43c7afc2.CMC 1/13/06 1:47 PM

AGREEMENT

BETWEEN
THE CITY OF ST. PETERSBURG
AND
THE ADMINISTRATIVE SERVICE
EMPLOYEES UNIT
SEIU - ASEU
Local 1220

October 17, 2005 through September 30, 2008

ASEU TABLE OF CONTENTS

ARTICLE PAGE

1 Preamble 1
2 Recognition 1
3 Management Rights 2
4 Rights of Employees 4
5 Union Representation 6
6 Checkoff 16
7 Non-Discrimination 20
8 Prohibition of Strikes 20
9 Basic Work Week & Overtime 21
10 Seniority, Layoff & Recall 26
11 Funeral Leave 35
12 Jury Duty 36
13 Leave Without Pay 37
14 Military Leave 41
15 Annual Leave 42
16 Extended Illness Leave 47
17 Holidays 54
18 Pay 55
Labor Grade Assignments 60
Pay Grade Ranges 61
19 Employees' Retirement System 64

20 Safety & Health 64

http://webmail.stpete.org/servlet/webacc/rv3ts2Wecfvoke6Duc/GWAP/AREF/1?action=Attachment. View&Item. Attachment.id=1&User.context=rv3ts2Wecfvoke6Duc&Item.drn=5362722z0&Item.Child.id= Page 1 of 41



43c7afc2.CMC 1/13/06 1:47 PM

21 Grievance & Arbitration Procedure 65
22 Consultations 76
23 Drug Free Workplace 77
24 General Provisions 81
Section 1 Pay Checks 81
2 Pre-Employment Physical Examination 81
3 Printing the Agreement 81
4 Departmental & Official Employee Records 81
5 Bulletin Boards 82
6 On-Duty Injuries & Benefits 83
7 Group Insurance 86
8 Car & Mileage Allowance 89
9 Contract Modification 89
10 Residency Requirement 89
25 Savings Clause 90
26 Entire Agreement 91
27 Duration 91
Memorandum of Understanding 92

Signature Page 93

ARTICLE 1
PREAMBLE
Section 1. In accordance with the State of Florida Public Employees Collective Bargaining Statute,

this agreement is entered into, by and between the City of St. Petersburg, a municipality in the
State of Florida, hereinafter called the "Employer" and Local 1220 of the 0ffice, Clerical and

Professional Employees Union, National Conference of Firemen & Oilers, Service Employees
International Union, AFL-CIO, CLC, hereinafter referred to as the "Union" or the "ASEU"
(Administrative Service Employees Unit). This labor agreement is applicable for employees as defined

in Certificate Number 898 issued to Local 1222, in accordance with the certification granted by the
Public Employees Relations Commission on May 4, 1990, as amended by Order O00E-086 issued May 17,
2000, merging 1222 with 1220.

Section 2. The purpose of this agreement is to promote and maintain harmonious and cooperative
relationships between the Employer and employees, both individually and collectively, and the Union,
and to provide an orderly and peaceful means for resolving differences which arise concerning the
interpretation or application of this agreement; and to set forth herein the basic and entire
agreement between the parties in the determination of wages, hours, and terms and conditions of

employment.

Section 3. The parties recognize that the best interest of the community will be served by assuring
the public, at all times, of orderly and uninterrupted operations and functions of the municipal
government, and by providing in the most efficient manner, superior public service to the citizens of
the community.

ARTICLE 2

RECOGNITION

Section 1. The City of St. Petersburg hereby recognizes Local 1220 as the exclusive representative
for the purpose of collective bargaining with respect to wages, hours and terms and conditions of
employment for all employees in the bargaining unit.

Section 2. The bargaining unit for which this recognition is accorded is known as the Administrative
Service Employees Unit which was certified by the Public Employees Relations Commission on May 4,
1990, and comprises all regular full-time and regular part-time employees employed 1in the

classifications enumerated in Appendix "A" of the Pay Article of this agreement. (Regular part-time
employees are those employees who have worked for the City for at least six months and also work
twenty hours or more per week on a year-round Dbasis.) All other employees, in other ranks,

positions, and classifications are excluded from the Administrative Service Employees Unit.

http://webmail.stpete.org/servlet/webacc/rv3ts2Wecfvoke6Duc/GWAP/AREF/1?action=Attachment. View&Item. Attachment.id=1&User.context=rv3ts2Wecfvoke6Duc&Item.drn=5362722z0&Item.Child.id= Page 2 of 41



43c7afc2.CMC 1/13/06 1:47 PM

Section 3. Local 1220 hereby recognizes the Mayor or his representative as the Employer's
representative for the purpose of collective bargaining.

Section 4. If an official job classification title enumerated in Appendix "A" of this agreement 1is
changed or altered by the Employer, the employees in such classification shall remain covered by the
provisions of this agreement providing the change does not also entail a change in duties which would
make the classification inappropriate for inclusion in the unit.

Section 5. For the purpose of this agreement, the terms "member", "bargaining unit employees",
"bargaining unit member" and "employees" shall be synonymous.

ARTICLE 3

MANAGEMENT RIGHTS

Section 1. Local 1220, and its members recognize the prerogative of the City to operate and manage
its affairs in all respects 1in accordance with its responsibilities; and the powers or authority
which the City has not officially abridged, delegated, or modified by this agreement are retained by
the City. Management officials of the City retain the rights, except where this agreement takes
precedent, 1in accordance with applicable laws, regulations, and provisions of the Personnel
Management System, but are not limited to, the following:

A. To determine the organization of City government.
B. To determine the purpose of each of its constituent agencies.

C. To exercise control and discretion over the organization and efficiency of operations of
the City.

D. To set standards for services to be offered to the public.
E. To manage and direct the employees of the City.

F. To hire, examine, classify, promote, train, transfer, assign, schedule and retain
employees in positions with the City.

G. To suspend, demote, discharge, or take other disciplinary action against employees for
just cause.

H. To increase, reduce, change, modify, or alter the composition and size of the work force,
including the right to relieve employees from duties because of lack of work, funds or other
legitimate reasons.

I. To determine the location, methods, means and personnel by which operations are to be
conducted, including the right to contract and subcontract existing and future work. In the
event the City contracts or subcontracts work being done by a major segment of the bargaining
unit, the City agrees to meet and consult with the Union concerning same.

J. To determine the number of employees to be employed by the City.

K. To establish, change, or modify the number, types, and grades of positions or employees
assigned to an organization, unit, department or project.

L. To establish, change or modify duties, tasks, responsibilities, or requirements within job
descriptions in the interest of efficiency, economy, technological change, or operating
requirements.

Section 2. The City Council has the sole authority to determine the purpose and mission of the City
Council and the amount of the budget to be adopted by the City Council.

Section 3. If it is determined that civil emergency conditions exist, including, but not limited to
riots, civil disorders, hurricane conditions, or similar catastrophes, or may soon exist, e.g. as in
the approach of a hurricane, the provisions of this agreement may be suspended during the time of the
declared emergency, provided that wage rates and monetary fringe Dbenefits shall not be suspended.
Should an emergency arise, the Labor Relations Office shall advise the Union President of the nature
of the emergency and if the President desires, a meeting will be scheduled to discuss the emergency.

