and disputes arising under the Agreement, and the Union’s expenses 
incurred for activities normally and reasonably employed to effectuate its 
duties as the exclusive representative of the employees in the Bargaining 
Unit. 

Section 105.03 Any employee who is a member of and adheres to 
established and traditional tenets or teachings of a bona fide religion or 
religious body, which has historically held conscientious objections to 
joining or financially supporting an employee organization and which is 
exempt from taxation under the provisions of the Internal Revenue Code, 
shall not be required to join or financially support the Union as a condition 
of employment.  Upon submission of proper proof of religious convictions 
to the State Employment Relations Board, the State Employment 
Relations Board shall declare the employee exempt from becoming a 
member of or financially supporting the Union.  The employee shall be 
required, in lieu of the Fair Share Fee, to pay an amount of money equal to 
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such Fair Share Fee to a non-religious charitable fund exempt from 
taxation under Section 501(c)(3) of the Internal Revenue Code mutually 
agreed upon by the employee and the Union.  The employee shall furnish 
to the Union written receipts evidencing such payment, and failure to 
make such payment or furnish such receipts shall result in the employee’s 
dismissal. 

Section 105.04 The Union hereby agrees that it will indemnify and 
hold harmless the Employer from any claims, actions or proceedings by 
any employee arising from deductions made pursuant to this Article. 

Section 105.05 The Employer shall not be obligated to make Fair 
Share Fee deductions from any employee who, during the months 
involved, failed to receive sufficient wages to make all legally required 
deductions, in addition to the deduction of the Fair Share Fee. 

Section 105.06 All employees shall be required to pay Fair Share Fee 
and shall then be subject to all provisions of this Article. 

Section 105.07 No employee shall be required to become a member of 
the Union as a condition for securing or retaining employment. 

Employees who opt not to become members of the Union and to 
instead remit an Agency Fee may request a reduction in their fee based on 
their objection to certain kinds of Union expenditures in accordance with 
internal Union procedures and timelines.  Those opting for the Agency Fee 
are entitled to disclosure of the Union’s chargeable and non-chargeable 
expenses upon request. 

 The calculation and administration of the Union’s Fair Share 
Fee shall comply with Ohio Revised Code Section 4117.09(C) and all 
Constitutional requirements as defined by the Courts and the State 
Employment Relations Board (SERB). 

ARTICLE 106 NO-STRIKE PLEDGE 
Section 106.01 No Bargaining Unit employee shall strike during the 
term or extended term of a Collective Bargaining Agreement or during the 
pendency of the settlement procedures set forth in Section 4117.14 of the 
Ohio Revised Code. 

The term “strike” means concerted action in failing to report to 
duty; willful absence from one’s position; stoppage of work; slowdown, or 
abstinence in whole or in part from the full, faithful, and proper 
performance of the duties of employment for the purpose of inducing, 
influencing, or coercing a change in wages, hours, terms, or other 
conditions of employment. 

Section 106.02 Stoppage of work by employees in good faith because 
of dangerous or unhealthful working conditions at the place of 
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employment which are abnormal to the place of employment shall not be 
deemed a strike. 

ARTICLE 107 NO LOCK-OUT PLEDGE 
Section 107.01 The Employer agrees that neither it, its officers, 
agents, representatives, individually or collectively, will authorize, 
instigate, cause, aid, or condone any lock-out of members of the Union. 

ARTICLE 108 NON-DISCRIMINATION 
Section 108.01 No person or persons or agencies responsible to the 
Employer nor the Union and its officers and members shall discriminate 
for or against any employee on the basis of race, religion, color, national 
origin, sex, gender identity, sexual orientation, marital status, employee 
organization, or political affiliation, age, disability, ancestry, veteran status 
or military status, pregnancy, genetic information, taking a legally 
protected leave of absence, such as family and medical leave, or workers' 
compensation, or for the purpose of evading the spirit of this Agreement.  
The Employer and the Union agree to abide by the provisions of 
applicable Federal, State and local laws and executive orders regarding 
these matters. 

Section 108.02 The Employer recognizes the right of all employees to 
be free to join the Union and to participate in lawful concerted Union 
activities.  Therefore, the Employer agrees there shall be no 
discrimination, interference, restraint, coercion, or reprisal by the 
Employer against any employee because of Union membership or because 
of any lawful activity in an official capacity on behalf of the Union, nor 
will the Union practice discrimination, coercion, or interference against 
any employee choosing not to join the Union. 

ARTICLE 109 MANAGEMENT RIGHTS 
Section 109.01 The Union shall recognize the right and the authority 
of the Employer to administer the business of the Employer, and in 
addition to other functions and responsibilities which are not specifically 
mentioned herein, the Union shall recognize the Employer has and will 
retain the full right and responsibility to direct the operations of the 
Employer, to promulgate rules and regulations and to otherwise exercise 
the prerogatives of management, and more particularly, including but not 
be limited to the following: 

1. To manage and direct its employees, including the right to select, 
hire, promote, transfer, assign, evaluate, lay off, recall, reprimand, 
suspend, discharge, reward or discipline for cause, and to maintain 
discipline among employees; 

2. To manage and determine the location, type and number of physical 
facilities, equipment, programs, and the work to be performed; 
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3. To determine the Employer’s goals, objectives, programs, and 

services, and to utilize personnel in a manner designed to effectively 
and efficiently meet these purposes; 

4. To determine the size and composition of the work force and the 
Employer’s organizational structure, including the right to relieve 
employees from duty due to lack of work or austerity programs; 

5. To determine the hours of work, work schedules, and to establish the 
necessary work rules for all employees; 

6. To determine when a job vacancy exists, the duties to be included in 
all job classifications, and the standards of quality and performance 
to be maintained; 

7. To determine the necessity to schedule overtime and the amount 
required thereof; 

8. To determine the Employer budget and uses thereof; 

9. To require employees to submit to examination by a physician in 
accordance with the rules and regulations of the Ohio Department of 
Job and Family Services or other regulatory agencies; 

10. To maintain the security of records and other pertinent information; 

11. To determine and implement necessary actions in emergency 
situations. 

Section 109.02 The Union recognizes and accepts that all rights and 
responsibilities of the Employer not specifically modified by this 
Agreement or ensuing agreements shall remain the function of the 
Employer. 

Section 109.03 Nothing in this Article shall be interpreted as a waiver 
by the Union or employees of their right to question or challenge the 
legality of any exercise by the Employer of its rights before a process of 
third party adjudication or courts of competent jurisdiction.  Nothing in 
this Section shall prohibit the employees from filing a grievance under 
Article 504 (Grievance Procedure) for alleged violations of other 
provisions of this Agreement. 

ARTICLE 110 SENIORITY AND LAYOFF 
Section 110.01 Where, because of economy, consolidation or 
abolishment of functions, curtailment of activities or other reasons similar 
to the foregoing, the Employer determines it necessary to reduce the size 
of its workforce, such reduction shall be made in accordance with the 
provisions hereinafter set forth.  When the Employer determines it 
necessary to abolish a job position, it shall advise the employee of such 
abolishment. 
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Section 110.02  When the Employer determines a layoff is necessary, 
employees within affected job classifications shall be laid off according to 
their relative seniority with the least senior being laid off first, provided 
that all temporary, probationary, intermittent and part-time employees 
within the affected job classification are laid off first in the above 
respective order.  Full-time employees will not be required to displace 
(bump) into or fill a vacancy in less than a full-time classification. 

 Section 110.03 Seniority is defined as the length of continuous 
employment with the Employer as computed from the employee’s most 
recent date of hire.  In the event two (2) employees have the same date of 
hire, their order of seniority will be determined by their social security 
number with the lowest number receiving the greatest seniority.  “Date of 
hire” shall be the first paid workday for all employees. 

Section 110.04 Any medical leaves and approved educational leaves 
of less than twelve (12) months, any military leaves of less than five (5) 
years, and any paid leaves, shall not constitute a break in continuous 
service and shall not cause any adjustment in the initial date of 
employment of the employee for the purpose of seniority and seniority 
based benefits. 

Section 110.05 Within thirty (30) days after the execution of this 
Agreement, the Employer will provide a seniority roster for all employees 
covered by this Agreement.  Employees shall have fourteen (14) days 
within which to appeal their proposed seniority date of hire.  Absent any 
appeal by the employee(s), the seniority date shall be final. 

Section 110.06 Employees who are notified of a job position 
abolishment/layoff may displace (bump) another employee with the least 
seniority in their job classification unless there is a vacancy in their 
classification.  Any employees (position abolished or laid off) who are 
unable to displace (bump) another employee within their classification 
may displace (bump) another employee with the least seniority in a lower 
rated job classification within the layoff series.  (Set forth in Appendix E, 
attached hereto).  When more than one (1) employee is bumping the least 
senior employee within the same classification, such bumping shall be 
offered in order of the employee’s relative seniority with the choice 
offered to the most senior employee. 

Section 110.07 Employees who are displaced (bumped) by a more 
senior employee shall be able to displace (bump) another employee with 
the least seniority in a lower rated job classification within the lay-off 
series, unless there is a vacant position existing in the lower rated job 
classification where the employee must fill such vacant position. 

Section 110.08 In all cases where one (1) employee is exercising 
his/her seniority to displace (bump) another employee, his/her right to 
displace (bump) into another job classification is subject to the conditions 
that he/she is qualified for the position and able to perform the functions 
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and duties of the position to which he/she is attempting to displace (bump) 
into.  During the bumping process, employees will be considered qualified 
for any classification they occupy at the time of layoff. 

Section 110.09 At the end of the displacing (bumping) process, the 
employee who is displaced (bumped) and unable to displace another 
employee pursuant to the above provisions shall be laid off.  The 
Employer may, at its sole discretion, offer such employee a vacant 
position in another layoff series. 

Section 110.10 Employee(s) who are laid off shall have the option of 
being directly laid off by the Employer or of displacing (bumping) another 
employee pursuant to the above provisions. 

Section 110.11 Recalls shall be in the inverse order of lay-off and laid 
off employees shall retain their right to recall to the job classification from 
which they were laid off or to a lower rated job classification within their 
layoff series, for twelve (12) months from the date of lay-off. Employees 
who are recalled during the recall period shall be treated as reinstated 
employees rather than a new employee and shall not be subject to drug 
testing when recalled. 

Section 110.12  Notice of recall shall be sent to the employee’s 
address listed on the Employer’s records and shall be sent by certified 
mail.  An employee who refuses recall or does not report to work within 
five (5) working days from the date the Employer mails the recall notice, 
shall be considered to have resigned his/her position and forfeits all rights 
to employment with the Employer. 

Section 110.13  Employee(s) scheduled for lay-off shall be given a 
minimum of twenty-one (21) days advance notice of lay-off. 

ARTICLE 201 UNION RIGHTS 
Section 201.01 The Employer agrees to furnish the Union President a 
monthly list of personnel transactions, which involves additions to, 
changes or deletions from the Bargaining Unit.  The Employer will 
include in the list the newly hired employees and their classification and 
status, employees completing their probationary period and employees 
promoted or transferred into or out of the Bargaining Unit.  Deletions from 
the Bargaining Unit shall be explained, i.e., resignation, termination, 
retirement, layoff, etc.  The list will also include those Bargaining Unit 
employees whose classification is being changed and the reason for the 
change.  The list will also show the names and the effective dates of the 
transactions. 

The monthly list shall be submitted to the Union President no 
later than ten (10) days following the Board approval of the transactions. 

The Employer will provide a list of all Bargaining Unit 
Intermittent or Part-Time employees, who are placed on temporary full-
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time status or temporary part-time status, including the beginning and 
ending dates of the individual assignments.  This list will be provided on a 
monthly basis and will identify all such assignments reported to the 
Department of Human Resources during the preceding month. 

The Employer shall provide to the Union President the minutes 
of the monthly meetings of the Summit County Children Services Board 
of Trustees, minutes of all Summit County Children Services Board 
committee meetings, and copies of all Board resolutions in a timely 
manner.  Any minutes of executive session meetings or other meetings not 
subject to public disclosure shall not be provided to the Union. 

The Employer shall provide the Union with the Employer’s 
current Table of Organization.  Also, the Employer will notify the Union 
of any changes to the Employer’s Table of Organization in a timely 
manner.   

The Employer shall provide the Union with address changes for 
Bargaining Unit employees on a monthly basis.  

The Employer shall notify the Union of all students who have an 
academic assignment with the Employer.  Said notification shall include 
the student’s name, the name of the person overseeing the student, the unit 
they are assigned to, and the beginning and ending dates of the 
assignment.  For the purposes of this section, student is defined as any 
person who has an academic assignment with the Employer whether an 
employee or a non-employee.   

Should the Employer place a Bargaining Unit employee on 
administrative leave, the Employer shall notify the Union prior to the 
employee being placed on leave, and said employee shall have the right to 
have a Union representative present. 

Section 201.02 Elected Union delegates or alternates to the 
President’s conference and annual convention of the Union shall be 
granted time off without pay to participate in such meetings.  Such time 
off shall be granted to no more than ten (10) members and shall not exceed 
three (3) days per calendar year for each employee subject to the 
Employer’s need to maintain coverage on that job and adequate notice 
having been given to enable the Employer to effect coverage. 

Section 201.03 The Union shall be permitted the use of the 
Employer’s copier for Labor/Management materials at no charge.  If the 
Union requests the use of a copier for internal Union affairs, the Union 
shall pay the applicable rate for use of the Employer’s copier.  Requests to 
use the copier for internal Union matters must be made to the Director of 
Human Resources and payment made to the Fiscal Services Department.  
The Employer will make available, as requested, at least five (5) copies of 
any materials provided to the Union. 
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Section 201.04 The Union President or his/her designee shall be 
entitled to a maximum of twenty (20) hours per month non-accumulative 
release time away from the employee’s normal work time in order to 
perform the responsibilities of the Union President function.  Duties 
performed by the Union President or his/her designee shall be performed 
in the Union office, whenever feasible.  The accounting of such time shall 
be recorded on Steward Time Forms.   

Section 201.05 The Employer shall provide a lockable office, with 
keys maintained by the President located in the main building at 264 S. 
Arlington Street, in which Union business may be conducted in private.  
Said office shall be located in room 1-C-151.  In such office, the Employer 
will provide a lockable filing cabinet, one desk, five chairs and a work 
table for the exclusive use of the Union officials.  The Employer will also 
provide a telephone in such office for the exclusive use of the Union with 
all monthly billing and maintenance charges to be borne by the Employer, 
except for long distance calls, which shall be borne by the Union.  A room 
identification sign shall be placed on the door of such office, the cost of 
which shall be borne by the Union.  Except in the case of emergencies, 
non-Bargaining Unit individuals shall not enter the Union office without 
the presence of a Union representative. 

Section 201.06 Within thirty (30) days of the execution of this 
Agreement, the Union President shall be given a copy of all current 
Bargaining Unit job descriptions.  If a job description should be changed 
during the term of this Agreement, the changed job description shall be 
dated and a copy submitted to the Union President within seven (7) days 
of the effective date of the change. 

Section 201.07 A Union Officer and/or one other designee shall be 
released from normal work duties, without loss of benefits or seniority, 
and without pay, for the purpose of attending training or CWA National, 
District and Public Employee conferences.  The total time used under this 
Section shall not exceed fifteen (15) work days per calendar year. 

ARTICLE 202 NON-EMPLOYEE VISITATIONS 
Section 202.01 The Employer agrees that accredited non-employee 
representatives of the Union shall be admitted to the premises of the 
Employer upon verbal notification to either the Director of Human 
Resources or the Employer’s General Counsel.  Such visitations shall be 
limited to attendance at Labor/Management Meetings as outlined in 
Article 501 and as authorized by the Grievance Procedure as outlined in 
Article 504. 

Section 202.02 In addition, the Employer agrees that accredited non-
employee representatives of the Union may be admitted to the premises of 
the Employer at any time with written notification to the Director of 
Human Resources or his/her designated representative, twenty-four (24) 
hours in advance. 
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Section 202.03 The number of accredited non-employee 
representatives during any one (1) visit to the premises of the Employer 
shall be limited to a maximum of two (2).  Non-employee visitation forms 
shall be provided to the President of the Union or his/her representative. 

ARTICLE 203 INFORMING EMPLOYEES 
Section 203.01 Upon the execution of this Agreement, the Employer 
and the Union will inform present employees that negotiations have been 
concluded on the Agreement.  The notice to the employees will include a 
location where copies of the Agreement are available. 

Section 203.02 The Employer will publish copies of this Agreement 
in booklet form and will distribute them to each present and future 
Bargaining Unit employee.  The Employer agrees to have said booklets 
printed at a local unionized print shop and both parties shall share the 
costs equally. 

Section 203.03 The Union may distribute literature to new employees 
of the Bargaining Unit by means of the intra-agency mail system.  The 
contents of such material may contain materials describing CWA, 
identifying its official representatives and a membership application. 
Additionally, the Union may distribute the Union newsletter and notices of 
meetings to all Bargaining Unit employees by means of the intra-agency 
mail system.  Notices of membership meetings may be distributed through 
Employer e-mail with a copy to the Director of Human Resources.  The 
Union may also utilize the Employer e-mail system for items listed in 
Section 204.01.  It is agreed and understood that the transfer of Union 
newsletters and meeting notices through the intra-agency mail system 
shall be by distribution to the unit mail boxes.  In addition, the Union will 
provide one (1) copy of the Union newsletter to the Director of Human 
Resources. 

Section 203.04 It is understood that no material may be distributed 
through the intra-agency mail system and/or e-mail at any time which 
contains the following: 

A. Scandalous or scurrilous attacks upon the Employer or an 
individual employee of the Employer.  

B. Attacks on and/or favorable comments regarding a candidate for 
public office or any partisan political issue. 

 Any allegations of Union abuse of the intra-agency mail system 
shall be subject to discussion at a Labor/Management Meeting, such 
meeting to be convened within twenty-four (24) hours of the Union’s 
receiving notice of the alleged abuse.  The Employer shall require the 
Union to discontinue circulation of the material in dispute until resolution 
is reached. 
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ARTICLE 204 BULLETIN BOARDS 
Section 204.01 The Employer shall furnish space on any and all 
existing and future Employer bulletin boards which are intended for 
Bargaining Unit employee use for use by the Union, not to exceed an area 
the dimensions of which are 24” by 36” for posting the following notices: 

A. Recreational and social affairs of the Union. 

B. Union meetings. 

C. Union elections. 

D. Reports of Union Committees. 

E. Rulings or policies of the State or District organization.  Any 
additional Union material to be posted must bear the official 
stamp of the Union. 

A list of bulletin boards intended for special purposes and not 
intended for Bargaining Unit use will be given to the Union President.  
Should additional bulletin boards be added for special purposes, the Union 
President will be notified.  Special purpose bulletin boards will not replace 
any existing bulletin boards. 

Section 204.02 The Union shall furnish a copy of all information 
posted by it on an Employer bulletin board to the Director of Human 
Resources.  It is understood that no material may be posted on the bulletin 
board at any time which contains the following: 

A. Scandalous or scurrilous attacks upon the Employer or an 
individual employee of the Employer;  

B. Attacks on and/or favorable comments regarding a candidate for 
public office or any partisan political issue. 

Any allegations of Union abuse of said bulletin board shall be 
subject to discussion at a Labor/Management Meeting, such meeting to be 
convened within twenty-four (24) hours of the Union’s receiving notice of 
the alleged abuse.  The Employer shall require the Union to remove the 
material in dispute until resolution is reached. 

Section 204.03 Each posting shall be signed and dated by the Union 
official responsible for its posting.  The Union may report and request 
removal of non-Union postings from space on bulletin boards designated 
for Union postings in accordance with Section 204.01 at a 
Labor/Management Meeting. 

Section 204.04 It is the Union’s intent that postings which have 
served their purpose will be promptly removed. 

Section 204.05 It is the Union’s intent that no Union material shall be 
posted on Employer property other than on bulletin boards provided in 
Section 204.01. 
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ARTICLE 205 UNION MEETINGS 
Section 205.01 Meetings of the Local or the Committees of the Union, 
except when space precludes this, will be permitted on the SCCS property 
when and where work is not interrupted by such meetings and when such 
meetings are not held during the regularly scheduled hours of the 
participants on the day in question. 

Section 205.02 The Union shall notify the Director of Human 
Resources at least forty-eight (48) hours in advance of the meetings 
(outlined in Section 205.01) for scheduling purposes. The notice shall 
contain the name of the Committee that will be meeting. 

ARTICLE 206 MISCELLANEOUS 
Section 206.01 If the Employer, by written Work Rule, requires any 
employee to wear uniforms or special safety clothing or devices, such 
items will be furnished to said employees by the Employer, including 
replacement and repair.  Portable equipment furnished by the Employer to 
carry out the employee’s job duties shall be repaired at Employer cost.  
Employees who choose to take portable equipment off grounds and lose or 
damage said portable equipment will be required to notify their supervisor 
and submit a written report to the Head Security Coordinator detailing the 
circumstances of the loss or damage and indicating whether the employee 
feels the loss or damage was out of their control.  The Head Security 
Coordinator will meet with the employee, their supervisor, and if the 
employee chooses, a Union representative, to evaluate the circumstances 
in order to ensure that the replacement policy is applied uniformly and 
equitably for all employees.  Decisions will be put in writing to the 
employee within thirty (30) days.  If it is determined that the employee is 
responsible for loss or damage of equipment, cost of replacement or repair 
of said equipment shall be at the employee’s expense not to exceed the 
Employer’s deductible under liability coverage, except where a Police 
Report is filed by the employee, in which case the Employer shall be 
responsible for said cost.  Records reflecting each incident and the 
outcome shall be maintained and a copy of each shall be submitted to the 
Director of Human Resources.  Those employees who subsequently find 
equipment will be reimbursed upon return of the found equipment. 

