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Aaskans Working for Haska!

Congratulations on becoming an
ASEA/AFSCME Local 52 Steward!

The job of a steward is the most challenging, mestarding, and most important
job in our union. That's because you are on tbatftines of our fight to protect our

members’ rights and bring fair and decent treatrt@itte workplace.

Stewards have an immeasurable impact on the menfadéhs and belief in the
union. In the eyes of most State of Alaska Empleygeu are the union. The steward is
the one person our members see every day whengthéy work. Members and non-
members alike form their opinions about the uni@ifectiveness based, in large part, on
the actions of their steward. Those opinions thaveha ripple effect. They play a big

part in your co-workers decision to become an aativion member.

“Stewards are the Backbone of the Union.”

A union’s strength comes from good, old-fashionatdiwork. It comes from you,
the steward, carrying out a number of roles: leadeganizer, communicator,
representative, educator and problem solver. Yiluearn management'sespect. Your
union — will be stronger and better able to protearkers’ rights and fight for
improvement in wages, hours, working conditions qudlity of life on the job. You are
the backbone of ASEA/AFSCME Local 52.

Thank you for taking up these challenges that @omtfour union in the
21stcentury. Take great pride in being an ASEA/AFSCMIEal 52 steward.
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Section 9.00.000 of the
ASEA/AFSCME Local 52, AFL-CIO

Policies and Procedures



9.00.000 STEWARDS
The following procedures apply to all chapters.

9.01.000 GOALS

A.

To adhere to the principles set forth in the A#FSCME Local 52 Constitution and the AFSCME
Constitution, especially regarding the rights dfrmembers to duprocess and the presumption of
innocence until proven guilty.

To ensure that stewards perform their duties iesponsible, knowledgeable, aftbctive manner.

To ensure that stewards fulfill their “dutyfafr representation” to each and every member,awith
exception.

9.02.000 DUTIES AND RESPONSIBILITIES OF STEWARDS

The duties and responsibilities of stewards shath$ prescribed in the most current ASEA/AFSCMEalLoc
52’s and AFSCME International’s Stewards Handbook

9.03.000 TRAINING OF STEWARDS

A.

All stewards will receive ASEA/AFSCME Local 58r AFSCME steward training. It is the
responsibility of ASEA/AFSCME Local 52 professiorstaff to provide mandatory statewide basic
and advanced steward training at least every $im(@ths.

The steward must take the mandatory basicimgiwithin six (6) months after being elected or
appointed in accordance with 9.05.000.C.3. On# Business Manager may excuse an absence.
Two (2) consecutive unexcused absences from edhbasic or advanced training opportunity
following election or appointment shall result iecértification as a steward.

Following basic training, the steward shall piete at least four (4) hours of advanced steward
training annually. Failure to complete annual ambes training for two (2) unexcused consecutive
training opportunities when offered by the Uniomlshesult in decertification of the steward.

Chapter Chief Stewards shall provide trainingao interim basis. The ASEA professional staff wi
provide a training module for this purpose. Intetraining does not substitute for mandatory basic
and advanced statewide training.

When possible experienced and trained stewdualdd mentor less experienced stewards to provide
continuity of service to members and aid in thentray of stewards.

9.04.000 GUIDELINES FOR STEWARDS (Procedures)

A.

When working on members’ cases, it is stronglgommended that stewards workpairs. This
allows a primary and secondary steward to funcboneach case, provides a “witness” at key
meetings, and the secondary is available whenbegorimary steward is not available.



It is the duty of stewards to develop and mamégadetailed case file of written records and sdte
effectively represent the member. Stewards shtakd extensive notes during ameeting with
management.

The steward’s duty and role is to be an advoimatéhe member and not to be concerned with their
personal relationship with management. The steéwgydmary job is to protect and defend the
rights of every member.

If a member is in error, it is appropriate ftietsteward to provide counseling andirtform the
member of the potential repercussions. This cdingsmust always be conducted in private and not
communicated to management in any way.

On termination or written resignation as a stelvall confidential steward files shall be conveye

the appropriate business agent or Union office.

On termination or written resignation as a ckiefvard, all administrative files relating to thaties,
decisions, and chapter stewards shall be trandfeéar¢he successor chief steward. If the former
chief steward continues to serve as a steward, ghall retain the confidential steward files. On
termination of service as a steward, the configémiember files will be conveyed in accordance
with 9.04.000.E.

9.05.000 SELECTION AND DISTRIBUTION OF STEWARDS

A.

The general policy of the Union is that therewd be at least one (1) GGU steward per thirty (30

GGU members. Chapters with less than thirty (38)moers shall have a steward. The City of Sitka

shall have no more than six (6) stewards.

To be eligible to become a steward, a membet beigh good standing with ASEA/AFSCME Local

52 for at least one (1) year. On-call, short-texn-permanent employees are not eligible to become

a steward.

Each chapter's executive board is responsibtectmducting elections of stewards within the

following general policy guidelines.

