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AGREEMENT

AGREEMENT made as of the 1st day of January, 2003, by and between
the AMERICAN CIVIL LIBERTIES UNION, INC., and the AMERICAN CIVIL
LIBERTIES UNION FOUNDATION, 125 Broad Street, New York, New York 10004
(hereinafter collectively called the “Employer”) and LOCAL 2110, U.AW. AFL-CIO, 113
University Place, 5th Floor, New York, New York 10003 (hereinafter called the “Union”)
for and on behalf of itself, and employees now employed or hereafler 1o be employed by

the Employer and collectively designated as employees.

WITNESSETH:

WHEREAS, the Employer recognizes the Union aforesaid as the only

Union representing employees covered by this Agreement and agrees to deal
collectively only with this Union;

The parties hereto, desiring to establish harmonious labor-management
relations and to clearly define obligations, do hereby agree as follows:

ARTICLE 1 - RECOGNITION

(1)  The Employer recognizes the Union as the only collective
bargamlng agent for all full-time and part-time clerical employees employed by the
American Civil Liberties Union, Inc., and the American Civil Liberties Union Foundation,
including its Special Projects, but excluding the Secretary/ Assistant to the Executive
Director, the Special Assistant to the Director of Administration and Finance, the
Executive Assistant to the Human Resources Director and professional employees and
supervisors as defined by the National Labor Relations Act.

(2) The Employer agrees lo recognize and deal with such

representatives of the Union as the Union may designate, subject only to refusals which
the law permits.
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ARTICLE 2 - UNION SHOP

(1) It shall be a condition of employment that all employees covered by
this Agreement who are members of the Union in good standing on the effective date of

this Agreement shall remain members in good standing for the entire term of this
Agreement, and those who are not members on the efiective date of this Agreement
shall, on the thirtieth (30th) day following the effective date of this Agreement, or on the
thirtieth (30th) day following the beginning of their employment, whichever is later,
become and remain members in good standing in the Union.

(2) In the application of paragraph (1) above, when the Empioyer is
notified by the Union in writing that an empioyee is delinquent in payment of Union
dues, or has failed within the time prescribed by the Union to make proper application
and pay the required initiation fee, the Employer shall terminate such employee within
fifteen (15) days of such notice, unless prior 1o the expiration of the fifteen (15} day

period, the Union has notified the Employer that the employee is in good standing.

(3) Upon presentation to the Employer of an employee's written
authorization to deduct from his/her wages, dues and initiation fees, the Employer shali
deduct such sums of money from that employee’s wages. Such form shall be at all
times in compliance with applicable law. Upon the Employer’s request, the Union shall
provide the Employer with a certification of the amount of its dues and initiation fee.

The' Employer will notify the Union promptly of any revocation of any authorization
received by it.

ARTICLE 3 - PROBATIONARY PERIOD

(1) Any new employee shall serve a probationary period of eight (8)
weeks before said employee shall be considered permanent. Upon mutual agreement
between the parties and the employee involved, the probationary period may be
exlended twice, each exiension being for an additional four (4) weeks. No layoff or

discharge during the probationary period shall be subject to the grievance and
arbitration procedure.
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(2) In the event any probationary employee's employment has
exceeded four (4) weeks, then said probationary employee shall be entitled 1o a
performance review during the fifth week of employment by his/her immediate
supervisor, which review shall be in the presence of a Shop Steward and the
management person in charge of personnel. The nature of said employment review
shall not be subject to grievance or arbitration. The sole remedy for the Employer's
failure to comply with said review procedure prior 1o the time the probationary employee
shall have been terminated shali be: (a) 2 performance review; and (b) a reinstatement
for an additional probationary period of up to four (4) consecutive weeks. Any layoff or

discharge during this additional probationary period shall not be subject to grievance
and arbitration.

ARTICLE 4 - SENIORITY AND LAYOFF

(1)  Ali persons who have completed their probationary period shall be

considered permanent employees and their seniority rights shall date from the first date
of employment.