Section 206.02 The Employer and the Union recognize the need to 
keep Social Service dictation current in accordance with the Employer’s 
policy.  The Employer shall allow each full-time Social Service Employee 
thirty-two (32) hours per month during which the employee shall dictate 
or accomplish other record keeping responsibilities and defer other 
caseload responsibilities.  Up to twelve (12) hours of the thirty-two (32) 
hours per month may be worked at home.  Part-time Social Service staff 
shall be allowed twenty (20) hours per month and up to eight (8) hours per 
month may be worked at home.  Time worked at home must be taken in 
increments of eight (8) hours or four (4) hours.  Four (4) hour increments 
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must be taken in the afternoon.  The Social Service employee may, up to 
thirty-two (32) hours per month for full-time staff and up to twenty (20) 
hours per month for part-time staff and subject to the approval of the 
Supervisor, advise the Switchboard Operator that he/she is not available to 
accept telephone calls.  Emergency situations will be referred to the 
employee’s Supervisor.  The Supervisor may interrupt the Caseworker in 
emergency situations; however, time required for such interruptions shall 
not be included for the purpose of this Section in the total hours per month 
provided.  The scheduling of such uninterrupted time shall be the 
responsibility of the Supervisor.  If the employee wishes to perform this 
work at home, he/she must notify the supervisor of such and may do so 
subject to the provisions of this Section. 

Section 206.03 The Employer shall utilize its own employees to 
perform work normally and customarily performed by employees, except 
in situations when the Employer’s work practices may be having an 
adverse effect on the Employer’s ability to deliver services effectively to 
the children under care. 

 Subcontracting means to engage an independent contractor or 
persons other than an employee of the Employer to perform, under a 
subcontract, all or part of any duties normally and customarily performed 
by employees. 

 Nothing in this Section shall be interpreted to restrict the right of 
the Agency to continue existing subcontracts or to contract in the future 
for services that can be performed more effectively or efficiently by a 
subcontractor.  

Section 206.04 All client transportation performed by Social Service 
Aides and Social Worker Assistants will be provided in Employer 
vehicles, except when an emergency situation exists and there are no 
Employer vehicles available. 

Section 206.05 No non-bargaining unit employee shall perform 
bargaining unit work unless otherwise provided for by agreement.  
Supervisory employees shall not be permitted to perform work of any 
bargaining unit position except in the following situations: 

1. In emergencies, when employees are not immediately available 
to prevent harm to a child, or a family situation, or a possible 
endangering situation exists or could exist if intervention did not 
occur. 

2. In the instruction or training of employees with the employee 
present. 

3. In the performance of necessary work when casework services, 
child care, or production services difficulties are encountered on 
a job with the proper classification present. 
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4. For the purpose of the supervisors’ learning how to operate new 

process equipment or procedures. 

5. For the purpose of gathering information during planned studies. 

6. To provide a relief period for any employee on an occasional, 
irregular basis. 

7. To expedite client services and meet legally mandated services 
or possible loss of funding. 

8. In the absence of an employee within their assigned unit. 

The purpose of this Section is to ensure that members of 
supervision do not perform work normally done by employees nor restrict 
overtime opportunities for said employees.  Supervisors have the right to 
perform work incidental to their managerial responsibilities to the extent 
that it does not result in eliminating the need for the services of an 
employee, or prevent the hiring of an additional employee. 

Section 206.06 

A. Volunteers and students shall not be utilized in any way that 
would decrease the use of paid personnel and shall not be 
permitted to supplant paid staff. 

B. The primary purpose for the use of Volunteers shall be to enrich, 
extend, or otherwise supplement the services of Employer staff 
for the benefit of clients.  When Volunteers are used, the 
Employer shall have a written policy that includes the following 
points: 

1. A clear delineation of the functions and activities 
appropriate for Volunteer and paid staff. 

2. Written descriptions of activity for each type of Volunteer 
used and clear procedures that relate the Volunteer to 
regular paid staff. 

Copies of the above-written policies and any changes thereof 
shall be provided to the Union President. 

Section 206.07 The Union shall furnish the Director of Human 
Resources with a written list of the name of the Union President, Vice 
Presidents, Secretary, and Treasurer.  Further, the Union shall properly 
notify the Employer, in writing, of any changes therein.  

Section 206.08 The Employer shall comply with all applicable federal 
and/or state laws and/or regulations regarding the protection of employees 
who normally operate a video display terminal for four (4) or more hours 
per day, whether continuous or not.  Furnishings for all computer work 
stations will be substantially compatible with the standards of the 
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furnishings used at the main administrative building as determined by the 
Employer in consultation with the Union and the employee(s). 

Section 206.09 It is mutually agreed that the hours spent in Unit 
meetings and employee orientation by part-time and intermittent 
employees will not be counted toward the twenty-four (24) hour per week 
maximum allowed hours for these employees. 

Section 206.10 The Employer shall provide at least one area within 
direct proximity of the main building to be used by employees as a 
smoking area, which shall be adequately heated and seasonally enclosed to 
the extent permitted by law.   

Section 206.11 It is recognized that due to the nature of the services 
the Employer provides and the clientele involved, who may be troubled or 
disturbed, employees may be exposed to situations that are potentially 
dangerous.  Therefore, they may be accompanied by the police, their 
Supervisor, or another worker, as mutually agreed upon by the employee 
and Supervisor. 

Section 206.12 Should the Employer implement a system for direct 
deposit of paychecks, employee participation will be voluntary.  In the 
event the County of Summit requires direct deposit, employee 
participation will be required. 

Section 206.13 There will be a Quality Service to Clients (QSC) 
Committee comprised of four (4) Caseworkers chosen by the Union, and 
four (4) management staff from the Social Services Division chosen by the 
Executive Director.  Other subject matter experts may be called upon to 
participate.  The Chair of the Committee shall be one of the Employer's 
appointees and shall be determined by the Committee.  In the event the 
Committee cannot reach consensus, the Executive Director shall designate 
the Chair.  Any expansion of the Committee will be done in equal 
numbers.  The addition or replacement of Committee members will be 
done as noted earlier in this paragraph. 

The QSC is responsible for examination/recommendations of 
methods for effective work load and case load management and process 
improvement.  The Committee will utilize a consensus-based decision-
making process. 

The Committee will report on a quarterly basis to the Executive 
Director and/or the Executive Council and the Labor/Management 
Committee any recommendations and/or concerns, findings, and issues 
addressed at the Committee meetings.  Minutes of the Committee 
meetings will be submitted to the above parties as well. 

 The Committee will also: 

1. Identify and recommend areas of emphasis for time management 
training for Caseworkers; 
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2. Develop recommendations to provide improvements and 

enhanced Agency operations; 

3. Research and explore a training/mentoring program to match 
skilled Caseworkers with new Caseworkers, and make 
recommendations; 

4. Explore strategies to attract and retain experienced staff. 

Employees involved in QSC activities shall be given sufficient time as 
agreed to by the Committee Chair in advance during duty hours without 
loss of pay or other benefits to perform these functions. 

ARTICLE 207 BRANCH OFFICES 
Section 207.01 Upon the opening of any Branch Office, staffing needs 
will be filled by posting a notice on appropriate bulletin boards in the 
affected department notifying the employees of the opening of the Branch 
Office and asking for volunteers to be relocated to such office.  
Opportunity to relocate will be restricted to those employees in the same 
department and classification as are needed in the Branch Office.  Said 
notice shall instruct the employees to express their desire to relocate in 
writing to the Director of Human Resources no later than two (2) weeks 
from the date of the notice.  Should more staff express their desire to 
relocate than will be needed at the new office, relocation shall be based on 
employee seniority with the Employer. 

Section 207.02 If, after Section 207.01 has been complied with, 
staffing needs are not met, the least senior employee(s) in the 
department(s) and classification(s) needed at the Branch Office will be 
relocated. 

Section 207.03 Once initial staffing needs for Branch Offices have 
been met, any future openings in the Branch Office shall be filled in 
accordance with Article 403. 

Section 207.04 Openings at the Main Office which result from 
relocations to Branch Offices shall be filled by employees who are left 
without a supervisor in the following manner:  the most senior of those 
employees left without a supervisor shall be offered first choice of such 
openings within their own department, one of which must be selected.  
Then each employee, one-by-one in order of employee seniority with the 
Employer, will be given their choice of the remaining openings until all 
such openings have been filled. 

ARTICLE 301 WORK RULES 
Section 301.01 Work Rules as defined in this Section shall be all 
policies, procedures and directives including the Employer's Table of 
Discipline which regulate conduct of employees in the performance of the 
Employer’s services and programs.  All Work Rules including existing 
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policies, procedures and the Employer's Table of Discipline as defined are 
hereby incorporated by reference as if fully rewritten herein.  New Work 
Rules formulated after the effective date of this Agreement shall be 
reduced to writing and made available to the Union and distributed to all 
Bargaining Unit employees fourteen (14) calendar days before 
implementation unless an emergency situation prevails, in which case it 
becomes effective immediately and may be, at the request of either party, 
proper subject for Labor/Management Meeting. 

Section 301.02 It is agreed and understood that the Employer shall 
have the right to revise and/or initiate any Work Rules with respect to the 
conduct of its employees.  However, the Union and its members may 
grieve Work Rules on the basis of: 

A. Lack of uniform application of the Work Rules; 

B. The Work Rules conflict with provisions of the Agreement; 

C. The Work Rules are discriminatory as outlined in the 
Agreement. 

Section 301.03 A copy of the Work Rules outlined in Section 301.01 
of this Article shall be provided by the Employer to all employees 
beginning employment with this Employer.  Intranet access to Work Rules 
through INSITE is sufficient under this Section and shall be considered 
the employee's acknowledgement of receipt of the Work Rules. 

Section 301.04 Within ninety (90) days of the execution of this 
Agreement, the Employer shall meet with the Union to determine if any 
Work Rules are in conflict with this Agreement.  If the parties agree that a 
conflict exists, the Employer shall, within ten (10) days of such 
determination, revise or rescind the conflicting Work Rule(s) to bring 
about compliance with this Agreement. 

ARTICLE 302 WORK SCHEDULES 
Section 302.01 The basic work week shall be forty (40) hours, and the 
normal work day shall be eight (8) hours for full-time employees.  
Employees who are not full-time shall be assigned eight (8) hour shifts 
whenever feasible.  Prior administrative approval is required for all hours 
worked beyond their normal work week or day.  Prior approval will be 
waived for Caseworkers if, in their professional judgment, such work is 
deemed necessary.  Caseworkers will inform their Supervisors at the 
earliest possible time thereafter. 

Section 302.02 A full-time employee who works five eight-hour shifts 
shall be provided a work schedule with at least eight (8) hours off between 
eight (8) hour work shifts except in the event of an emergency.  The 
Employer will endeavor to provide sixteen (16) hours off between eight 
(8) hour shifts.  Full-time employees shall not be required to work a 
schedule consisting of more than two (2) shifts per week with less than 
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sixteen (16) hours off between eight (8) hour shifts.  This Section shall not 
apply to employees accompanying children on camping trips or activities. 

Section 302.03 At work stations or locations where employees are 
required to maintain continuous operation of departments or assignments, 
giving due consideration to the experience of the personnel involved, 
shifts and days off may either be fixed or rotated in accordance with the 
needs of the Employer’s operation. 

Section 302.04 Work Schedules are defined as an employee’s 
assigned hours of the day and days of the week and shift assignment.  
Changes in Work Schedules shall be made only to meet the operational 
needs of the Employer and shall not be made arbitrarily.  A minimum of 
seventy-two (72) hours' notice shall be provided to employees affected by 
a Work Schedule change, except when changes are necessitated by 
unforeseen situations.  Nothing herein shall be construed to limit the 
authority of the Employer to make temporary assignments to different 
locations or work duties for the purpose of meeting unforeseen situations.  
The Employer shall not change work schedules to avoid overtime. 

Section 302.05 Every eight (8) hour work period shall include a one-
half (1/2) hour paid lunch period.  However, Employees may elect a work 
schedule that includes a one-half (1/2) hour paid lunch or a one (1) hour 
lunch (½ hour paid and ½ hour unpaid).  If an employee elects a one (1) 
hour lunch,  the  employee with supervisory approval will submit to the 
Human Resources Department (on the agency's work schedule form) a 
schedule extending their workday by one-half (1/2) hour.  The second shift 
operations of the Front Desk and Clinic shall have a one-half (1/2) hour 
paid lunch period during which time he/she is on duty and on call.  
Employees scheduled for an eight (8) hour work period who are off-duty 
during their lunch hour must work a minimum of four (4) hours to be 
eligible for a one-half (1/2) hour paid lunch period.  In addition, there shall 
be two (2) ten (10) minute rest periods with pay approximately midway 
through either the morning or afternoon side of the lunch period during 
which time all employees are on duty and on call. The time of the 
regularly scheduled rest period shall be determined by the employee’s 
Supervisor.  The employee shall, with the consent of the Supervisor, take a 
missed rest period at the earliest possible time. 

Section 302.06 A thirty (30) minute lunch period, with pay, during 
which the employee is on duty and on call shall be provided to employees 
working more than four (4) hours beyond their regular shift. 

Section 302.07 The Employer shall determine those positions which 
shall qualify for wash-up before meals and quitting time. 

Section 302.08 The Employer may temporarily assign employees to 
other classifications to fulfill operational requirements.  If the employee 
filling such temporary assignment is of a lower classification and pay rate 
than the temporary assignment and remains in such temporary assignment 
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for a period of more than five (5) working days, the employee shall 
receive the higher rate of compensation for all hours worked while so 
assigned; however, the employee’s classification will not change.  If an 
employee is temporarily assigned to a higher classification for the second 
and/or subsequent time in a calendar year, the employee shall be paid at 
the higher rate of pay from the first day of the assignment.  If the 
employee filling such temporary assignment is of a higher classification 
and pay rate than the temporary assignment, such employee shall receive 
the higher rate of compensation for all hours worked while so assigned. 

Section 302.09 Where employees are working in a higher 
classification as stated in Sec. 302.08, such employees may work in such 
classification, at the Employer’s request, for up to sixty (60) work days, 
but not more than thirty (30) work days without the employee’s 
acceptance of the assignment.  At the conclusion of sixty (60) work days, 
such position shall be posted if the Employer has determined that a 
vacancy exists in accordance with Article 403.  This Section shall not 
apply to employees working as absentee replacements in a higher 
classification. 

Section 302.10 All employees who fail to report for duty at their 
regular designated time shall be subject to disciplinary action.  The 
employee may account for the appropriate tardiness; that is, elect to take 
accumulated compensatory time, holiday, vacation, flex time, or loss of 
pay, provided the employee notifies his/her supervisor or designee that 
they are running late, unless the employee can demonstrate his/her health 
or safety was at risk prohibiting the notification.  

Section 302.11 Where staff schedule changes are necessary during 
summer months for school vacation to meet operational needs of the 
Employer, it is agreed that the Employer will reassign those employees 
affected to their previous work schedule worked prior to school vacation.  
This reassignment shall occur in September. 

Section 302.12 The Employer shall have the right to establish staffing 
levels and schedules based upon operational needs as determined by the 
Employer.  Full-time employees may select their hours of service from 
those established by the Employer, provided that regular schedules shall 
be Monday – Friday and the regular start time shall not be before 7:00 
a.m. or after 12:00 Noon, unless otherwise posted.  If scheduling conflicts 
arise, employees shall be granted their most desired schedule based on the 
employee’s seniority.  For purposes of this Section, seniority shall be 
defined pursuant to Sections 110.03 and 110.04.  At the request of either 
the supervisor or the employee, daily variations from the schedule may be 
accommodated by mutual agreement.  This provision applies equally to 
part-time employees. 

Social Service employees may be required to flex up to one (1) 
day per week (Monday – Friday) with one (1) week's advance notice.  The 
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employee's choice of day shall be accommodated.  The required flex shall 
not alter the starting or quitting time by more than two (2) hours unless 
otherwise agreed. 

Employees in the following areas are not subject to the Monday 
– Friday, 7:00 a.m. – 12:00 Noon schedules set forth above:  Front Desk, 
Call Board, Intake Phone Room, and Second Shift Intake Workers. 

Section 302.13 None of the provisions in this Agreement applying to 
employees working four ten (10) hour shifts shall be construed as 
changing provisions applying to employees working five eight (8) hour 
shifts except where it is specifically stated. 

Section 302.14 There shall be a separate list for each classification of 
Intermittent employees.  Said employees shall be listed on each list in 
order of seniority (SCCS longevity).  All available work shall be offered 
to employees on a rotating basis.  The person making the calls to find a 
replacement will start calling at the point on the list where they stopped 
calling previously. Intermittents are permitted to work not more than 
twenty-four (24) hours per week. 

 In the event that a replacement cannot be found, overtime shall 
be offered to full-time employees in accordance with Section 303.05. 

Temporary full-time opportunities in any classification shall be 
scheduled in rotation among the eligible Intermittent employees within 
that classification. 

Section 302.15 Provided Intermittent employees are given sufficient 
opportunity for work during his/her indicated schedule of availability, all 
Intermittent employees must work at least two hundred (200) hours in a 
six (6) month calendar period (January through June and July through 
December) or be given a written notification that the minimum two 
hundred (200) hour requirement has not been met.  The employee’s 
Intermittent employment status would be subject to termination at the end 
of the next six (6) month review period if he/she did not work the 
minimum two hundred (200) hours in that reporting period and the next 
two (2) reporting periods subsequent to the second reporting period.  The 
Union and/or the employee shall have the right to meet with the Employer 
prior to any termination.  At said meeting, the Employer shall provide 
documentation that said employee was provided sufficient work 
opportunities.  In addition, the employee may present any special 
circumstances surrounding his/her refusal to work.  Actual contact must be 
made with the employee to be considered a refusal and voice mail 
messages not responded to within fifteen (15) minutes will also be 
considered a refusal.  Intermittents may change his/her availability 
schedule not more than twice in each six (6) month period (January 
through June and July through December).  Employees must supply the 
Agency with their cell phone number. 
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 The provisions of Section 404.05 and 404.06 shall not apply to 
Intermittent employees terminated on the basis of this Section of the 
Agreement. 

ARTICLE 303 OVERTIME 
Section 303.01 Front Desk staff, Clinic Clerical staff, Respite Center 
staff, and Call Board staff must be paid time and one-half for all hours 
worked in excess of forty (40) hours per week.  

All other Bargaining Unit employees of Summit County 
Children Services, except for those listed in Section 303.02 shall be paid 
time and one-half for all hours worked in excess of forty (40) hours per 
week, except that these employees may elect to accumulate compensatory 
time at the rate of time and one-half.  Compensatory time earned may be 
taken at a mutually acceptable date, agreed upon by the employee and 
his/her immediate Supervisor. 

If an employee has worked more than forty (40) hours during 
either week of the pay period, the employee will either receive time and 
one-half wages at the end of that pay period, or if the employee has 
elected to accumulate compensatory time as outlined above, said 
compensatory time will be credited at the end of that pay period.   

Each pay period shall consist of two (2) weeks, and each week 
of the pay period shall start on Monday and end on the following Sunday.   

Paid vacations and sick leave are not hours worked within the 
meaning of the overtime provisions of Article 303 and, therefore, do not 
count in tabulating total hours per week. 

Section 303.02 All Caseworkers, Home Finding Recruiters, and 
Registered Nurses shall not be paid time and one-half for all hours worked 
in excess of forty (40) hours per week.  The Employer will grant 
compensatory time off on a time and one-half basis for hours worked in 
excess of forty (40) hours per week; however, compensatory time may be 
accumulated to a maximum of eighty (80) hours and once an employee 
has eighty (80) hours of compensatory time in his/her “Compensatory 
Time Bank”, any additional overtime worked will be paid to the employee 
at the rate of one and one-half (1 1/2) times his/her hourly rate.  Should the 
employee’s “Bank” fall below eighty (80) hours, the employee must reach 
eighty (80) hours before he/she will be paid overtime. Compensatory time 
taken is considered as hours worked for the purposes of overtime 
computation.  Compensatory time earned may be taken at a mutually 
acceptable date, agreed upon by the employee and his/her immediate 
Supervisor, and their accrued compensatory time shall be taken in 
increments of eight (8) hours or ten (10) hours, where applicable, unless 
otherwise mutually agreed upon by the employee and the Supervisor.  

 Upon termination of employment with the Employer, employees 
will be compensated for all of their unused compensatory time.  

27 



 
Section 303.03 In an emergency situation, when an employee’s 
services are needed for overtime work and he/she notifies his/her 
Supervisor immediately that he/she does not wish to accept the overtime 
assignment, he/she will be excused as soon as a qualified replacement can 
be secured.  The Employer shall make every effort to timely fulfill this 
wish.  When an emergency situation exists requiring a Caseworker to 
work beyond the normal shift, that worker will be excused within a two 
(2) hour period of the end of the normal work schedule, providing a 
substitute worker is obtained for any work over the two (2) hours.  An 
emergency exists where an immediate action is necessary to prevent harm 
to a child, or a family situation or a possible endangering situation exists 
or could exist if intervention did not occur. 

Section 303.04 Management shall distribute overtime among all 
employees within a classification and location.  Pursuant to Section 
303.05, the Employer shall rotate overtime opportunities among qualified 
full-time employees who normally perform the work that is being assigned 
for overtime.  The Employer shall daily maintain overtime rosters which 
are to be posted on all applicable department and subdepartment bulletin 
boards along with the previous month’s roster.  Employees may request to 
review the overtime roster as needed. A rotating list established by 
seniority and classification within the unit or department will be used by 
the Employer to distribute overtime.  The list will also include overtime 
hours worked, overtime offered but refused, the date of the occurrence, 
and the aggregate hours.  Whenever overtime is required by the Employer, 
the employee with the least number of hours in that classification within 
the unit or department will be called first and so on down the list in an 
attempt to equalize the overtime hours. 