1. The ASEA/AFSCME Local 52 Business Manager (osigieee), through the secretary or
chief steward of each chapter, will provide adistligible voters.

2. Public notification must be given no less thdtedén (15) days in advana# the election of
stewards.
3. In the event the required number of stewardsoisfilled by an election, then the chief

steward may appoint stewards with the approvahethapter executive board and verifying
members’ status with Unigorofessional staff.
The steward’s term of office shall expire thraenths after the expiration of the 3 year Collextiv
Bargaining Agreement. In the event a steward do¢s€omplete the term, the chapter chief steward
may appoint a steward in accordance with 9.05.030.C
The Business Manager will provide a current 46tGGU stewards to the State Department of
Administration, and a current list of municipalwseds to the City of Sitka.



9.06.000 STATEWIDE STEWARD STRUCTURE

9.06.010 Chapter Steward Committee

A. Each chapter shall have a steward committee.

B. Stewards in a chapter shall make up the Ch&tesvard Committee.

C. The Chapter Steward Committee shall have a C®iefvard elected by the stewards from the
Chapter Steward Committee.

D. All chapter stewards work under the general afiom of the chapter chief stewahd the
ASEA/AFSCME Local 52 professional staff.

E. The Chief Steward’s term of office shall run corrently with his/her term as an elected steward.

F. In the event a chapter has only one stewardsteatard shall be the ChigSteward.

9.06.020 Statewide Chief Stewards Committee

A. The Union shall have a Statewide Chief Stew#&@dmmittee whose mission is etommunicate and
exchange information pertaining to steward issues.
B. The Statewide Chief Stewards Committee shathbde up of the chapter chief stewards.

C. The Statewide Chief Stewards Committee shalk lzaghair who shall be electled a majority of the
Chief Stewards. Election of a chair will be conducby thecommittee during the first meeting of
each calendar year. If the chair positbmtomes vacant, the committee will hold a speceting
to elect the chair.

D. The Statewide Chief Stewards Committee shalltmi@eteleconference at leastice each calendar
year.

9.06.030 Member Action Team

A. Member Action Team (MAT) shall be in place iretbhapter using the MAStructure.
B. Stewards and union officers shall be part of MAT

9.07.000 DISCIPLINE AND REMOVAL OF STEWARDS

9.07.010 Steward Review Panel

A. The Statewide Steward Review Panel shall con$idte Chief Stewards frodnchorage, Fairbanks,
Juneau and one (1) from Rural and one (1) from Busterural and bush members shall be selected
by their regional Chief Stewards.

A quorum of three (3) members is required.

The Chief Steward who is from the region whereomplaint occurs shall be excludédm that
panel.

O w



9.07.020
A.
1.
2.
3.
4,

Procedures

Complaints against a steward.

The Chairperson of the Statewide Stewards RefAamel will select two (2) or more panel
members to investigate written complaints receivetihe Panel shall request a written
response to the complaint by the steward involved.

Steward Review Panel members will not investigagmplaints or vote oissues involving
their own work units, divisions, or departmentshiitthe region of their designated seat.
Upon completion of the investigation, the Pawél make a written decisionvhether to
charge the steward or dismiss the complaint. AstaT will be based on the merit(s) of the
complaint(s) and will require the concurrence deast two (2) panel members.

The Panel will submit all charges and recommeods to the Statewide Chief Stewards
Committee and Business Manager in writing, with apyc sent to the charged steward.
Charges need to provide specific reference to naaees, places, and the grounds for
complaint. The Chief Stewards Committee shall cah@ hearing to consider the action to
be taken. A quorum of seven (7) is required todcah the hearing and take action. The
steward shall have full due process rights. A stdwého is charged shall have the right to a
hearing before the ASEA/AFSCME Local 52 Judiciah&a

In the event a complaint is brought against @efclsteward, it is to be submitted to the
ASEA/AFSCME Local 52 Judicial Panel.

A stewardmay only be dismissed as a steward for a violationAdicle X of the AFSCME
Constitution, or for the failure to perform theutees and responsibilities as a steward.



INTRODUCTION



The presence of an effective steward positivelgaf member attitudes in many areas.
A study, conducted by thé/ilson Center for Public Researclound that members who
have effective stewards are:

s Significantly more likely to feel the Union is effigve in helping obtain job-related
improvements.
s Much more likely to feel their steward cares altbem.

s More likely to approve of complaint/grievance-hangland to file
complaints/grievances.

s Much more likely to turn to the Union — rather thtarManagement — to solve
contract-related problems.

% More optimistic about the negotiating ability oethLocal.

s More likely to see the importance of the Union’garmizing efforts.

% More likely to volunteer to participate in uniontigties.