ARTICLE 4

RIGHTS OF EMPLOYEES

Section 1. Employees in this Bargaining Unit shall have and be protected in the exercise of their
rights, freely and without fear of penalty or reprisal, to Jjoin, and participate in, or to refrain
from joining or participating in the Union. The freedom of employees to assist the Union shall be
recognized as extending to participation in the management of the Union and acting for the Union in
the capacity of a Union representative.

Section 2. Nothing in this agreement shall require an employee to become or to remain a member of the
labor organization or to pay any monies to the labor organization.

Section 3. Employees in this unit shall have the right to communicate, meet and consult with
recognized Union stewards, officers, and the SEIU International Representative(s) during regular
working hours concerning grievances in accordance with procedures established within this labor
agreement. Discussions of this nature which are appropriate during working hours shall in no way
interrupt, delay or otherwise interfere with effective, proper and superior service to the community.
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Section 4. Employees shall have the right to fair and equitable consideration of all applicable
provisions of this labor agreement, operational procedures and directives of the department, and the
Rules and Regulations of the Personnel Management System.

Section 5. It is agreed that all employees of the unit shall be afforded the opportunity to discuss
and review their job descriptions. Such discussions will be between the employee and his immediate
supervisor and/or department management. In the event the employee is not satisfied with the results
of the discussion, it may be referred to the Human Resources Director by the employee. The employee
may elect to have his or her steward accompany him to discussions regarding the above, with his
immediate supervisor, or other department management, or the Human Resources Director or his
designee.

Any employee who feels improperly classified may request an audit of his position in accordance with
the procedures as outlined in the Personnel Management System Rules and Regulations.

Section 6. Employees covered by this agreement are also entitled to the benefits and rights of the
Personnel Management System of the City. If any conflicts occur between this labor agreement and the
City's Personnel Management System, the labor agreement shall take precedence. The labor agreement
shall be the governing factor in all cases even though the benefits or rights may be greater or
lesser than provided for in the Personnel Management System of the City.

Section 7. Proposed changes to working conditions of ASEU employees which are not included in this
agreement shall be considered as proper subject matter for consultation utilizing the procedures set
forth in Article 22 of this agreement.

Section 8. Full-time employees in classifications covered by this bargaining unit whose employment
status is "exempt" and who work at the discretion of the Mayor or City Council, shall have the same
applicable rights and privileges as accorded full time classified employees, except the right to
appeal disciplinary actions or termination or rights granted by the layoff and recall provisions.

Section 9. When an employee covered by this agreement receives formal disciplinary action, they shall
have the right to address the charges against them using the grievance appeal procedure established
by the parties. During the grievance process and prior to any appeal to arbitration, the employee
shall be provided the name(s) of primary witness(es), if any, upon whose testimony management relied
in making its findings of misconduct. The employee also shall have an opportunity to challenge the
statements made by primary witnesses who are City employees and have them present during at least one
step in the grievance process when they can be made available for gquestions. In the event that the
primary witness(es) 1is not a City employee, the department will provide the facts and evidence,
including written statements and investigative reports, upon which management relied in determining
misconduct, if said witness(es) 1s not available to attend a hearing.

ARTICLE 5

UNION REPRESENTATION

Section 1. The Employer agrees to recognize the officers and stewards of Local 1220, Administrative
Services Employees Unit, designated by the Union. If the officer or steward is a City employee at
the time of appointment, said officer or steward shall have completed his initial probationary
period, if he is a full-time employee, and be represented by the ASEU. The Union shall furnish
written notice to the Labor Relations Office of designated officers and stewards prior to the
effective date of their appointments. The Union shall have the exclusive right to assign, appoint or
elect stewards to fill the positions authorized by this Article.

Section 2. Upon receipt of written notice concerning additions, deletions, or modifications of the
Union representation list, the Labor Relations Office will update its list showing authorized Union
representatives to be recognized by Management. This 1list shall be distributed to departments
concerned and any dealings with the Union shall be confined to individuals as shown on the chart.

Section 3. The number of Union stewards shall be reviewed periodically to maintain consistency with
work area locations and populations.

In the event an employee wishes to file a grievance and wants his Union steward to assist in the
submittal of the grievance, but the employee's designated Union steward is absent during the time
frame as defined in the grievance procedure, an aggrieved employee may refer grievances to either of
the Chief Stewards of Local 1220, ASEU, for assistance in submitting his grievance, and the
employee's Division Manager will accept and process grievances from said Chief Steward; or the
employee may request the Union to ask Management for an extension of the time limits for filing a
grievance until his designated Union steward is available.

Nothing in this Section is to be construed as a method or means of by-passing the designated Union
steward in his duties of processing grievances for those employees he represents.

UNION REPRESENTATION

Employees covered by this agreement shall be represented by the Union steward(s) who are assigned to
their specific Departments/Divisions and work areas as listed below. In addition, there shall be
two Chief Stewards who can represent employees at all locations, in accordance with Section 3.

Police Department 2 Stewards
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Fleet Management 1 Steward
Water Resources
Sanitation

Stormwater, Pavement, and Traffic Operations

(9th Ave Facility)

Baseball Facilities 1 Steward
Golf Courses
Library
Marina/Port/Airport
Parks

Recreation

Downtown Work Area 2 Stewards
City Hall
Coliseum
Consolidated Warehouse
Fire
Jamestown
Municipal Services Center

Office on Aging

Authorized Stewards 6 Stewards
Chief Stewards 2

TOTAL AUTHORIZED 8 Stewards

Section 4. Union stewards and officers are entitled to act on behalf of and represent bargaining unit
employees in those activities authorized in this agreement.

Section 5. Duties and responsibilities of Union representatives are as follows:
A. Stewards

1. To investigate and, 1if necessary, present to supervision a grievance on behalf of an
employee or group of employees from the department(s), division(s), section(s) he
represents.

2. To investigate and, 1f necessary, present to supervision a grievance on behalf of the
Union when a violation of the contract has allegedly occurred.

Union stewards who are full-time employees covered by this agreement shall be allowed reasonable time
off without loss of pay during their regular shift hours to carry out the duties provided for above.
Prior to taking time off from work, the steward shall submit his request in advance, by submittal of
a time-out slip. Whenever the Steward is requesting time off for purposes which are not listed above,
his pay status shall be as indicated on the time out slip contained at the end of this Article.
Part-time employees who are Union stewards shall investigate and present grievances on their own
time.

B. Officers

1. To attend, and if the Union deems appropriate, present appeals on behalf of an
aggrieved employee or the Union at grievance and arbitration hearings.

2. To attend and participate in consultation meetings.

3. To investigate grievances and allegations of labor agreement violations.

Officers who are full-time employees covered Dby this agreement shall be allowed
reasonable time off during their regular shift hours to carry out the duties provided for
in this section in accordance with the terms of this agreement. Prior to taking time off
from work, the officer shall submit his request in advance, by submittal of a time-out

slip. Whenever the officer is requesting time off, his pay status shall be as indicated
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on the time out slip. Officers who are part-time employees shall carry out the duties
provided for in this section on their own time.

C. Union stewards and officers will not use City vehicles to conduct union business.
D. Problems in the administration of this Section with Union representatives of Local 1220
may be taken up through the Consultation provision and may be pursued through the Grievance

and Arbitration Procedure starting at Step 2 by either party.