(2) Al layoffs shall be in the inverse order of seniority within each job
classification, i.e., the last person hired within a job classification shall be the first
person laid off in that job classification. In the event of a layoff, at least two weeks'’
notice shall be given and after layoff notice is given, the employee shall be granted paid
time .off not 1o exceed ten (10} hours per week to look for another job. Each employee
laid off shall be placed on a rehire list by job classification and recall rights shall be
governed by Aricle 5 hereof. Employees laid off for a period of one year shall be
removed from such rehire list. For the purpose of this paragraph, all secretaries shall
be considered one job classification, and all legal secretaries and secretary/assistants
shall be considered one job classification. In the event of a layoff, the senior person(s)
in a job classification who has the ability to perform the required work, based on such
standards as efficiency, experience, skills and iraining and the Employer's reasonable
anticipation as to the applicant's capacity to perform the paricular job, shall be given

preference. Except as provided for and contemplated by Article 37, Technological
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Change, no employee will be placed on layoff status as a result of the introduction of
automaled office equipment.

ARTICLE 5 - NEW WORKERS

(1) Whenever the Employer shall require new workers in ahy job
classification, it shall first offer employment to the senior worker, if any, in that job
classification who may have been laid off. A refusal of re-employment shall not be a
waiver of further re-employment rights under this article. The Employer shall offer

employment hereunder by letler and it shali provide the shop steward with a copy.

(2) In the event that the job is not filled pursuant 1o paragraph (1)
above, then the job shall be posted on the bulletin board with the salary and job
description and only those employees in the department in which the job opening
occurs shall have three (3) working days from posting to apply. The Employer shall
consider such applicants, if any, upon such standards as efficiency, experi.énce, skills
and training and the Employer’s reasonable anticipation as to the applicant’s capacity to
perform the particular job, and all other qualifications being equal, the senior employee
in the department (the one with the longest employment service) shall be given
preference. Such position, if any, shall not be deemed final until the completion of the
regular probationary period for new empioyees. In the event the probationary period is

not completed, the employee shall be entitled to the employee’s original job.

(3) In the event the job is not filled pursuant o paragraph (2) above,
then the job shall be posted on the bulletin board with salary and job description for
those employees remaining in the shop who shall have three (3) working days from
posting to apply. The Employer shall consider such applicants, if any, upon such
standards as efficiency, experience, skills and training and the Employer's reasonable
anticipation as to the applicant’s capacity 10 perform the particuiar job and, all other
qualifications being equal, the senior employee (the one with the iongest employment
service) shall be given preference. Such position, if any, shall not be deemed final unti

the completion of the 'regular probationary period for new employees. In the event the
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probationary period is not completed, the employee shall be entitled to the employee’s

original job.

(4)  In the event the job is not filled pursuant to paragraph (3) above,
the Employer shall give written notice of the job opening together with the salary and job
description to all other laid off employees who shall have a period of three (3) days from
notice of said position to apply therefor. The Employer shall consider such applicants, if
any. upon such standards as efficiency, experience, skills and training and the
Employer's reasonable anlicipation as 10 the applicant's capacity to perform the
particular job and all other qualifications being equal, the senior employee (the one with
the longest employment service) shall be given preference. Such position, if any, shall
not be deemed final until the completion of the probationary period for new employees.
In the event the probationary period is not completed, the employee may return to layoft
status without loss of any seniority and shall be given seniority credit for the time spent

pursuant to this paragraph. The Employer shall notify hereunder by letter and shall
provide the shop steward with a copy.

(5) If the position is not filled pursuant to paragraph (4) above, the
Employer shall afford Local 2110's employment office the opporiunity to supply
applicants within two (2) work days after notice thereto. The services of Local 2110’s
employment office are available to union and non-union members alike. Considerations
such.as union membership, union policies, by-laws or union constitutional provisions do
not play any part in the selection of applicants. The Employer shall consider such
applicants, if any, upon such standards as efficiency, experience, skills and training and

the Employer's reasonable anticipation as to the applicant’s capacity 10 perform the
particular job.

(6) if the position is not filled pursuant to paragraphs (1), (2), (3), (4) or
(5) above, the Employer may fill the position from any other source.

(7) New workers or recalled workers hereunder shall be notified in

writing, with a copy lo the Shop Steward, that it is a rule of Local 2110 that all
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employees are required upon hiring 1o report to the Local 2110 employment office for
purposes of registering.

(8)  All persons, except those hired pursuant to Aricle 35(1), upon

being hired, shall be given a copy of this Agreement to be supplied to the Employér‘by
the Union.

ARTICLE 6 - HOURS AND OVERTIME

(1) The work week shall consist of thinty-five (35) hours within five (5)
consecutive days, Monday through Friday.