The contents of this Steward Handbook have beeeloleed to help you become an
effective steward — regardless of your particulaorkv situation. A wealth of

information is packed into these pages — everythirogh rights & responsibilities to
grievance handling skills and legal issues.
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RIGHTS AND RESPONSIBILITES OF AN ASEA/

AFSCME LOCAL 52 STEWARD

A Steward is:
1. A Workplace Leader 3. An Organizer
2. A Representative of: 4. A Communicator to:
a. the Union a. the Union
b. the Worker b. the Worker

c. Management

Our Collective Bargaining Agreement and Law Vest Cdain Rights in our Stewards:

1.

w

ASEA/AFSCME Local 52 may have approximately 250nstels (1 steward for
every 30 members statewide, not just your worksite)

Stewards have super seniority after they have hesteward for six (6) months.
(See Article 2.02 E)

Only stewards recognized and identified by the draball have these rights.
Stewards may use up to nine (9) hours of stetuae per month to:

Communicate with membeérs

Handle disputes

Handle complaintguicie 15)

Handle grievancegrice 16)

Classification complaintgricie 17)

Assist with evaluation appealSice 1s)
Participate and Investigaigicies 15, 16, 17, & 18)
Participate in steward training
Communicate with the Union/business agents:ifs 1s, 16,17, & 1s)
Assist union business agents

Use State equipment for items a. j. (above)

AT T TQ@TmeooT

Stewards may:

1.
2.
3.

Confidentially communicate with members and theddfi
Engage in protected concerted activities of theoni
Be required to disclose information obtained as @ker, but not as a steward.

"Asa steward, you have state time to communicate with members, however, members do not. They need to communicate on their

break, lunch or before/after hours.

® The State e-mail system is not a confidential communications network.

3
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‘ THE FOUR “HATS” OF THE STEWARD

ASEA/AFSCME Local 52 members bring different skillabilities, strengths and
experiences to the job of Union Steward. Someoofare terrific organizers while others
are great at motivating people. Some enjoy reptege members in the grievance
procedure and others eagerly tackle on-the-jobesdwy developing new tactics and
strategies. With your energy, enthusiasm and comemt, ASEA/AFSCME Local 52

Stewards play a key role in creating a vigorousllo@ion.

THE STEWARD AS A LEADER

GGU members look to the Steward as a leader inwbikplace. They turn to the

Steward when they are seeking information, or winy need some help in solving a
problem. To be a leader, the Steward must undefstiae diversity of our union’s

membership (cultural, racial and gender differejicasd promote unity and solidarity to
confront Management'’s attempts to divide workers.

EARNING CREDIBILTY

As a steward you must haweedibility (defined simply as being “worthy of belief or
trust”) with union members, co-workers, and witle thhanagers and supervisors with
whom you attempt to address workers’ concerns aoblgms. Usually, credibility isn’t
easily granted — it must be earned over time.

LISTENING

You must beable to listento the problems, concerns and issues of members and
coworkers. Listening is a skill that must be lestand practiced.

MOTIVATING

Stewards must bable to motivatenembers to take action to address concerns and solv
problems. Stewards who try to “do it all” becomeeburdened, overwhelmed, stressed
out and are not involving other members of the WnicA local union’s strength is
directly related to the amount and kinds of ad@giin which members are involved.




EARNING CREDIBILITY

Be honest..be a straight shooter with members, co-workers,mmadagers;a steward who bluffs,
misleads or skirts the truth won’t remain creditolevery long. BE REALISTIC!!

Be reliable...when you are asked a question and you don’t kn@nattswer, say “I don’t know” —

then get the information and get back to the peasosoon as possible. When you say you are going

to do something, follow through.

Be knowledgeable...know the contract, the work rules and policies;warkers in your area,
supervisors and managers and the issues impabgngebple you work with etc.

Be supportive... when co-workers approach you with their concernsl @omplaints, offer
understanding, encouragement and help or guidanagdressing their problems.

Be committed...to your union and its goals — gaining respect, itygand fair treatment on the job,
and providing a voice in determining working conzhs.

Be discrete...always protect the member’'s privacy — keep disomssito a minimum with co-
workers and anyone not directly involved in the ptamt or grievance procedure.

LISTENING

Pay attention...to what the member or manager is saying.

Show interest...in the issue, problem or complaint that is beingcdi®ed; maintain eye contact.
Concentrate...don’t fake attention or allow yourself to be disted.

Don't interrupt... it's impossible to listen when you are also talking

Ask questions...if you are unclear, confused or don’t understasmdething a person is saying.



MOTIVATING

« Lead by example.

+« Build relationships of trust and solidarity ovem&, so that you have a solid foundation when you
ask people to do a specific task or take part indivity.

s Talk to members one-on-one — it's more effectioe,example, than asking for volunteers at a group
meeting.

+ Be a visible union presence on the job. A goost Step is to wear a steward button at work every
day.

% Greet new members the first day on the job. Lebtlknow of ASEA’'s New Member Orientation
held weekly in all 3 union offices as listed:

Anchorage — 77-5200 or 800-478-2732)Every Tuesday at Noon or 4:45 pm
Fairbanks —(452-2300 or 800-478-2305)Every Tuesday at 12:00 pm
Juneau —(463-4949 or 800-478-0049)Every Wednesday at 12:15 pm

Have them call their local office to sign up.

