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Between

The Department of Corrections
State of Washington

And

Teamsters Local Union No. 117

May 3, 2004 through June 30, 2005




PREAMBLE

The State of Washington, Department of Corrections,
hereinafier referred to as “Management”, and Teamsters
Local No. 117, affiliated with the INTERNATIONAL
BROTHERHOOD OF TEAMSTERS, hereinafter referred
to as the “Union”, hereby agree to be bound by the terms
and conditions of the Agreement.
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16.10 Holiday Assignment. Management has the discretion, based on
operational necessity, to assign employees to work holidays, or to not work holidays.

16.11 Scheduled Alternate Workweek. Staff in positions not requiring
mandatory relief may request Management to consider the establishment of scheduled
alternate work schedules. If a request for an alternate work schedule is denied,
Management will meet with the employee and discuss the reason for the denial. In
accordance with Article 5, Union/Management Committees, the Union may request
discussion of the establishment of scheduled alternate work scheduies for staff in
positions not requiring mandatory relief.

16.12 Workload. Employees have the right to be assigned a workload that can
be performed within their work hours. Employees shall inform their supervisor when, on
a continual basis, they are unable to complete their assigned work within required
timeframes. When an employee notifies their supervisor they are unable to complete
their assigned work, the supervisor shall set specific priorities for the employee.

ARTICLE 17
OVERTIME

17.1 Determination of Overtime. Management has the right to require an
employee to work overtime. When Management determines that overtime is necessary
and determines to assign such overtime to a bargaining unit employee, Management
shall:

(A)  Identify the job classification to be assigned the overtime, the number of
positions requiring overtime, the specific post assignments and the
anticipated duration of such overtime.

(B)  Assign overtime as voluntary or mandatory, as set forth in this Article.

17.2 Volunteer Sign-up List. Volunteer overtime will be assigned from one
(1) volunteer overtime sign-up list. The volunteer overtime sign-up lists for each day and
each shift for an entire month shall be posted by the 15™ of the preceding month. The
voluntary overtime sign-up sheet shall be posted by job classification and shall have a
column for: employee name, time and date signed up, unbroken state service date, shift
and days off, and work extension telephone number. The volunteering employee shall
complete all columns on the sign up list. An employee shall not specify the post(s) they
are available or not available to work on overtime. The veluntary sign-up list shall also
have a column that allows volunteering employees to remove their name from the list.
Employees may remove their name (in person, by radio, telephonically, or by initialing
the appropriate column on the list) from the sign-up list prior to the removal of the list.
Four (4) hours prior to the shift requiring overtime, the sign-up list will be pulled and no
further additions or deletions will be made.
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17.3 Eligibility for Voluntary Overtime. All employees shall be eligible to
sign-up for voluntary overtime except those:

(A)  Who are on temporary reassignment to home; or
(B)  Asprovided in Article 17.10 and 17.11.

174 Voluntary Overtime. All available positions on each shift shall be
offered to the employees on the voluntary sign-up list based on unbroken state service
date. Volunteers may select any position available, but on-duty employees who have
signed up on the volunteer overtime list for the next scheduled shift may not refuse an
assignment of overtime. However, if a prescheduled overtime assignment is unavailable
because the position has been filled, the employee volunteering for such prescheduled
overtime may decline a different overtime assignment. Management will fill vacancies in
advance of those shifts where vacancies are known. Supervisors responsible for
assigning overtime may fill known vacancies up to two weeks in advance using the
volunteer sign-up list. Management will document the date and time each assignment is
made. In the event the most senior employee is not on duty or cannot be reached, i.e. no
answer, the next employee in descending order will be contacted. A good faith effort
must be made and documented to contact volunteers in a timely manner to ensure they
have enough time to arrive at work in advance of the shift in question. Telephone calls
placed to employees who are off duty who have volunteered to work overtime shall not
be considered as work time. Once an employee has accepted an overtime assignment
they cannot refuse to work that overtime assignment. Employees that are assigned to
work overtime as a result of signing up on the volunteer sign-up list shall not be entitled
to callback compensation.

17.5 All Call. After the voluntary sign-up list has been exhausted and prior to
the assignment of mandatory overtime, Management shall solicit volunteers on duty (“All
Call”). If more than one employee responds to an All Call, Management will offer all
available positions on a first-come, first-served basis. If there are still insufficient
volunteers after the All Call, Management may assign mandatory overtime.

17.6 Mandatory Overtime. When mandatory overtime is assigned, it will be
assigned to employees on duty in inverse order by unbroken state service date. In those
cases where two (2) or more employees are assigned to mandatory overtime and qualified
relief becomes available, the employee with the longest period of unbroken service, shall
normally be provided the first opportunity to be relieved from duty. The inverse order
will be re-established when the list has been exhausted (employee with the longest period
of unbroken state service has worked his/her mandatory overtime) or at the beginning of
each month, whichever occurs first. An employee shall only be subjected to one (1)
mandatory overtime assignment per cycle. Staff who have worked two (2) hours or more
following the end of their shift, will be considered to have worked their mandatory
overtime. Upon request, shift rosters indicating mandatory overtime assignments shall be
available for review by the Union.
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17.7

Exemptions From Mandatory Overtime. Except in an emergency,

employees shall be exempt from mandatory overtime under the following conditions:

(A)

(B)

<©

D)

)

17.8

Employees on duty for their last remaining shift before an approved
vacation. ‘

An employee assigned to work mandatory overtime shall be excused if the
employee finds an on-duty qualified substitute in a timely manner. Such
substitution shall be without regard to unbroken state service date and will
count as the substitute’s mandatory overtime requirement for that cycle.

Employees who have volunteered and worked an overtime shift of two (2)
hours or more during the current cycle, pursuant to the terms of this
Article.

Employees who have a medical condition that is documented in writing by
a physician, physician assistant, or licensed mental health professional
which specifically precludes them from working beyond their regularly
scheduled shift and whose medical restrictions are for a period of sixty
(60) calendar days or less. Extensions of exemption due to a medical
condition can be requested by the employee and may be approved by the
Appointing Authority, upon receipt of medical documentation, on a case-
by-case basis.