Section 6. Pool Time

Pool time 1is annual leave time donated by ASEU represented employees for the purpose of providing
ASEU stewards and officers the opportunity to be absent from work without loss of pay for the
following reasons:

1. Union meetings
2. Union training classes/seminars
3. Attendance at Union conventions
4. Preparation for contract negotiations with the City

5. Contract negotiations with the City

ASEU representatives who are either officials or stewards as defined by this Article and are
recognized by the Employer may be granted time off by departmental management to conduct business in
connection with the Administrative Services Employees Unit, Local 1220, St. Petersburg Unit. Time

off for ASEU business will be without loss of straight time pay by using available pool time provided
the following:

A. A written request for the use of pool time, using the Pool Time Request form contained at
the end of this Article, is submitted through the employee's supervisor to the section or
division manager at least seventy-two (72) hours in advance of the time off, or shorter
notice in the case of unforeseen circumstances. The Pool Time Request Form will be
accompanied by appropriate supporting documentation (e.g., announcement of Union convention
with dates and location, description of course time, location and content).

B. Sufficient staffing is available to properly carry out the work of the department/section
during the absence of the ASEU representative(s) as determined by the appropriate manager.

C. Approval is given by the appropriate manager in advance of the use of pool time. The
manager shall, prior to approval, take into account staffing problems, possible emergency
situations, possible overtime obligations and pool time use conflicts with wvacation time
schedules. In all cases, the goal of providing efficient and superior service to the
community is of paramount importance.

D. No more than five (5) Union representatives and stewards shall be off at any one time.

Each individual representative and steward shall not use more than ten (10) hours of pool
time per month, and no more than a total of forty (40) hours of pool time shall be used by
the Union per month. An exception will be made to these limits once a year for each Union
officer and Union steward to attend a seminar or conference for up to forty (40) hours. Union
representatives and stewards who are on pool time agree to remain off City premises unless
the pool time 1is being used for contract negotiations with the City; failure to do so will
result in the loss of pool time privileges for those individuals who violate this provision.

The Employer retains the right to restrict time off for ASEU business when insufficient notice 1is
given or an emergency condition exists and such time off from work would create a hazard to the
public. The Employer may also call employees on pool time back to work when emergency conditions
exist.

Employees covered by this agreement may donate, on the donation form contained in this Article, a
minimum of two (2) hours of their annual leave time, but cannot donate extended illness time toward
the pool time account. Hours will be converted to dollars as will the hours utilized by the ASEU
representatives, so that the running balance of the account at any given time will be a dollar and
cents amount. Donations can be processed anytime during the term of this agreement.

Charges against the ASEU pool time account, as provided in this Article, shall only be made when
approved by the President of Local 1220 prior to the employees utilizing requested pool time.
Whenever the pool time account has been depleted, the time off may be without pay or annual leave may
be used. When an officer or steward is absent from work and being covered by pool time, he or she
shall continue to accrue benefits such as annual leave and extended illness leave. However, such
hours will not count towards the computation of overtime.

For the purposes of this Article, annual leave time requests have priority over requests for the use
of the ASEU pool time.

ASEU representatives using pool time shall not be on duty and shall not be eligible, during the time
of utilization, for workers' compensation benefits.

Unused time (i.e., dollars) in the ASEU pool time account will be carried into the next fiscal year.

Section 7. The Union, as representative of the employees covered by this agreement, shall have the
right to present its wviews to Management on matters of concern either orally or in writing.
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Section 8. Authorized and recognized International Union representatives will be granted access to
work areas during regular working hours to participate in activities related to grievances, or to
attend consultations, negotiations, or other meetings with management. Requests for access must be
received by the Office of Labor Relations at least 24 hours in advance. Visits may be temporarily
deferred so as not to interfere with work operations or maintenance of service to the community. City
work hours shall not be used by employees or Union representatives for the purpose of conducting
Union meetings.

Section 9. The Employer will not negotiate individually with employees covered by this agreement
concerning matters that are within the prerogative of this collective bargaining agreement. Informal
discussions between an employee and supervisor, which are of a personal nature or concern problems
personal to the employee, do not normally fall into this category.

Section 10. During the term of this agreement, Management will provide the Union with a requested
copy of notices and materials posted on the City's bulletin boards.

Section 11. Solicitation of any and all kinds by the Union including solicitation of grievances,
membership, and the collection of Union monies, shall not be engaged in during working hours.

Section 12. The Union will furnish the Labor Relations Office a written 1list of the Union's
bargaining team prior to the first bargaining meeting, and changes thereto as known.

The Employer will furnish the Union a written list of the Employer's bargaining team prior to the
first bargaining meeting, and changes thereto as known.

Section 13. The City agrees to provide the ASEU with a copy of the City's Personnel Management System
Rules and Regulations whenever said manual is revised and updated. The City also agrees to provide
the ASEU with City Council agendas in accordance with the Clerk of Council's established procedures.
Further, in November and May of each year, the City will provide the ASEU with a current 1list of
employees 1t represents; this list will include each employee's race, home address and phone number
(if permitted by law), job classification, pay rate, most recent pay increase, and classification and
City seniority date of each bargaining member.

ASEU TIME OUT SLIP

(Request to be absent from duty by authorized Union Steward or Representative)

Submit form to appropriate Supervision/Management for signature. Department to retain a copy and provide three copies to
requesting Union representative at time of submission. NOTE: Union representative must turn form back to department when he/
she returns to duty in order to be paid. Department to send original to Labor Relations and retain a final signed copy for its

files.

TO: Date:

Supervisor/Management Month/Day/Year

FROM:

Name & Payroll Number (Please print

I hereby request to be absent from duty for the following reason: (Check one)
TIME _ DATE _ LOCATION Pay Status
Grievance Investigation PAY*
Grievance Hearing PAY**
Civil Service Board Hearing PAY * *
Arbitration Hearing NO PAY
PAY
Consultation Meeting
(City Initiated)
Consultation Meeting NO PAY
(Union Initiated)
Secretary/Treasurer NO PAY
ASEU Business NO PAY***

Authorized by Supervisor/Manager YES NO Signature
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NOTE: This section MUST BE completed by the Supervisor/Manager of the employee the Union

representative wishes to see if the request is for the purpose of a grievance investigation.
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May the Union representative meet with the requested individual at this time? ______YES
NO
If no, state reason
Supervisor/Manager's Signature
* Payment in accordance with Article 5, Section 5 of the contract.
** Payment limited to one Union representative.
*** Unless determined otherwise by Labor Relations on a case-by-case basis.
COPIES TO LABOR RELATIONS, UNION, DEPARTMENT, & DEPARTMENT SUSPENSE
Submit to appropriate management. When signed, department to send original copy to Labor Relations.
TO: Date:
Manager Month/Day/Year

FROM:

Name & Payroll Number (Please Print)

Union President Authorization:

I hereby request to be absent from duty for the following Union Business reason:

attach supporting documentation)

(Complete one and

TIME

DATE

LOCATION

Preparation for Negotiations w/City

Bargaining Session w/City

Union Meeting

Union Training Class/Seminar

Specify type of training:

Union Convention

Period of absence from duty:

HOURS

Approval: YES NO

If no, state reason:

Manager's Signature/Department

Copies to: Labor Relations, Union, Employee, Department

Voluntary Donation to
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ASEU BUSINESS (POOL) TIME ACCOUNT

Date:

I, , voluntarily authorize the City of
(Name - please print)

St. Petersburg to deduct hours of my annual leave

(Minimum 2 hours)
account for the purpose of allowing ASEU officers and stewards to

take time off from work with pay to conduct Union business.