% Talk about the importance of being a member of Wmon and answer any questions a new
member may have about the Union or about the job.

% Know the work area you most often represent — whezmbers work, what shift.

THE STEWARD AS A COMMUNICATOR

The Steward is the hub of the communications whéaflormation is constantly transmitting back and
forth along the spokes of this wheel.

A strong union depends on this information flow.nidh officers, stewards and members are always
making decisions on how to address problems anacbons needed to create a better workplace. The
greater the quantity and quality of this flow ofarmation the better those decisions will be.



THE STEWARD AS A REPRESENTATIVE

The Steward represents employees in the grievamdecamplaint procedure. In addition, there are
several other times when you become a represeataticdluding:

% Ininformal problem-solving efforts and discussiavith management.
+ In interactions with local union officers, givingice to employee views and concerns.

+ On the flip side, the Steward represents local mie@aders when he/she passes on to members,
union related information and objectives.

THE STEWARD AS AN EDUCATOR

Being a union educator is an ongoing task. Youwkh&now your contract issues affecting your
fellow members and all about the Union. But havenbead full of information is only the first step.
Just as important is your ability to share knowke@dnd information in a way that helps the members
understand how and why issues affect them. Inforamebeducated members become active members.

s Know the Contract — The contract contains the wagears and working conditions agreed to by
the Union and management. It is the primary soofeemployee rights on the job. Keep it handy
for referral. However, no one has the contract orezad!

« Specific workplace rules — Which may be found irchsudocuments as Supervisors manual,
institutions policy and procedures manuals etc.

% Union structure Know the names of ASEA/AFSCME U0ds2a’s officers and other stewards; the
committees that may be in place and the names mofrittee chairs; the date, time and place of
membership meetings, the phone number of the laci@n office, member benefits and services
provided by the local and the International.

« Union direction and goals Be familiar with the Ons objectives (for example, stopping
privatization, passing legislation that helps waeshethe Unions values, (protecting a worker’s tigh
to respect, dignity and fair treatment on the jadn)d the Union’s mission, increasing on-the-job
rights and protections; and improving wages andkiagrconditions.



% Union positions on issues and how issues affectleyaps. Stay informed on issues affecting
ASEA Local 52 members by reading union publicatjcersd by utilizing the AFSCME Local 52
web page at www.afscmelocal52.ordVhile providing information on issues is a gdadt step,
educating workers on how an issue affects thentrs@al second step.

Different problems arise on the job almost every. ddhe supervisor is doing this, or not doing that”
“Co-workers are doing this, or not doing that'The administrator is not doing what he promised,
“The administrator is doing exactly what he pronuseot to do”.

THE STEWARD AS A PROBLEM SOLVER

% The Grievance Procedure is tloemal problem-solving process found in the contracthalé precise
steps for stewards, business agents and managdalaw. Yet the grievance procedure has
drawbacks; first, some problems may not be covbsedontract language; second, it takes time to
process a grievance through the steps of the puoeegbringing to mind the old phrasigystice
delayed is justice denied” As an example, if a grievance proceeds all thg t arbitration, the
entire process can take as long as eighteen mntive years.

+« Informal discussions with management can often essfally resolve workplace problems. The
workers’ representative (the Steward) can do tiisis could be done before (or instead of) filing a
grievance (when there may be a better chance te gbke problem). IT IS ALWAYS BEST
THAT A PROBLEM GETS RESOLVED AT THE LOWEST LEVEL PO SSIBLE. However,
you must remember your timelines. A grievance datsto be filedwithin 15 working daysf the
action, regardless if meetings with management theen or will be held. It is important to note
that if a grievance reaches Step I, the resporibebeybased on how the decision will affect the
entire Department. If the grievance reaches Stefhat response will be based on how the decision
will affect the entire GGU membership.

% Finally, as a steward you should not be afraidé¢bageative and look for action oriented solutions
for workplace issues and problems. Meet with yellow workers and brainstorm ideas.
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STEWARDS' ROLES
WITH MEMBERS






THE STEWARDS ROLE WITH NEW MEMBERS

Meeting new members and introducing yourself asv&te is a first critical step in building union
solidarity. Current accurate membership listsiamgortant not only to the continuation of the Union
dues purposes, but also for organizing around sssue

As a condition of employment, all bargaining unimbers are required to either, become a member of
the Union and pay union dues, or pay an agenctofége Union equal to the amount of the dues. New
members do this by completing a GGU AuthorizationRPayroll Deduction Form, for union dues/fees
(refer to Exhibit 1).

The State of Alaska is obligated to notify new menstthat they have ten (10) working days to contact
their union. However the State should not provite payroll deduction form to new members. If you
hear of the State providing this form to membeeapé contact your Business Agent immediately. The
Union, through the Steward and New Member Orientatis responsible for providing this form to new
members.