A one-day exemption from mandatory overtime up to three (3) times per
calendar year for day care, medical appointments, or for those employees
working towards a degree in higher education course of study. Employees
enrolled in higher education shall provide Management their class
schedule at the time of enrollment. The employee shall provide
documentation of all medical appointments where the exemption was
granted. The affected employee will be the first to be called when
mandatory overtime is required and the employee is on a scheduled
workday.

If an employee has not had any unscheduled absences in the past ninety
(90) calendar days, they may claim an exemption from the current or next
mandatory cycle. The exemption must be used within thirty (30) calendar
days of earning the exemption. Only one (1) exemption can be earned for
each ninety (90) calendar day period with no unscheduled absence. Once
an exemption has been earned a new ninety (90) calendar day period shall
begin.

Failure to Work Mandatory Overtime, Employees who report

themselves or a family member ill and are unable to work mandatory overtime will be the
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first to be called when mandatory overtime is required and the employee is on a
scheduled workday.

17.9 Callback Pay. Employees who have been properly relieved and whose
shift hours have ended shall not be required to work mandatory overtime without penalty
of callback pay.

17.10 Denying Assignments of Overtime. The supervisor responsible for
assigning overtime may deny a request by an employee to work voluntary overtime
and/or a mandatory overtime assignment under the following circumstances:

(A) The employee does not have the current qualifications or certifications
necessary to carry out the duties of the overtime position; or

(B)  For reasons that if allowed a violation of this Agreement and/or the Merit
System Rules would occur.

17.11 Maximum Overtime. Except in an emergency, employees may not be
compelled or allowed to work:

(A)  More than sixteen (16) hours in a twenty-four (24) hour period; or

(B)  More than two (2) consecutive days of overtime. A day of overtime shall
be considered two (2) hours or more.

17.12 Accurate Eligibility Reporting. @ Employees are responsible for
accurately reporting their eligibility for voluntary overtime.

17.13 Authorized Leave With Pay Is Time Worked. For purposes of
computing overtime, all authorized leave with pay shall be considered time worked. The
amount of overtime earned shall be based upon the chart on the Leave Request form.
Employees may submit to Management and retain a copy of an Overtime
Request/Approval form (DOC 03-022) in order to document and verify overtime worked.
Overtime hours worked shall be reported and paid based upon the shift summary or a
weekly attendance report.

17.14 Telephone Contact. Empioyees who are required to work beyond their
regular quitting time shall be allowed to telephonically communicate (within thirty (30)
minutes of notice) the need for overtime to affected individuals, except in the case of
emergency.

17.15 Intermittent Employees. Management may assign intermittents to work
- prior to assigning overtime,

17.16 Off-Site Overnight Inmate Crew Response Assignments. Management
and the Union agree that for those institutions providing emergency off-site, overnight
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inmate crew response to such things as forest fires, flood control, etc., assignments shail
occur under the following process. Management will assign qualified employees.
Management will maintain separate voluntary sign-up lists for Correctional Officers,
Correctional Sergeants, and Cook AC’s by unbroken state service date. The off-site,
overnight assignment list shall be established and begin on January 1* of each year and
end December 31%, beginning at the top of the list and proceeding down in order excepf
as outlined below:

(A) When an employee agrees to accept or decline an off-site, overnight
assignment, his/her name will be crossed off the list, he/she shall not be
considered again until every one else on the list has either worked an
assignment or declined the opportunity.

(B) When Management is unable to reach an employee, the employee shall not
lose their place in order on the list.

(C) In those cases where no employees volunteer to work an off-site,
overnight assignment, employees will be assigned in inverse order of
unbroken state service from the entire facility custody roster, not
necessarily the shift the emergency occurs on.

(D) Employee(s) who are assigned to work these assignments for a period of
twenty-four (24) hours or more will be on “extended duty assignment”,
and will be compensated in accordance with the Merit System Rules.

(E)  Once the list has been established new names may be added in order of
unbroken state service subject to the approval of the Appointing Authority
or designee.

When crew supervision training is provided by the Department of Natural Resources,
employees eligible for such assignment will be given opportunity to attend the training.
Empioyees who attend the training will be selected from the voluntary sign-up list in
accordance with Article 17.2. The overtime limitations outlined in Article 17.11 shall
apply. Employees assigned to attend the training shall not have their names removed
from the off-site overnight assignment list.

17.17 Project Employees. Project employees who have not held permanent
civil service status within the job classification, shall not volunteer for or be assigned
overtime outside the project. Required overtime within a project may first be assigned to
qualified employees within the project by longest period of unbroken state service. The
process for assigning the overtime shall follow the procedure outlined in this Article.

17.18 Overtime Compensation For Positions Designated as Scheduled Work
Period.
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Cash payment for overtime at the rate of time and one-half shall be paid
for all employees who are working in a position designated by the current
compensation plan as being a scheduled work period under any overtime
condition including the following:

(A)  All work on holidays. Employees required to work a holiday shall
have the choice of receiving cash payment or compensatory leave
accrual and shall notify their supervisor of that choice prior to
working the holiday overtime.

(B)  All work required in excess of eight (8) hours in any workday, if
the employee is working an eight (8) hour shift. If the employee is
working more than an eight (8) hour shift, all work in excess of the
employee’s regularly scheduled shift.

(C)  All work required in excess of forty (40) hours in any workweek.
(D)  All work required before and/or after any scheduled work shift.

(E)  All time required outside the regular working hours for travel on
agency business, unless scheduled at the convenience of the
employee.

An employee may elect to be compensated for overtime hours worked in

the form of cash or compensatory time off. Approval to use compensatory

time off is not automatic, must be approved in advance, and shall be

contingent upon the availability of a relief employee(s). Relief may be

defined as including authorized intermittent employees. Compensatory

time shall not be used in lien of sick leave, unless approved in advance by
the Appointing Authority.

17.19 Overtime Compensation For Positions Designated as Non-Scheduled

Work Period.