(2)  The work day of full-ime employment shall consist of seven (7)
hours falling within eight (8) consecutive hours. The work schedules baséa upon
department needs, shall lie between 8:00 am. and 6:00 p.m. Changes of regular hours
shall be permitted, provided (a) that they are for legitimate business reasons; (b) that
they are upon thirty (30) calendar days’ advance notice; (c) that they are not made with
respect to an individual employee more than one (1) time in any twelve (12) month
period; (d) that in advance of the notice period set forth in (b) above, the contemplated
change is discussed with the Union and the afiected employee; and (e) that on each

occasion the change shall not vary an employee's starting time by more than sixty (60)
minutes.

(3) Overtime work must be authorized by the supervisor. Overtime

shall be voluntary. It is recognized, however. that from time to time overtime may be
necessary to meet the Employer's needs.

(4) All authorized overtime in excess of seven (7) hours in any day or
thirty-five (35) hours in any week, shall be compensated for in cash or time off at the
rate of time and one-half, providing that the employee signify at the time over-time is
worked as 1o compensaiory preference. Compensatory time shall be taken at a time
mutually agreeable to the employee and the immediate supervisor. Overtime shall be
compuled in one-quarter (1/4) hour amounts and paid for each one-quarter hour or
major fraction. No overtime will be paid for fifieen (15) minutes or less.
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(5)  All work performed on Saturdays or Sundays shall be compensated
for at the rate of double time. All work performed on holidays shall be compensated for

al double time plus the holiday pay required in Article 9.

(6)  All employees shall be entitled 10 two (2) fifteen (15) minute paid

rest periods during the working day, one in the morning and one in the afternoon.

(7)  Lunch money shall be $5.00 it shall be paid to an employee

working four (4) or more hours on a Saturday. Sunday. holiday or on the employee’s
day off.

Supper money shall be $7.00. |t shall be paid to any employee
working two (2) or more hours overtime on a regular work day or during the late

afternoon or evening on a Saturday, Sunday, holiday or on the employee’s day off.

In order to receive reimbursement, a receipt must be obtained and
presented to the Employer.

Lunch or supper breaks for which lunch or supper money is paid
shall not be compensable as overtime.

(8) Employees who are late 15 or more minutes in coming or returning
to work shall be docked accordingly.

(9)  Triple time will be paid for all work after midnight.

(10) Up to $8.50 taxi fare from office to home or to an after work
appointment shall be paid to an employee working after 7:00 p.m. or sunset, whichever
is later. Full 1axi fare from office 10 home or to an after work appointment shall be paid
to an employee working until 10:00 p.m. or later. For people who live in the suburbs,
the Employer shali pay for taxi fare from the office to the appropriate train or bus station
in New York City, and from the train or bus stalion nearest to the employee’s home. In
order to receive reimbursement, a receipt must be obtained and presented to the

Employer. If the receipt is other than a meter-generated receipt, it must be on a form or
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card signed by the driver and must

charged.

identify the date, the taxi company and the fare

(11)  Each employee shall be guaranteed fifteen (15) extra minutes time
off with pay for cashing ACLU salary checks on pay day. This provision shall not apply

10 any employee who uses direct electronic deposit or any other non-check process.

ARTICLE 7 - MINIMUM SALARIES

(1)  Minimum Hiring Rates

Grade January 1, January 1, April 1, April 1, April 1,
2003 2004 2005 2006 2007

' $487.43 506.92 527.20 543.02 564.74

I 516.37 537.03 558.51 575.26 508.27

I 531.17 552.42 574.51 591.75 615.42

(2) For Grade | only, in the event a new employee is hired in a Grade |
job classification at a rate over and above what an existing Grade | employee earns,
then the existing Grade | employee's salary will be brought up to the rate of the newly

hired employee.

(3)  Cost-of-Living Adjustment

(@) In the event the Consumer-Price-Index for Urban Wage
Earners and Clerical Workers (“CP1-W”) for New York and North Eastern New Jersey
for June 2004 to June 2005 increases by six percent (6%) over the CPI-W for June
2003 to June 2004, then the minimum hiring rates shall be increased on July 1, 2005,
by a cost-of-living adjustment ("COLA") based on the percentage increase in the CPI-W
over six percent (6%), but only up to an increase of eleven percent (11%) (i.e., a

maximum pay-out of five percent (5%).

(b) In the event the Consumer-Price-Index for Urban Wage Earners and Clerical

Workers (“CPI-W") for New York and North Eastern New Jersey for June 2005 to June
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2006 increases by six percent (6%) over the CPI-W for June 2004 to June 2005, then
the minimum hiring rates shall be increased on July 1, 2006, by a cost-of-living
adjustment ("COLA") based on the percentage increase in the CPI-W over six percent
(6%), but only up lo an increase of eleven percent (11%) (i.e., @ maximum pay-out”of

five percent (5%).