Signature Dept./Division/Section #

Payroll Number Hourly Rate

To be completed by Labor Relations. Total amount contributed: $

Copies to: Labor Relations, Union, Central Payroll, Employee

ARTICLE 6
CHECKOFEF

Section 1. Employees covered by this agreement may request on a prescribed form the authorization for
payroll deductions for the purpose of paying Union dues and uniform assessments. The Employer 1is
expressly prohibited from any involvement 1in the <collection of fines, penalties or special
assessments and shall not honor any requests of this nature.

Authorizations on file shall remain in full force and effect for the term of this Contract wunless
revoked by the employee by written notice to the Employer thirty (30) days prior to cancellation.

Section 2. The Union will notify the Employer as to changes in the amount of dues or uniform
assessments to be deducted from a member's salary on a weekly or bi-weekly basis. This notice must
state the weekly amount in dollars and cents. Such notification will be certified to the Employer in
writing over the signature of an authorized officer of the Union at least thirty (30) calendar days
in advance of the effective date.

Deductions for Union dues and uniform assessments will be honored providing an authorization form for
such deduction is properly executed and on file with the Employer.

Section 3. Dues shall be deducted each applicable pay period and the funds deducted shall be remitted
to the Secretary-Treasurer of the Union within thirty (30) days. The Union agrees to reimburse the
Employer the cost of any change in membership dues at the rate of $75.00 which shall be made in the
month such change in membership dues takes effect. A change in membership dues shall not require an
additional dues deduction authorization form.

Section 4. The Union will indemnify, defend, and hold the City harmless against any and all claims,
demands, suits, or other forms of liability that shall arise out of, or by payroll deduction of Union
dues. The ASEU agrees that in case of error, proper adjustment, if any, will be made by the ASEU
with the affected employee, assuming that those funds in dispute have been transmitted to the ASEU.

Section 5. In any applicable pay period in which there is insufficient pay to cover all other duly
authorized deductions, Union dues or uniform assessments will not be deducted from an employee's pay.

Section 6. The Union shall remit to the City twenty-five ($25.00) dollars per month for payroll
deduction of Local 1220 Union dues.

Section 7. The Employer shall not be required to make dues deductions effective less than two weeks
from the date the dues authorization form is received by the Labor Relations Office.
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Section 8. For the purpose of implementing the provisions of this Article, the Employer will
recognize forms for such individual authorizations, reading as follows:

LOCAL 1220, ASEU

NOTICE TO EMPLOYER AND UNION

AUTHORTIZATION FOR DEDUCTION OF UNION DUES

I hereby authorize my Employer to deduct from my wages each applicable pay period my Union Dues and/
or Uniform Assessments as certified to the Employer by the Union, and to transmit this amount to the
Treasurer of the Union. I also agree that an additional amount may be deducted from my wages for

political action purposes as indicated below.

_______ (Please check) I authorize my Employer to deduct $1.00 from my wages for political
action purposes.

I understand that this authorization 1is voluntary and I may revoke it at any time by giving my
Employer thirty (30) days advance notice in writing.

SIGNED JOB TITLE

PRINTED NAME DEPARTMENT/DIVISION

HOME ADDRESS, ZIP CODE HOME PHONE NUMBER

DATE PAYROLL NUMBER (EMPLOYEE #)

Copies to:

Labor Relations
Employee

Union Suspense

LOCAL 1220, ASEU

NOTICE TO EMPLOYER AND UNION

INSTRUCTIONS TO STOP PAYROLL DEDUCTION OF UNION DUES

I hereby instruct my Employer, and advise the Union to stop deducting from my salary each
applicable pay period, Union Dues and Uniform Assessments, and funds used for political action
purposes, 1if applicable.

I hereby instruct my Employer, and advise the Union, to stop deducting from my salary each
applicable pay period the funds used for political action purposes.

SIGNED JOB TITLE

PRINTED NAME DEPARTMENT/DIVISION

HOME ADDRESS, ZIP CODE HOME PHONE NUMBER
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DATE PAYROLL NUMBER (EMPLOYEE #)

Copies to:

Labor Relations
Employee

Union Suspense

ARTICLE 7

NON-DISCRIMINATION

Section 1. The Employer and the Union agree that the provisions of this agreement shall be applied
equally to all employees in the bargaining unit without regard to Union membership as defined by
Florida Law.

Section 2. The Employer will not discriminate against any employee covered by this agreement because
of membership in, or legitimate activity as required in this Agreement on behalf of the members of
the Union.

ARTICLE 8

PROHIBITION OF STRIKES

Section 1. Strike Definition

"Strike" means the concerted failure to report for duty, the concerted absence of employees from
their positions, the concerted stoppage of work, the concerted use of sick leave, the concerted
submission of resignations, picketing in furtherance of a work stoppage, the concerted abstinence in
whole or in part of any group of employees from the full and faithful performance of their duties of
employment with the City of St. Petersburg, the Employer, for the purpose of inducing, influencing,
condoning or coercing a change in the terms and conditions of employment or the rights, privileges,
or obligations of their employment or participating in a deliberate and concerted course of conduct
which adversely affects the services of the Employer, the concerted failure to report for work after
the expiration of a collective bargaining agreement.

Section 2. Strikes Prohibited

Employees covered by this agreement, the Union or its officers, agents and representatives, agree
that Section 447.505, of the Florida Public Employees Collective Bargaining Statute prohibits them
individually or collectively as public employees or the Union from participation in a strike against
the City of St. Petersburg, the Employer, by instigating or supporting in any manner, a strike. Any
violation of this Section shall subject the violator(s) to the penalties as provided for by this
agreement, law, and the rules and regulations of the Employer.

Section 3. Affirmation

Employees covered by this agreement and the Union, its officers, agents and representatives, agree
that they will not engage in any "strike" activities against the City of St. Petersburg, or other
similar forms of interference with the operation of the City.

Section 4. Penalties

Any employee covered by this agreement who participates in, 1is a party thereto, or promotes any of
the above actions as outlined in Sections 1 and 2, or other similar forms of interference with the
operations or functions of the City shall be subject to disciplinary action up to and including
discharge. Employees shall not be entitled to any benefits or wages whatsoever while they are
engaged 1in any strike activities, or other interruptions of work. Any employee discharged in
accordance with this Article or applicable provisions of the State of Florida Public Employees
Collective Bargaining Statute shall, if appointed, reappointed, employed or re-employed by the City,
serve a six (6) month probationary period following the reappointment or re-employment, and the
compensation may in no event exceed that received immediately prior to the time of the wviolation, and
the compensation may not be increased for one (1) vyear.

ARTICLE 9

BASIC WORK WEEK AND OVERTIME

Section 1. The basic work week for all full-time employees covered by this labor agreement shall
consist of forty (40) hours unless otherwise specified or scheduled by management to meet particular
requirements of individual departments or sections of a department. Individual departmental
management shall establish the basic work week and hours of work best suited to meet the needs of the
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department and provide superior service to the community. Nothing in this agreement shall be

construed as a guarantee or limitation of the number of hours to be worked per week.