(D

Cash payment for overtime at the rate of time and one-half shall be paid
for all employees who are working in a position designated by the current
compensation plan as being a non-scheduled work period under any
overtime condition including the following:

(A)  All work on holidays. Employees required to work a holiday shall
have the choice of receiving cash payment or compensatory leave
accrual and shall notify their supervisor of that choice prior to
working the holiday overtime.

(B)  All work required in excess of forty (40) hours in any workweek.
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(C)  All time required for travel on agency business in excess of forty
(40) hours in any workweek, unless scheduled at the convenience
of the employee.

(2) An employee may elect to be compensated for overtime hours worked in
the form of cash or compensatory time off. Approval to use compensatory
work time off is not automatic, must be approved in advance of the
absence, and shall be contingent upon the availability of relief
employee(s). Relief may be defined as including authorized intermittent
employees. Compensatory time shall not be used in lieu of sick leave
unless approved in advance by the Appointing Authority.

17.20 Overtime Compensation For Positions Designated as Exceptions
Work Period. Exceptions work period employees are not normally paid overtime
compensation. However, if because of unusual circumstances they are required to work
excessive amounts of time outside their ordinary working hours, the Merit System Rules
will be followed.

17.21 Cash Out Of Compensatory Time. Accrued compensatory time may be
voluntarily cashed out at anytime.

17.22 Management Right To Assign. Nothing in this article precludes
Management from utilizing off-duty staff, which requires the payment of callback, or
utilizing an individual to complete a specific assignment.

ARTICLE 18
CALL BACK

18.1 Call Back Pay. Scheduled work period employees who are not notified
prior to their scheduled quitting time, either to return to work after departing the work site
or to change the starting time of their next scheduled work shift, shall receive call back
pay in accordance with the Merit System Rules. '

18.2 Work Site Defined. Work site is defined as the employees’ location(s)
when the assigned work shift has begun until the work shift has ended; and when
required, the employee is properly relieved.

18.3 Late Relief. Scheduled work period employees shall not be entitled to

call back pay due to late relief. Once Management learns of a situation involving late
relief, Management will notify the affected employee(s) as soon as possible.
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ARTICLE 19
BID SYSTEM

19.1 Definitions. For purposes of this Article the following definitions shall
apply, unless the context clearly indicates otherwise: ’

(A)

(B)

©
(D)
(E)

Position: A particular combination of post, shift and days off.

Post:

(D

2)

Single or individual assignments with a defined set of job duties;
OR
Inmate living uvnits including intensive management units,

segregation, mental health units, and the Youthful Offender
Program. '

These duties may be common to one or more employees working at one or
more locations.

Assigned Positions: Positions filled by other than a bid.

Bid Positions: Positions filled as a result of a bid.

Operational Need: A circumstance encompassing one or more of the

following:
(1) Training;
2 Safety, where the continued assignment of an employee in a

3

S
&)

(6)

position is considered a threat to the safety of the employee or
others;

When there is a need to balance the skills or experience of staff in
a particular area.

An emergency, such as a fire, riot or disturbance.

Assignment to off-site or overnight inmate crew response to such
things as flood control, forest fire, etc.

Documented medical reasons that necessitate the reassignment of

the employee. The duration of the reassignment shall be
determined by a physician’s medical statement indicating how long

37



the employee should be reassigned. Management shall require a
release from a physician prior to the employee returning to his/her
former position.

{7} Special qualifications for particular tasks, such as translation of
foreign languages or gender searches. ]

(8) Employee investigations where it is necessary to temporarily
reassign an employee pending investigation of a charge of
misconduct and pending any resolution of a finding of misconduct
against the employee.

9) Documented performance deficiencies where the employee has a
demonstrable inability to perform the job after receiving the
training necessary to perform the job.

(10) Litigation against or relating to the employee where it is necessary
to reassign an employee to avoid difficulties in the defense of the
litigation.

(11) Rotational assignment out of Intensive Management, Segregation,
Mental Heaith Units, or the Youthful Offender Program.

(12) To correct a supervisor-subordinate (to include the entire chain of
command) nepotism relationship.

(13) Failure to maintain compliance with statewide minimum standards
of the position.

(14)  Court order necessitating the reassignment of a staff member.

19.2 The Bid System. Local Management shall establish and maintain a
referral system so that all permanent employees may submit bids to other scheduled or
non-scheduled work period positions in the same job classification in which they
currently hold permanent status. Employees shall be eligible to bid at the time he/she
completes their probationary and/or trial service period within their current job
classification. Permanent employees may also request voluntary demotion to positions
in classifications in which they have previously held permanent status using this same
referral system. This intra-institutional referral system shall be known as the bid system.

19.3 Required Elements of a Bid. Bids shall indicate the employee’s choice
of shift, post and days off and the position number of the desired position. In the case of
voluntary demotion, the bids shall also state the classification to which demotion is being
requested. The employee shall be responsible for the accuracy of his/her bids. Each bid
shall remain active for a period of one (1) year from the date submitted by the employee.
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19.4 Withdrawal of Bids. Employees may withdraw their bids, in writing, at
any time prior to the referral. Any bids submitted subsequent to the date a vacancy is
considered to have occurred shall not be considered for that vacancy, except as provided
for in Section 19.5 of this Agreement.

19.5 Position Changes. When a position is established or a vacant position is
reallocated, the position must be posted for seven (7) consecutive calendar days for the
submission of bids by eligible employees.

19.6 Vacancy Defined. A vacancy occurs when:

(A) Management is notified, in writing, by an employee occupying a position
that the employee intends to vacate his/her position; or

(B) Management notifies an employee occupying a position, in writing, that
the employee will be removed from his/her position; or

(C) Management notifies a Correctional Officer 1 that he/she is being
reassigned to a different position; or

(D) A position’s assigned days off change by one or more, or post changes; or
shift hours change by more than two hours. In these cases, if the position
is filled at the time of the change, the incumbent may elect to remain in the
position and shall retain his/her bid rights. If the incumbent elects not to
remain in the position, s/he will be reassigned to a vacant position, and
their bid eligibility restored. The vacated position will be posted for seven
(7) consecutive calendar days. In those cases where there is more than one
vacant position, the incumbent under this section shall have the right to
choose to which of the vacant positions s/he wishes to be assigned. If
there is more than one incumbent under this section, the incumbents will
be permitted to choose among the vacant positions in order of longest
period of unbroken state service.