(c) In the event the Consumer-Price-Index for Urban Wage Earners and Clerical
Workers ("CPI-W”) for New York and North Eastern New Jersey for June 2006 to June
2007 increases by six percent (6%) over the CPI-W for June 2005 to June 2006, then
the minimum hiring rates shall be increased on July 1, 2007, by a cost-of-living
adjustment ("COLA") based on the percentage increase in the CPI-W over six percent

(6%), but only up to an increase of eleven percent (11%) (i.e., a maximum pay-out of
five percent (5%).

ARTICLE 8 - WAGES

(1) Effective January 1, 2003, all employees employed as of that date
shall receive an increase in his/her weekly salary then in effect of four percent (4%).

(2) Effective January 1, 2004, all employees emp'loyed as of that date

shall receive an increase in his/her weekly salary then in effect of four percent (4%).

(3)  Effective April 1, 2005, all employees employed as of that date shall

receive an increase in his/her weekly salary then in effect of four percent (4%).

(4) Effective April 1, 2006, all employees employed as of that date shall
receive an increase in his/her weekly salary then in effect of three percent (3%).

(5) Effective April 1, 2007, all employees employed as of that date shall

receive an increase in his/her weekly salary then in effect of four percent (4%).

(6) Cost-of-Living Adjustment

(a) In the event the Consumer-Price-Index for Urban Wage
Earners and Clerical Workers (“CPI-W") for New York and North Eastern New Jersey
for June 2003 to June 2004 increases by six percent (6%) over the CPI-W for June
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2002 to June 2003, then ali employees empioyed for six (6) months or more on July 1,

2004 shall receive on July 1, 2004, a cost-of-fiving adjustment ("COLA"
percentage increase in the CPI-W over six percent (6%)

based on the

. but only up to an increase of
eleven percent (11%) (i.e.. a maximum pay-out of five percent (5%).

(b} In the event the Consumer-Price-index for Urban Wage
Earners and Clerical Workers ("CPI-W") for New York and North Eastern New Jersey
for June 2004 to June 2005 increases by six percent (6%) over the CPI-W for June
2003 to June 2004, then all employees employed for six (6) months or more on July 1,
2005 shall receive on July 1. 2005, a cost-of-living adjustment (“COLA") based.on the
percentage increase in the CPI-W over six percent (6%), but oniy up to an increase of

eieven percent (11%) (Le., a maximum pay-out of five percent (5%).

{c) In the event the Consumer-Price-Index for Urban Wage Earners and Clerical
Workers ("CPI-W”) for New York and North Eastern New Jersey for June 2005 to June
2006 increases by six percent (6%) over the CPI-W for June 2004 to June 2005, then all
employees employed for six (6) months or more on July 1, 2006 shall receive on July 1,
2006, a cost-of-living adjustment (*COLA") based on the percentage increase in the

CPI-W over six percent (6%), but only up 10 an increase of eleven percent (11%) (i.e., a
maximum pay-out of five percent (5%).

(d) In the event the Consumer-Price-Index for Urban Wage Earners
and Clerical Workers ("CPI-W™) for New York and North Eastern New Jersey for June
2006 to June 2007 increases by six percent (6%) over the CPI-W for June 2005 to June
2006, then all employees employed for six (6) months or more on July 1, 2006 shall
receive on July 1, 2007, a cost-of-living adjustment (“COLA”") based on the percentage
increase in the CPI-W over six percent (6%), but only up to an increase of eleven

percent (11%) (.., a maximum pay-out of five percent (5%).

(7) Promotional Increase - Whenever an employee is promoted from
one grade to a higher grade that employee shall receive a promotional increase of
$10.00 per week or the new minimum, whichever is higher.
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(8) Secretarial Increment -- Any employee in the job classification of

Secretary who is regularly assigned 10 work for three (3) or more other persons shall

receive a weekly increment of $10.00 for each week sO assigned.

ARTICLE 9 - HOLIDAYS

(1) Employees shall be paid for the following holidays whether or not
they work on said days: New Year's Day; Lincoln's Birthday; Washington's Birthday;
Memorial Day; lhdependence Day; Labor Day; Columbus Day; Veteran's Day; Martin
Luther King's Birthday; Thanksgiving Day; the day after Thanksgiving; and Chrisimas
Day. On Election Day, one-half days' time shall be granted for all employees, whether
or not they shall be.eligible to vote. If any enumerated holiday falls on a Sunday, it shall

be observed on the following Monday. If any enumeraied holiday falls on a Saturday, it
shall be observed on the preceding Friday.