Section 2. The basic work week of forty (40) hours for full-time employees shall be from Monday
through Friday of each week unless specified or scheduled differently by management to meet

particular requirements of individual departments, divisions or sections of a department. When
management deems 1t necessary, work schedules may be established other then the basic Monday through
Friday schedule. In this connection if a schedule change is made which affects a major segment of

this bargaining unit, management will notify the Union as far in advance as possible.

Section 3. All authorized and approved work performed in excess of forty (40) hours in any one work
week shall be considered as overtime and shall be paid at the overtime rate of one and one-half times
the employee's regular hourly rate of pay, as required by the Fair Labor Standards Act. If an
employee works 1in excess of his scheduled daily hours, he shall not suffer any reduction in his
remaining daily hours during that work week to preclude the payment of overtime. Each department may
permit use of compensatory time in accordance with the provision of the Fair Labor Standards Act and
the City's Personnel Management System Rules and Regulations.

Section 4. For purposes of overtime computation, annual leave, extended illness leave, funeral leave,
jury duty, annual military leave and other absences from duty on active pay status shall not be
considered as time worked, with the exception that holiday hours shall count towards the computation
of overtime.

Section 5. Employees shall be required to work overtime when assigned unless excused by supervision.
In the event any employee in the Unit is assigned to work approved overtime, he will not be required
to use annual leave nor be placed in a "leave without pay" status during the basic work week in order
to compensate or off-set the overtime hours worked or to be worked.

An employee desiring to be excused from overtime work assignments for good and sufficient reasons
shall submit, in writing, a request to his immediate supervisor. The written request, if approved,
shall remain in force until rescinded in writing by the employee to his immediate supervisor or until
it becomes required and necessary to assign and schedule this employee to overtime work. At the time
overtime work 1s required and necessary, the work shall be performed by employees who have not
requested, 1in writing, to be excused from such assignment. In the event overtime work 1is required
and the department, division or section cannot schedule the required numbers of employees, then those
employees who have approved requests on file excusing them from overtime work shall be assigned and
required to work such overtime.

Section 6. Overtime opportunities are intended to be equitably distributed among full-time employees
in their particular job <classification, in their organization units (i.e., major work areas,
department, shift, section, etc.), as far as the character of the work permits. Although temporary
imbalances in the distribution of overtime may occur, nothing in this section shall be construed as
alleviating the continuing intent of departmental management to distribute overtime fairly and
equitably over an extended period of time. Management, however, retains the right to determine when
work will Dbe performed by full-time employees on an overtime Dbasis or by part-time or pool
employees.

Section 7. When a full-time employee is assigned to work overtime as distinguished from a call back
in excess of five (5) hours before or after his regular shift hours, his immediate supervisor will
schedule a paid lunch period during the overtime assignment unless the employee's overtime work
assignment requires his constant attention or availability or, at the employee's option, he does not
desire a lunch period.

Section 8. Call Back

Call back pay 1is provided to compensate full-time employees required to return to work after
completing a regularly assigned shift. Eligibility for call back pay for full-time employees 1is as
follows:

A. Any employee who is off duty and required to return to
work on an unscheduled basis shall be eligible for call back pay.

B. Any employee required to return to work three (3) hours or less prior to his reqularly
scheduled starting time shall be paid for the actual time worked plus one hour inconvenience

pay.

C. Any employee who 1is on duty and is instructed and assigned to return to work shall be
ineligible for call back pay but may be eligible for compensation at the overtime rate of

pay.

D. Any employee required to continue working after completion of his regular scheduled
shift shall be ineligible for call back pay but may be eligible for compensation at the
overtime rate of pay.

E. An employee who 1s off-duty and is called and given the opportunity to work voluntary
overtime 1is not eligible for call back pay but may be eligible for compensation at the
overtime rate of pay.

F. Any employee eligible for call back pay shall be paid for the actual hours worked,
plus one (1) hour bonus for the call back inconvenience. A minimum guarantee of four (4)
hours pay which will include the one (1) hour inconvenience bonus shall be paid. The maximum
any employee may receive the call back inconvenience pay 1is twice in a twenty-four (24) hour
period. If the employee is called back to work more than two (2) times in a twenty-four (24)
hour period he shall be paid at his applicable rate from the time of notice to the time the
employee returns home. All hours worked on a call back shall be counted toward computing the
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weekly overtime.

G. When an employee 1is contacted at home and is able to address a work-related problem by
phone or via computer from home, he shall not be paid in accordance with Paragraph F. above.
Instead, he will receive payment for actual time worked, subject to a minimum of one (1)

hour. Departments will be responsible for determining the reasonableness of time claimed,
particularly in situations where the employee was not logged on to the computer system for
the entire time he was working on the problem, 1in cases where a computer was used. An

employee who 1s contacted off-duty and required to report to a City work site to address a
problem via computer or an employee contacted off-duty who has to return home in order to
address a problem via computer will receive call-back pay in accordance with the provisions
of Paragraph F.

Section 9. Standby Time

A. In order to provide coverage for services during off-duty hours, it may be necessary to

assign and schedule employees to standby duty. A standby duty assignment is made by a
supervisor who requires an employee to be available for work due to an urgent situation on
his off duty time which may include nights, weekends, or holidays. Employees shall be

required to be on standby duty when assigned unless excused by supervision.

B. Employees assigned to standby duty by their supervisor are guaranteed standby pay of two
(2) hours pay at their regular straight time hourly rate for each eight (8) hour increment of
standby time assigned and scheduled. Standby time shall not count as hours worked for the
purpose of computing overtime pay.

C. Employees while on standby duty when called to work will, in addition to the standby pay
of two (2) hours for each eight (8) hours assigned, be paid for the actual time worked with a
minimum guarantee of one (1) hour's pay for each call to work. For pay purposes, actual time
worked starts at the time of notice and ends when the employee returns home. In the event
any employee who 1is on standby duty fails to respond to a call to work, he will forfeit the
standby pay and may be subject to possible disciplinary measures as provided in the Code of
Conduct Rules.

D. Employees shall not be assigned to standby duty if excused in advance by management. In
the event management cannot schedule the required number of employees for standby duty then
employees shall be assigned by management.

E. When an employee who is on standby is required to return to work, he shall not qualify for
call back pay.

Section 10. The Employer agrees that the present departmental policies concerning rest periods and
meal periods for employees covered by this labor agreement shall not be arbitrarily changed. Should
a change be necessary due to operational needs, the City will meet and consult with the Union prior
to said change being implemented. In this connection, employees will normally have a scheduled paid
or non-paid lunch period.

In the event an employee 1is required by management to forego a scheduled non-paid lunch period, and
the lunch period is not rescheduled later in the shift, the missed lunch period shall be added to the
hours worked for the week for the determination of overtime to be paid. The provisions of this
section pertaining to missed lunch periods shall not apply to employees who are normally paid for
their lunch period and/or assigned to a continuous shift of work.

Nothing in this section shall prohibit an employee from taking his unpaid lunch period away from his
work location, as long as the employee returns to work in a timely fashion.

Section 11. Nothing contained in this agreement shall be interpreted as requiring a duplication or a
pyramiding of premium payments involving the same hours worked.