19.7 Awarding of Bids. Except as otherwise noted in Article 19.6 (D) above,
whenever a vacancy occurs, Local Management shall review the bids to determine if any
employee has submitted a bid or voluntary demotion to that position. Management shall
consider all bids and voluntary demotion bids in order of longest period of current
unbroken state service. If the vacant position has any bona fide special requirements or
qualifications, only those employees who meet the required criteria shall be considered
for the position. The senior employee who is able to perform the duties of the bid
position shall be appointed to the position. Each senior employee considered, but not
appointed, shall be notified in writing regarding the reason{s) why s/he was not
appointed. Bid referrals will be requested at the same time for any vacancies that occur
between 8:00 a.m. and 7:59 a.m. the following morning. Bids are frozen at the time the
vacancy occurs. In those cases where referrals are requested on multiple positions at the
same time, and an employee is the senior employee on more than one (1) position, the
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affected employee shall be provided the opportunity to select the position he/she will be
awarded. If the senior employee is not available within a twenty-four (24) hour period,
the decision will be made by the drawing of a lot with a Shop Steward present.

19.8 Segregation, Intensive Management, Mental Health Unit and the
Youthful Offender Program. Employees may submit a bid or voluntary demotion bid
to a Segregation Unit, Intensive Management Unit, Mental Health Unit, or the Youthful
Offender Program utilizing the bid system.

(A)  Providing they meet the following criteria, employees who submit a bid or
voluntary demotion request shall be considered for assignment into a
position in a Segregation Unit, Intensive Management Unit, Mental Health
Unit or the Youthful Offender Program:

{1)  The employee has demonstrated the skills, aptitude, and overall
suitability for such work; and

2) There are no disciplinary action(s) within the last year in the
personnel file; and

3 There is no pending disciplinary action, involving reductions-in-
pay, demotions ot suspensions.

(B)  This sub-article applies to all full time positions within a Segregation Unit,
Intensive Management Unit, Mental Health Unit, and Youthful Offender
Program and/or positions assigned to an Intensive Management Unit,
Segregation Unit, Mental Health Unit or Youthful Offender Program for
three (3) or more days during the workweek. Management retains the
tight to permanently reassign and/or temporarily reassign an employee
into and/or out of an Intensive Management Unit, Segregation Unit,
Mental Health Unit, or the Youthful Offender Program.  Such
determination may include a fitness for duty assessment.

(C)  If an employee who has bid for the position is not selected, the reason will
be provided, in writing, to the affected employee.

19.9 Bid Commitment. When an employee has been awarded a bid, the
employee will be committing himself/herself to request no other bids for a minimum of
six (6) months. The six (6) month period will begin on the date the employee is awarded
his/her bid. At time of notification of selection all other active bids the employee has on
file will be removed from the bid system. However, if after transfer the shift, post, or
days off of the position are unilaterally changed the employee will again be eligible to
bid.

19.10 Permanent Bid Exchange. Nothing in this procedure shall preclude
employees the right to permanently exchange bid positions provided:
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(A) The bid exchange is voluntary, and is requested and agreed to in writing
by both employees; and

(B)  There are no bids by any employee on either position, and

(C)  The Appointing Authority or designee has approved the bid exchange in
writing.

19.11 CO1 Training Program. The Correctional Officer 1 in-training program
will be managed utilizing only those positions filled by staff in assigned positions.

19.12 Temporary Reassignment. Nothing in this procedure shall preclude
Management from temporarily reassigning an employee(s) to other position(s) if an
operational need arises. Assignments made for operational need shall be designed to
have the least adverse affect on the employee, and shall not be made for the purpose of
avoiding the requirements of the bid system. Management shall provide any reassigned
employee with a written statement as to the reason(s) for the reassignment.

19.13 Placement During Temporary Reassignment. Whenever it is necessary
to temporarily reassign an employee for operational need, placement in a position which
accommodates the purpose(s) for reassignment will be achieved in the order of:

(A)  With the mutual agreement of Management, employees may volunteer to
temporarily exchange bid positions;

(B)  Vacant position for which there is no bid;
(C)  Assigned position;
(D)  Bid position.

If none of the above provides a position for the displaced employee and it is necessary to
displace an employee in a bid position for purposes of resolving an operational need as
provided in 19.1(E), the displacement will be temporary and provide the least adverse
impact on the displaced employee. Bid position displacements will normally be unique
and extraordinary; will be in order of inverse unbroken state service, and will occur only
after exhausting steps A, B, and C of 19.13.

No temporary assignment will delay the award of a bid.

19.14 Permanent Reassignment. Nothing in this procedure shall preclude
Management from permanently reassigning an employee to another position provided the
employee is notified, in writing, of the reason(s) for the reassignment. A permanent
reassignment is an extraordinary action. In order for an involuntary permanent
reassignment to be made, either operational need must exist for the reassignment, or there

41



must exist reasons for the reassignment, which effectively preclude the employee from
performing his/her bid position. An employee on Leave Without Pay for ten (10) or more
consecutive work days (except those placed on Leave without Pay as a result of an illness
or injury compensable under the worker’s compensation system or on Family Medical
Leave) and/or receiving shared leave for ten (10) or more consecutive work days, or a
combination thereof may be reassigned and shall have his/her bid requests suspended
until s/he returns to work.

19.15 New, Expansion and/or Consolidation of Facilities. Management and
the Union agree that in cases of new institutions, institution expansions, or consolidation
of institutions that result in the creation of additional positions or consolidation of rosters,
the provisions of Article 19 may be modified utilizing the provision outlined in Article 5
of this Agreement.