Employees in other classifications may be called if there is a 
shortage of the employees in the classification needed.  For the purposes 
of this clause, time not worked because the employee was unavailable or 
did not work will be charged the number of hours that was offered as if 
worked, and will be posted on the roster. 

Where the amount of overtime offered but not worked is less 
than two (2) hours, the employee will be charged with two (2) hours.  For 
the purposes of this Article, when an employee changes from one unit or 
department to another, his/her respective hours for the purposes of the 
overtime roster will be calculated so that his/her aggregate hours will 
equal the average in the unit or department transferred to.  The overtime 
opportunities will be equalized for full-time employees within sixteen (16) 
hours every one hundred twenty (120) days commencing thirty (30) days 
after the effective date of this Agreement. 

The Employer agrees to maintain rosters identifying all part-
time and intermittent employees and hours worked daily which will be 
made available to the Union President or his/her designee upon request. 
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Section 303.05 Operational requirements of the Employer will require 
the use of part-time and intermittent employees for proper staffing.  The 
total hours per week worked for such employees shall not exceed twenty-
four (24) hours.  In the event that no available part-time and intermittent 
employees have worked less than twenty-four (24) hours in a given week, 
the overtime shall first be offered to full-time employees unless they have 
indicated that they do not want to be asked to work overtime.  Full-time 
employees may decline to work overtime in accordance with the 
provisions of Section 303.03; however, overtime offered but refused or not 
worked shall be credited as if worked. 

 If all full-time employees in the area where coverage is needed 
decline to work overtime, it will become necessary to request other 
employees who normally perform the duties to work overtime.  In the 
event not enough qualified employees volunteer for the overtime work, the 
Employer will attempt to assign the overtime to the qualified employee 
with the least amount of overtime hours accumulated on the overtime 
roster.  

Full-time employees who decline to work overtime in a different 
area than the one they are presently working in shall not be charged with 
overtime hours offered but refused or not worked in accordance with 
Section 303.03.  Full-time employees, who accept overtime hours in a 
different area than the one they are presently working in, shall be charged 
with overtime on their roster in accordance with Section 303.03.  It is 
recognized by the Employer and the Union that imbalances in the 
overtime rosters may unavoidably occur. 

Section 303.06 Operational requirements of the Employer will require 
the use of employees to accompany children on overnight excursions or to 
be otherwise available to the Employer for twenty-four (24) hours.  Such 
time shall be compensated at the applicable rate for up to sixteen (16) 
hours for each twenty-four (24) hour period when involved in direct 
service activities.  Should it become necessary for the employee to work 
beyond the sixteen (16) hours in direct service activities, the employee 
will be compensated for all additional hours worked.  Overtime accrued in 
this manner will be charged to Overtime Rosters and is subject to the 
provision of Section 303.04. 

ARTICLE 304 REPORT AND/OR CALL-IN PAY 
Section 304.01 Call-in pay is payment for emergency work performed 
by an employee who has been called in to work by the Employer at a time 
disconnected from the end of his/her normal work day.  Work done in this 
manner shall be compensated with a minimum of four (4) hours pay at the 
applicable overtime rate and in compliance with the Overtime provisions 
in this Agreement.  This Section shall not apply to employees being called 
to cover after-hours referrals under Section 602.07.  IT Staff shall be paid 
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in fifteen (15) minute segments for answering phone calls and performing 
the necessary duties resulting from the phone call at home. 

Section 304.02 When the Executive Director declares that a State of 
Emergency exists, the Agency may continue to use available personnel.  
However, all employees remaining under these conditions would be paid 
the applicable rate for all time on the premises when the employee’s 
presence at the Agency is requested by the Employer.  Essential 
employees are required to continue to work and must, on an individual 
basis, obtain the authorization of their immediate Supervisor, or if not 
available, the next Supervisor in order to be excused.  Essential and non-
essential employees will be compensated in accordance with the 
provisions of Article 303.  Essential employees shall be defined as the 
following: 

Front Desk Staff, Maintenance Staff, Clinic Staff and one (1) 
Caseworker assigned to the phone room.  The essential Social 
Service Worker assigned to the phone room shall be the one 
who has the least agency seniority. 

Section 304.03 Employees, who must report to a work location other 
than that to which they are regularly assigned, shall be on Agency time for 
all time spent in transit if prior approval is granted by the employee’s 
Supervisor.  Prior approval is waived when an emergency situation arises, 
but the employee will inform his/her Supervisor as soon as possible and 
obtain approval.  For purposes of determining time and mileage, the 
Employer shall use the shorter of time and distance measured from either 
the employee's residence or the Agency to the destination. 

ARTICLE 305 SICK LEAVE 
Section 305.01 All employees shall earn Sick Leave credit at the rate 
of four and six-tenths (4.6) hours of each eighty (80) hours of completed 
service.  Employees may use Sick Leave with the approval of the 
Employer.  Sick Leave may be used by the employee for the following 
reasons: 

1. Illness, injury, or pregnancy-related condition of the employee; 

2. Exposure of an employee to a contagious disease which could be 
communicated to, and jeopardize the health of, other employees; 

3. Examination of the employee, including medical, psychological, 
dental, or optical examination, by an appropriate practitioner; 

4. Death of a member of the employee’s immediate family.  Such 
usage shall be limited to a reasonably necessary time, not to 
exceed five (5) days; 

5. Illness, injury, or pregnancy-related condition of a member of 
the employee’s immediate family where the employee’s 
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presence is reasonably necessary for the health and welfare of 
the employee or affected family member; 

6. Examination, including medical, psychological, dental, or 
optical examination, of a member of the employee’s immediate 
family by an appropriate practitioner where the employee’s 
presence is reasonably necessary. 

The definition of “immediate family” shall be in accordance 
with Section 601.11 of this Agreement. 

Section 305.02 Unused Sick Leave shall be cumulative without limit.  
Intermittent employees shall accumulate Sick Leave while on Intermittent 
status; however, said employees may only use Sick Leave while serving as 
an Absentee Replacement or on a temporary full-time assignment of more 
than fourteen (14) calendar days.  When Sick Leave is used, it shall be 
deducted from the employee’s credit on the basis of one (1) hour for every 
one (1) hour of absence from previously scheduled work.  The previously 
accumulated Sick Leave of an employee who has been separated from the 
Public Service shall be placed to his credit upon his re-employment in the 
Public Service, provided that such re-employment takes place within ten 
(10) years of the date on which the employee was last terminated from 
Public Service.  An employee who transfers from one public agency to 
another shall be credited with the unused balance of his/her accumulated 
Sick Leave up to a maximum of the Sick Leave accumulation permitted in 
the public agency to which the employee transfers. 

Section 305.03 The Employer may require an employee to furnish a 
satisfactory written, signed statement to justify the use of Sick Leave.  If 
medical attention is required, a certificate stating the nature of the illness 
from a licensed physician may be required to justify the use of Sick Leave.  
The Employer may require an employee to be examined by a physician 
paid by the Employer to justify the employee’s absence or to ensure the 
employee is capable of returning to work.  In those cases where the 
employee is on sick leave and is approved by the employee’s physician for 
return to work and the Employer sends the employee to its physician for a 
second opinion, the employee shall remain on sick leave or other paid 
leave credits (if available) until the matter is resolved as follows:  If the 
Employer’s physician concurs with the employee’s physician, the 
employee shall be returned to work, and the amount of sick leave or other 
paid leave credits used between examinations shall be restored to the 
employee’s sick leave or other utilized paid leave credits.  If there is no 
concurrence, the employee shall be evaluated by a third physician 
acceptable to the employee and the Employer.  The Employer and the 
employee shall share the remaining balance of the cost of the examination 
after the health insurance company has made payment.  The third 
physician's opinion shall govern.  If the third physician concurs with the 
employee's physician, the employee shall be returned to work and the 
amount of sick leave or other paid leave credits used between 
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examinations shall be restored to the employee's sick leave or other 
utilized paid leave credits.  If the third physician concurs with the 
Employer's physician, then the sick leave or other utilized paid leave 
credits will not be restored. 

Section 305.04 Falsification of either a written, signed statement or a 
physician’s certificate shall be grounds for disciplinary action, including 
dismissal.  The abuse or patterned use of sick leave shall be grounds for 
disciplinary action. 

 For the purposes of this Article, the following definitions shall 
apply to the following terms:  “excessive absenteeism” – shall mean 
utilization of more than sixty-four (64) hours of sick leave in a rolling 
calendar year without a physician’s certification attesting to the 
employee’s illness or injury necessitating the absence.  Such report may 
justify single occurrences or reoccurring absences.  Consideration shall be 
given to those employees who have a chronic, serious and/or ongoing 
medical condition, documented by a physician's certificate.  For absences 
resulting from the documented chronic, serious and/or ongoing medical 
condition, the employee does not need to furnish a doctor's note for each 
qualifying absence provided the absence is consistent with the physician's 
certificate; “Patterned use” – shall mean a) frequent utilization of sick 
leave on the same day of the week; b) in conjunction with weekends, 
holidays, vacations or any other paid leave; or c) frequent absences of one 
(1) day or less unless excused by a physician’s certificate attesting to the 
employee’s illness or injury necessitating the absence. 

Section 305.05 Employees who are absent on sick leave or workers’ 
compensation may apply for light duty work.  Such light duty work 
application must be approved by the employee’s physician and the 
Employer’s physician, if the Employer wants the employee examined 
prior to its granting approval.  The Employer will attempt to accommodate 
light duty work applications to the extent practical, except that the initial 
approval and the duration of the light duty work shall be at the sole 
discretion of the Employer. 

Section 305.06 Upon the death of an employee with thirty (30) or 
more years of service at Summit County Children Services and who was 
eligible to retire from the Public Employee Retirement System (PERS), 
the employee’s beneficiary will receive one-fourth (1/4) of the earned sick 
time balance up to a maximum of two hundred forty (240) paid hours. 

ARTICLE 401 PROBATIONARY PERIOD AND 
PERFORMANCE EVALUATIONS 
Section 401.01 All newly hired employees must serve a probationary 
period.  The length of the probationary period is as follows: 

180 Calendar Days: All newly hired Full-Time staff 
(other than those identified below) 
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or non-social work staff promoted 
into Caseworker positions. 

365 Calendar Days:  All newly hired Full-Time 
Caseworkers. 

700 Work Hours: All newly hired Part-Time and 
Intermittent employees. 

The Employer may terminate an employee’s employment during 
the initial hire probationary period, and neither the employee nor the 
Union shall have any right to appeal such termination through the 
grievance procedure contained herein or to any form of Civil Service 
Commission, including the State Personnel Board of Review.  

All employees who apply for any transfer or promotion posted 
under Article 403, other than promotions into Caseworker positions, and 
are subsequently selected and placed in the vacancy shall serve a 
probationary period as follows: 

120 Calendar Days, if selected and placed in a full-time 
vacancy. 

700 Work Hours, if selected and placed in a part-time vacancy. 

If a transferred or promoted employee does not successfully 
complete the probationary period, he/she will be returned to his/her 
previous or similar position. 

An employee who is off work on an approved leave (regardless of use of 
accrued benefit time) for a period of four (4) weeks or more during his/her 
initial probationary period will have his/her probationary period extended 
by the amount of time spent on approved leave. 

Section 401.02 The purpose of the evaluation is to constructively 
assess the employee’s current job assignments, to identify performance 
areas requiring improvement, to constructively advise the employee of 
his/her strengths and deficiencies in meeting performance expectations, to 
establish performance objectives for the next evaluation period and to 
develop a plan for attainment of objectives.   

Section 401.03 Each employee shall be evaluated annually by his or 
her immediate supervisor.  If an employee has been reassigned to a new 
supervisor within ninety (90) days of the evaluation date, the new 
supervisor shall, if possible, consult with the previous supervisor in order 
to complete the evaluation.  In addition, there may be a quarterly review of 
the employee’s job performance.   

Section 401.04 The supervisor shall notify the employee of the time 
of the evaluation interview at least twenty-four (24) hours in advance of 
the meeting.  The supervisor shall provide the employee with a copy of his 
or her performance evaluation, and they shall review the evaluation form 
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together during the interview.  Areas of disagreement will be clearly 
identified during the interview process.  The employee has the right to add 
a written statement, within seven (7) working days, indicating his/her 
specific reasons for disagreement.  Said statement will be attached to the 
evaluation prior to being signed at the next level. 

Section 401.05 If the employee disagrees with the content or scoring 
of his or her evaluation, the employee may schedule a meeting with the 
next level of supervision.  The employee shall serve written notice of 
his/her desire to review the evaluation to the next level of supervision no 
later than seven (7) working days after completion of the evaluation 
interview.  Said Supervisor shall meet with the employee and, if the 
employee chooses, a Union representative within seven (7) working days.  
The employee’s immediate supervisor and the Employer’s Director of 
Human Resources will also attend the appeal meeting.  The Director of 
Human Resources shall serve in the capacity of a mediator and attempt to 
bring the parties to an acceptable resolution of the dispute.  At the 
conclusion of the appeal meeting, any agreed-upon changes will be 
documented and signed by all parties, and all parties shall immediately 
receive a copy.  The agreed-upon changes will be implemented within five 
(5) working days.  

Section 401.06 Performance evaluations shall not be used as a record 
of discipline.  Performance evaluations may, however, serve as a record 
that the Employer has discussed performance with the employee. 

Section 401.07 Performance evaluations shall be used for the 
following: Employee job performance, salary increases, promotions, 
transfers, references, and termination during initial-hire probationary 
period. 

Section 401.08 Should any person add comments to or alter in any 
way an employee’s performance evaluation form after the employee has 
signed the performance evaluation, such evaluation shall, for all purposes, 
be null and void, and will be immediately removed from the employee’s 
Personnel File.  The original evaluation shall be retyped and re-signed and 
placed in the employee’s file. 

Section 401.09 The employee’s signature on any performance 
evaluation shall be viewed by the parties only as a representation that 
he/she reviewed the evaluation; it shall not be viewed as the employee’s 
agreement, but rather acknowledgment that the employee reviewed the 
evaluation. 

Section 401.10 Successful new hire probationary employees will be 
given an end of probation evaluation.  A mid-probationary evaluation may 
be used at the discretion of the Employer.  
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Transfer/Promotion probationary employees shall be given a 

mid-probationary evaluation during the first half of the probationary 
period and a final evaluation at the end of the probationary period. 

ARTICLE 402 PERSONNEL RECORDS 
Section 402.01 It is recognized by the parties that the Employer may 
prescribe regulations for the custody, use, and preservation of the records, 
papers, books, documents, and property pertaining to the employees.  
However, every employee shall be allowed to inspect his/her personnel 
file once in a six (6) month period running from the last inspection, with 
the exceptions of references for initial employment, psychiatric and 
medical reports, and confidential law enforcement records, which shall be 
kept separately.  If the law enforcement reports are no longer valid nor 
pertaining to the nature of employment, they shall be removed from the 
personnel file.  A Union officer or other employee representative may 
accompany the employee for inspection of the employee’s personnel file, 
in the presence of the Employer.  Requests to review the personnel file 
shall be directed to the Human Resources Department. 

Section 402.02 If an employee, upon examining his/her personnel file, 
has reason to believe that there are inaccuracies in those documents 
contained therein, the employee may write a memorandum to the Director 
of Human Resources or his/her appropriate representative explaining the 
alleged inaccuracy.  If, upon investigation, the Director of Human 
Resources, or his/her designated representative sustains the employee’s 
allegation, he/she will remove the inaccurate material from the personnel 
file or correct the inaccuracy.  If such material is not inaccurate but the 
employee feels that clarification of circumstances surrounding the writing 
of such material is necessary, the employee may submit to the Director of 
Human Resources or his/her representative a written clarifying or 
explanatory memorandum.  The Director of Human Resources or his/her 
representative will arrange to have such memorandum attached to the 
material to which it is directed and placed in the employee’s personnel 
file, unless it is scurrilous or slanderous. 

Section 402.03 Except as otherwise provided in this Article, and 
except for employees who have a need within the scope of their duties to 
see employee personnel files, such files shall not be available for review 
by anyone without prior, written authorization for such by the employee 
whose file or information therein is requested, subject to legal 
requirements on the Employer regarding public records.  Further, no 
information in an employee’s personnel file will be shared with anyone 
outside the Employer except name and place of employment without prior 
written authorization from the employee involved.  Personal references 
may be provided if requested of the Supervisor by the employee in 
writing. 

Section 402.04 Personnel files shall contain the following: 
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1) Name, permanent address, current address, telephone number, 

and name of person to notify in case of emergency (employees 
shall be responsible for keeping this information current within 
thirty (30) days); 

2) Position Description; 

3) Required license and verification of degree, where applicable; 

4) Change of Status Forms; 

5) Annual performance evaluations and salary review forms; 

6) Statements of performance in any given particular cases (i.e., 
letters of commendation, job performance, etc.); 

7) Memos identifying instructions or directives to employees 
regarding their job performance.  Such memos shall be initialed 
and dated by the employee prior to being placed in the Personnel 
File.  Said memos shall be removed from the employee’s 
Personnel File after one (1) year upon the employee’s request 
and given to the employee, provided there have been no 
intervening memos regarding the same subject matter; 

8) Corrective action orders; 

9) Computer-generated files related to the employee’s employment 
(which may be kept separately); 

10) References for initial employment, pre-employment reference 
checks, including confidential law enforcement records, 
psychiatric and medical reports (which shall be kept separately); 

11) Payroll records (which may be kept separately). 

If requested, employees will be provided copies of any items 
contained in the Personnel File. 

Section 402.05 The employee Personnel File shall constitute the only 
documentation to be used by the Employer and/or agents of the Employer 
concerning the employee.  Supervisors are permitted to keep records on 
each employee in a secured file at the supervisor’s work area.  Such 
supervisors’ files shall be subject to the provisions of Sections 402.01, 
402.02, 402.03, 402.04 of this Article.  No other records shall be kept 
concerning employees except those required by law or otherwise 
necessary to demonstrate compliance with the law. 

ARTICLE 403 JOB POSTINGS, TRANSFERS, AND 
PROMOTION 
Section 403.01 The Employer shall decide when a vacancy occurs or 
exists.  A vacancy is defined for posting as a regular full-time or part-time 
job opening in the bargaining unit.  The following types of positions are 
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not regular job openings:  Intermittent, Absentee Replacement, and 
Temporary Status. 

Section 403.02 A vacancy in a budgeted position will be 
automatically posted, should the Employer decide to fill it.  Should the 
Employer decide not to fill the position, the Union will be notified.  When 
a vacancy occurs, the Employer shall post a notice of said vacancy on 
appropriate bulletin boards in all facilities for a period of eight (8) work 
days, not including the day of the posting.  Once the position has been 
posted, it will be filled within three (3) calendar weeks following the end 
of the posting period.   

Section 403.03 The position announcement shall state the following:  
1) the Agency’s position title; 2) the classification, grade and salary of the 
position; 3) the classification job description; 4) the required qualifications 
for the classification; 5) the current line supervisor; 6) the location (if a 
branch office); 7) the hours of work; 8) the person to contact if interested; 
and 9) the deadline for submitting application. 

Section 403.04 The Employer will not be required to consider 
applications filed after the end of the posting period.  The employee may 
consult with his/her Supervisor to schedule a mutually agreeable time to 
make such application. 

Section 403.05 All applicants for vacancies must meet all of the 
minimum qualifications established for the posted position.  Employees 
who meet the minimum qualifications and have applied in a timely 
manner shall be granted an interview, except that for lateral transfers, only 
the three (3) most senior full-time applicants shall be interviewed.  If there 
are no employees applying for a lateral transfer, all other applicants, who 
have applied in a timely manner, shall be granted an interview. 

Section 403.06 In considering any individual for a regular job 
opening, the Employer will select the best qualified candidate of the three 
(3) most senior, considering skills, aptitude, education, experience, 
training, seniority, record of efficiency and effectiveness of performance, 
and record of tardiness and absenteeism. 

Section 403.07 Applications from employees shall be submitted to the 
Director of Human Resources for preliminary screening.  The Employer 
reserves the right to reject all applications or extend the deadline for 
submitting applications in the event that the makeup of the group of 
qualified applicants is significantly inconsistent with the Employer’s 
Affirmative Action Plan.   

Section 403.08 Upon receipt of the application and completion of 
screening in accordance with Section 403.05, the Employer shall give first 
consideration to those timely-filed applicants who are in the same 
classification as the vacant position and are, therefore, requesting a lateral 
transfer to the vacant position.  The vacancy shall be filled by an applicant 
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from the three (3) most senior full-time employees requesting a lateral 
transfer.  The three (3) applicants shall be considered subject to the criteria 
outlined in Section 403.06.  If there are less than three (3) full-time 
applicants for a lateral transfer, the applicants shall be considered pursuant 
to 403.06 with the most qualified individual receiving the position.  

Section 403.09 After Section 403.08 has been complied with by the 
Employer, and the vacancy has not been filled, then upon receipt of the 
application and completion of screening in accordance with Section 
403.05 and Section 403.06, the first consideration shall be given to those 
timely, in-Agency applicants who desire the position as a promotion (as 
defined in Section 403.11) or a transfer (as defined in Section 403.13).  
The vacancy shall be filled with the most qualified candidate per Section 
403.06 above.  If there are no full-time applicants who desire the position 
as a promotion or a transfer, then the vacancy shall be filled with the most 
qualified part-time or intermittent applicant. 

Section 403.10 For purposes of this Article, seniority shall be defined 
as the uninterrupted length of continuous service with the Employer.  A 
termination of employment lasting less than thirty-one (31) days shall not 
constitute a break in continuous service.  Once continuous service is 
broken, unless the employee is reinstated, the employee loses all previous-
accumulated seniority.  An authorized leave of absence does not constitute 
a break in continuous service provided the employee returns to active 
service following the expiration of the leave.  However, an employee on 
an authorized leave of absence shall only continue to accrue seniority for a 
maximum of twelve (12) months. 