Notify your Management Consultant, Human Resouf&gscialist, Administrative Assistant or Office
Assistant who processes new hire paperwork thag seward, you need to be notified when GGU
employees are hired (this includes nonpermanentsegs).

You may fax, mail or bring the completed GGU Auikation for Payroll Deductions form to the Union
office or have the new member fax, mail or bringoitthe address listed on the form (&eibit I).
Inform the new member of the Union’s New Membere@tation program, a notice for this may be
posted on the Union bulletin board (¥&éibit II).

New members have thirty (30) days from their datehive to complete and submit the GGU
Authorization for Payroll Deductions form. It important to inform the new member on the job that i
this form is not received in a timely manner, thgpéoyee may need to pay a portion of their initiaks
by check. They can monitor their pay stub for duéhdrawal and contact ASEA Headquarters in
Anchorage at 1-800-478-2732 to determine if theeedaes owed. It is important for everyone’s binef
that members remain in good standing and not becomeears (past due) with their dues.

If an employee is leaving your job site and tramgig to another, let them know to monitor their
paystubs for a couple of pay periods in order ®uesthat dues are still being deducted. If duesat
still being deducted or the member has questiogarding this please have them call their local dnio
office.

11
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YOU ARE NOT ALONE
AS A STEWARD YOU
HAVE MANY
RESOURCES

“*Your primary resource is your Business
Agent. Business Agents are professionals who
deal with contract issues every day.

“* Experienced stewards are your other best

asset. A current listing of ASEA Stewards can
be located on the ASEA Local 52 website.

“*Don’t be afraid to ask questions.

+*» The Union office is full of useful resources.

13
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THE UNION BULLETIN BOARD

The Union Bulletin Board is a convenient way of dmity disseminating information to your members.
Members will read it if it is:

Neat, Attractive, Interesting and Informative.

Identifiable as the ASEA/AFSCME Local 52 Union Bailh Board with a colorful banner
heading.

More than just a location for people to place wadg and/or other bits of paper.

Current.

Here are some ideas to help you manage your bulletboard:

Remove outdated information regularly.

Make changes every couple of weeks.

Update with current versions/reprints of the maleyou use. You can get current versions of
the material by going online to the ASEA Local 52bsite or by contacting the Union field
office in your area and asking for current copiésthe Solidarity Update, Member Benefit
brochures, etc.*

Use eye-catching material but also include lesscayehing but very informative material.

Put up signs neatly. They can say things like ‘tNeeopy of the Union contract?”

Look through the AFSCME magazine and clip out i$éing and relevant articles for the
bulletin board. Change the articles as the isggetnes outdated.

If you are seeking input on a particular issue, yguta notice saying so. Give people names of
union members who they can give their ideas anderos to.

Use cartoons if appropriate. Don’t use ones thatepfun at any particular groups, etc.
(especially if they could be considered offensive).

The purpose of the bulletin board is to informgthucate, to encourage organizing and to build
the Union in a positive way.

* See Exhibits I, IV, V and VI for copies of nges and sample notices to post.

15



If you have any concerns or questions about the gability of items to be put up, don’t put it up
without checking with the Union office. What you ut up reflects on the Union and ASEA is
considered to be the initiator of items on the Unio bulletin boards. Ask if you have any doubts.

Guidelines for bulletin board usage as set outnmeano dated July 8, 2008 from Commissioner Annette
Kreitzer, are as follows:

"The state bulletin boards are for the sole usehef $tate as the Employer and all
matters on the State bulletin boards will be otraf@ssional nature. Generally these will
have the required notices to employees, informadtoout human resources contacts and
occasionally policy notices. They might also haweeting notices and material
particularly pertinent to employees in the officewhich the board is located. These
boards will contain no union information, eithergpior con and no information or
matters of a personal nature."

"The Union bulletin boards are for the sole uséh& Union and its members. Guidelines
set out in the contract govern the use of unionlebinl boards. The Unions are

responsible for monitoring these boards. Howeweanagement will remove material

from these boards that is profane, indecent ortibs."

Employer and public bulletin boards, if availabd@puld be used for anything other than ASEA union
business.
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THE MOST IMPORTANT
ITEMS ON YOUR WORKSITE
BULLETIN BOARD

ARE THE: \/’&

o
»» Work site Steward name(s) and
contact information

»* Phone number for your local union
office

If you don’t have a sign, make one, or ask your
Business Agent, or the Union Public
Relations/Communication Specialist to provide
you one (see Exhibits IV and V).
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VOLUNTEERS: THE ART OF KEEPING ‘EM HAPPY

“Unions are built on relationships, and those closelationships come from

talking to people.”
Kathleen Rideout, Secretary, AFSCME Local 60

* Inclusion — A sense of being part of what's going on, oflmeinhg an outsider.
s Control — Ability to control the pace or work, to have sonmfluence in
decision making, at least over their own task.

s Appreciation— Some recognition for their efforts and actigtie

In order to foster a sense of inclusion, ask forners’ ideas and opinions. Have
meetings of the whole work team. It may take aldmger to get the job done, but
members will feel more a part of the group and ilmaynore willing to volunteer again.