19.16 Project and Temporary Positions. Article 19 does not apply to the
filling of project and/or temporary positions.

ARTICLE 20
INTER-INSTITUTIONAL TRANSFERS

20.1 Transfer/Voluntary Demotion Requests. Employees who have gained
permanent status within their current job classifications may request transfer or voluntary
demotion to another institution by submitting a transfer/voluntary demotion application
for action to Local Management of the gaining institution. Request for transfer must be
within the employees’ current classification. Requests for demotion must be to a
classification in which the employee previously held permanent status. These requests
shall remain active for six (6) months.

20.2 Criteria For Approval. If there is a position available after consideration
of bids, employees requesting a transfer or voluntary demotion shall be provided the
opportunity for an interview if they meet the following criteria:

(A) The employee has demonstrated the skills, aptitude, and overall suitability:
for such work; and

(B) There are no disciplinary action(s) within the last year in the personnel
file; and

(C) There is no pending disciplinary action, involving reductions-in-pay,
demotions, or suspensions.

Employees who are interviewed but not offered a position, may within seven (7) calendar
days from the date of notification of no-selection, request from the Appointing Authority
the reason(s) for not receiving the transfer. When requested by the employee, the
reason(s) shall be provided in writing by the Appointing Authority or designee.
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ARTICLE 21
VACATION LEAVE

21.1 Purpose. This article applies to all vacation leave that has been requested
and approved in advance of the planned absence by employees in job classifications that
require relief.

21.2 Vacation Leave Availability. A chart will be posted on November 15 of
each calendar year that indicates the number of employees within each job classification
who may be approved scheduled leave for a given period of time. This chart will be
posted in a readily accessible area, e.g. Shift office, Food Managers office, Nurses
Station, by job classification and shall remain posted until January 1.

21.3 Relief Limitations. Vacations will be scheduled within the limitations of
the authorized relief allocated for each shift. In those cases where the authorized relief is
shared between shifts within a job classification, vacations shall be scheduled based on
longest period of current unbroken state service of all employees within the job
classification.

214 Vacation Selection. Beginning January 2 of each calendar year,
employees shall be scheduled a time, based on longest period of current unbroken state
service, to select up to three (3) segments of available vacation leave during the time
period of April 1 through March 31. A “segment” is at least one (1) day or any number
of contiguous days of vacation leave. Any segment which begins on any day between
June 1 and August 31 inclusive shall not exceed more than ten (10) consecutive days of
vacation leave, provided that an employee may select contiguous segments of vacation
leave. Off-shift times to select a vacation shall not be considered as “time worked” for
purposes of computing call back or overtime. If an employee is unable to be present
during their scheduled time they may make their choice by telephone, or another
individual with written documentation of designation, may select a vacation segment(s)
for the employee. If the employee fails to select their vacation during his/her assigned
time, Management may proceed with scheduling. The employee will be provided an
opportunity to select his/her segment(s) at a later date when s/he is available. Local
Management will publish the vacation schedule by March 1, after consu‘lenng requests,
as well as agency program needs.

21.5 Supplemental Requests. Nothing in the above paragraphs shall preclude
the right of an employee to request vacation leave or his/her personal holiday at any time.
Local Management shall consider said request in relation to authorized relief, program
needs and the existing published vacation schedule, all of which shall take precedence.
These requests shall be resolved on a first-come, first-serve basis.

21.6 Vacation Callback. No employee on approved vacation leave shall be
required to return to his/her place of employment until the scheduled leave has ended,
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except in an emergency. For purposes of this paragraph, approved vacation leave shall
include all scheduled days off contiguous to the approved vacation days.

21.7 Vacation Cancellation By Management. Each employee will be granted
vacation for the time stipulated on the vacation schedule, except that Local Management
with reasonable notice, may cancel or otherwise adjust vacation periods in an emergency.
Employees whose leave has been cancelled or adjusted shall be allowed to request
alternative leave dates pursuant to Article 21.5.

21.8 Additional Approved Vacation Leave. Accrued vacation time, not to
exceed two (2) shifts in any calendar year, shall be granted to an employee with thirty
(30) calendar days written notification by the employee. Such time off must normally be
granted provided:

(A)  Such leave shall be used in increments of not less than one (1) shift.

(B)  Supervisory denials of the use of such leave are subject to the review of
the Superintendent at the employee’s written request.

21.9 Vacation Cancellation By Employee. Employee requested cancellations
of any portion of an approved segment to the annual vacation schedule must be submitted
in writing no later than thirty (30) calendar days in advance of his/her scheduled vacation
except in bona fide emergencies. The request is subject to approval by Management.

21.10 Accrued Vacation Limitation. Employees shall not request or be
authorized to take scheduled vacation leave if they do not have sufficient vacation leave
to cover such absence.

21.11 Transfer, Promotion, Demotion. An employee who is transferred,
promoted, or demoted between institutions may not be able to retain his/her approved
vacation schedule. An employee who is transferred, promoted, or demoted within his/her
institution shall retain his or her approved vacation schedule. Employees who request
adjustments to their approved segments due to a change in work schedule, shall submit
such request within thirty (30) calendar days from the date of the schedule change, when
possible.

ARTICLE 22
MISCELLANEOUS LEAVE

22.1 Jury Duty. An employee shall be allowed to participate as a jury member
during his/her scheduled work hours without loss of pay or appropriate benefits.
Employees shall promptly inform Management when notified by the courts of his/her
Jjury duty selection.
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22.2 Family/Medical Leave. Management will approve the appropriate leave
for absences which meet the criteria under the Family Medical Leave Act and Shared
Leave Program as designated by agency policy and in accordance with State and Federal
law.

22,3 Medical Appointments. Employees shall notify Management *of
scheduled medical appointments. Such notice shall be provided not less than seventy-
two (72) hours, if possible, of the employee scheduling an appointment.

22.4 Military Leave And Notification. Employees shall notify Management
of his/her fifteen (15) calendar days active duty training no later than Qctober 31 of each
year. All other military duty dates (to include weekend drills) shall be submitted to
Management upon receipt of such orders. Employees shall attempt to schedule such
leave on his/her regular days off. Management shall grant military leave in accordance
with applicable laws. Any employee called to military service shall be entitled to return
to their position at the end of such service.