Section 403.11 A promotion is defined as the transfer of an employee 
to a vacancy in a classification assigned to a higher pay grade, subject to 
the provisions of this Article. 

Section 403.12 A lateral transfer is defined as the transfer of an 
employee to a vacancy in the same classification, subject to the provisions 
of this Article. 

Section 403.13 A transfer is defined as the movement of an employee 
to a vacancy in the same pay grade, but not the same classification. 

Section 403.14 An employee who accepts any vacancy posted under 
this Article shall remain in said position for twelve (12) months before 
becoming eligible to apply for another posted vacancy.  Calculation of the 
twelve (12) months shall begin sixty (60) days after the deadline for 
submitting applications listed on the posting for said position.  In addition, 
no later than five (5) days after the employee is notified by Human 
Resources that they have been awarded the position, the supervisor and the 
employee shall meet to devise a plan for transition to the employee’s new 
position.  The transition plan shall be in writing, signed by employee and 
supervisor, and shall include the planned date of transition.  A copy of the 
transition plan shall be given to the employee and gaining supervisor. No 
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new assignments will be given to Caseworkers following acceptance of 
the new position, except in emergency situations.  Said transition shall be 
completed within thirty (30) days, when feasible, but not more than ninety 
(90) days after the employee is notified by the Human Resources 
Department that they have been awarded the job.   

Section 403.15 Full-time employees hired or re-employed shall 
remain assigned to such position for twelve (12) months including the 
probationary period, before becoming eligible to apply for a posted 
vacancy.   

Intermittent and part-time employees may apply for posted full-
time positions after the completion of their probationary period.  However, 
intermittent and part-time employees successfully applying for another 
intermittent or part-time position shall remain in said position for nine (9) 
months before becoming eligible to apply for another intermittent or part-
time position.  Calculation of the nine (9) months shall begin sixty (60) 
days after the deadline for submitting applications listed on the posting for 
said position. 

Section 403.16 One (1) copy of all postings shall be furnished to the 
Union President or his/her designated representative on the date of 
posting.  In addition, the Union’s copy of each posting shall include the 
name of the employee vacating that position, or a statement indicating it is 
a new position. 

Section 403.17 Notwithstanding any other provision of this 
Agreement, the Employer retains the right to assign employees to 
positions within their job classification based on the needs of the 
Employer. 

ARTICLE 404 CORRECTIVE ACTION 
Section 404.01 Except for initial-hire probationary employees, no 
employee shall have any form of corrective action taken against them, 
except for just cause. 

Section 404.02 The Employer agrees that all corrective action must be 
uniformly applied to all employees of Summit County Children Services. 

Section 404.03 The Employer shall administer all corrective actions in 
a progressive manner.  Corrective actions must be based on just cause, be 
uniformly applied, and be consistent with the Employer’s Work Rules as 
defined in 301.01 of this Agreement, including the Table of Discipline 
governing such actions, except that the Employer may apply a lesser 
penalty from the recommended standard penalties.  The Employer will 
give a copy of any written corrective action to the affected employee and a 
copy to the Union President immediately upon execution.  The employee’s 
signature on any Corrective Action Order shall not be viewed as the 
employee’s agreement with the Employer’s action or as an admission of 
violation of the cited work rule. 
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Section 404.04 Any records of corrective action taken against an 
employee or documents related to the action, shall expire and not be used 
against the employee, providing there has not been intervening corrective 
action taken against the employee during the specified time period as 
follows: 

A. Corrective actions resulting in no loss of time or pay – twelve 
(12) months; 

B. Corrective actions resulting in loss of pay or time not to exceed 
five (5) days pay – twenty-four (24) months; 

C. Corrective actions resulting in the loss of pay or time exceeding 
five (5) days pay – thirty-six (36) months. 

 If there has been no intervening corrective action, such 
corrective action shall be removed from their personnel file, upon written 
request of the employee. 

Section 404.05 When the employee is questioned as part of the 
investigation process and/or issued a Corrective Action Order, the 
employee is entitled to have a representative present. 

A. Investigation shall be completed within thirty (30) days of notice 
to the Employer that an offense has occurred. 

B. Disciplinary action shall be administered within fifteen (15) 
days of completion of the investigation, except when the 
proposed disciplinary action is a suspension or dismissal. 

C. In the event a criminal investigation is conducted, such above 
stated time periods shall be extended for the time period of the 
criminal investigation and proceedings. 

D. In the event the Employer determines it is not feasible to 
conclude the investigation or impose disciplinary action within 
the specified time periods, it shall notify the Union in writing of 
the expected date the investigation will be completed or the 
imposition of discipline will occur.  The Employer shall give the 
reason for the extension, which shall be reasonable. 

Section 404.06 The procedure for any proposed suspension or 
dismissal shall be as follows: 

A. Within fifteen (15) days of completion of the investigation, the 
Executive Director or his/her designated representative shall 
serve the affected employee with written notification of pending 
suspension or dismissal.  Such notification shall cite the charges 
against him/her. 

B. A hearing shall take place before a neutral person not involved 
in any of the events giving rise to the proposed corrective action.  
Said hearing shall be scheduled by the Director of Human 
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Resources and shall take place within five (5) days, when 
feasible, from notification in Paragraph A of this Section; the 
parties recognizing that time is of the essence in the disciplinary 
procedure.  The employee may be accompanied by a 
representative of his/her choice, and the Employer’s agent(s) 
may be accompanied by representatives of the Employer’s 
choice.  If any of the representatives is an attorney, the party 
being represented by that attorney shall notify the other party of 
such at the time of the notification or confirmation of the 
hearing.  At said hearing, the evidence upon which the charges 
were based shall be presented, and the employee, with the 
assistance of his/her representative, shall be afforded a fair 
opportunity to be heard in opposition to the charges against 
him/her.  

C. A written explanation of the neutral person’s recommendation as 
to whether corrective action is appropriate and the reasons for it 
shall be issued to the employee and the Employer within 
fourteen (14) days of said hearing. 

D. In the recommendation, the neutral person shall determine 
whether corrective action is appropriate.  The neutral person 
may find there is insufficient evidence to justify any discipline.  

E. In cases where the disciplinary action of suspension or dismissal 
is approved by the Executive Director, the Executive Director or 
designated representative, shall meet with the employee and 
his/her representative to issue the Corrective Action Order, in 
writing, within ten (10) days of the receipt of the neutral 
person’s recommendation.  Said Corrective Action Order shall 
include the specific time period for suspension or the effective 
date of dismissal, if applicable. 

Section 404.07 Supervisor’s Record of Instruction and Cautioning, 
written warnings and written reprimands are subject to appeal through the 
Grievance Procedure, including third party adjudication, as provided 
herein.  All suspensions and removals are subject to appeal through the 
Grievance Procedure, including third party adjudication, and such 
grievance shall be initiated at Step 3 of the Grievance Procedure. 

ARTICLE 405 JOB AUDIT 
Section 405.01 All employees shall be properly classified.  If an 
employee feels he/she is not properly classified, he/she may request, in 
writing, a Job Audit.  The request shall be sent to the Director of Human 
Resources.  Within twenty (20) working days of receipt of the request, the 
Director of Human Resources shall interview the employee.  The 
employee may have a Union representative present at the interview.  
Based upon the employee’s job duties and the current classification, the 
Director of Human Resources shall render a decision.  The decision shall 
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be in writing and sent to the employee and the Union President within ten 
(10) working days of the interview.  If the Director of Human Resources 
decides to reclassify an employee, the employee shall be placed in a 
classification that accurately describes the employee’s job duties.  The 
reclassification shall be based on available resources that identify a job 
classification that most closely matches the employee’s actual job duties.  
The Employer and the Union shall meet to negotiate any new 
classifications and the rate of pay for such classification. 

Section 405.02 The employee or the Union shall have the right to 
appeal the decision to Step 4 of the Grievance Procedure within fourteen 
(14) days of the receipt of the decision. 

ARTICLE 501 LABOR/MANAGEMENT MEETINGS 
Section 501.01 Unless mutually agreed otherwise, on the first 
Tuesday of each month at a mutually agreed upon time, the Executive 
Director or his/her designated representative, the Director of Human 
Resources, and not more than four (4) other members of Management 
shall meet with not more than five (5) employee representatives and one 
(1) non-employee representative of the Union in order to promote a more 
harmonious relationship between the Union and the Employer.  The 
Executive Director shall attend Labor/Management meetings at least on a 
quarterly basis. Furthermore, it is agreed by both the Employer and the 
Union that meetings shall be held as often as is mutually agreed necessary. 

Section 501.02 Agendas will be exchanged by both parties no later 
than Noon on the Friday immediately preceding the first Tuesday of each 
month.  The purpose of such meetings shall be limited to: 

A. Discussion regarding the administration of this Agreement; 

B. Discussion regarding grievances, which have not been processed 
to pre-third party adjudication step of the procedure, when such 
discussions are mutually agreed to by the parties; 

C. Notification to the Union of Work Rule changes made or 
contemplated by the Employer which affect employees of the 
Union; 

D. Dissemination of general information of interest to both parties; 

E. Give the Union representatives the opportunity to share the 
views of their members and/or make suggestions on subjects of 
interest to their members including alleged violations of the 
Agreement involving the employees in the Bargaining Unit; 

F. Discussion of matters relating to Section 102.03. 

Section 501.03 Written responses promised by the Employer or the 
Union during such meetings in regard to items raised by either party who 
attended such meetings shall be furnished to the receiving party within ten 
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(10) days after such meeting, unless the parties mutually agree to a time 
extension. 

Section 501.04 Either party may request an emergency 
Labor/Management Meeting.  Such meeting will be held within forty-eight 
(48) hours; however, in the event the necessary Union or Employer 
representatives are not available, the meeting will be held as soon 
thereafter as the necessary representatives become available.  An agenda 
will be submitted at the same time as the request for the special meeting. 

Section 501.05 Labor/Management Meetings are viewed by the 
parties as necessary to the furtherance of this Agreement, and employees 
representing the Union involved in these activities shall be given sufficient 
time during duty hours without loss of pay or other benefits to perform 
these functions. 

ARTICLE 502 HEALTH AND SAFETY 
Section 502.01 The Employer shall provide a safe and healthful 
workplace for all employees in compliance with applicable State laws and 
regulations relating to the safety and health of its employees. 

Section 502.02 In order to maintain and improve effective safety and 
health conditions, a joint committee entitled, “Health and Safety 
Committee”, shall be composed of four (4) employees appointed by the 
Union and four (4) employees appointed by the Employer. 

Section 502.03 The Health and Safety Committee will meet once 
every two (2) months, unless mutually agreed otherwise, to review, 
discuss and report on the various safety problems and activities.  The 
Committee will review problems concerning health and safety and make 
recommendations to the Executive Director regarding any accident 
prevention programs, protective rules or devices, physical examinations, 
or other material deemed necessary. 

Section 502.04 The employees appointed to the Committee by the 
Union shall be given sufficient time during duty hours without loss of pay 
to attend such meetings of the Committee. 

ARTICLE 503 GRIEVANCE REPRESENTATIVES 
Section 503.01 Employees selected by the Union to act as Union 
Representatives for the purpose of processing grievances under the 
Grievance Procedure and whose duties include discussion, investigation, 
processing and settlement of employee grievances; communication with 
the Employer, either orally or in writing; consultation with non-employee 
Union representatives; and representation of an employee at disciplinary 
or pre-disciplinary conferences and performance evaluation reviews as 
referred to in Section 401.05 shall be known as Stewards. An Alternate 
shall act as the Steward when the regular Stewards are absent from work.  
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The Union shall be permitted four (4) Stewards, two (2) Alternates, and 
one (1) Chief Steward. 

Section 503.02 The Union will furnish the Director of Human 
Resources with a written list of the names of the Chief Steward, Stewards 
and Alternate Stewards.  Further, the Union shall promptly notify the 
Employer, in writing, of any changes therein. 

Section 503.03 The Union Grievance Representatives (Stewards, 
Alternate Stewards and Chief Steward) will be provided up to nineteen 
(19) hours per week, that will be non-cumulative, in order to perform the 
duties of a Steward as outlined in Section 503.01.  Each individual 
Steward will be allowed no more than eight (8) hours paid time per week 
to serve as a Union representative.  The Chief Steward of the Union shall 
be responsible for the administration of the allocated Steward Time and 
shall see that no abuses of time occur. 

Section 503.04 To secure pay for time off afforded by the Employer 
during their regularly scheduled working hours under Section 503.03 of 
this Article, the above-mentioned Stewards will be required to use the 
Authorization Form, which will be provided by the Employer for the 
accounting of such time, a copy of which is attached as Appendix B, and 
made a part hereof. 

Section 503.05 The Chief Steward shall furnish the Director of 
Human Resources with a copy of the forms outlined in Section 503.04 of 
this Article on a monthly basis indicating the Union accounting of the 
allocated Steward time. 

Section 503.06 If a Steward of the Union shall so request of his/her 
Supervisor, he/she shall be afforded such time off with pay in accordance 
with Section 503.03, for the purpose of carrying out the duties as outlined 
in Section 503.01, subject to the Employer’s need to maintain coverage on 
that job and adequate notice having been given to enable the Employer to 
effect coverage.  The Steward shall obtain the permission of the 
Supervisor whose area he/she desires to enter. 

Section 503.07 The Employer shall provide, upon request, 
confidential meeting space, if available, to the Union’s Stewards for the 
purpose of carrying out the duties provided for by this Article. 

ARTICLE 504 GRIEVANCE PROCEDURE 
Section 504.01 It is mutually agreed that the prompt adjustment of 
grievances is desirable in the interest of sound relations between the 
employees and the Employer.  The prompt and fair disposition of 
grievances involves important and equal obligations and responsibilities, 
both joint and independent, on the part of the representatives of each party 
to protect and preserve the Grievance Procedure as an orderly means of 
resolving grievances. 
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Section 504.02 The term “grievance” shall mean an allegation that 
there has been a breach, misinterpretation, or improper application of this 
Agreement. 

Section 504.03 A grievance may be brought by any employee. Where 
a group of employees decides to file a grievance involving a situation, 
breach, misinterpretation, or improper application of this Agreement 
affecting each employee in the same manner, one (1) employee shall 
process the grievance for the benefit of all affected employees. Such 
grievance shall be defined as a group grievance. The name of each 
employee or classification(s) if the use of classifications accurately defines 
the group, on behalf of which the grievance is filed, shall be listed on the 
initial grievance form. Group grievances shall be presented in the first 
instance to the Supervisor common to all employees in the group. The 
Grievance Procedure outlined in Section 504.07 shall be used throughout. 

Section 504.04 If an employee who is a Union member has filed a 
grievance and ceases to be a bargaining unit employee before said 
grievance is resolved, and the Union determines that said grievance not 
being processed further may result in a detriment to the Union, the Union 
may continue processing the grievance as the Grievant throughout the 
Grievance Procedure. 

Section 504.05 If the Employer fails to (a) meet with the Grievant 
within the timelines qualified in Section 504.07, or (b) to provide the 
Grievant with a response within the timelines specified in Section 504.07, 
then the Grievant may appeal to the next Step within seven (7) days. Any 
grievance not advanced from one Step to the next Step by the employee 
within the time limits of the Step shall be considered dropped by the 
employee at that Step.  If, at any Step of the Procedure, the aggrieved 
employee, his/her representative, or the appropriate Employer 
representative should not be able to be present because of approved leave, 
time limits must be waived to allow the above parties to be present.  The 
Department Directors, Division Directors, and HR Director will designate 
a designee who may sign for grievances for timeline purposes only. 

Section 504.06 The written grievance shall state the specific Article(s) 
and Paragraph(s) of this Agreement alleged to have been violated, a brief 
set of facts, and the relief requested.  No remedy will be recognized or 
awarded that is effective prior to the date the grievance is filed. 

Section 504.07 Each grievance shall be processed in the following 
manner: 

Informal Step: 

A. Employee orally notifies immediate Supervisor of grievance 
within ten (10) days from the date he/she could reasonably have 
expected to know of the occurrence.  No grievance will be 
considered later than ten (10) days after the occurrence giving 
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rise to the grievance nor later than ten (10) days from the date 
he/she could reasonably have expected to know of the 
occurrence.  However, an employee on approved leave on a date 
of such occurrence may file a grievance within ten (10) days 
after he/she returns to work. 

B. The Supervisor may meet with the employee, and if the 
employee chooses, a Union Steward, to conduct discussion of 
the grievance immediately, if possible, but not later than five (5) 
days after oral notification. 

C. The Supervisor must give an oral decision to the employee on 
the grievance as soon as possible, but not later than five (5) days 
after the oral discussion. 

D. If the employee does not accept the decision of the Supervisor, 
and wishes to pursue the matter, the employee must file a formal 
written grievance on the form contained in Appendix “C”, and 
attached to this Agreement, no later than ten (10) days after the 
oral decision with the Supervisor provided for in Paragraph C of 
this Section. 

Formal Steps: 

Step 1: 

 An employee having a grievance shall submit the grievance in 
writing, on the form contained in Appendix C and attached to this 
Agreement, to the employee’s Supervisor and his/her Supervisor.  The 
grievance shall be signed by the employee and Steward, and the 
Supervisor shall sign the grievance upon receipt.  The supervisor and 
his/her Supervisor shall meet with the employee and Steward within five 
(5) days after the grievance is submitted in an attempt to resolve the 
grievance.  The Supervisor’s Supervisor shall submit an answer, in 
writing, to the employee and Steward within five (5) days after such 
meeting.  A Union Steward having an individual grievance may ask any 
Steward or Union Officer to assist in adjusting the grievance with his/her 
Supervisor.  No formal written grievance will be considered later than ten 
(10) days after the oral decision of the Supervisor.  The Union shall 
provide the Director of Human Resources with one (1) courtesy copy of 
each formal grievance filed. 

Step 2: 

 If the grievance is not satisfactorily settled at Step 1, the 
employee may file the grievance within seven (7) days after receipt by the 
employee of the Step 1 answer with the appropriate next level of 
supervision.  The grievance shall be signed by the employee, Union 
Steward, and the next level of supervision upon receipt.  The next level of 
supervision shall meet with the employee and Steward together with the 
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employee’s Supervisor and his/her Supervisor to review and attempt to 
settle the grievance within seven (7) days after the grievance has been 
filed.  The next level of supervision and/or the Deputy Director shall 
provide a written answer to the employee, the Steward, and the Director of 
Human Resources within seven (7) days after the Step 2 Meeting.  If the 
next level of supervision is the Executive Director, Step 2 shall be omitted 
and the grievance shall be filed at Step 3. 

 Step 3: 

 If the grievance is not satisfactorily settled at Step 2, the Union 
may appeal to the Director of Human Resources in writing within seven 
(7) days after receipt of the Step 2 answer. Where Section 404.07 is used, 
the employee may file the grievance at Step 3 within ten (10) days after 
the last effective date of suspension, or in the case of dismissal, within ten 
(10) days of receipt of the Corrective Action Order. The Director of 
Human Resources and the Executive Director or designee shall, within 
fourteen (14) days of receipt of the appeal, meet with the aggrieved 
employee, Steward, and any witnesses necessary to arrive at a resolution. 
The Executive Director shall render his/her decision in writing within 
fourteen (14) days subsequent to such meeting. In addition to the 
employee-grievant and the Steward, the employee-grievant may choose a 
non-employee representative of the Union or the Chief Steward to attend 
this meeting under Step 3. 

Step 4: 

If the grievance is not satisfactorily resolved at Step 3, it may be 
submitted to Arbitration upon request of the Union or the Employer in 
accordance with Section 504.08 of this Article. 

Section 504.08 The Employer or the Union, based on the facts 
presented, have the right to decide whether to arbitrate or appeal any 
grievance.  The Employer’s agent for authorizing arbitration is the 
Executive Director, and the Union’s agent is the President or his/her 
designee.  The right of either party to demand arbitration over an 
unadjusted grievance is limited to a period of twenty-one (21) days from 
the final action taken on such grievance under Step 3 in the Grievance 
Procedure, and any grievance not submitted within such a period shall be 
considered dropped at that Step. 

A. Upon receipt of a notice to arbitrate, the parties shall attempt to 
agree upon an arbitrator within ten (10) working days after 
receipt of the notice to arbitrate, and in the event the parties are 
unable to agree upon an arbitrator within a ten (10) day period, 
an arbitrator shall be selected from the panel of arbitrators herein 
contained.  An arbitrator will then be selected by the 
representatives of the parties alternately striking names within 
seven (7) days.  
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B. The arbitrator shall render his decision within thirty (30) days of 

the close of the hearing.  In rendering his decision, the arbitrator 
shall limit his/her decision strictly to the interpretation, 
application or enforcement of the specific Articles and Sections 
of this Agreement.  The arbitrator shall be without power or 
authority to make any decision:  (1) contrary to or inconsistent 
with or modifying or varying in any way the terms of this 
Agreement or any applicable law; (2) limiting or interfering in 
any way with the powers, duties, or responsibilities of the 
Employer under applicable law or its rule-making powers not 
inconsistent with this Agreement; (3) implying any restriction or 
condition upon the Employer’s “management rights”, it being 
understood that the exercise of those rights is not inconsistent 
with this Agreement, except those restrictions as set forth 
specifically within this Agreement or are fairly inferable from 
the express language of any Article or Section herein; (4) which 
is based upon any collective bargaining agreement other than the 
one in effect at the time the grievance originated. 

C. The written decision of the arbitrator resulting from any 
arbitration or grievances hereunder shall be final and binding on 
the Employer, the Union, and the employee.  The award, if in 
favor of the grievant, will be promptly implemented by the 
Employer, unless appealed by the Employer.  