Allow volunteers some control over how they do theork. Give them a task and let
them work out how they want to do it. Supervisetigh helpful attention, but don’t
look over people’s shoulders all the time, instihey do things one particular way.

Volunteers need to get some reward for volunteerirspme token of appreciation and
thanks. Ways to express appreciation might include

- Personal thank you notes

- Public recognition at meetings

- Mention and photo in newsletter

- Framed certificates of appreciation or plaques/and

- The opportunity to attend training programs or eoafces.

19



WHEN A MEMBER ASKS

“WHAT DOES THE UNION DO FOR ME?”

Collective Bargaining Agreements

+ Union Stewards
+» Grievance procedures
¢ Increased job protections and benefits

Representation

3

*

Individual grievances

Individual complaints

Group complaints

Class Action grievances

Classification reviews

Performance evaluation rebuttals and/or reviews
Performance incentive denials

3

*

/7 /7
0’0 0’0

3

*

7/ 7/
0’0 0’0

Leqislation
* Funding of salary increases
+ Funding of insurance benefits and other benefits

s Supports legislature favorable to union members
s Opposes legislature that is not favorable to um@mbers

Let the member know what they can do for their unim

Get Involved

¢ Assist the Steward

¢ Attend a union training

+» Attend a union activity — a meeting or rally, Laloay
¢ Assist a pro-labor candidate
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WHERE DOES YOUR DUES MONEY GO?

Each member working pays a minimum $5.00 base iasdplus a progressivi §
percentage of their base wage earnings. Dueseahectbd each pay period from you §. .
pay after submission of a completed GGU Authoraratior Payroll Deductions Form
There are five (5) major categories into which ymanthly dues are divided, they are .
follows:

[—) MEMBER SERVICES (35%)

Steward and Officer training, the Solidarity Updat@d ASEA in Action publications,
membership elections, public relations, lobbying iEsues important to our members, internal
and external organizing, and member committeessame of the activities funded by this
portion of your dues.

OPERATING EXPENSES (35%)

This portion of your dues is used to ensure thatlyave representation on worksite issues. The
Business Agents, who represent you on worksiteegstile grievances and arbitrations to
enforce our contract, and protect your job are &ghbly this portion of your dues. This category
also includes the general operating expenses df inan.

AFSCME PER CAPITA (22%)

A portion of your dues goes to AFSCME Internatios@lwe can access their services that are of
benefit to our membership. These services inclhdeare not limited to, the following; member
training on work related issues; assistance in atévand officer training; monetary and staff
support for internal and external organizing anoblong the U.S. Congress on issues that are
important to all public employees.

GOVERNANCE EXPENSE (4%)

The direct member involvement in determining thdigyoof the ASEA and AFSCME
International is included in this category. Thestsoof the ASEA State Executive Board, the
ASEA Biennial Convention, and the delegates to ®iennial AFSCME International
Convention are activities that provide for ASEA Mmns to determine the policy of your
Union.

CHAPTER SUPPORT (4%)

This portion of your dues is returned to the 19 ASEhapters. Chapters determine how to use
this money. Chapters conduct elections for th#ficers and stewards, hold informational and
worksite meetings, participate in local events saglparades and marches, provide assistance to
non-profit organizations, and hold Chapter membemips.
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Dues Allocation Percentages - 2010

AFSCME Per Capita
and Chapter
Support
22%

B Governance
Expense
4%

H Chapter Support
4%

WHO ESTABLISHED THE DUES?
The Members — In accordance with the ASEA/AFSCMIEdLG2 Constitution, the dues rates shall not
be adjusted except by a simple majority vote ofrtieenbers voting.

WHAT DO | GET FOR MY DUES?

In general terms, your dues buys job security, owpd working conditions through collective
bargaining, contract enforcement and a host ofrdikeefits. These benefits are a result of theyman
hard-fought battles won by your Union.

HOW ARE MY DUES DETERMINED?
The dues rates for individual bargaining unit meralshall be
Base dues of $5.00 per pay period, PLUS

1% of the base wage earningg to and including $833.00
1.05% of the base wage earningisove $833.00 up to and including $1,667.00
1.10% of the base wage earningisove $1,667.00 up to and including $2,500.00
1.15% of the base wage earningisove $2,500.00 up to and including $3,333.00
1.20% of the base wage earningisove $3,333.00 up to and including $4,167.00
1.25% of the base wage earningieater than $4,167.00or that pay period

You can calculate your dues by going to www.afsom&b2.organd clicking onfNew Membersthen
choosingDues Formula & Calculator.’ If you would like more information about the ASB&SCME
Local 52, contact your union officers, shop stewau staff in one of the following Union offices o
visit our website at www.afscmelocal52.org

Anchorage Fairbanks Juneau

1577 C Street, Ste 201 542"4Avenue, Ste 226 318"Street
Anchorage, AK 99501 Fairbanks, AK 99701 Juneau, AKR9801
907-277-5200 907-452-2300 907-463-4949
1-800-478-2732 1-800-478-2305 1-800-478-0049
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WHERE DOES YOUR DUES MONEY GO?
AND
WHAT DOES THE UNION DO FOR ME?