ARTICLE 10

SENTIORITY, LAYOFEF AND RECALL

Section 1. Basis of Seniority

A. Probationary Periods

1. Regular Probationary Periods

All newly hired full-time employees except those covered by special probationary periods
shall be placed on probation for the first six (6) months in the classification. In the
event the employee accepts another position before his initial probationary period is
satisfactorily completed, his initial probationary period begins at the time he starts
working in the new position. All employees on probationary status shall be eligible for
membership in the Union and shall be entitled to the benefits outlined in this agreement
except that the City may, at its sole discretion, terminate any employee during his
initial probationary period. Employees serving an 1initial probationary period are
ineligible to file appeals or grievances.

2. Special Probationary Periods

Employees 1in classifications for which special licenses, certificates, or training are
required which require a time period 1longer than six months shall have as their
probationary period the same time as required by the applicable local, State, or Federal
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certificate or license requirement, or designated training period to satisfactorily pass
the probationary period. Employees affected by this special probationary period shall be
advised of the requirement by their supervisor. Employees in this category of special
probationary periods shall be eligible for membership in the Union and shall be entitled
to all benefits in this agreement as any other regular initial probationary employee.
After the completion of the first nine (9) months of the special probationary period,
full-time employees may file grievances and appeals on matters concerning the
interpretation and application of this labor agreement, excluding cases involving
demotion or discharge.

3. Employees transferred between departments in the same classification will serve a
three (3) month probationary period. However, if the transfer is due to a layoff, no
probationary period will be served, although a department may still conduct a performance
evaluation after the first three (3) months if it so chooses.

4. Any classified employee promoted to a new classification shall serve a six (6) month
probationary period or special probationary period if applicable. At any time during
this probationary period, if management or the employee determines that the employee 1is
unable to perform the job or he does not obtain the necessary license or certification,
the employee shall be returned to his previous classification providing a position 1is
available.

5. Employees who are promoted due to a reclassification or are otherwise reclassified as
a result of a position audit, shall not be required to serve a probationary period.

6. Any classified employee demoted to a new classification shall serve a six (6) month
probationary period or special probationary period if applicable. If the employee 1is
demoted to a classification previously held in that department for which the probationary
period had been completed, then no probationary period will be served.

7. Cumulative absences of thirty calendar days or more, any suspensions from scheduled
work, and time spent on light duty when the work performed on light duty does not
encompass a significant part of the employee's regular job duties shall be added to a
probationary period.

8. The probationary period may be extended up to a maximum of three (3) additional months
by the Department director at his discretion. In this connection, departmental

management will inform the probationary employee of the reasons for the extension.

B. City Seniority

1. City seniority is understood to mean length of time since an employee's most recent
date of employment or re-employment. Seniority will continue to accrue during all types
of leave except for Leave of Absence Without Pay of more than thirty (30) consecutive
calendar days which shall cause this date to be adjusted for an equivalent amount of
time. Leaves of Absence Without Pay for periods of thirty (30) consecutive calendar days
or less shall not cause the City seniority date to be adjusted.

2. City seniority shall be used for purposes of computing wvacations, service awards and
other matters based on length of service.

3. City seniority for the purposes of layoff and recall shall be defined as in Section
B.1 above except that only full-time employment 1in a classified status in any

classification shall be counted in calculating length of City service.

C. Classification Seniority

1. Classification seniority shall Dbe wunderstood to mean length of time in
classification. After successful completion of the probationary period, length of time
in classification reverts to date of entry, transfer or promotion to present
classification. Seniority will continue to accrue during all types of leave except for
Leave of Absence Without Pay of more than thirty (30) consecutive calendar days which
shall cause this date to be adjusted for an equivalent amount of time. Leaves of Absence
Without Pay for periods of thirty (30) consecutive calendar days or less shall not cause
the classification seniority date to be adjusted.

2. Classification seniority as defined above in C.1 shall be used for all matters based
on seniority except for layoff and recall.

3. Classification seniority for the purposes of layoff and recall shall be defined as in
Section C.1 above except that only full-time employment in a classified status in a
classification covered by this labor agreement shall be counted in calculating length of
service.

D. Seniority Date Adjustment Exception

Full-time employees having a minimum of five (5) years of City seniority shall suffer no loss
of either City or classification seniority if on a leave of absence without pay for illness
of the employee for a period not to exceed twelve (12) months.

E. Loss of Seniority

Employees shall lose their seniority as a result of the following:

1. Resignation
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2. Retirement
3. Termination for cause
4. Layoff exceeding twelve (12) months
5. Failure to report to the Human Resources Department intention of returning to work
within fourteen (14) calendar days of return receipt verification of certified mail
of the recall offer notice.

6. Failure to return from Military Leave within the time limits prescribed by law.

Section 2. Lavoff Procedure

A. Notification

Management will notify and consult with the Union in advance of a pending layoff action
affecting employees covered by this agreement.

B. Order of Lavoff

When it Dbecomes necessary to lay off employees 1in any classification covered by this
agreement, the following shall apply:

1. Temporary employees
2. Initial probationary employees
3. Classified employees
If a position has been eliminated from the City's budget, or has Dbeen selected to be
eliminated at some future time, the employee in the targeted position will be laterally
transferred to a wvacant position of the same classification, should said vacancy occur. The
layoff process will not take effect (i.e., employees either "bumping" other employees or

accepting the layoff) if a lateral transfer of the affected employee is possible.

Classified employees will be laid off in the inverse order of their length of time in their

classification. In the event two or more affected employees have the same amount of
seniority in a classification, City seniority will be the determining factor and the least
senior employee would be laid off first. In the event two or more employees have the same

classification and City seniority, the employee with the lowest identification number will be
deemed to be the senior employee unless one 1is eligible for Veterans' Preference 1in
accordance with applicable state or federal laws.

Temporary and initial probationary employees in affected classifications will be laid off
first and shall not have recall rights. In addition, employees in a trainee classification
will be laid off before any employees in the classification to which the trainee is promoted
upon completion of the training program will be laid off. (Example: All Emergency Complaint
Writer Trainees would be laid off before any Emergency Complaint Writers were laid off.)
Unless the trainee has previously held another City position and has the seniority to be
placed in that classification, the trainee will have no recall rights.

Promotional probationary employees having more than six (6) months service with the City
shall be returned to the previously held classification from which promoted and placed on
that seniority list in line with their classification seniority, except that employees cannot
be returned to trainee classifications.

C. Return to the Bargaining Unit

1. Employees returning to the bargaining unit within the prescribed probationary period
shall retain all former classification seniority plus the time spent 1in probationary
status.

2. Employees returning to the bargaining unit as a result of demotion, layoff or transfer
shall retain

all classification seniority in a classification series for purposes of layoff.
3. Employees returning to the bargaining unit shall slot-in to their appropriate position
on the seniority list in accordance with classification seniority and be considered for

layoff under the terms of this Article.

D. Classified Emplovees

1. a. A classified employee who loses his position as a result of a layoff shall have
the right, seniority permitting, to any Jjob he has previously held (except for
trainee classifications) and for which he has completed the probationary period.

b. Classified employees who are affected by a layoff shall have their seniority from
the laid off classification in a <classification series added to their lower
classification seniority for determination of holding in the lower classification if
the employee had previously held jobs in the series.

c. Any classified employee who 1is eligible for a lower classification in a
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classification series and also another previously held position not in the
classification series may accept the job in the higher pay grade.

2. Classified employees who are in a classification which is not part of a classification
series or who have not held any of the other positions in a classification series shall
be laid off in accordance with the provisions of this Article.