D. The cost of the services of the arbitrator, the cost of any proofs 
produced at the direction of the arbitrator, the fee of the 
arbitrator, and rent, if any, for the hearing room, and the cost to 
obtain the panel of arbitrators shall be borne by the losing party.  
Where the arbitrator’s award is not consistent with the total 
relief sought by either party, the cost shall be borne equally by 
both parties.  The expenses of any non-employee witnesses shall 
be borne, if at all, by the party calling them.  The fees of the 
Court Reporter shall be paid by the party asking for one; such 
fee shall be split equally if both parties desire a reporter, or 
request a copy of any transcript. 

E. Any employee whose attendance is required for such hearing, 
shall not lose pay or benefits to the extent such hearing hours are 
during his/her normally scheduled working hours on the day of 
the hearing. 

Section 504.09 A grievance regarding issue(s) affecting the entire 
bargaining unit may, with the consent of the parties, be commenced at 
Step 3 of the Grievance Procedure. 

A special conference will be held prior to the grievance being 
filed; said conference will be arranged between the Union President and 
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the Director of Human Resources to review the issue(s) and processing of 
the grievance at the Third Step of the Grievance Procedure. 

Section 504.10 An employee may present a grievance and have it 
adjusted without the intervention of the Union as long as such adjustment 
is not inconsistent with the terms of the Agreement.  The Employer will 
provide notice to the Union of meetings to adjust the grievance (i.e., all 
grievance hearings).  The Union shall have the right to attend the meetings 
as an observer. 

Section 504.11 There is hereby created a panel of arbitrators for the 
selection of an arbitrator pursuant to this procedure.  Such panel consists 
of:  1) Alan Miles Ruben; 2) Matthew Frankiewicz; 3) Margaret Johnson; 
4) Anna Duval Smith; and 5) William Heekin. 

ARTICLE 505 SUBSTANCE ABUSE POLICY 
Section 505.01 The substance abuse policy utilized for all employees 
shall be the Summit County Substance Abuse Policy.  (Appendix F) 

 Recognizing that drug and alcohol abuse are treatable illnesses 
which should be dealt with initially by treatment and education, the 
Employer will encourage rehabilitation when possible rather than 
terminate the employment of workers who are drug or alcohol dependent.  
However, employees who violate this Substance Abuse Policy may be 
subject to discipline, up to and including termination of employment. 

Section 505.02 This policy will be implemented in a consistent, non-
discriminatory manner and shall not be used to harass or otherwise 
intimidate employees.  All employees will be provided a copy of this 
Substance Abuse Policy prior to its implementation.  In addition, 
employees will be provided information concerning the impact of the use 
of drugs and alcohol on job performance.  Supervisors, managers, and 
Union stewards will be trained to recognize the symptoms of drug abuse, 
impairment and intoxication. 

Section 505.03 All newly-employed staff will receive the information 
in their orientation packet.  No employee shall be tested until this 
information is provided to the employee. 

Section 505.04 The laboratory taking the sample will separate a 
portion of the sample which can be tested at another approved laboratory, 
if the test indicates prohibited drugs have been used by the employee.  
Any such additional test costs shall be borne by the employee.  The initial 
laboratory shall maintain custody of the separate sample and forward such 
sample to the second laboratory upon the Employer’s request, if requested 
to do so by the employee. 

Section 505.05 All laboratories approved for testing shall be state 
certified/licensed and to the extent possible, NIDA qualified.  To the 
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extent possible, employees will not be required to submit to testing at a 
laboratory with Agency clients being present. 

Section 505.06 To the extent practical, employees will not be sent to 
an EAP facility that is normally used by Agency clients. 

ARTICLE 601 BENEFITS 
Section 601.01 -- Personal Leave Days 

A. All full-time employees shall be credited with sixteen (16) hours of 
Personal Leave per year.  Such leave shall be credited during the 
initial pay period of each calendar year.  Newly hired employees who 
complete their initial six (6) months of employment after June 30 of 
each year shall be credited with eight (8) hours of Personal Leave on 
the following pay period.  Employees who complete their initial six 
(6) months of employment prior to June 30 of each year shall be 
credited with sixteen (16) hours of Personal Leave on the following 
pay period.   

B. Personal Leave hours are non-cumulative and must be taken during 
the calendar year credited upon advance notice to the immediate 
Supervisor.  Personal leave days used in conjunction with a holiday 
must be approved in advance by the Employer. 

C. Personal Leave shall not be used to extend a date of resignation or 
retirement, nor for the purpose of extending an employee’s active pay 
status or accruing overtime or compensatory time. 

Section 601.02 -- Continued Service Benefit 

All part-time and full-time employees shall, on the appropriate 
anniversary date, receive a service bonus.  The bonus amount will not be 
included in the employees’ base rates of pay.  The bonus will be paid on a 
one-time basis according to the following schedule: 

A. Completion of 5 years continuous service with the Employer - 
$250.00;  

B. Completion of 10 years continuous service with the Employer - 
$500.00; 

C. Completion of 15 years continuous service with the Employer - 
$850.00; 

D. Completion of 20 years continuous service with the Employer - 
$1,100.00; 

E. Completion of 25 years continuous service with the Employer - 
$1,350.00; 

F. Completion of 30 years continuous service with the Employer - 
$1,500.00. 
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Amounts currently in employees’ base rates of pay shall remain in 

the base rates of pay. 

Section 601.03 -- Life Insurance 

Each full-time employee of the Employer who completes one 
(1) year continuous and satisfactory service (26 bi-weekly pay periods) 
shall be granted Term Life Insurance coverage in the amount of 
$50,000.00 per employee.  Costs of said Term Life Insurance shall be 
borne by the Employer. 

All full-time employees may purchase additional Term Life 
Insurance coverage at the group rates defined by the provider. 

Section 601.04 -- Mileage 

All Bargaining Unit employees using their own vehicles in the 
performance of job-related duties shall be reimbursed at the applicable 
IRS non-taxable mileage reimbursement rate.  Parity with the IRS rate 
shall be maintained throughout the life of this Agreement.     

All affected employees shall be reimbursed within seventeen 
(17) days after filing their reimbursement form.  The Employer shall not 
be held responsible for conditions in the offices of the County Fiscal 
Officer, which may cause delay. 

Section 601.05 -- Professional Liability Insurance 

The Employer agrees to defend, indemnify and hold harmless its 
employees against claims which arise from professional services being 
offered by employees acting in good faith within the scope of their 
employment, and whose conduct is not adjudged by a court of competent 
jurisdiction to be intentional, malicious, wanton or reckless.  The 
Employer shall have the option to provide such coverage in the form of 
group professional liability insurance but is not required to purchase such 
insurance to satisfy this contractual obligation. 

Nothing in this Section shall be construed so as to limit, restrict 
or expand the provisions of Chapter 2744 of the Ohio Revised Code. 

Section 601.06 -- Health Insurance and Prescription Card 

Effective January 1, 2018 through December 31, 2021, the 
Employer shall provide a Group Health Insurance Plan and Prescription 
Card coverage, Dental Insurance and Optical Insurance for all full-time 
employees.  The benefit level provided by the Employer shall be the same 
plans offered other Summit County Executive’s employees. All employees 
shall contribute ten percent (10%) of the total monthly premium costs for 
either single or family health insurance or prescription card coverage. 

The Employer shall provide vision and dental insurance 
coverage at the same levels provided to County employees, but without 
any premium cost for the employees. 
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Insurance coverage shall take effect on the first of the month 

following initial hire date for a permanent full-time position.  For the 
purposes of this Section, full-time employee means an employee who 
works a scheduled work week of at least thirty-two (32) hours. 

The Employer shall compensate employees, who choose to opt 
out of the health care, dental and optical plans, fifty dollars ($50.00) per 
month.  This provision may be terminated anytime at the sole discretion of 
the Employer. 

Section 601.07 -- Vacation 

The Employer shall provide the following schedule of Vacation benefits: 

A. Each full-time employee shall be entitled to such hours of Vacation 
Leave as they may have earned in accordance with the herein stated 
schedule of Vacation benefits: 

1. Each full-time employee, after service of one (1) year, shall 
have earned and will be due upon the attainment of the first 
year of employment and annually thereafter, eighty (80) 
hours of Vacation Leave with full pay.  One (1) year of 
service shall be computed on the basis of twenty-six (26) 
bi-weekly pay periods; 

2. A full-time employee with two (2) or more years of service 
shall have earned, and is entitled to, one hundred twenty 
(120) hours of Vacation Leave with full pay; 

3. A full-time employee with ten (10) or more years of service 
shall have earned, and is entitled to, one hundred sixty 
(160) hours of Vacation Leave with full pay; 

4. A full-time employee with fifteen (15) or more years of 
service shall have earned, and is entitled to, two hundred 
(200) hours of Vacation Leave with full pay; 

5. A full-time employee with twenty-two (22) or more years 
of service shall have earned, and is entitled to, two hundred 
forty (240) hours of Vacation Leave with full pay; 

6. Such Vacation Leave shall accrue to the employee at the 
rate of three and one-tenths (3.1) hours each bi-weekly 
period for those entitled to eighty (80) hours per year; four 
and six-tenths (4.6) hours each bi-weekly period for those 
entitled to one hundred twenty (120) hours per year; six and 
two-tenths (6.2) hours each bi-weekly period for those 
entitled to one hundred sixty (160) hours per year; seven 
and seven-tenths (7.7) hours each bi-weekly period for 
those entitled to two hundred (200) hours per year; and nine 
and two-tenths (9.2) hours each bi-weekly period for those 
entitled to two hundred forty (240) hours per year. 
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B. A part-time employee as defined in Section 103.01 who is regularly 

scheduled to work at least twenty-four (24) hours per week and 
completes one (1) year of service (26 bi-weekly pay periods) shall 
have earned and will be due forty (40) hours of Vacation Leave upon 
the attainment of one (1) years' service.  Employees shall accrue 
Vacation Leave at the rate of 1.54 hours per bi-weekly pay period. 

C. Determination of total service for each full-time employee shall be 
calculated on the basis of the total years of service attained beginning 
with the date the individual became employed by the Employer, 
County, or any political subdivision of the State, except for 
intermittent staff hired after 5/22/01 who later become full-time 
employees.  For such staff, determination of total service shall be 
calculated by dividing the total hours worked while employed as an 
intermittent at the Agency by eight-hundred (800) hours to determine 
the equivalent years of service attained, with the provision that no 
such employee will receive more service credit than he/she could 
have attained as a full-time employee.  Service carried over from 
another public Employer shall also be credited to these employees. 

D. Days specified as Holidays in Section 601.09 of this Agreement shall 
not be charged to an employee’s Vacation Leave.  No Vacation 
Leave shall be carried over for more than three (3) years.  Employees 
who are approaching the three (3) year limit shall be notified at least 
six (6) weeks in advance and must be permitted to take Vacation time 
off before the limit is reached. 

E. In the case of the death of a County employee, the unused Vacation 
Leave and unpaid overtime to the credit of any such employee shall 
be paid to his/her estate. 

Section 601.08 -- Vacation Schedule 

Between January 1 and April 1 of each year, Employees may 
submit to the Employer their desired Vacation schedule (Vacation 
Request) for the period of May of the current year through April of the 
following year.  Such Vacation Requests shall be determined by seniority.  
Such Vacation Request shall be returned to the employee with the 
determination of approved or disapproved no later than the first Monday 
in May of each year.  Vacation Requests submitted after April 1 shall be 
returned to the employee, stating the Employer’s approval or disapproval, 
no later than ten (10) working days from the date of submission.  If two 
(2) employees in the same work unit submit their requests after April 1, 
the determining factor will be the first submitted request.  

Nothing in this Section shall prohibit the employee from using 
Vacation time on short notice when arranged for with the Supervisor.   

The parties recognize that the Employer, through the Executive 
Director, has the authority to determine the number of employees within 
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each work unit that may be on Vacation at any given time; however, 
Vacations shall be granted at times and in amounts most desired by the 
employee whenever possible.  Once an employee’s Vacation time has 
been scheduled, the Employer shall not cancel such Vacation except for 
operational needs.  If the employee feels his/her scheduled Vacation was 
canceled without good cause, the matter will be subject to the Grievance 
Procedure.  The Employer will make a good faith effort to accommodate 
the employee in rescheduling the employee’s Vacation. 

Section 601.09 -- Holidays 

Full-time employees are entitled to the following Holidays, with pay: 

1. Employee’s Birthday 
2. New Year’s Day 
3. Martin Luther King Day 
4. Washington-Lincoln (Presidents) Day 
5. Memorial Day 
6 Independence Day 
7. Labor Day 
8. Columbus Day 
9. Veterans Day 
10. Thanksgiving Day  
11. Day After Thanksgiving 
12. Christmas Eve Day 
13. Christmas Day 

In addition, employees on temporary full-time status, absentee 
replacement status, or a special project assignment are entitled to any 
Holidays which fall during their assignment. 

Employees who choose not to take their Birthday off on the day 
it falls must take their Birthday Holiday off within one (1) year after the 
Birthday occurs. 

In the event that any of the aforesaid Holidays fall on Sunday, 
the Monday immediately succeeding shall be observed as the Holiday.  In 
the event that any of the aforesaid Holidays fall on Saturday, the Friday 
immediately preceding shall be observed as the Holiday. 

Section 601.10 -- Holiday Time 

A. In order to be eligible for Holiday pay, an employee must work his 
complete scheduled day before and complete scheduled day after any 
observed Holiday.  For purposes of this paragraph, prior approved 
Vacation, Compensatory Time, verified Bereavement Leave, and 
time lost due to an overnight stay in the hospital will be considered as 
hours worked.  Employees who are off the day before and/or the day 
after a Holiday for verified illness of the employee or a member of 
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the employee’s immediate family (as defined in this Agreement) will 
be eligible for the affected Holiday. 

B. An employee who does not work on a recognized Holiday shall 
receive eight (8) hours straight time pay at his/her regular hourly rate.  
If an employee’s work schedule is other than Monday through 
Friday, he/she shall receive in addition to his/her regular hours’ pay, 
eight (8) hours straight time paid at his/her regular rate for Holidays 
observed on his/her day off, which will not be considered as time 
worked for purposes of overtime pay calculation. 

C. All employees who work on a recognized Holiday shall receive eight 
(8) hours Holiday pay in addition to time and one-half their regular 
rate of pay for all hours worked on the Holiday. 

D. Employees electing to work a regular schedule of four (4) ten (10) 
hour days shall receive ten (10) hours straight time pay at their 
regular rate of pay for Holidays which fall on their regularly 
scheduled work day.  If the Holiday falls on their regularly scheduled 
day off, the employee shall receive eight (8) hours straight time paid 
at his/her regular hourly rate of pay, which will not be considered as 
time worked for purposes of overtime pay calculation. 

E. During the week in which the Holiday falls, all time worked over 
eight (8) hours (or ten (10) hours for ten (10) hour employees) on a 
work day will be paid at the rate of time and one-half unless Sick 
Leave or Vacation time is taken by the employee. 

Section 601.11 -- Bereavement Leave 

All employees shall be given a leave of absence with pay for 
three (3) days in the event of the death of a member of the immediate 
family with proper verification.  An obituary notice or a statement from 
the Funeral Director if the employee’s name is not listed in the obituary 
shall constitute proper verification.  

Immediate family is defined as:  Husband, wife, domestic 
partner, child(ren), mother, mother-in-law, father, father-in-law, sister, 
sister-in-law, brother, brother-in-law, daughter, daughter-in-law, son, son-
in-law, grandchild(ren), grandparents, legal guardian, or other person who 
stands in place of a parent. 

Domestic partners are defined as a person that is in a personal 
relationship between two adults who do all of the following: (1) share a 
residence; (2) are in an exclusive relationship and intend to remain so 
indefinitely; (3) neither person is married to or legally separated from 
another person; (4) share responsibility for each other's common welfare; 
and (5) are each at least eighteen (18) years of age and mentally competent 
and not related to each other to a degree of closeness that would prohibit 
marriage. 
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Employees shall provide proof of domestic partnership in the 

form of at least two of the documents listed below, provided however, that 
if the employee provides a certificate of marriage or registration of 
domestic partnership that will be the only document provided or required 
in addition to the County's required Affidavit: 

• Certificate of marriage from a state allowing same; 

• Joint mortgage, deed or lease; 

• Both of your drivers' licenses showing the same residence; 

• Recent tax returns showing the same address; 

• A common bill (e.g. utility bill, car loan, credit card); 

• Evidence of a join asset (investment account, automobile) 
or bank account; 

• Beneficiary designation of one by the other under a life 
insurance policy; 

• Registration of the Domestic Partnership with a state or 
other political subdivision. 

The above definition of domestic partnership and the benefits 
associated with it shall be consistent with the County's Ordinance and 
policies.  Employees are subject to IRS regulations related to domestic 
partner benefits. 

Section 601.12 -- Continuing Education Flex-Time 

Where operational needs permit, all full-time employees  who 
have successfully completed their initial-hire probationary period shall be 
permitted up to four (4) hours per week (during the regularly scheduled 
work day) to take university courses for academic credit. 

Eligible employees requesting approval for Continuing 
Education Flex-Time shall meet the following criteria: 

1. The employee shall obtain approval that the desired class work 
is applicable to the employee’s current job duties or in 
preparation for another position within the Agency. 

2. The employee shall document that the class desired is not 
available at a time outside the regularly scheduled work day for 
the semester desired. 

3. The employee shall make up hours missed from the regularly 
scheduled work day in the same work week any Continuing 
Education Flex-Time is taken. 
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4. Continuing Education Flex-Time shall be separate and distinct 

from compensatory time, and will not directly or indirectly add 
to the accrual of compensatory time. 

5. The employee shall submit a request for approval (on a form to 
be provided by Management) at least one (1) month prior to the 
registration deadline, when feasible, for the course work. 

6. Selection of employees who have applied for Continuing 
Education Flex-Time shall be based on seniority with the 
Employer. 

7. More than one (1) employee per line supervisory unit may 
participate at a time providing the supervisor determines that the 
unit can maintain an adequate level of staffing based upon 
operational need. 

8. In the event of an emergency, Continuing Education Flex-Time 
changes may be canceled by the Supervisor for the duration of 
the emergency. 

Section 601.13 -- Employee Assistance Program 

It is agreed that the Employer shall have an Employee 
Assistance Program in place for all Bargaining Unit employees with costs 
being borne by the Employer.  It is further agreed that employee 
participation in the Program shall be strictly confidential and voluntary. 

Reports and studies sent to the Employer regarding employee 
usage of the Program shall be prepared in a format wherein employee 
confidentiality can be ensured.  The Employer shall submit copies of said 
studies and reports to the Union President. 

Employee use of the Program should not impinge in any way 
upon normal disciplinary procedures nor affect job expectations. 

Section 601.14 -- Tuition Reimbursement Program 

All full-time and part-time employees, after one (1) year of 
service with the Employer, are eligible to participate in the Tuition 
Reimbursement Program.  The Employer shall provide full-time 
employees with Tuition Reimbursement not to exceed one thousand 
dollars ($1,000.00) per semester/quarter for approved course work.  The 
Employer shall provide part-time employees with Tuition Reimbursement 
not to exceed five hundred dollars ($500.00) per semester/quarter for 
approved course work.  Approval is conditioned upon the relevancy of the 
course content to the employee’s current job duties or in preparation for 
another position within the Agency.  The employee must also successfully 
complete the course, earning a grade of “C” or better.  The Tuition 
Reimbursement Program is intended to cover tuition and service fees only; 
costs of transportation, parking, activity fees, books, and other 
miscellaneous fees are not allowable.  To be eligible for reimbursement, 
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the employee must submit to his/her immediate Supervisor a Request for 
Tuition Reimbursement Form prior to beginning the class.  The Request 
must be approved by the immediate Supervisor, Department Head, and 
Division Director.  Employees who participate in the Tuition 
Reimbursement Program must agree to continue employment with the 
Employer for a minimum of four (4) months per course completed.  Work 
commitments begin after completion of the course and must be served 
consecutively, not concurrently.  Employees who do not complete the 
work commitment are required to return the funds received under the 
Tuition Reimbursement Program. 

Section 601.15 -- Family and Medical Leave 

A. Employees who have been employed for at least twelve (12) months 
and have worked at least 1,250 hours over the previous twelve (12) 
months shall be eligible to use Family and Medical Leave Act 
benefits.  Eligible employees shall be entitled to up to twelve (12) 
weeks, leave of absence in any rolling twelve (12) month period 
measured by the twelve (12) calendar months immediately preceding 
the first day upon which leave is to commence, for one (1) or more of 
the following reasons: 

1. The birth or adoption of the employee’s child (or foster care 
placement) within twelve (12) months of the event. 

2. To care for an immediate family member (spouse, child, parent 
only) with a serious health condition. (Any absence of three (3) 
days or more retroactive to the first day). 

3. For the employee’s own serious health condition that makes the 
employee unable to perform the functions of the employee’s 
position (any absence of three (3) days or more retroactive to the 
first day). 

B. Spouses employed by the same Employer are jointly entitled to a 
combined total of twelve (12) weeks for childbirth, adoption or foster 
care, and such leave can only be taken within twelve (12) months of 
the birth or placement. 

C. When an employee is on FMLA, the employee must use all available 
paid Sick Leave, and Vacation and Personal Leave as appropriate 
during the period.  Once all paid leave is exhausted, the balance of 
the FMLA will be unpaid. 

D. The total leave period, whether paid or unpaid, may not exceed 
twelve (12) weeks, or ninety (90) days. 

E. Request for Family or Medical Leave must be submitted on the 
Employer’s “Application for Unpaid Leave” form at least thirty (30) 
days prior to the requested time off, whenever feasible for 
foreseeable absences in excess of three (3) days. 
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F. Request for leave due to a serious health condition of the employee, 

or of the employee’s spouse, child or parent, must be supported by a 
signed statement utilizing the Employer’s format and forms from an 
appropriate physician to verify a need for the leave. 

G. Employees otherwise eligible for Group Health Insurance, who are 
granted unpaid Family or Medical Leave, will continue to receive 
Group Health Insurance coverage for up to a twelve (12) week 
period. 