ARTICLE 23
SICK LEAVE/UNSCHEDULED LEAVE

23.1 Regular Attendance. Management and the Union agree that regular
attendance by all employees is critical to successful individual and team job performance
and to accomplish the mission of the agency.

23.2 Scope of Article. This article applies to all leave that has not been
requested and/or approved in advance of the absence.

23.3 Use of Accrued Leave. Employees may use their accrued leave as
provided for in the Merit System Rules. Management may require a physician’s
statement or on-going medical verification under any of the following circumstances:

(A)  Any illness which causes an employee to be absent for more than ten (10)
consecutive work days, or;

(B) The employee has demonstrated a pattern (e.g. unscheduled leave use
before or after a scheduled day off) in the use of unscheduled leave, or;

(C) To assess whether the employee is seeking to return to work too soon
following an illness or injury, or;

(D) To assess whether it is necessary to protect co-workers or clients from
contagious illness; or

(E)  Asprovided in Article 17.
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When a physician’s statement is required by Management it shall include the general
reason or circumstance for the employee’s absence, and an estimated duration of the
absence. In those cases where a physician is releasing an employee to work with
restrictions, notification shall be provided to the institution twenty-four (24) hours prior
to the employee’s scheduled work shift in order for Management to determine if work is”
available for the employee within their existing job classification. Management shall
approve available accrued leave for the employee during the process of evaluating
accommodation options.

23.4 Leave Of Absence Without Pay. When a permanent employee, due to
iliness exhausts all accrued sick leave, Local Management, when requested by the
employee, may authorize a leave of absence without pay. The employee shall have the
option of utilizing any or all accrued leave prior to requesting leave without pay.
Management may proceed with a disability separation in accordance with the Merit
System Rules.

23.5 Unscheduled Leave Use: References In Employee Development and
Performance Plan (EDPP). An employee’s use of unscheduled leave may be referred to
in an employee’s EDPP when leave abuse has been documented or:

(A) The employee has demonstrated a pattern (e.g. unscheduled leave use
before or after a scheduled day off) in their use of unscheduled leave, or;

(B) The employee calls in sick after being denied vacation leave,
compensatory time, or authorized leave without pay.

However, the mere utilization by an employee of a set number of hours of leave shall not
be sufficient to establish that an employee is abusing sick leave. The employee shall be
afforded an opportunity to explain the circumstances surrounding his/her unscheduled
leave use prior to any reference being placed in the employee’s EDPP.  If reference is
made to use of unscheduled leave in the employee’s EDPP, the employee shall be
permitted to submit a statement of rebuttal.

23.6 Unscheduled Leave Abuse: Medical Verification. When Management
suspects unscheduled leave abuse, the employee will be provided the opportunity to
explain the circumstances surrounding his/her unscheduled leave use prior to placing the
employee on medical verification. A medical verification requirement shall only be
made by the Appointing Authority or designee. When an employee has been placed on
medical verification, the employee may request a review of the requirement after ninety
(90) calendar days. The employee will be advised of Management’s decision following
the review.

23.7 Leave Request Form After Absence. Employees shall complete a Leave

Request form for any unscheduled leave taken irnmediately upon his/her return to work.
The employee shall state the general reason or circumstance for leave requested on the

46



Leave Request form so that Management will have a reasonable understanding of the
request in order to determine that it is in keeping with the Merit System Rules. Failure to
properly complete and submit a leave slip within the pay period may result in the absence
being treated as an unauthorized leave without pay.

23.8 No Additional Documentation Or Justification Required. Employées
shall not be required to document or justify any leave taken due to illness for themselves
or a family member after thirty (30) calendar days from the date of return from a specific
absence, provided the requirements of Article 23.7 have been followed.

ARTICLE 24
MEALS

24.1 Unscheduled Overtime. Employees having to respond to unscheduled
overtime requiring work during breakfast, lunch or dinner, which meals would have
otherwise been eaten at home, shall receive said meal at institution expense, whether or
not such meal occurs during the overtime period.

24.2 Swing Shift Holdovers. Available food shall be provided at institution
expense to those swing shift staff required to work two (2) hours or more into the next
succeeding shift.

24.3 Interrupted Meals. Employees purchasing meals in institution dining
facilities who must return to duty without benefit of finishing the meal shall be
reimbursed for its cost.

244 Work During A Scheduled Meal Period. Scheduled workweek
employees who are on a scheduled meal period and are directed to perform work shall be
compensated at the overtime rate.

24.5 Meal Tickets. The price of employee meal tickets shall be reviewed and
adjusted annually as determined by Management.

ARTICLE 25
PARKING

Management shall ensure adequate parking space adjacent to or within reasonable
distance from each work location. Where a work location is separated from the parking
location by a body of water, and where such parking space is not within reasonable
walking distance to the boat dock facility, Management shall provide adequate
transportation for employees reporting for duty during each work period.
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ARTICLE 26
PROPERTY AND LITIGATION DEFENSE

20.1 Private Vehicle Use, The use of an employee’s private vehicle in the
performance of agency business shall not be required by Management without the
concurrence of the employee. Reimbursement for mileage for authorized travel by
private car shall be at the maximum rate allowable.

26.2 Damage To Personal Property. Management agrees to reimburse
employees for personal property damaged in the proper performance of their duties. The
amount of reimbursement and the items, which are eligible for reimbursement, may be
limited by agency policy. Such damage claims are to be processed by Local
Management without undue delay following receipt of the claim from the employee.

26.3 Litigation Defense. Any employee, against whom a legal action has been
filed relating to the performance of his/her duties, may request legal defense by the
Office of the Attorney General in accordance with RCW 4.92.060 and 070 and agency
policy. The employee and Management must cooperate fully with the Office of the
Attorney General in furnishing any documents, depositions or other assistance necessary
for the defense of the action.

ARTICLE 27
UNIFORMS AND CLOTHING

27.1 Professional Standards. Management and the Union agree that
professional image and personal appearance is important. All staff are expected to be
dressed in a professional manner consistent with their work assignment and safety
standards. Both Management and the Union recognize that inappropriate dress can create
individual or group safety and security concerns.