QuIZ

Members don't always know what the union doestient behind the scenes. Because they pay a pofttoeir
wages for this representation, it is importantsteavards as well as staff from ASEA can adequaiesyver these
inquiries. Let’s test your knowledge...

1. The dues you pay each pay period is allocated/éodifferent items in order to represent members.
Please rank the following five items 1 — 5, 1 bdimg one that gets the highest amount from due$and
being the item that gets the lowest amount of doesey.

AFSCME PER CAPITA
OPERATING EXPENSES
CHAPTER SUPPORT
MEMBERSHIP SERVICES
GOVERNANCE EXPENSE

2. True or False: The Members of ASEA/AFSCME Locaksgablished the dues structure.

3. Name three things that AFSCME does that is fob#efit of members:

4. True or False. The dues money | pay gives megobrgy.

5. True or False: Members have no say into whatgeti@ed into our contracts?
6. True or False: | can’'t do much to help the menttiprg | am not a steward.

7. True or False: Stewards have to attend trainirog @nyear.

8. True or False: The only way | can voice my opinaiout a Legislative issue is to attend politiczicn
meetings.

9. True or False: The Legislature has no involventegbllective bargaining.
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1577 C Street, Suite 201, Anchorage, Alaska 99501 * Phone (907)277-5200 « Fax (907)277-5206

‘-) AHaskans Working Forn Haska!

E-mail: aseahq@afscmelocal52.org * Website: www.afscmelocal52.org

Leave Donations

Employees are allowed to donate annual/personak léa and receive donations of annual/personal
leave to and from employees in the GGU or to andhfthose employees represented by a different
union or are non-covered employeegReference Article 25.02.D and/or 26.09 of the €alle
Bargaining Agreemerand Letter of Agreement 11-GG-170 between the Staddaska and ASEA)

. Each GGU employee wishing to donate annual/perdeask will fill out, date and sign an SOA leave
slip showing the amount of leave to be donatedesiltp a minimum of two (2) hours. The leave slip
will have written along the bottom, or in the spgmevided, “Leave donated to (employee name,
employee ID number).”

. Until the new time and attendance system is impteett leave slips will be the standard form for the
donation of personal leave.

. Donors will submit leave slips to the Division aé8onnel & Labor Relations Payroll Supervisor for t
department in which the donee (the leave recipieghgmployedr donations will be submitted through
the online time and attendance system, when implegde Do not submit the leave slip to any Union
office.

NOTE: A current listing of Division of Personnel Baoll Supervisors, their respective departments
and contact information can be found ahttp://doa.alaska.gov/dop/EPIC/employeeCallCenter
(from there, click on Contacts for the Division of Personné).

Leave donations will be posted in the order reakiteethe recipient’s donated leave account as rikede
Donations will not be posted for use in a pay pepaoor to that in which received. Once an empéye
returns to work, if after three (3) pay periodswhich the donee does not require the use of donated
leave, the leave donated and not used by the dsvadlebe returned to the donor.

NOTE: For donated leave to be processed in a catrpay period leave slips must be received by the
State by the last day of the pay period (15th and ef the month).
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D. The Division of Finance will convert the donatedve to dollars at the annualized hourly rate of the
donor. That dollar amount will be converted tovieat the annualized hourly rate of the recipiemt a
the appropriate hours of leave will be added tor#wpient's donated leave account for use as sick
leave. The total amount of leave credited to #epient’'s donated leave account shall not exc&€d 3
hours during the life of the current Agreemerionated leave may not be used until all accrued
personal, annual, sick and/or medical leave have be exhausted

E. Once the Division of Finance has completed the alppacess, the State will not be obligated forhieirt
processing or liabilities resulting there from. d@rthe donation has been transferred to the retjglee
donation cannot be withdrawn, modified or otherwisiirned to the donor’s leave account except as
otherwise provided under Article 26.09.C. Leaveatmns will not reduce the mandatory leave usage
requirements established in the Collective Barg@mgreement.Upon the death of an member, any
unused donated leave shall be paid in cash to thenployee’s beneficiaries at the employee’s
annualized hourly rate.
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UNDERSTANDING LEAVE BENEFITS

FAMILY LEAVE - Reference Article 25.08 & 26.12 of the CBA

Members may be granted family leave, if a qualifredmber has exhausted all accrued personal, sick
leave and donated leave before entering a leaveoutitpay request. A member may retain up to 37.5
hours in their personal leave for use upon return.