H. Family or Medical Leave may be taken intermittently or on a reduced 
leave schedule.  Intermittent leave is leave taken in separate blocks of 
time due to a single illness or injury, rather than for one (1) 
continuous period of time, and may include leave of periods from an 
hour or more to several weeks.  A reduced leave schedule is a leave 
schedule that reduces an employee’s usual number of working hours 
per workweek, or hours per workday.  To qualify for an intermittent 
or reduced leave schedule, proof of medical necessity must be 
submitted. 

I. Upon return from Family and Medical Leave, the employee shall be 
returned to their same job duties in the same unit, department, and 
classification. In situations where the position is filled by a new hire 
during the employee’s leave, the replacement will be reassigned to 
another position within the same classification upon the employee’s 
return from such leave.  In the event that the employee on leave 
decides not to return, the Employer may not be required to post the 
position and the replacement employee shall continue in that assigned 
position subject to the provisions of the Agreement. 

Section 601.16 -- Licensure for Professional Staff 

 For licensed Caseworkers and Social Worker Assistants who 
possess the Certificate of Registration from the State of Ohio, the 
Employer will pay the cost of the initial license/certification application 
fee, the initial test fee (where applicable), and the initial 
license/certification fee.  In addition, the Employer will pay one-half (1/2) 
of the cost of license/certification renewal.   

Section 601.17 -- Court Leave 

The parties agree that it is the civic duty of every employee to 
testify or serve as a juror when called.  Employees will be allowed paid 
time off to perform these duties except as provided herein.  To be eligible 
for excused absence for Court duty, the employee must notify his/her 
supervisor upon receipt of the notice to serve and shall provide a copy of 
the subpoena or other document that requires the employee to report for 
Court duty.  If selected for active duty, the employee must notify his/her 
immediate supervisor at the earliest possible convenience.  The employee 
shall report for court duty each day as instructed by the Court.  At times, 
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the employee may be released from Court service during normal working 
hours; when this occurs, the employee is required to report for work when 
practical.  The Employer will release to the employee a payroll check 
equal to the employee’s standard pay for the hours missed while service 
on Court duty.  The check is released with the understanding that funds 
received from the Court for the same time period will be surrendered to 
the Employer.  

Employees subpoenaed to testify in issues related to non-
employment matters shall be granted their leave of choice (i.e., vacation 
leave, personal leave, accrued compensation time, holiday time or time off 
without pay). 

Section 601.18 -- Leave Donation Program 

(1) Purpose.  The purpose of the leave donation program is to allow 
employees to voluntarily provide assistance to their co-workers who 
are in critical need of leave due to serious illness or injury of the 
employee or the employee’s spouse, child or parent. 

(2) Employees may donate accumulated sick leave to another employee 
of the Employer and (1) may donate accumulated sick leave pursuant 
to this section, (2) who is otherwise eligible to accrue and use sick 
leave, and (3) is eligible to receive donated leave. 

A. Eligibility to receive donated leave. 

An employee may receive donated leave upon submission of a 
written request, supported by proper documentation, to the 
Director of Human Resources or depending on the 
circumstances, from an immediate family member or other 
person acceptable to the Director.  Following receipt of the 
request for leave donation by the Director, an employee may 
receive donated sick leave up to the number of hours the 
employee is scheduled to work each pay period if the employee 
who is to receive the donated leave meets all of the following 
conditions: 

1. The employee has a critical need for the donated leave due 
to an extraordinary or severe illness, injury or impairment 
or an extraordinary or severe illness, injury or impairment 
of the employee’s spouse, child or parent, and such 
extraordinary or severe illness, injury or impairment is 
demonstrated with documentation certified by a medical 
doctor; 

2. The employee has no accrued paid leave; 

3. The employee has applied for and exhausted any other paid 
leave, Worker’s Compensation or benefits program for 
which the employee is eligible; and 
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4. The employee is not paid from a restricted fund, where 

legal restrictions would prevent an employee from 
receiving donated leave pursuant to the Leave Donation 
Program. 

B. For the purposes of the Leave Donation Program, extraordinary 
or severe illness, injury or impairment is one that is life 
threatening and generally requires surgery with prolonged 
recovery period, or involves multiple traumatic injuries, or 
requires in-patient care in a hospital, hospice or residential 
medical care facility or related out-patient follow-up care; and 
has caused, or is likely to cause, the employee to terminate 
employment due solely to the absence of any available leave, 
but shall not include any mental, emotional or stress related 
medical condition, illness, claims or injuries, except for periods 
during hospitalization or institutional internment.  Examples of 
extraordinary or severe conditions include heart attack, certain 
cancer conditions, and organ transplants.  Examples of 
conditions not considered extraordinary or severe include 
normal pregnancy/delivery, sprained ankle, chicken pox, cold, 
flu, migraines or elective cosmetic surgery. 

(3) Eligibility to donate leave.  An employee may donate sick leave if the 
donating employee meets all of the following conditions: 

A. The employee voluntarily elects to donate sick leave and does so 
with the understanding that donated leave will not be returned; 

B. The employee donates a minimum number of eight (8) hours of 
sick leave; and 

C. The employee retains a sick leave balance of at least eighty (80) 
hours. 

(4) Status of employees on donated leave.  Employees using donated sick 
leave shall be considered in active pay status and shall accrue leave 
and shall be entitled to all benefits that they are normally entitled to 
receive.  An employee must use all accrued sick leave and donated 
sick leave before additional donated sick leave may be recovered.  
Donated sick leave time shall not be counted toward the probationary 
period of an employee receiving the donated leave during their 
probationary period.  Donated sick leave shall not be converted to 
cash. 

(5) Transfer of leave. 

A. The donated leave shall transfer in hours and shall not 
necessitate any transfer of funds.  The hours shall be transferred 
on an hour-for-hour basis without regard for differences in 
hourly rate of pay. 
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B. Maximum amount of leave an employee may donate or receive 

through the Leave Donation Program: 

1. Donation. 

In each calendar year an employee may donate no more 
than twenty-five (25%) percent of his or her accumulated 
leave in each calendar year. 

2. Receipt. 

An employee, who otherwise qualifies to receive donated 
leave pursuant to this Section, may receive no more than 
two thousand eighty (2080) hours of donated leave except 
upon the approval of the employee’s Appointing Authority. 

Section 601.19 – Paid Parental Leave 

Effective January 1, 2018, the Employer shall adopt the 
County's Paid Parental Leave Policy.  The benefit levels provided by the 
Employer shall be the same as those offered to other Summit County 
Executive’s employees.  The details of this policy are outlined on InSite. 

ARTICLE 602 COMPENSATION 
Section 602.01 -- Wages 

Effective January 1, 2018, employees will receive a two percent 
(2.0%) general wage increase and all salary minimums and maximums 
will remain the same as the 2017 salary schedule. 

Effective January 1, 2019, employees will receive a three 
percent (3.0%) general wage increase contingent on the successful passing 
of the SCCS Levy (renewal and additional millage). All salary minimums 
and maximums will be increased by one percent (1%). 

Effective January 1, 2020, employees will receive a three 
percent (3.0%) general wage increase contingent on the successful passing 
of the SCCS Levy (renewal and additional millage). All salary minimums 
and maximums will be increased by one percent (1%). 

For the duration of the current agreement (January 1, 2018 
through December 31, 2020) employees will be permitted to exceed the 
maximum of their pay range as a result of the above referenced general 
wage increases. 
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The salary schedules shall be as follows: 

 

  SCHEDULE C Salary Range 

Grade Job Classification Effective Min Max 

Step 
Amt. 
(Per 

hour) 

1 Unassigned 1/1/2018 $54,256.60 $68,349.26 $0.97 

  1/1/2019 $54,799.17 $69,032.75 $0.98 

  1/1/2020 $55,347.16 $69,723.08 $0.99 

      2 Caseworker III-C 
(MSW + 7 yrs.) 1/1/2018 $51,704.33 $66,681.20 $1.03 

  

Caseworker II-C 
(Related Masters 
+ 7 yrs.) 

1/1/2019 $52,221.37 $67,348.01 $1.04 

  
Caseworker NLE II-C 
(MA + 7 yrs.) 1/1/2020 $52,743.59 $68,021.49 $1.05 

      3 Unassigned 1/1/2018 $51,704.33 $60,142.76 $0.58 

  
 

1/1/2019 $52,221.37 $60,744.19 $0.59 

    1/1/2020 $52,743.59 $61,351.63 $0.59 

      4 Caseworker III-B 
(MSW + 3 yrs.) 1/1/2018 $49,366.15 $63,672.90 $0.98 

  

Caseworker II-B  
(Related Masters  
+ 3 yrs.) 

1/1/2019 $49,859.81 $64,309.63 $0.99 

  
Caseworker NLE II-
B (MA + 3 yrs.) 1/1/2020 $50,358.41 $64,952.73 $1.00 

      5 Caseworker III-A 
(MSW) 1/1/2018 $47,041.34 $62,187.69 $1.04 

  
Caseworker II-A  
(Related Masters) 1/1/2019 $47,511.75 $62,809.57 $1.05 

  
Caseworker NLE II-
A (MA) 1/1/2020 $47,986.87 $63,437.67 $1.06 

      6 Unassigned 1/1/2018 $47,041.34 $56,089.69 $0.62 

  
 

1/1/2019 $47,511.75 $56,650.59 $0.63 

    1/1/2020 $47,986.87 $57,217.09 $0.63 
      

7 Caseworker I-C  
(BA + 7 yrs) 1/1/2018 $46,051.21 $60,787.24 $1.01 

  
Caseworker NLE I-C 
(BA + 7 yrs.) 1/1/2019 $46,511.72 $61,395.11 $1.02 

  Community Educator 1/1/2020 $46,976.84 $62,009.06 $1.03 
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8 Homefinding 

Recruiter 1/1/2018 $45,101.21 $57,252.64 $0.83 

  
Caseworker I-B  
(BA + 3yrs.) 1/1/2019 $45,552.22 $57,825.17 $0.84 

  
Caseworker NLE I-B 
(BA + 3 yrs.) 1/1/2020 $46,007.74 $58,403.42 $0.85 

      9 Unassigned 1/1/2018 $45,101.21 $51,638.55 $0.45 

  
 

1/1/2019 $45,552.22 $52,154.94 $0.45 

    1/1/2020 $46,007.74 $52,676.49 $0.46 

      10 Caseworker I-A (BA) 
Caseworker NLE I-A 
(BA) 

1/1/2018 $42,241.21 $52,010.97 $0.67 

  1/1/2019 $42,663.62 $52,531.08 $0.68 

    1/1/2020 $43,090.26 $53,056.39 $0.68 
PLEASE NOTE:  SACWIS Subject Matter Expert (SME) will be paid in 

accordance with the Caseworker salary scales  
 11 Unassigned 1/1/2018 $42,241.21 $46,910.89 $0.32 

  
 

1/1/2019 $42,663.62 $47,380.00 $0.32 

    1/1/2020 $43,090.26 $47,853.80 $0.33 

      12 Caseworker I 
(Training Unit) 1/1/2018 $40,607.71 N/A N/A 

  1/1/2019 $41,013.79 N/A N/A 

  1/1/2020 $41,423.93 N/A N/A 

      
13 

Records Audit 
Specialist/Closed 
Records 

1/1/2018 $38,224.92 $43,748.71 $0.38 

  
Records Audit 
Specialist/Intake 1/1/2019 $38,607.17 $44,186.20 $0.38 

  
Records Audit 
Specialist/Transfers 1/1/2020 $38,993.24 $44,628.06 $0.39 

  

Records 
Specialist/Closed  & 
Open Records     

  
Records Specialist - 
Closed Records     

  
Records Specialist - 
Document Imaging     

  
Records Specialist - 
Open Records     

  
Social Service Aide 
II     

  
Social Worker 
Assistant     

 
STARS Social 
Service Aide II     
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  SCHEDULE D Salary Range 

Grade  Job Classification Effective Min Max 

Step 
Amt. 
(Per 

hour) 

1 Account Specialist IV 
(Degree) 1/1/2018 $38,031.33 $43,866.51 $0.40 

 

Adoption Subsidy 
Specialist IV 
(Degree) 

1/1/2019 $38,411.64 $44,305.18 $0.40 

 

Adoption 
Subsidy/Financial 
Eligibility Specialist 
IV (Degree) 

1/1/2020 $38,795.76 $44,748.23 $0.41 

 Paralegal     
      2 Account Specialist IV 

(No Degree) 1/1/2018 $36,787.67 $43,748.71 $0.48 

 

Adoption Subsidy 
Specialist IV (No 
Degree) 

1/1/2019 $37,155.55 $44,186.20 $0.48 

 
Carpenter/Building 
Maintenance 1/1/2020 $37,527.11 $44,628.06 $0.49 

 
Quality Improvement 
Support Specialist     

      3 Account Specialist III 1/1/2018 $34,071.48 $41,032.53 $0.48 

 
Administrative 
Assistant II 1/1/2019 $34,412.19 $41,442.86 $0.48 

 
Financial Eligibility 
Specialist II 1/1/2020 $34,756.31 $41,857.29 $0.49 

 
Maintenance Worker 
II     

      4 Account Specialist II 1/1/2018 $33,154.95 $39,763.65 $0.45 

 
Financial Eligibility 
Specialist I 1/1/2019 $33,486.50 $40,161.29 $0.46 

 
Legal Support 
Specialist II 1/1/2020 $33,821.37 $40,562.90 $0.46 

 
Family Meeting 
Unit/SAR Scheduler     
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5 
Clerical Specialist 
Clerical 
Specialist/Floater 

1/1/2018 $32,304.19 $38,789.12 $0.45 

 

Clerical 
Specialist/Front Desk 
(Days) 

1/1/2019 $32,627.23 $39,177.01 $0.45 

 

Clerical Specialist-
Courier and Front 
Desk Evenings 

1/1/2020 $32,953.50 $39,568.78 $0.45 

 

Clerical Specialist - 
Mailroom/Call Board 
Operator 

    

 

Clerical Specialist-
Social Services 
Floater/FIC 
Receptionist 

    

 

Clerical Specialist 
STARS/FRRC & 
Intake 

   
  

 

Family Interaction 
Center 
Scheduler/Receptionist 

   
  

 
Forms Specialist-Call 
Board Operator 

   
  

 
Legal Support 
Specialist I 

   
  

 
Medical Secretary 
Toy Room Support 
Specialist 

   
  

 
     

6 Toy Room Store 
Keeper 

1/1/2018 $31,518.12 $38,050.99 $0.45 

  1/1/2019 $31,833.30 $38,431.50 $0.45 

   1/1/2020 $32,151.63 $38,815.82 $0.46 
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  SCHEDULE E Salary Range 

Grade  Job Classification Effective Min Max 

Step 
Amt. 
(Per 

hour) 

E01 Unassigned 1/1/2018 $55,659.29 $72,354.40 $1.15 

  1/1/2019 $56,215.88 $73,077.94 $1.16 

   1/1/2020 $56,778.04 $73,808.72 $1.17 

      
E02 Computer 

Programmer Analyst 1/1/2018 $53,008.89 $68,909.00 $1.09 

 
Network 
Administrator 1/1/2019 $53,538.98 $69,598.09 $1.10 

   1/1/2020 $54,074.37 $70,294.07 $1.11 

      
E03 Computer 

Programmer 1/1/2018 $48,189.81 $62,645.97 $0.99 

 
PC/Network 
Technician II 1/1/2019 $48,671.71 $63,272.43 $1.00 

  1/1/2020 $49,158.43 $63,905.15 $1.01 

      

E04 
Computer 
Programmer 
Assistant 

1/1/2018 $42,102.07 $53,445.82 $0.78 

  1/1/2019 $42,523.09 $53,980.28 $0.79 

   1/1/2020 $42,948.32 $54,520.08 $0.79 

      
E05 PC/Network 

Technician I 1/1/2018 $39,797.99 $53,113.71 $0.91 

  1/1/2019 $40,195.97 $53,644.85 $0.92 

   1/1/2020 $40,597.93 $54,181.30 $0.93 

  
All salary scales will be divided into seven (7) equal steps.  

Employees who are not at or above  the top of their assigned pay scale 
shall, on their anniversary date, receive a salary increase equal to one (1) 
step (per Schedule “C”, “D” and “E” above) not to exceed the top of their 
assigned pay scales. 
 
Section 602.02 -- Promotional Increments 

Employees who are promoted shall receive a promotional 
increment in the amount of three and one-half percent (3.5%) of the mid-
point of the salary scale they are exiting added to his/her base rate of pay, 
or an increment which will bring them to the minimum of the new scale, 
whichever is greater.  However, in no event will the employee’s pay rate 
exceed the top of their new scale, except as provided for in the Letter of 
Understanding dated 6/19/00 RE: “Promotional Increments and 
Implementation of New Section 602.02”. 
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Section 602.03 -- Shift Differential 

Full-time employees and employees on absentee replacement 
status working four (4) or more hours between the hours of 3:00 p.m. and 
7:00 a.m. shall receive a shift differential of forty cents ($.40) per hour, 
except for Caseworkers  and Nurses who shall receive seventy-five ($.75) 
cents per hour.  Employees whose regularly scheduled working hours 
require four (4) or more working hours between the hours of 3:00 p.m. and 
7:00 a.m., and who are required to work beyond their regularly scheduled 
shift shall continue to receive the shift differential.  Day-shift employees, 
who work beyond their regularly scheduled working hours, shall not 
receive a shift differential.  Shift differential is to be added to the total 
wages and does not increase the base rate of pay.  The shift differential 
will not be included for the calculation of Holiday, Vacation or Overtime 
pay. 

Section 602.04 -- Caseworker Promotions 

All Caseworkers shall be assigned to one of the classifications listed 
below.  All full-time Caseworkers shall be promoted as follows: 

Caseworker I - Training Unit Caseworkers  

Caseworkers assigned to the Training Unit shall be promoted upon 
the completion of their Training Unit assignment. 

Caseworker NLE I-A - Caseworkers who possess a bachelor's degree 
in a non-license eligible field. 

Caseworker NLE I-B - Caseworkers who possess a bachelor's degree 
in a non-license eligible field and three (3) years accumulated service 
with the Employer as a Caseworker NLE I-A. 

Caseworker NLE I-C - Caseworkers who possess a bachelor's degree 
in a non-license eligible field and four (4) years accumulated service 
with the Employer as a Caseworker NLE -I-B. 

Caseworker I-A - Caseworkers who possess a bachelor’s degree in a 
license eligible field. 

Caseworker  I-B - Caseworkers who possess a bachelor’s degree in a 
license eligible field and three (3) years accumulated service with the 
Employer as a Caseworker  I and/or I-A. 

Caseworker I-C - Caseworkers who possess a bachelor’s degree in a 
license eligible field and four (4) years accumulated service with the 
Employer as a Caseworker I-B. 

Caseworker II-A - Caseworkers who possess a master’s degree in a 
field related to social work and are license eligible. 
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Caseworker II-B - Caseworkers who possess a master’s degree in a 
field related to social work and are license eligible, and three (3) 
years accumulated service with the Employer as a Caseworker II-A. 

Caseworker II-C - Caseworkers who possess a master’s degree in a 
field related to social work and are license eligible, and have 
completed four (4) years accumulated service with the Employer as a 
Caseworker II-B. 

Caseworker NLE II-A - Caseworkers who possess a master's degree 
in a non-license eligible field. 

Caseworker NLE II-B - Caseworkers who possess a master's degree 
in a non-license eligible field and three (3) years accumulated service 
with the Employer as a Caseworker NLE II-A. 

Caseworker NLE II-C - Caseworkers who possess a master's degree 
in a non-license eligible field and four (4) years accumulated service 
with the Employer as a Caseworker NLE II-B. 

Caseworker III-A - Caseworkers who possess a master’s degree in 
social work. 

Caseworker III-B - Caseworkers who possess a master’s degree in 
social work and three (3) years accumulated service with the 
Employer as a Caseworker  III-A. 

Caseworker III-C - Caseworkers who possess a master’s degree in 
social work and have completed four (4) years accumulated service 
with the Employer as a Caseworker III-B. 

All Caseworkers who are other than full-time shall be promoted in 
accordance with the above schedule upon completion of the 
equivalent of the accumulated full-time service required for each 
promotion. 

Section 602.05 -- Caseworker Academic Incentive  

Effective January 1, 2014, Caseworkers pursuing a master’s 
degree in social work or a social work-related field from an accredited 
university shall receive incentive pay added to their base rate.  
Caseworkers must be accepted in a master’s level program and must 
declare a degree to be eligible for this incentive.  The incentive pay shall 
be in accordance with the following schedule and criteria: 

SEMESTER CREDIT 
HOURS EARNED 

DECLARED DEGREE 
MSW/MSSA/MASTERS RELATED FIELD 

12 hours $.30 per hour 
24 hours $ .60 per hour 
36 hours $ .90 per hour 
48 hours $1.20 per hour 
60 hours $1.50 per hour 
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Newly hired employees pursuing a Master’s Degree in Social 

Work or social work-related field from an accredited university and 
having previously accumulated educational credit hours will not be 
eligible for the academic incentive pay until said employee completes 
twelve (12) credit hours while a Summit County Children Services 
employee.  Once eligible, the previously accumulated credit hours shall be 
counted for the purposes of determining the amount of academic incentive 
pay. 

For the purposes of this Section, social work-related field means 
any degree that qualifies staff for a PCC (formerly LPCC). 

Section 602.06 -- Programmer Promotions 

Any employee who is classified as a Computer Programmer 
Assistant shall be promoted to a Computer Programmer upon reaching the 
minimum qualifications for the Computer Programmer classification.  The 
promotion shall be effective the first pay period after meeting said 
qualifications. 

Any employee who is classified as a Computer Programmer 
shall be promoted to a Computer Programmer Analyst upon reaching the 
minimum qualifications for the Computer Programmer Analyst 
classification.  The promotion shall be effective the first pay period after 
meeting said qualifications. 