3. Classified employees affected by any layoff action may:

a. Exercise the option of accepting the layoff and being removed from the active
payroll or,

b. Accept a position in a previously held classification (except trainee
classifications), seniority permitting.

4. An employee who accepts or 1s placed in a lower classification as a result of
demotion, layoff or transfer, shall receive an hourly rate not to exceed the maximum rate
for the lower classification or his current hourly rate whichever is lower.

5. Any movements 1in connection with the layoff procedures shall not result in an increase
in the basic hourly rate for any employee, unless a previously held position is in a
higher pay grade.

6. All layoff placements shall be made in accordance with these provisions providing the
employees are able to perform the essential functions of and meet the qualifications for
the classification to which placed.

7. Classified employees who bump back to a temporary position shall maintain their union-
represented status for the duration of the period they remain in "layoff" status, i.e.,
twelve (12) months.

8. Any employee who 1is affected by a layoff must determine whether the layoff or a bump
back, seniority permitting, will be the option he chooses to accept. If the employee
accepts the bump back position and then subsequently decides not to accept the bump back,
he will be considered to have voluntarily resigned.

Section 3. Recall

A. Classified employees 1in layoff status either working 1in a previously held
classification or off the active payroll shall retain recall rights for twelve (12)
months to the classification from which they were originally laid off. Laid off

employees recalled within twelve (12) months shall have the seniority they had accrued
when laid off restored. If re-employed after twelve (12) months, the employee shall be
treated as a new employee.

B. Employees on layoff status shall be recalled for openings in the classification from
which originally laid off over applicants on any eligibility list.

C. Employees will be recalled in the inverse order from which they were laid off. The
last employee laid off from a classification will be the first employee recalled if a
vacancy should occur in that classification.

D. Recall to laid off employees will be made by certified mail to the last address as
shown in the Employer's official personnel file. Laid-off employees have the sole
responsibility for maintaining their current address on file.

E. Within fourteen (14) calendar days of the certified receipt date, laid off employees
must signify their intention of returning to work to the Employment Office or forfeit
their seniority and recall rights.

F. Recall will be offered to laid off employees provided they are able to perform the
essential functions of and meet the qualifications for the job. A laid off employee,
when offered recall, who 1s temporarily unable to accept due to medical reasons as
certified by an attending physician, may request a leave of absence not to exceed thirty
(30) consecutive calendar days, unless eligible under the provisions of the Family
Medical Leave Act for a longer recuperation period.

G. The Employer reserves the right to require a physical examination prior to any
recalled employee being placed back on the active payroll. Recalled employees must
further successfully pass any related basic skills tests for the affected classification.

H. Upon recall to fill wvacancies in their laid off classification, employees shall
receive the same hourly rate they held at the time of layoff and, in addition, any
negotiated increase that may be applicable. Further, all extended illness leave which
employees may have had credited to them at time of layoff shall be restored, unless they
exercised their extended illness leave payoff option, in which case only the hours not
paid off will be restored.

ARTICLE 11

FUNERAL LEAVE

Section 1. Full-time employees covered by this agreement will be granted time off with pay at their
straight time hourly rate, not to exceed three (3) of their scheduled working days, 1f needed, to
attend the funeral or handle related activities in the event of a death in the employee's immediate
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family. Up to three (3) days may be taken prior to and including the day of the funeral or
immediately following, but all days taken for funeral leave must be taken within the seven
consecutive calendar days surrounding the date of the funeral. Full-time employees will be granted
time off with pay from their regularly scheduled work hours not to exceed seven (7) consecutive
calendar days 1if the funeral is held outside the State of Florida and is attended by the employee.
Otherwise one day off with pay will be granted in the event an employee is not attending the funeral
but is involved in making funeral arrangements or handling the deceased's affairs.

Section 2. The employee's 1immediate family shall be defined as the employee's spouse, father,
mother, son, daughter, brother, sister, father-in-law, mother-in-law, grandparents, great-
grandparents, stepparents, stepchildren, grandchildren, and spouse's grandparents.

Section 3. Funeral leave shall not be charged to annual or extended illness leave.

Section 4. Should an employee require additional time other than provided in Section 1 of this
Article, he shall request the additional time from the department director or his designee. Upon
approval by the department director, or his designee, any additional time used shall be charged to
annual leave if the employee has hours accrued that can be charged.

Section 5. The employee may be requested at the discretion of the department to provide the
Department Director with proof of death in his immediate family as defined in Section 2 of this

Article before compensation is approved.

ARTICLE 12

JURY DUTY
Section 1. 1In the event full-time employees are summoned for jury duty, they shall receive straight
time pay for the hours required to be absent from their currently scheduled work hours due to such
Jury duty. Employees who perform jury duty for only a portion of their regular scheduled workday are

expected to report to work when excused or released by the court.

Section 2. Employees called for jury duty shall promptly notify their immediate supervisor so that
arrangements may be made for their absence from work.

Section 3. Full-time employees on Jjury duty while on scheduled vacation shall be allowed Jjury duty
pay for that time served provided satisfactory evidence of the time served on such duty 1is presented
to the Department Director.

Section 4. In the event a holiday occurs during the period of the employees' jury duty, eligible
full-time employees shall receive pay for such holiday.

Section 5. Full-time employees shall provide the Department Director with proof of jury duty service
before compensation 1is approved, to include a signed statement from the Court Clerk noting each day
spent on jury duty. In the event the employee participates on a jury which is sequestered, and he is
unable to provide his Department Director with proof of jury duty service, a telephone call by the
employee to the appropriate department-designated representative will suffice until such time as the
employee can provide the necessary documentation. When a full-time employee serves on jury duty for
an entire workweek and is unable to provide the department with the appropriate documentation until
the following scheduled workday, he will still be compensated for his hours of jury duty.

ARTICLE 13

LEAVE WITHOUT PAY

Section 1. Full-time employees may request a leave of absence without pay. Such requests require the
approval of both the department director or his designee and the Human Resources Director. The Human
Resources Department reserves the right to determine if said leave is covered by the Family and
Medical Leave Act of 1993 (FMLA) and therefore counts towards the twelve weeks per year of leave
which must be granted to eligible employees by the City. (The "year" is defined as the twelve months
prior to the requested absence, as opposed to a fiscal or calendar year.) In cases where the leave
period exceeds twelve (12) months, the action will not be final until the Mayor or his designee also
approves. A Personnel Action Form covering the employee's absence and the consent of the Human
Resources Director is necessary only if the leave exceeds thirty (30) consecutive calendar days with
the form to be dated from the first day of leave without pay. Initial probationary employees (full-
time employees who are serving, upon initial employment, a trial working period, usually for six
months) may not be granted a leave of absence which exceeds thirty calendar days. The employee's
probationary period will be extended by the amount of time granted for leave.

Section 2. The decision to grant leave without pay (a leave of absence) is a matter of administrative
discretion except that requested leave which is covered by the Family and Medical Leave Act of 1993
shall be granted for employees with at least 12 months of service who have worked a minimum of 1,250
hours during that period. It will be incumbent upon the department director or his designee to weigh
each request and determine each case on its own merits after taking into consideration the provisions
of the Family and Medical Leave Act of 1993. If the request for leave without pay 1s denied, the
reason for denial shall be given in writing to the employee within five (5) working days from the
date of the request.