27.2 Required Custody Uniforms. Management shall furnish required
professional quality and gender appropriate uniforms for custody as follows:

(a) Three (3) BDU style pants;

(b) Three (3) BDU style — two (2) pocket long sleeve shirts;

(c) Three (3) BDU style — two (2) pocket short sleeve shirts; and, as
necessary

(d) Safety, cold, and/or foul weather apparel, including jackets and
hats,

As determined by local Management, duty belts shall be provided to positions whose
duties require them. Issuance of these uniforms will be by attrition and based on the
availability of funds. Any accessory items (to include shoes) worn with the custody
uniform shall be dark in color, unless the wearing would cause or aggravate a
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documented medical condition. Custody personnel shall be furnished badges by
Management.

27.3 Non-Custody Personnel Covered. If Management determines that
uniforms are required for food service, health services, maintenance, and/or recreation
staff in accordance with agency policy, Management shall furnish professional quality
and gender appropriate uniforms. In addition, Management may furnish professional
quality and gender appropriate uniforms for other personnel on an institution-by-
institution basis.

274 Laundering and Maintenance. Uniforms shall be maintained and
laundered at institution expense at a location chosen by Management. Management will
not incur the cost if an employee chooses to maintain and launder his/her uniform at a
different location.

27.5 Damage or Loss of Required Uniforms. Staff members will not be
liable for damage to or loss of issued uniforms resulting from normal wear and tear,
damage incurred in the performance of duties, or unavoidable loss. Staff members will
be liable for loss of or damage to issued uniforms resulting from their own negligence or
unauthorized actions.

ARTICLE 28
PROBATIONARY/TRIAL SERVICE PERIOD
REVIEW PROCEDURE

28.1 Purpose, Training And Standards. The probationary/trial service period
provides Management the opportunity to observe an employee’s work. Management will
provide training and aid the employee in adjustment to the position. Management will
have the right to terminate/revert any probationary/trial service employee who fails to
meet required standards. Required standards shall be in writing or otherwise provided for
in training or supervisory instruction.

28.2 Probationary Period. The probationary period for all job classifications,
except Correctional Officer I, shall be six (6) months in duration unless the Personnel
Resources Board determines a longer period is required. The probationary period for
Correctional Officer II shall be twelve (12) months. The probationary period shall begin
on the first day of an employee’s probationary appointment and may only be extended in
accordance with the Merit System Rules.

28.3 Notification And Reason For Termination. If Local Management
determines to terminate/revert a probationary/trial service employee for failure to meet
required standards, Management shall furnish the employee with written notice of the
termination/reversion, stating the documented reasons.
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284 Review Procedure. Any probationary/trial service employee so notified
may request and receive a review of the termination/reversion by the Secretary or
designee. Such review must be requested within fourteen (14) calendar days from the
effective date of the written termination/reversion notice. This request, however, shall
not act as a suspension of the designated termination date. Such probationary/trial
service employee shall have no other avenue of review established under this Agreement.

ARTICLE 29
PERSONNEL FILES

29.1 Personnel File And Working File. Management shall maintain a central
personnel file for each employee. The immediate supervisor may also keep a working
file for annual performance evaluation purposes. All working file material shall be
purged after completion of the employee’s annual Employee Development and
Performance Plan. All material from files maintained by Management shall only be used
or released when required by a regulatory agency, or in defense of an appeal or legal
action.

29.2 Information And Access. Information contained within and access to
employees’ personnel files will be in accordance with Department policy and Merit
System Rules. Inmates of the institution and other unauthorized persons shall not have
access to employee personnel files or other personal data relating to staff.

29.3 File Review and Copies. Upon request, each employee and/or
representative with written authorization from the employee shall have the right, with
reasonable notice to Management to review his/her personnel file and/or supervisor’s
working file during normal working hours. The employee may have one copy of any
information contained in either file; however, Management reserves the right to charge
duplication costs for additional copies. Reasonable duplication fees shall be set by
Management.

29.4 Employee Responses. The employee shall have the right to place into
his/her personnel file or working file a written response to any matters in either file.

29.5 Notification Of File Information. Material placed into the employee’s
personnel file relating to job performance shall be brought to the employee’s attention.
Anything corrective in natore placed in the employee’s working file will also be brought
to the employee’s attention. The employee may challenge the propriety of including it in
the file.

29.6 Disclosure of Personnel File Information. Upon receipt of any court
order, subpoena or public disclosure request secking personnel file information,
Management shall notify the employee. In such circumstances, Management shall
provide the following to the affected employee:
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(A)
(B)

©

30.1

A copy of the request;

An opportunity to express any concerns s’he may have regarding the
request; and,

A copy of the documents/information from the personnel file to ‘be

disclosed in advance of its disclosure so that the employee may seek a
protective order for the information.

ARTICLE 30
PERFORMANCE EVALUATIONS

Policy And Rules. Employee Development and Performance Plans shall

be processed in accordance with agency policy and Merit System Rules.

30.2

Purpose. The purpose of an EDPP is to inform the employee of the

supervisor’s perception of the employee’s job performance and to enhance
communication between the employee and supervisor. Performance evaluations should
be substantive in their review of an employee’s performance.

30.3

(a)

®

(©)

(d

Procedure. An EDPP shall be processed utilizing the following steps:

Preview session. The immediate supervisor and the employee shail meet
and discuss the process to be followed. During the session a review of the
current classification questionnaire, previous performance expectations
and relevant performance elements shall also occur.

Preparation of Drafts. Separate and apart from one another, the immediate
supervisor and the employee shall prepare Part I. Performance Feedback,
Part II: Future Performance Expectations, and Part III: Future Training
and Development. The employee shall also complete Part IV:
Organizational Support. '

Feedback Session. During the feedback session, the supervisor and the
employee shall meet and discuss their drafts of Part I through Part IIT and
Part IV as completed by the employee.