Section 602.07 -- After-Hours Beeper System 

Caseworker staff may be needed to cover after-hours referrals 
and/or emergencies during the hours from 4:30 p.m. until 8:30 a.m. 
weekdays and twenty-four (24) hours a day on weekends and holidays 
beginning at 8:30 a.m.  An After-Hours Beeper System will be maintained 
for any staff voluntarily wanting to provide beeper coverage.  Following is 
the system to be used to cover such needs: 

The After-Hours Compensation Rates for the After-Hours 
Beeper Staff on the After-Hours Beeper System for the periods of 
coverage noted above shall be in accordance with the following schedule: 

Weekdays - $40.00 per day 

Weekends - $50.00 per day 

*Holidays - $60.00 per day 

*Holiday Rate is paid for both the actual and Employer-
observed holidays only on New Year’s Day, July 4th, and 
Christmas Day.  All other holidays are paid the Holiday Rate 
only on Employer-observed holidays. 

Primary Beeper staff are paid the After-Hours Compensation 
Rate whether called or not. 
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Actual time required to respond to an after-hours call shall be 

compensated at the rate of one and one-half (1 1/2) times the employee’s 
hourly rate of pay for actual time worked.  The employee will be granted a 
minimum of three (3) hours of call-out pay for the first call-out only.  
Additional pay for calls received during the three (3) hour period will 
begin after the three (3) hours have expired.  If an employee is called from 
the Waiting List and works, he/she shall receive the same After-Hours 
Compensation Rate provided to the Primary beeper person, in addition to 
all other rates of pay and minimums described herein. 

The After-Hours Beeper Schedule will be comprised of two 
lists: a Primary and a Waiting List.  The Primary List will consist of seven 
(7) staff with each staff person assigned to a day of the week.  The 
Waiting List may have a multiple number of staff assigned per each day of 
the week.  Scheduling will occur for each day of the week to ensure that a 
beeper person is scheduled for each of the days of the year.  (Example: 
every Monday of the year, every Tuesday, etc.) 

Multiple Assignments:  Staff may request to be selected for 
multiple assignments (i.e., every Tuesday and Thursday, or other 
combination of assignments on the Waiting List, or the assignment of one 
(1) of the days on the Primary List and one other day on the Waiting List).  
Staff are limited to two (2) assignments unless an inadequate number of 
respondents are received. 

Filling Open Slots on After-Hours Beeper Schedule: 

Primary List: As staff assigned to the Primary List withdraw or 
vacate the day assigned to them, the opening will be filled in the 
following manner: 

First, the assignment will be offered to all other staff on the 
After-Hours Beeper schedule based on the length of continuous 
service time on the After-Hours Beeper Schedule. 

Second, if the opening is still not filled then an Announced 
Opening will be tendered to all Caseworkers in the agency in 
order to fill the Primary day opening.  Final staffing selection 
rests with the Department Head of Intake Services based upon 
Caseworker seniority. 

Waiting List: Each day of the Waiting List will be maintained at 
a minimum staffing level of one (1) staff.  On any particular day 
that already has more than one (1) staff, openings will be filled 
automatically by those staff next in line on the Waiting List. 

At any time there is an opening, the opening will be filled in the 
following manner: 
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First, the assignment will be offered to all other staff on the 
After-Hours Beeper Schedule based on the length of continuous 
service time on the After-Hours Beeper Schedule. 

Second, if the opening is still not filled then an Announced 
Opening will be tendered to all Caseworkers in the agency in 
order to fill the opening.  Final staffing selection rests with the 
Department Head of Intake Services based upon Caseworker 
seniority. 

It is understood that staff assigned to the existing After-Hours 
Beeper Schedule shall not be displaced when filling open slots 
on the Beeper Schedule. 

For the purposes of Section 602.07 Caseworker seniority shall 
be defined as: total Caseworker seniority with the Employer, 
including previous employment as a Caseworker with the 
Employer (if worked in the previous five (5) years).  Initial-hire 
Probationary Period must be served including the initial-hire 
Probationary Period for re-hire. 

The Employer may deviate from the order on the beeper list 
referenced in this Section when it is determined that a 
forensically trained Caseworker is necessary to handle the 
emergency.  Also, the Employer may assign gender specific 
workers should it be necessary to case specific situations. 

Beeper Worker Expectations: 

Primary and Waiting List beeper staff are expected to fulfill the 
entire coverage period for their assigned day. 

Primary and Waiting List beeper staff shall provide a minimum 
of one (1) weeks' notice to the Intake Department Head for 
scheduled unavailability unless otherwise agreed upon by 
worker and Intake Department Head.  Once a staff person 
voluntarily places his/her name on the After-Hours Beeper List, 
he/she implicitly agrees to provide coverage as needed for the 
day they pre-select unless he/she removes his/her name from the 
list. 

Beeper staff who fail to fulfill their commitment for their 
assigned day shall be immediately removed from the After-
Hours Beeper Schedule and shall be ineligible to participate in 
the After-Hours Beeper System for six (6) months. 

Should the Primary beeper worker be unavailable the first staff 
on the Waiting List shall function as the Primary beeper staff for 
that day. 

Primary and Waiting List beeper staff shall: 
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1. Keep their beepers on and in working order for entire 

assignment period; 

2. Respond and accept all beeper calls within ten (10) 
minutes; 

3. Complete all paperwork, computer work, and other 
related case record information at time of beeper 
activity. 

Qualifications:  A minimum of six (6) months’ experience as an 
Employer’s Caseworker and completion of initial-hire Probationary Period 
are required prior to being placed on any beeper assignment.  Caseworker 
staff are required to have after-hours Intake beeper, referral or case plan 
experience within the last six (6) months.  To be eligible for placement on 
either the Primary or Waiting List, the interested staff person must not 
have been issued a Corrective Action Order on a Group II or Group III 
work rule violation during the previous twelve (12) months, unless the 
Corrective Action Order is under appeal. 

Notice of Withdrawal:  A minimum of fourteen (14) days' notice 
to the Department Head of Intake Services is required before beeper staff 
may withdraw from the After-Hours Beeper Schedule. 

Reference to Other Sections:  It is expressly agreed that Section 
304.01 and Section 304.03 (Article 304 -- Report and/or Call-In Pay) do 
not apply to Section 602.07 (After-Hours Beeper System). 

Section 602.08 -- Emergency Placement Beeper System 

 The after-hours beeper compensation rate for the Emergency 
Placement Beeper shall be $31.42 per weekday and $35.00 per weekend 
day and holiday.  The Caseworkers – Emergency Placement Coordinator 
shall be on beeper duty before and after their shift every day and twenty-
four (24) hours per day on weekends and agency-recognized Holidays. 

Section 602.09 -- Bilingual Compensation 

The present Spanish translator or interpreter shall be paid a $1 
premium per hour for her added work.  The premium will be paid to her or 
her replacement during the CBA term. 

ARTICLE 603 OBLIGATION TO NEGOTIATE 
Section 603.01 The Employer and the Union acknowledge that during 
negotiations which preceded 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 the area of collective 
bargaining/ negotiations and that the understandings and agreements 
arrived at by the parties after the exercise of that right and opportunity are 
set forth in this Agreement. 
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Section 603.02 Therefore, for the life of this Agreement, the 
Employer and the Union each voluntarily and unqualifiedly waives the 
right, and each agrees that the other shall not be obligated to negotiate 
collectively with respect to any subject or matter referred to, or covered in 
this Agreement, or with respect to any subject or matter not specifically 
referred to or covered in this Agreement, even though such subjects or 
matters may not have been within the knowledge or contemplation of 
either or both of the parties at the time they negotiated and signed the 
Agreement, except as provided by O.R.C. 4117, et seq. 

ARTICLE 604 TOTAL AGREEMENT 
Section 604.01 This Agreement represents the entire agreement 
between the Employer and the Union and unless specifically and expressly 
set forth in the express written provisions of this Agreement, or applicable 
arbitration decisions, all rules, regulations, benefits and practices 
previously and presently in effect may be modified or discontinued by the 
Employer.  The wages, hours, terms and conditions of employment in this 
Agreement supersede any related Ohio laws, including specifications 
under or related to those laws. 

ARTICLE 605 SEVERABILITY 
Article 605.01 This Agreement shall be subject to any applicable or 
future laws of the State of Ohio and the United States of America.  Should 
any part of this Agreement or any provisions contained herein be declared 
invalid by operation of law or by a court of competent jurisdiction, it shall 
be of no further force and effect, but such invalidation of a part or 
provision of this Agreement shall not invalidate the remaining portions 
and they shall remain in full force and effect.  In such event, the Employer 
and the Union will, at the request of either party hereto, promptly enter 
into discussions relative to the particular provision(s) deemed invalid or 
unenforceable to negotiate a legal alternative provision(s).  Should the 
parties reach mutual agreement on an alternate provision(s), such 
agreement shall be reduced to writing and signed by both parties. 
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LETTERS OF UNDERSTANDING 

Attendance at Workshops: 
The parties agree to the following provisions for employees 

attending approved workshops/seminars: 

1. Supervisors will provide coverage for 
employees attending workshops/ seminars; 
and 

2. Supervisors will not rescind 
workshop/seminar attendance within two 
(2) weeks of the scheduled date. 

It is understood that any changes to the above provisions may be 
made only by mutual agreement between the supervisor and employee. 

Workshops/seminars held off site are considered to be full work 
days unless scheduled for less than six (6) hours for those employees 
working eight (8) hour shifts only. 

Seasonal Toy Room: 
Seasonal Full-Time and Seasonal Part-Time definitions will no 

longer exist in the 1997 through 2000 Collective Bargaining Agreement.  
However, any employee hired into or assigned to the “Christmas Room” 
(or “Toy Room") during the Christmas Season will be classified as Toy 
Room/Storekeeper 1 or Toy Room Support Specialist and will continue to 
be placed on Seasonal Status, as defined in the 1985-1987 Collective 
Bargaining Agreement, and will maintain recall rights from year to year 
(conditioned upon the absence of any Group Three (3) corrective actions 
received in accordance with Article 404 by the employee during the 
previous Toy Room assignments), or until such time that they voluntarily 
leave the Agency, or become regular full-time employees.  In addition, 
employees assigned to the Toy Room from other classifications shall 
continue to receive the rate of pay for their regular classification. 

Clerical Specialists Lateral Transfers: 
 For purposes of Section 403.13, the positions of Clerical 
Specialists, Clerical Specialist – Courier and Front Desk Evenings, 
Clerical Specialist/Front Desk (Days), Clerical Specialist Floater, Clerical 
Specialist – Mailroom/Callboard Operator, Clerical Specialist – Social 
Services Floater/FIC Receptionist, Clerical Specialist – STARS/FRRC and 
Intake, and Toy Room Support Specialist are defined as lateral transfers 
and will have lateral transfer rights pursuant to Section 403.08. 

SACWIS Subject Matter Expert (SME) & Caseworker 
Classifications: 
 The parties agree that for the purposes of Section 403.13, the 
classification of SACWIS SME and Caseworker classifications are 
defined as lateral transfers and employees in those classifications will have 
lateral transfer rights pursuant to Section 403.08.  It is also understood that 
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time spent as a SACWIS SME shall not count for the purposes of Section 
602.04 (Caseworker Promotions).  Caseworkers who bid into SACWIS 
SME classification will be placed on the applicable pay scale for the 
SACWIS SME classification. 

Letter of Understanding RE: Section 102.01 & 102.03: 
The parties agree that should the classifications listed below be 

filled in the future, said titles will automatically be bargaining unit 
positions and will be placed on the salary scale to which they were 
previously assigned: 

Account Clerk II 
Auto Mechanic/Maintenance Worker II 
Carpenter I 
Child Care Worker II 
Clerk II 
Clerical Specialist/Branch Office 
Clerical Specialist /Front Desk (Evenings) 
Clothing Resource Specialist 
Clothing Room Assistant 
Community Health Worker 
Community Health Worker/Managed Care 
Community Relations Specialist 
Cook 
Database Administrator 
Day Care Worker 
Dental Assistant 
Dental Secretary 
Food Service Worker I 
Groundskeeper I 
Groundskeeper II 
Help Desk Coordinator 
Information Referral Specialist 
Librarian I 
Medical Assistant 
Medical Coder/Biller 
Medical Support Specialist 
Nurse  
Painter I 
Painter II 
PC Network/Telecom Tech 
PC Training Coordinator 
Quality Review Specialist 
Records Audit Specialist 
Records Floater 
Recreation Aide 
Recreation Coordinator 
Research Analyst 
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Research Support Specialist 
SACWIS Training Coordinator 
Senior Day Care Worker 
Shipping/Receiving Worker 
Social Worker Assistant-Camp Coordinator 
STARS Clerical Specialist – Family Interaction Center 
Scheduler/Receptionist 
Tutor 
Volunteer Program Assistant 
Volunteer Services Coordinator 
Volunteer Services Specialist 
Web Developer 

Letter of Understanding RE: Section 206.02: 
AT-HOME DICTATION PROCEDURES 

In accordance with Section 206.02, social service staff shall be allowed 
thirty-two (32) hours per month uninterrupted time to dictate or 
accomplish other record keeping activities.  Effective August 22, 2001, up 
to twelve (12) hours of the thirty-two (32) hours per month can be worked 
at home.  The following procedures will govern working at home: 

1. The scheduling of such uninterrupted time shall be the responsibility 
of the supervisor in conference with the employee.  On a weekly 
basis, the supervisor and employee are expected to meet to identify 
the time and place for dictation for the following week.  If the 
employee wishes to perform work at home, he/she must notify the 
supervisor of such and may do so subject to the provisions of Section 
206.02.  At the end of the week, the supervisor shall post their unit’s 
dictation schedule for the following week. 

2. Prior to the date of the scheduled time to work at home, the 
supervisor and the employee shall discuss and agree upon the 
caseload tasks to be completed while working at home.  The 
supervisor must approve in advance the caseload tasks to be 
completed by the employee while working at home.  The next 
scheduled workday, the social service staff will share with the 
supervisor the work accomplished. 

3. Time worked at home must be taken in increments of eight hours or 
four hours.  Four-hour increments must be taken in the afternoon. 

4. Time worked at home may only be scheduled during the employee’s 
regularly scheduled work hours. 

5. Staff utilizing work at home provisions shall ensure that their 
supervisor has a phone number where the employee can be reached 
and the employee must be available by phone or pager during the 
time scheduled for work at home.  The employee will update the 
supervisor of any changes to the employee’s phone number.  The 
employee will return all calls and/or pages from the supervisor within 
15 minutes or with all practical expediency.   

78 



 
6. Emergency situations will be referred to the employee’s supervisor.  

The supervisor may interrupt the employee in emergency situations. 
When the supervisor deems appropriate, the supervisor may require 
the Caseworker to return to the Agency or report to another location 
to service the emergency matter.   In circumstances where the 
employee must leave his/her home, he/she will be credited with four 
(4) hours of at-home dictation time for the half of the day interrupted.  
However, time required for such interruptions shall not be included in 
the thirty-two (32) hours per month provided in Section 206.02, nor 
shall it be included in the twelve (12) hour per month maximum for 
working at home.   

7. Should these procedures necessitate the need for an employee to 
engage his/her supervisor, and their supervisor is absent or 
unavailable, the employee will engage the covering supervisor, or if 
that person is not available, the next level of supervision.   

8. If the Court schedules a hearing for a time when the Caseworker is 
scheduled for at-home dictation time, the hearing takes priority unless 
the supervisor or Court Liaison determines that the Caseworker’s 
attendance is not required. 

9. It is agreed that part-time employees who are required to perform at 
home dictation will be included in these At Home Dictation 
Procedures however the amount of time will be 8 and 20 hours 
instead of 12 and 32 hours allowed full-time workers. 

Letter of Understanding RE: Section 302.12: 
It is understood that the following position/shift for Social 

Service Aide II or Social Worker Assistant working in the Family 
Interaction Center are exempted from Section 302.12: 

One (1) staff whose shift includes Saturdays, 10:00 a.m. to 
6:00 p.m. 

It is also understood that the shift noted above will continue to 
be staffed by the person with the least amount of seniority as a Social 
Service Aide II or Social Worker Assistant absent volunteers for that shift. 

Letter of Understanding RE: Section 602.05: 
Upon ratification, Caseworkers will be asked to submit 

transcripts with documentation of viable credit hours towards a Master's 
Degree in Social Work or a related field.  Appropriate academic incentive 
will be given effective the first day of the pay period following receipt of 
acceptable documentation by the Human Resources Department.  In order 
to be eligible for Academic Incentive Pay, the last twelve (12) credit hours 
earned must have been earned while an employee at SCCS.  Salary credit 
for any credit hours earned prior to employment at SCCS will be given 
upon completion of twelve hours academic credit while a SCCS 
employee. 
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Following are examples: 

1.) 0 hours earned prior to SCCS employment = $0 academic incentive 
pay upon hire 

  + 
 12 hours earned while an employee at SCCS = 12 hrs credit/$.30 

2.) 24 hours earned prior to SCCS employment = $0 academic incentive 
pay upon hire 

  + 
 12 hours earned while an employee at SCCS = 36 hrs total - 36 hrs 

credit/$.90 
3.) 22 hours earned prior to SCCS employment = $0 academic incentive 

pay upon hire 
  +  
 12 hours earned while an employee at SCCS = 34 hrs total - 24 hrs 

credit/$.60 
  + 
 2 hours earned while an employee at SCCS = 36 hrs total - 36 hrs 

credit/$.90  

RE: Section 602.05: 
 The parties agree that Academic Incentive pay will not be 
counted when determining eligibility for step increases, nor when 
determining the amount of a step increase.  In addition, the Academic 
Incentive pay is to be applied regardless of whether or not the employee is 
at the top of their salary scale. 
 Furthermore, the parties agree that for the purposes of Section 
602.05, a Student Grade Report derived from the university secured 
website which also reflects the student's name will be acceptable in the 
place of a transcript. 

RE: Groundskeeper Promotion: 
 The parties agree that should the Employer hire a 
Groundskeeper in the future, the language in the 2012-2014 Collective 
Bargaining Agreement, Section 602.07, will be restored as if fully written 
into the successor CBA. 

RE: Medical Clinic Beeper: 
The parties agree that should the Employer open a medical clinic 

in the future, the language in the 2012-2014 Collective Bargaining 
Agreement, Section 602.09, will be restored as if fully re-written into the 
successor CBA. 
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CWA LOCAL 4546 MEMBERSHIP APPLICATION 

• Name ______________ _ 

Address ~--------------------------------------------------------------------------------~ 
Coty ---- Z•p Code Soc.S..O.No. -------------

Classifical«>n ·····-· ··--·-- Home E·Mail: 

Cell Phone: Resodence PhOne -------

AUTHORIZAnON TO MAKE PAYROLL DEDUCTION OF MEMBERSHIP DUES 

Employee --..,.La-,-,-----------------::F:-Irs-,t ______________ ""M"'id"d:-le ____ __ Sot:_ SH::. No.-----------------------

1 hereby aulhorlze and direcl my employer, Summll Counly Children Services Board, to deducl trom my earnings an amounl equai lo 
my regular Communlcalions Workers ol America Union dues as cerlified 10 my employer by lhe Communlca110ns Workers of America. 
Unlll otherwise dlrecled by me in wrlllng, and subjecl lo I he lermsand e<~ndltlons ol any collecllve bargaining agreemenl which may be In 
effecl, you are directed to deduct such amounts to be m9de payable to Communications Workers or America. AFL-CIO. 

This authorization ls lo be effective as of the date below. 