{2) No employee shall be required to work on a holiday, without the

employee’s consent. The Union’s consent shall also be required except in case of an
emergency.

(3) Each employee shall work the first four {(4) hours of his/her regular
schedule, without interruption for lunch, on Christmas Eve and New Year's Eve, but
shall be paid for a full days’ work.

ARTICLE 10 - VACATION
(1) Employees employed on or after January 1, 1988 shall be

governed by the following provision:

After one (1) month of émploymenl, employees shall accrue vacation
creditfor each complete month of service as follows:

(a) for each of the first 24 complele months of work, at the rate
of 1.25 days per month (15 days per year);
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(b)  for each of the 25th through and including the 60th complete
months of work, at the rate of 1.42 days per month (17 days per year);

(c) for each of the 61st through and including the 120th
complete months of work, at the rate of 1.83 days per month (22 days per year):

(d)  for the 121st complete month of work, and for each month
thereafter, at the rate of 2.08 days per month (25 days per year).

(2)  Employees employed prior to January 1, 1988 shall accrue
vacation as follows: less than ten (10) months of service, one day for each month of
service; atter ten months’ service, fifteen (15) working days per year; after two (2) years’
service, seventeen working days per year; after five (5) years’ service, twenty-fwo (22)

working days per year, afier ten (10) years’ service, twenty-five (25) working days per
year.

(3) Vacation season shall run from June 15 through Labor Day.
Employees are entlitled to take vacation at any time during the vacation season,
provided: (i) reasonable notice of the intent to take vacation is given to the ACLU: and
(i) the vacation period does not conflict with the vacation period requested by a more
senior employee in the same department with similar responsibilities. Regardiess of a
conflict, a request for vacation during this period shail not unreasonably be denied. This
shall-not be consirued to preclude the employer from granting any employee’s request

that part or all of his/her vacation be taken at some other time, which request shall not
unreasonably be denied.

(4) At the employee’s option, a maximum of five (5) unused vacation

days may be carried over from one year and added 1o the employee’s vacation in the
next year.

(5) Upon mutual agreement between the employee and the Employer,

a maximum of five (5) vacation days per year may be taken in money rather than time.
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ARTICLE 11 - SICK LEAVE

(1) ~ Employees employed prior o January 1, 1881 shall be governed by

the following provision:

(a)  After one month of employment, employees shall be granfed
sick leave with pay as follows: up-to one (1) year's employment, one day per month
with a maximum of ten (10) working days; from one year 10 three years’ employment,
twelve (12) working days a year; from three to five years’ employment, fifteen (13)

working days a year; after five years’ employment, twenty (20) working days a year.

{b) Unused sick leave may accumulate up to a maximum of
seventy (70) working days. '

(2) Employees employed on or afler January 1, 1981, shall be
governed by the following provision:

(a) Employees who have léss than one (1) year of service as of
January 1 shall be entitled to the following: Afier one (1) month of employment
employees shall be granted sick leave at the rate of one day per month with a maximum
of twelve (12) working days per year.

(b) Employees who have one (1) or more years of service as of
January 1 shall be entitled to twelve (12) sick days as of each January 1.

(c) Employees who have one or more years of service as of

January 1 may accumulate and carry over from one calendar year to the next a
maximum of twelve (12) sick days.

(3) All employees shall be governed by the following provision's in
addition 10 paragraphs (1) or (2) above, as the case may be:

(@)  An employee shall give notice of iliness no later than 10:30
a.m. and may be subjéct, at the Employer’s discretion, 1o loss of a day’s salary, if such

notice is not given. The employee is required to give such notice to the Human
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Resources Direclor, or in the event the Human Resources Director is not available, 1o
the swilchboard operator. Such notice is required on any day upon which the employee
is expected to be on the job; for example, if an employee calls in prior 1o 10:30 a.m. on
Monday and informs the Human Resources Director that he/she will not be in on
Monday and Tuesday, no call is required on Tuesday; but if that same employee is nbt
able 1o come 1o work on Wednesday, that employee is required 1o give another notice to
the Human Resources Direclor prior to 10:30 a.m. Wednesday morning. The Employer
may require proof of illness from a medical doctor or other health care practitioner

when, in its judgment, there is excessive use of sick leave or there appears 10 be a
pattern of abuse.