Completion and Signatures. The immediate supervisor shall prepare the
final EDPP and shall include verbatim Part IV as submitted by the
employee. The immediate supervisor shall sign the final EDPP and shall
share it with the employee. The EDPP shall be considered complete on
the date the evaluating supervisor signs the assessment. The employee
shall sign and return the EDPP within seven (7) calendar days of its
receipt. The employee’s signature shall not constitute agreement with the
contents of the evaluation. During the seven (7) calendar-day period the
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employee may request an appointment for further discussion with the
immediate supervisor and the reviewer. The employee shall be provided
with a copy of the final EDPP. Upon request, the employee shall be
entitled to Union representation during such discussion. The role of the
representative is that of an observer and advisor to the employee.

30.4 Appeal Rights. The evaluation process is subject to the grievance
procedure or the rule violation appeal process at the option of the employee. Employees
who elect to appeal such alleged violations to the Personnel Appeals Board shall not
pursue a grievance over the same issues. Specific contents of the evaluation are not
subject to the grievance procedure.

ARTICLE 31
REDUCTION-IN-FORCE

The agency Reduction-In-Force procedure approved by and currently on file with
the Director of the Department of Personnel shall remain in effect unless modified
through the Statewide Union/Managemeni Committee process as provided in this
Agreement.

ARTICLE 32
STRIKES AND LOCKOUTS

32.1 No Strikes or Lockouts. It is mutually agreed that neither party shall
directly or indirectly authorize, cause, assist, encourage, participate in, ratify or condone
any strike (whether economic, unfair labor practice, or sympathy strikes) lockouts, or
other slowdown or cessation of work.

32.2 No Authority To Interrupt Operations. Shop Stewards have no
authority to take any action interrupting the Management’s business. Management
recognizes this limitation upon the authorized Shop Stewards and shall not hold the union
liable for any unauthorized acts.

ARTICLE 33
YOLUNTEERS AND GUARDIANS

33.1 Volunteers and Guardians. Management will utilize volunteers and
guardians only to the extent that they will supplement and not supplant classified
bargaining unit employees.

33.2 Work With Volunteers and Guardians. Employees shall work
collaboratively with volunteers and guardians to enhance community partnerships,
community safety and influence offender behavior. Volunteers and guardians shall not
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act in any supervisory capacity over bargaining unit members and shall abide by the
security requirements of the institution.

ARTICLE 34
CONTRACTING OUT

34.1 Contract and Subcontract Services. Management retains those rights
based upon law or state rules and regulations to contract and subcontract services.
Management will not, however, contract or sub-contract services when such action would
have the effect of terminating classified institution employees or employee positions
within the bargaining unit existing at the time of the execution or renewal of the contract,

34.2 New Or Additional Work. Except as authorized by current law, it is
further agreed that Management shall not contract or subcontract for services for new
programs or expansion of existing programs which are to be accomplished under
substantially the same conditions and in the same manner as those historically performed
by classified employees within the institution.

ARTICLE 35
PRINTING OF AGREEMENT

351 Printing And Distribution. Management shall have this Agreement
printed. Management agrees to provide one copy to each cuirent employee and to each
subsequently appointed employee as soon as practicable following the employee’s first
day of work. The cost of printing such copies of the Agreement shall be borne equally by
Management and the Union.

35.2 Additional Copies. The cost of printing of any additional copies of the
Agreement, which may be requested by the Unton, shall be borne by the Union.
Employees who have been furnished a copy of the Agreement shall obtain subsequent
copies of the Agreement from the Union.

ARTICLE 36
SAVINGS CLAUSE

36.1 Savings Clause. If any provision of this Agreement or the application of
such provision is rendered or declared invalid by a court action, or Personnel Resources
Board action or by reason of any existing or subsequently enacted legislation, all other
provision of this Agreement shall remain in full force and effect for the duration of this
Agreement.

36.2 Subordination Clause. If any provisions of this Agreement are found to
be in conflict with the laws, statutes, rules or regulations of the United States of America
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or the State of Washington, those laws, statutes, rules or regulations shall take
precedence, and the parties shall meet to try to negotiate substitute provisions to those
found to be in conflict.

ARTICLE 37
ENTIRE AGREEMENT

The Agreement expressed herein, in writing, constitutes the entire Agreement
between the parties and no express or implied statements, actions, or previously written
or oral statements shall add to or supersede any of its provisions. Both Management and
the Union acknowledge that during the negotiations which resulted in this Agreement,
each had the unlimited right and opportunity to make demands and proposals with respect
to any subject or matter appropriate for collective bargaining, 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. Nothing herein shall be construed as a waiver of the
Union’s collective bargaining rights with respect to changes in matters, which are
mandatorily negotiable under the law.

ARTICLE 38
TERM OF AGREEMENT

38.1 Duration. All provisions of this Agreement shall continue to be in force
and effect beginning immediately upon the date of signature or thirty (30) calendar days
after ratification, whichever is later, through June 30, 2005; however, the current
Agreement in effect prior to the signing of this Agreement shall remain in full force and
effect until a successor Agreement is effective. Either the Secretary, Department of
Corrections or the Secretary-Treasurer of the Union may call for renegotiation of any or
all parts of the Agreement no sooner than ninety (90) nor later than sixty (60) calendar
days prior to the termination date by submission of such request, in writing, to the other
party. Upon such notice being given, negotiations shall begin as soon as practicable, but
no later than thirty (30) calendar days subsequent to the date of such notice. In the
absence of such notice by either party, this Agreement shall automatically be extended
for twelve (12) months. Nothing in this paragraph shall preclude the Union from entering
into negotiations with the agency’s designee under the Personnel Systems Reform Act of
2002 during calendar year 2004,
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38.2 Reopening By Mutual Agreement. This agreement may be reopened
during its effective term by mutual consent of both Parties. Al requests for negotiations
or conferences shall be in writing and shall specify items proposed for consideration.
Any additions to this Agreement shall be in writing and signed by the Union and
Management. ' :

_ WITNESS WHEREOF the Parties hereto have set their hands this 3 day
of S, , 2004.
-/

TEAMSTERS LOCAL UNION NO. 117

ohn A. Williams, Secretary-Treasurer

DEPARTMENT OF CORRECTIONS

By:  Eldon Vail, Deputy Secretary
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