Sign•ture Oate --------__ _ 

NOTICl: " No Charltlblt Dtducnon" Notlco Roqulromonl. 
Union dun art nol dtducllblo lor Income Ill> purposes as CMiilable conlrlbullons. allhough 1ney may be deduc~bte as business expenses In 

accordance with f!pproprillle provisions ol tne Internal Rf!'ll8f"'ue Code. Cl~13 



 
APPENDIX B 

STEWARD TIME 
 

 

 
 

Steward:__________________________________________ 

  

NAME:  DATE:  

DEPARTMENT:  GRIEVANCE NO.:  

Meeting with Sup./Admin. Leaving Area Check One 

 
AM 

Began:____________PM 
  

 
 AM 

Ended:____________PM 
 
 
 
 
 
 
 
 
 
 

Supervisor/Administrator: 
 

_______________________ 

 
 AM 

Left:________________PM 
 

 
 

Pass To:________________ 
 

 
 

 AM 
Returned: ___________PM 

 
 
 
 
 

Supervisor: 
 

_______________________ 

 
 

____Investigate Grievance 
 
 
____Consult 

 
  

 
      AM 

Began:   _____________PM 
 

 
      AM 

Ended:   _____________PM 
 
 

Supervisor/Administrator: 
 

_______________________ 
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APPENDIX C  

GRIEVANCE FORM 
 

GRIEVANCE NO ________ 
DATE __________________ 

 
EMPLOYEE ________________  DEPARTMENT _______________  
 
CLASSIFICATION ___________  SUPERVISOR ________________  
 
STATEMENT OF FACT AND DATE OF OCCURRENCE: ___________  
 ____________________________________________________________  
 ____________________________________________________________  
 ____________________________________________________________  
 ____________________________________________________________  
 ____________________________________________________________  
 
CITE SPECIFIC ARTICLE & PARAGRAPH OF AGREEMENT OF 
ALLEGED VIOLATION: 
 ____________________________________________________________  
 ____________________________________________________________  
 
RELIEF SOUGHT: ____________________________________________  
 ____________________________________________________________  
 ____________________________________________________________  
 ____________________________________________________________  
 ____________________________________________________________  
 ____________________________________________________________  
 ____________________________________________________________  
 
 
________________________ ____________________________ 
SUPERVISOR (Signature) EMPLOYEE (Signature) 
 
________________________ ____________________________ 
Date Received Accompanying Steward (Signature) 
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APPENDIX D 

 
EXAMPLE #1 

 
Work Schedule:  Mon.-Fri. 8:30 - 4:30 p.m. 
Compensatory Time Bank: 50 
 

DAY IN OUT 
Total 
Hours 
Worked 

Time Off 
or 
Remarks 

Comp. Hours 
Earned 

Mon 7:00 a.m. 4:30 p.m. 9.5  1.5 x 1.5 = 2.25 

Tues 8:30 a.m. 4:30 p.m. 8.0   

Wed    CT 8.0  

Thurs 12:30 p.m. 6:30 p.m. 6.0 CT 4.0 2.0 x 1.5 = 3.0 

Fri 8:30 a.m. 4:30 p.m. 8.0   

Sat 2:00 p.m. 6:00 p.m. 4.0  4.0 x 1.5 = 6.0 

Sun 12:00 p.m. 8:00 p.m. 8.0  8.0 x 1.5 = 12.0 

TOTALS  55.5 CT 12.0 15.5 x 1.5 = 23.25 

Comp Time Bank 61.25 

Premium hours (paid at 
straight time) 

0 

Mon 8:30 a.m. 12:30 a.m. 16.0  8.0 x 1.5 = 12.0 

Tues 8:30 a.m. 10:30 a.m. 2.0 CT 6.0  

Wed 8:30 a.m. 4:30 p.m. 8.0   

Thurs 8:30 a.m. 8:30 p.m. 12.0  4.0 x 1.5 = 6.0 

Fri 8:30 a.m. 4:30 p.m. 8.0   

Sat 8:30 a.m. 4:30 p.m. 8.0  8.0 x 1.5 = 12.0 

Sun RDO     

TOTALS   60.0 CT 6.0 20.0 x 1.5 = 30.0 

Comp Time Bank 61.25 + 30 - 6 = 85.25 - 5.25 (paid) = 80 

Premium hours (paid at 
straight time) 

5.25 

  

84 



 
APPENDIX D 

 
EXAMPLE #2 

 
Work Schedule:  Mon.-Fri. 8:30 - 4:30 p.m. 
Compensatory Time Bank: 80 
 

DAY IN OUT 
Total 
Hours 
Worked 

Time Off or 
Remarks 

Comp. Hours 
Earned 

Mon  8:30 a.m. 4:30 p.m.  8.0   

Tues  8:30 a.m. 4:30 p.m.  8.0   

Wed    CT 8.0  

Thurs 8:30 a.m. 6:30 p.m.  10.0   2.0 x 1.5 = 3.0 

Fri 8:30 a.m. 4:30 p.m.  8.0   

Sat  RDO     

Sun  RDO     

TOTALS  42.0 CT 8.0 2.0 x 1.5 = 3.0 

Comp Time Bank 75.00 

Premium hours (paid at 
straight time) 

0 

Mon 8:30 a.m. 4:30 p.m. 8.0   

Tues 8:30 a.m. 4:30 p.m. 8.0   

Wed 8:30 a.m. 4:30 p.m. 8.0   

Thurs 8:30 a.m. 4:30 p.m. 8.0   

Fri    CT 8.0  

Sat 8:30 a.m. 4:30 p.m. 8.0  8.0 x 1.5 = 12.0 

Sun RDO     

TOTALS   48.0 CT 8.0 8.0 x 1.5 = 12.0 

Comp Time Bank 75 + 12 - 8 = 79 

Premium hours (paid at 
straight time) 

0 
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APPENDIX E 

 
LAYOFF SERIES 

 
SERIES #1 

JOB CLASSIFICATION GRADE 
Caseworkers C2 Through C10, C12 
SACWIS SME  
 

SERIES #2 
JOB CLASSIFICATION GRADE 

Community Educator C7 
Home Finding Recruiter  C8 
 

SERIES #3 
JOB CLASSIFICATION GRADE 

Social Service Aide II C13 
Social Worker Assistant  
STARS Social Service Aide II  
 

SERIES #4 
JOB CLASSIFICATION GRADE 

Carpenter/Building Maintenance D2 
Maintenance Worker II D3 
Toy Room Store Keeper D6 
 

SERIES #5 
JOB CLASSIFICATION GRADE 

Paralegal D1 
Legal Support Specialist II D4 
Legal Support Specialist I D5 
 

SERIES #6 
JOB CLASSIFICATION GRADE 

Account Specialist IV (Degree) D1 
Adoption Subsidy Specialist IV 
(Degree) 

 

Adoption Subsidy/Financial Eligibility 
Specialist IV (Degree) 

 

Account Specialist IV (No Degree) D2 
Adoption Subsidy Specialist IV (No 
Degree) 

 

Account Specialist III D3 
Financial Eligibility Specialist II  
Account Specialist II D4 
Financial Eligibility Specialist I  
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SERIES #7 
JOB CLASSIFICATION GRADE 

Records Audit Specialist/Closed 
Records 

C13 

Records Audit Specialist/Intake  
Records Audit Specialist/Transfers  
Records Specialist/Closed & Open 
Records 

 

Records Specialist/Closed Records  
Records Specialist/Document Imaging  
Records Specialist/Open Records  
Quality Improvement Support Specialist D2 
Administrative Assistant II D3 
Family Meeting Unit/SAR Scheduler D4 
Clerical Specialist D5 
Clerical Specialist/Floater  
Clerical Specialist/Front Desk (Days)  
Clerical Specialist – Courier and Front 
Desk Evenings 

 

Clerical Specialist – Mailroom/Call 
Board Operator 

 

Clerical Specialist – Social Services 
Floater/FIC Receptionist 

 

Clerical Specialist STARS/FRRC & 
Intake 

 

Family Interaction Center 
Scheduler/Receptionist 

 

Forms Specialist – Call Board Operator  
Medical Secretary  
Toy Room Support Specialist  
 

SERIES #8 
JOB CLASSIFICATION GRADE 

Network Administrator E2 
Computer Programmer Analyst  
Computer Programmer E3 
PC/Network Technician II  
  
Computer Programmer Assistant E4 
PC/Network Technician I E5 
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APPENDIX F 

COUNTY ORDINANCE 169.28 SUBSTANCE ABUSE 
PREVENTION POLICY 

(a) Purpose.  The County of Summit has a strong commitment to the 
health, safety, and welfare of its employees, their families and the 
public.  Widely available statistics and information establish that the 
incidence of drug and alcohol abuse is increasing and the effect is 
devastating to lives, businesses, and the community at large.  The 
County of Summit is concerned that, in the event of substance abuse 
among our employees, the safety of our employees and the public 
could be endangered.  Our commitment to maintaining a safe and 
secure workplace requires a clear policy and supportive programs 
relating to the detection, treatment, and prevention of substance abuse 
by employees.  It is the goal of the County of Summit to provide a 
safe workplace by eliminating the hazards to health and job safety 
created by alcohol and other drug abuse.  We believe this goal to be 
in the best interest of our employees and the general public. 

(b) Implementation.  The County Executive is responsible for 
implementing and communicating these policies.  Any questions 
regarding these policies should be directed to the County Executive. 

(c) Voluntary Admission of Problem.  Employees are encouraged to 
voluntarily admit problems with drugs and alcohol prior to violating 
these policies.  Employees who voluntarily admit problems with 
drugs and alcohol prior to violating these policies will not have his or 
her job security or promotional opportunities jeopardized by a request 
for treatment.  Employees should not read this to mean that a request 
for treatment will automatically excuse them from discipline or 
discharge where the appointing authority initiates corrective action 
for violation of these policies.  Rather, an employee who seeks 
treatment on his or her own initiative is in a better position than one 
who brings up a drinking or drug problem for the first time in 
response to an investigation by the County of Summit.  It will be the 
responsibility of the employee to comply with the County of 
Summit's referral for diagnosis, and it is also the employee's 
responsibility to cooperate with the prescribed treatment.  An 
employee's refusal to accept referral or follow the prescribed plan of 
treatment may be considered insubordination.  An employee who is 
referred to a drug rehabilitation program and fails to satisfactorily 
participate in the program may be terminated from employment.  
Referral to a rehabilitation program is designed primarily for those 
employees who appear to have a treatable condition, not to protect 
those who manufacture, distribute, or dispense drugs in the 
workplace.  
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(d) Applicability.  This policy applies to all employees of the County of 

Summit, including all levels of management while on the job, while 
subject to duty, and while riding in a County owned vehicle.  This 
policy also applies to situations where an employee's off-the-job or 
off-premises conduct impairs work performance.  The County of 
Summit wants to assure that employees report to work in condition to 
perform their duties safely and efficiently in the interest of their 
fellow workers and the public as well as themselves. 

(e) Violations.  It is a violation of this policy to do any of the following: 

(1) Report to duty or remain on duty while having an alcohol 
concentration from a breathalyzer test of .02 or greater; 

(2) Report to duty or remain on duty while using a controlled 
substance (including prescription drugs that impair the 
employee's ability to perform the assigned duties, unless such 
use has been approved by a physician and reported to the 
County Executive's designee); 

(3) Test positive for controlled substances (a positive test is defined 
as a test showing controlled substance concentrations in excess 
of the threshold amounts set forth in subsection (i) hereof); 

(4) Possess alcohol, controlled substances or drug paraphernalia 
while on duty; 

(5) Use alcohol or controlled substances while on duty; 
(6) Refuse to submit to a post-accident, reasonable suspicion, 

return-to-duty, or follow-up alcohol or controlled substance test. 

(f) Consequences of a Violation. 

(1) If an employee violates any of the policies set forth in this 
Substance Abuse Prevention Policy: 

A. The employee may be disciplined, up to and including 
dismissal. 

B. The employee may be reassigned. 
C. The employee will be provided with information regarding 

the services available for alcohol and substance abuse. 
D. The employee will be referred for an evaluation by a 

substance abuse professional. 
E. The employee will be subject to reevaluation, return-to-

duty testing, and unannounced follow-up testing. 

(2) Violation of subsection (e)(6) above will result in immediate 
termination (See subsection (k) below for definitions of what 
constitutes failure to submit). 

(g) Legally Prescribed Drugs and Non-prescription Medications. 
The appropriate use of legally prescribed drugs and non-prescription 
medication is not prohibited.  However, when taking any prescription 
or non-prescription medication which may interfere with the safe and 
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effective performance of their duties, employees are encouraged to 
consult their physician and report such use to the County Executive's 
designee.  Certification from a medical doctor that an employee is 
able to perform the normal functions of their position may be 
required before the employee will be allowed to continue working. 

(h) Types of Testing for Alcohol And/or Controlled Substances. 

(1) Commercial driver's licenses.  All employees who are required 
to hold commercial driver's licenses shall be subject to testing 
for alcohol and/or controlled substances as required by federal 
and State of Ohio law. 

(2) Firearms.  All employees who are required to carry firearms 
shall be subject to testing for alcohol and/or controlled 
substances pursuant to a testing program established by their 
appointing authority.  Each appointing authority that has 
employees who are required to carry firearms shall establish a 
testing program and shall provide a copy of its program's 
policies and procedures to the County Executive. 

(3) Other employees.  All employees, other than those described in 
subsections (h)(1) and (2) shall be required to submit to testing 
for alcohol and/or controlled substances under the following 
circumstances: 

A. Pre-employment Testing:  Prior to an offer of 
employment with the County of Summit, the applicant 
for employment shall be tested for controlled 
substances.  The applicant shall not be hired unless the 
controlled substance test is negative.  Any applicant 
who refuses a controlled substance test shall not be 
hired.  An applicant who is not hired due to the 
applicant's refusal to submit to a test for controlled 
substances or due to a positive test for controlled 
substances shall be ineligible to apply for County 
employment for a period of one year. 

1. Consent form.  Prior to pre-employment testing, the 
appointing authority shall present a standard form 
issued by the County Executive to the applicant 
consenting to the pre-employment testing. 

2. Right of appeal.  If the pre-employment test is 
positive, the applicant shall have the right to file a 
written appeal to the Human Resource Commission 
concerning the validity of the test.  The Human 
Resource Commission's rules concerning appeals of 
employment decisions shall apply.  The Human 
Resource Commission may rule that the test is valid 
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or order that a second test be performed.  The order 
of the Human Resource Commission is final.  If the 
test is ruled valid, the applicant shall not be hired.  
If a second test is ordered and the test is positive, 
the applicant shall not be hired. 

B. Post-accident Testing:  All employees who may have 
caused or contributed to an accident on the job, as 
defined below, and where there is reasonable suspicion 
of use of alcohol and/or controlled substances, as set 
forth in subsection C., that employee will be required to 
submit to drug and/or alcohol testing.  The test will be 
administered as soon as possible after the employee 
involved has received the necessary medical treatment, 
or within 8 hours for alcohol testing and 32 hours for 
testing of other drugs.  An accident is defined as an 
unplanned, unexpected, or unintended event that occurs 
during the conduct of County business, or during work 
hours, including but not limited to, an event in the 
course of County business that results in: 

i. A fatality, 
ii. Bodily injury requiring off-site medical treatment, 
iii. Vehicular damage where the driver is cited and 

requires the damaged vehicle to be towed, or 
iv. Property damage. 

A positive drug test or refusal to submit to a test after an accident may 
affect the employee's eligibility to receive Workers' Compensation 
benefits under Chapters 4121 and 2123 of the Ohio Revised Code and may 
also result in termination. 

C. Reasonable Suspicion Testing:  A trained supervisor or 
official may require an employee to undergo testing for 
alcohol and/or controlled substances based upon 
specific, objective facts and reasonable inferences 
drawn from these facts in light of experience and 
training. Such facts and inferences may be based on, 
but are not limited to, any of the following: 

i. Observable phenomena, such as direct 
observation of drug or alcohol use, possession, or 
distribution, or the physical symptoms of being 
under the influence of drugs or alcohol, such as, 
but not limited to, slurred speech, dilated pupils, 
odor of alcoholic beverage or marijuana, changes 
in affect, dynamic mood swings, etc.; 

ii. A pattern of abnormal conduct, erratic or aberrant 
behavior, or deteriorating work performance 
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which appears to be related to substance abuse 
and does not appear to be attributable to other 
factors; 

iii. An employee being charged with unauthorized 
drug possession, use or trafficking; 

iv. Repeated or flagrant violations of the appointing 
authority's  safety or work rules, which are 
determined by a supervisor to pose a substantial 
risk of physical injury or property damage and 
which appear to be related to substance abuse or 
substance use and do not appear to be attributable 
to other factors. 

(4) Transportation of employee.  An employee who is being tested 
shall be transported to the collection facility and then home by 
an appointing authority-arranged neutral third party (such as a 
taxi or a designated County employee). 

(5) Return-to-Duty Testing.  Before an employee who has been 
found to be in violation of this policy may return to duty, the 
employee must undergo testing for alcohol and controlled 
substances.  The results of the alcohol test must show less than 
.02 concentration from a breathalyzer test, and the controlled 
substance test must be negative or such employee will not be 
permitted to return to duty and shall be terminated. 

(6) Follow-up Testing.  When an employee has been found to be in 
violation of this policy, the employee will be subject to a 
minimum of four (4) unannounced follow-up tests, in addition to 
the return-to-duty test, within the first twelve (12) months 
following the employee's return to duty.  The results of any 
follow-up alcohol test must show less than .02 concentration and 
any follow-up controlled substance test must be negative or such 
employee shall be terminated. 

(i) Substance Abuse Testing Process.  All drug screening and 
confirmation tests shall be conducted by a laboratory certified under 
the United States Department of Health and Human Services 
"Mandatory Guidelines for Federal Workplace Drug Testing 
Programs" and the National Institute for Drug Abuse ("NIDA").  The 
County of Summit and the laboratory shall have a clear and well-
documented procedure for collection, shipment, and accessing of 
urine specimens.  The procedures utilized by the County of Summit 
and the laboratory shall be consistent with the collection and testing 
procedures established by the United States Department of Health 
and Human Services and required by the United States Department of 
Transportation, and shall include an evidentiary chain of custody and 
control and split sample collection and testing.  The collection site 
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person is responsible for maintaining the integrity of the specimen 
collection and transfer process.  All procedures shall be outlined in 
writing and provided to the County of Summit's representatives and 
donors.  There shall be a Medical Review Officer ("MRO").  The 
MRO is a physician specially trained in substance abuse disorders.  If 
a test is positive, the MRO gives the employee a chance to provide a 
legitimate medical explanation, such as a legal prescription for the 
positive result.  If the explanation and subsequent proof satisfy the 
MRO, the MRO reports a negative drug test to the County of 
Summit.  Each specimen will be tested for the following substances 
and will be subject to the following cut off levels based on 
nanograms per milliliter: 

Drug test panel required by Department of Transportation (DOT) 49 CFR 
Part 40 

SUBSTANCE INITIAL 
LEVEL CONFIRMATION LEVEL 

Amphetamines 500 250 

Phencyclidine (PCP) 25 25 

Marijuana Metabolites 50 15 

Cocaine Metabolites 300 150 

Opiate Metabolites 2000 2000 

6-Acetylmorphine 10 10 

Additional drug test panel for non-DOT regulated employees 

SUBSTANCE INITIAL 
LEVEL CONFIRMATION LEVEL 

Methadone 300 300 

Methaqualones 300 100 

Propoxyphene 300 300 

Barbiturates 300 200 

Benzodiazepines 300 300 

(j) Alcohol Testing Process.  Alcohol tests shall be administered using a 
breath or saliva initial screen with a confirmatory evidential breath 
test ("EBT") administered by a trained breath alcohol technician 
("BAT") or a law enforcement officer certified to conduct such tests. 
All tests shall be administered in accordance with federal standards 
for alcohol testing. 

(k) Refusal to Submit to a Test.  Refusal to submit to any of the alcohol 
or controlled substance tests required by this policy shall result in the 
employee's immediate termination. Actions constituting a refusal to 
submit to a test include: 
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(1) Failing to provide adequate breath for alcohol testing; 
(2) Failing to provide adequate urine for controlled substance 

testing; 
(3) Engaging in conduct that clearly obstructs the testing procedure; 
(4) Failing to remain readily available for a post-accident test; 
(5) Attempting to substitute and/or adulterate the specimen; 
(6)  Attempting to delay a test. 

(l) Compensation of Employees Subject to Testing.  Employees subject 
to random testing shall be compensated while away from the job 
undergoing testing unless the result is positive. Employees subject to 
reasonable suspicion testing shall not be compensated while away 
from the job undergoing testing or while awaiting test results unless 
the test result is negative.  An employee subject to reasonable 
suspicion testing cannot resume job duties until the test result is 
received. If a test result is positive, the employee cannot return to 
work until the employee has: 

(1) Successfully completed treatment in the Employee Assistance 
Program treatment provided by the County Executive pursuant 
to the County of Summit's directives and policies, including 
disciplinary policies; and 

(2) A negative return to duty test result is received by the County of 
Summit. 

(m) Employee Training.  All employees shall receive at least one (1) hour 
of training every two years covering the County of Summit's written 
policy and the dangers of, and signs and symptoms associated with, 
substance abuse.  Each employee shall receive and sign an 
acknowledgment of receipt of the County of Summit's written policy 
and the required training annually.  The training will be presented by 
a qualified trainer, or a person supervised by a qualified trainer 
holding one of the following substance-use credentials: 

(1) Substance Abuse Professional (SAP), 
(2) Certified Employee Assistance Professional (CEAP), 
(3) Certified Chemical Dependency Counselor (CCDCIII), 
(4) Ohio Certified Prevention Specialist (OCPS 1 or 2). 

(n) Supervisor Training.  All supervisors and selected union officials 
shall receive two (2) hours of initial training and refresher training 
every two years thereafter, on the supervisor's role and responsibility 
in administering this program.  New supervisors shall receive at least 
two (2) hours of training within six (6) weeks of becoming a 
supervisor, and will not be involved in testing responsibilities until 
trained.  The training shall include the following topics: how to 
recognize a possible alcohol or drug problem; how to document 
behaviors that demonstrate an alcohol or drug problem; how to 
confront employees with the problem; how to initiate reasonable 
suspicion testing; how to make appropriate referrals for assessment or 
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assistance; how to follow up with employees returning to work after a 
positive test; and how to operate consistently with collective 
bargaining agreements.  The training will be presented by a qualified 
trainer, or a person supervised by a qualified trainer, holding one of 
the following substance-use credentials: 

(1) SAP, 
(2) CEAP, 
(3) CCDCIII, 
(4) OCPS 1 or 2 

(o) Employee Resources.  Information regarding the effects of alcohol 
and controlled substance use on an individual's health, work, and 
personal life, and information about drug and alcohol counseling, 
rehabilitation, and employee assistance programs is available through 
the County Executive, and will be periodically provided to 
employees. 

(p) Confidentiality of Records.  All non-DOT records relating to an 
employee's testing shall be maintained as confidential medical 
records. DOT records shall be maintained separately as required by 
DOT regulations.  A tested employee must provide written 
authorization before his or her test results may be provided to any 
person, other than the County of Summit. 

(q) Relationship to Other Provisions of Law.  The terms of this policy do 
not alter any employment-at-will relationship with employees.  All 
employees subject to this policy remain subject to all other policies, 
procedures, rules, regulations, and collective bargaining agreements 
established by the appointing authority under its independent 
authority, which are not inconsistent with the requirements herein.  
All employees also remain subject to all other relevant federal, state, 
and local laws and regulations.  Commercial Driver's License holders 
shall abide by this policy as well as the Department of Transportation 
guidelines for alcohol and drug testing. 

(r) Cost of Testing.  The cost for all testing under this Policy is the 
responsibility of the County of Summit.  However, if a tested 
employee disagrees with the result of a test and desires an additional 
test, the employee may have an additional test at the employee's 
expense.  
(Ord. 2009-331.  Adopted 12-14-09; Ord. 2011-380. Adopted 11-7-
11.) 
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