‘ (b) Empioyees who require medical care during working hours,
or who have medical appointments which could not have been scheduled except during
working hours, shall be allowed time off for these purposes by arrangement with the
Human Resources Director. Upon returning to work, the employee shall present a

doctor's certificate and the time off shall be charged 10 sick leave.

(c) Subject to the continued existence of the job, an employee
absent due to illness for a period of up 10 twelve (12) months within any two-year period

shall be entitled 1o his/her regular job upon return to work.

(d) When an employee becomes eligible to receive disability
benéfits, the Employer shall provide sick leave pay only in amounts equal to the
difference, if any, between the employee’s regular wages and disability benefits, and
any sick leave payments by the Employer shall continue until the full cash equivalent of

the sick leave pay provision in the Agreement has been paid to the employee.

ARTICLE 12 - PERSONAL DAYS

(N Each reguiar empioyee shall be granted up to a maximum of three
(3) additional days off each year, non-cumulatively. Al the employee's option, a
maximum of two (2) days’ sick leave each year may also be taken as personal days.
New employees and employees with less than twelve (12) months of service shall

accumulate personal days at the rate of one (1) day during each four (4} months of
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employment, and such employees shall be eligible to take only one (1) sick day as a

personal day during each six (6) months of employment.

(2)  Before personal lime may be taken by an employee, the supervisor
must be given at least one (1) day's notice. This one day’s notice requirement shall'be
waived with respect to one (1) personal day only, and only in the event that an

emergency exists which prevented the required one (1) day’s notice.

(3) Personal days may be taken before or ater a holiday or a vacation
period with mutual agreement between the Employer and the employee, which

agreement shall not be unreasonably withheld.

ARTICLE 13 - OTHER LEAVES '

(1) A maternity or paternity leave without pay of up to twenty-six (26)
weeks shall be granted 1o an employee who shall have been employed for at least one
(1) year as of the date of leave. This leave may commence at any time during the
employee’s or panner's pregnancy, provided at least four (4) weeks' advance notice in
writing is given. At the time of leave, the employee shall provide the Employer with the
exact amount of leave requested and a failure to return on the agreed upon date shall
be considered a voluntary quit uniess the failure 1o return is excusable under any other
provision of this Agreement. In the event of circumstances which require an extension
of a leave beyond that taken by the employee (but not in excess of the twenty-six (26)
week maximum), the employee shall be granted such an extension provided a request

therefor is made at least two (2) weeks prior to the original return date.

(2) Upon returning to work, the employee out on maternity or paternity
leave for at least one (1) month shall be given two (2) weeks pay. The employee shall

continue 1o accrue seniority rights during said leave.

(3) in the case of death in an employee’s immediate family, the
employee shall be granted a leave of absence with pay, not to exceed five (5) work
days without loss of seniority. Immediate family shall include and be limited to spouse

(or other person with whom the employee regularly cohabits, regardiess of sex), child,
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parent, brother, sister, grandparent, grandchild, aunt. uncle, father-in-‘law and

mother-in-law. As a condition of such leave, the employee shall submit the name of the

relative and proof of death. Such leave shall be used within fifteen (15) working days of
notice to the employee of the death.

(4)  The Employer will permit a leave of absence without pay for the
employee elecled or appointed 1o a full time position on 1he Union’s staff. Such leave of
absence shall continue for a period not in excess of one (1} year, without loss of status
of empioyment or seniority. The employee shali give four {4) weeks' advance notice of

the employee’s intended return to work.

(5) Leaves of absence for personal reasons without pay may be
mutually agreed upon in writing between the employee and the Employer. Any leave of
absence granted pursuant to this section shall be granted without loss of the

employee’s seniority.

ARTICLE 14 - CAREER-RELATED COURSES

Employees qualify, subject to the conditions set forth in this Article 14, to
take up to one-half day (three and one-half (3-1/2) hours) off per week for the purpose
of career study relating to ACLU work.

(1) No more than four (4) employees may participate in this program at
any one time and in no event shall more than one (1) employee per department

participate at any one time.

(2) Al time taken shall be made up pu'rsuant to a schedule established
jointly by supervisor, the Human Resources Director and the employee and, if a
schedule is not mutually agreed upon, pursuant to a schedule established reasonably

by the Employer, subject to the grievance and arbitration machinery contained herein.

(3)  Participation in the program is limited to taking a course(s) only

available during working hours considering that a course available during non-working
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