Section 3. An employee granted a leave of absence shall be required to utilize all accrued annual
leave prior to being removed from the active payroll except that an employee may, upon request,
reserve up to forty (40) hours of his annual leave providing the leave is covered by the Family and
Medical Leave Act.

Section 4. An employee granted a leave of absence must keep his department informed, every three (3)
months, of his current activity (school, medical, military, etc.). In addition, he must keep his
department advised of his current address at all times. Also, an employee who 1is out due to the
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illness of a spouse, parent, or one of his children who requires his care as verified by a physician,
shall have said illness supported and confirmed by a medical certificate executed by a doctor.

Section 5. An employee, while on an authorized leave of absence, who obtains either part-time or
full-time employment elsewhere 1is required to notify his department in writing within three (3)
calendar days of accepting such employment.

Section 6. Failure to comply with Sections 4 and 5 above will result in the employee being dropped
from leave of absence status and dismissed.

Section 7. Extensions to authorized leaves of absence must be requested by the employee in writing
and approved by the employee's department director or designee and the Human Resources Director.

Section 8. An employee granted a leave of absence shall be returned to his former classification if
the leave is less than ninety (90) days unless the Employer's or the employee's circumstances have so
changed as to make it 1impossible or unreasonable to do so. If said leave was taken under the
provisions of the Family and Medical Leave Act, the employee shall be restored to his former position
or an equivalent position provided he is still qualified to perform the essential functions of the
Jjob.

An employee granted a leave of absence and who wishes to return before the leave period has expired,
shall be required to give the Department Director at least two (2) weeks notice.

An employee granted a leave of absence in excess of ninety (90) days will be permitted to return to

work providing there is an opening. In each case, the City shall make a reasonable effort to return
the employee to his or her former position or a similar position of the same classification in
another department. If no opening exists, the employee shall be placed on the eligibility register

for the classification he held for a period of nine (9) months.

Section 9. Employees returning from a leave without pay, providing there is an opening or when the
Family and Medical Leave Act requires reinstatement, shall return to the job classification and rate
of pay held at the time of going on leave and, in addition, shall receive any negotiated increase
that may be applicable to employees in this bargaining unit.

Section 10. Failure to return to work at the expiration of approved leave shall be considered as
absence without permission and grounds for dismissal.

Section 11. An employee returning from a leave of absence may be required at his department's
discretion to submit a statement from his own physician at his own expense, certifying his fitness to
return to full duty.

Section 12. A leave of absence without pay in excess of (30) consecutive calendar days shall cause
the City and classification anniversary date to be adjusted for an equivalent amount of time.

Section 13. No extended illness leave, annual leave, holidays or any type of seniority will be earned
by an employee for the time that the employee is on leave without pay; however any previously accrued
extended illness leave will remain credited to the employee's account.

Section 14. An employee who 1s granted a leave of absence must notify and make arrangements with the
appropriate City office prior to the effective date of such leave and advise if he wishes to continue
or discontinue any form of group insurance coverage.

Section 15. Leave of Absence Without Pay (Emplovee's Illness)

The provisions of Sections 1-14 also apply to leaves of absence without pay for reasons related to
illness of the employee. Additionally, the following provisions apply:

A. An employee shall utilize all accrued annual and extended illness leave for personal
medical reasons prior to being granted a medical leave of absence without pay and being
placed on leave without pay status except that an employee may, upon request, reserve up to
forty (40) hours of his annual leave providing the leave is covered by the Family and Medical
leave Act.

B. All leaves of absence without pay for illness shall be supported and confirmed by a
medical certificate executed by a doctor. Only statements or forms from Physicians
recognized by the Florida Department of Labor in the current Florida Workers' Compensation
reimbursement manual issued by the Office of Medical Services, shall be accepted for leave
benefits. These include M.D.'s, Osteopaths, Chiropractors, Podiatrists, Optometrists,
Dentists and Psychologists who work under the direct supervision of Psychiatrists.

C. The maximum period group insurance coverage may be continued shall be twelve (12) months,
providing the employee's contributions towards the premium are received in a timely manner.

D. Seniority preservation shall be as follows:

Employees having a minimum of five (5) years of City seniority shall suffer no loss of either
City or classification seniority if on a leave of absence without pay for the employee's
illness for a period not to exceed twelve (12) months.

E. An employee shall be terminated when on a leave of absence due to illness for any period
in excess of authorized leave of absence unless written approval for an extension has been

granted.

F. Initial probationary employees may be granted a leave of absence without pay for their own
illness not to exceed thirty (30) days. Such leave of absence shall not be extended. The
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employee's probationary period shall be extended to allow for leave granted by the Employer.

G. An employee wishing to return to work from a medical leave shall provide his department
director with medical documentation from his physician certifying his medical ability to
return to full duty at least one (1) week prior to his requested date of return. The City
shall have the right to require another medical examination by a physician designated by the
City prior to approving an employee's return to work. Should such an examination Dbe
necessary, the City shall pay for the medical examination, but shall not be responsible for
the employee's time or incidental expenses. The concerned department shall evaluate all
medical reports and decide whether the employee is to be returned to active status.

ARTICLE 14

MILITARY LEAVE

Section 1. Employees covered by this agreement who are commissioned reserve officers or reserve
enlisted personnel in the United States Military or members of the Florida State National Guard,
shall be entitled to leave of absence from their respective duties without loss of pay for such time
as they shall be ordered to military service or field training in an active or inactive duty training
status, for a period not to exceed seventeen (17) work days in any one fiscal year.

Section 2. The employee shall be required to submit an order or statement from the appropriate
military commander as evidence of any such duty. Such order or statement must accompany the formal

request for military leave at least two (2) weeks in advance.

Section 3. Employees who are members of the Armed Forces Reserve or Florida National Guard shall be

excused from work to attend inactive duty training drills as required. Evidence of membership in the
applicable organization shall be provided to the department by the employee. Requests for such
absences from work can be made by the employee either orally or in writing. The submission of the

applicable Reserve or National Guard training schedule will satisfy this requirement. The department
shall excuse the employee from work.

Section 4. Occasions may occur when an employee who 1is a reservist in the military or a member of the
National Guard may be called to active duty. When the Governor of the State of Florida so orders for
National Guard members or the Mayor or his designee chooses to exercise the discretion given him by
state law for military reservists, the employee's military pay may be supplemented by an amount
determined by the City.

ARTICLE 15

ANNUAL LEAVE

Section 1. Purpose of Annual Leave

The purpose of Annual Leave 1s to provide employees with the opportunity to be absent from work due
to valid reasons without loss of pay or benefits.

Section 2. Types of Leave

A. Vacation Leave (Rest and relaxation)

B. Personal Leave (Paid absence from work)

- Short term illnesses and doctor's appointments
- Illness or injury of spouse or dependent children
- Court appearances of a personal nature
- Funerals of friends or relatives, other than those covered in the Funeral Leave Article
- Nationally recognized religious holidays associated with employee's religious faith
- Other justifiable reasons not covered above
C. Emergency Leave - Provides, subject to the approval of the Department Director,

unscheduled leave requested on short notice because of a critical situation which could not
have reasonably been foreseen in advance by the employee.

Section 3. Scheduled and Unscheduled Absences From Work

A. A scheduled absence is an absence from work which is planned by 