« A MEMBER MAY BE REQUIRED TO RECERTIFY THE QUALIFYIKE REASON FOR
REMAINING ON FAMILY LEAVE.

« A MEMBER MAY BE REQUIRED TO PROVIDE A FIT-FOR-DUTYSTATEMENT
BEFORE RETURNING TO WORK.

EMERGENCY LEAVE BANK - Reference Atrticle 26.13 of the CBA

Members who elect to contribute seven and one-({iéb) hours of personal or annual leave may
participate in this plan. The purpose of this pksro provide help to members faced with a serious
unexpected emergency that meets the general FMlideljjues. Open enrollment is during the month
of November every year, effective for the time pdriDecember 1 through November 30 of the
following year.

If a member wishes to participate they must coneptlee Emergency Leave Authorization Form and fax
or mail the form to the ASEA Headquarters in Anage, within 30 days from their date of hire OR
DURING THE MONTH OF NOVEMBER. Currently enrolled members need to notify ASEA in
writing if they do not want to continue to be a gamipant in the Emergency Leave Bank, during this
period. New members have 30 days after date of hire tollearomust wait until the next open
enroliment. You can access the enrollment form &ging to the ASEA website at
www.afscmelocal52.orgnd clicking on ‘Leave’ in the menu on the leftesiof the page.

MEDICAL LEAVE BANK - Reference Article 26.03 of the CBA
Eligible members in the bargaining unit who areered by the provisions of this Article may use the
bank in accordance with Article 26.04 B Sick Leat¢he CBA.

OTHER APPROVED ABSENCES - Reference Atrticle 25.07 & 26.14 of the CBA
Upon application and approval by their supervisomember may be granted leave of absence without
pay. Such leave will not exceed twelve (12) camuns months.

CATASTOPHIC LEAVE - Reference Article 26.03 of the CBA & ASEA Policy2.00.000

The GGU Catastrophic Medical Leave Bank is usetdip maintain health plan premium coverage.
Only GGU members who have exhausted their annubbih leave, personal leave, individual medical
bank leave and all donated leave shall be eligdri€atastrophic Leave. Members who have exhausted
their Family Medical Leave Act entitlements but wiemnain entitled under the Alaska Medical Leave
Act, shall have first access to available leavequsts must be made as soon as possible butemo lat
than the 2nd business day following the end ofyapgeiod. Requests will be reviewed/approved by
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the Union designee and the required informatiorl el transmitted by the Business Manager to the
Director of Human Resources, regarding members’bainof hours to be used. If the member does
not use the hours within ninety (90) days, the bautl be returned to the bank, the only excepi®n

if the member dies, in which case the unused Cafast Medical Leave will be paid out as if it were
sick leave.

FUNERAL LEAVE - Reference Atrticle 26.06 of the CBA
Members will be excused from work and allowed te up to thirty-seven and one-half (37.5) hours of
leave to attend the funeral and make arrangemenisimediate family.

The first to be used is personal leave time, trerkéd sick leave time. If no leave is availablenth
leave without pay will be used. Immediate famsy spouse, children, stepchildren, father, mother,
father and mother-in-law, sister, brother, grandpts and grandchildren.

BUSINESS LEAVE — Reference Article 25.09 & 26.08 of the CBA & ASE Policy15.00.000
Business Leave is an asset of the Union and isetauded for legitimate union business only in
accordance with the collective bargaining agreemehnthose bargaining units that are represented by
ASEA/AFSCME Local 52, subject to applicable staed.

Withdrawal requests from the Bank will be for puspe of compensation of bargaining unit members
for absences due to contract negotiations and flathon, meetings, conventions, trainings sponsored
by the ASEA, attendance at arbitration or otherrihga as witnesses for the Union, and other like
purposes as may be determined by the Business Manag

Requests for use of Business Leave must be preagipty the ASEA Business Manager or such other
person as designated by the Business Manager.

The original leave slip shall be presented to ASE/Athe bargaining unit member upon completion of
the Union approved activity. ASEA will submit tapproved Business Leave slip to the State.

LEAVE CASH-IN - Reference Article 25.01 & 26.07 of the CBA

Members having in excess of thirty-seven and ore{Ba.5) hours of personal leave can, upon written
request to the Employer, receive payment for acthug unused personal leave, as long as the member
will still have a balance of 37.5 hours remaininghe bank. Payment will be made no later than one
pay period after the request is made.

SICK LEAVE - Reference Article 25.02 of the CBA

Sick leave shall be granted by the department @na&g only in the following instances: At the
discretion of the supervisor, an employee may batgd sick leave for a medical or dental appointmen
or illness or injury of the employee, within the ployee’s immediate family that requires the
attendance of the employee or where the employge&ence on the job could jeopardize the health of
fellow employees. The employee may be requiredstpport said absence with a physician’s
certificate. Employees will not be required to\pde a physician’s certificate for illness of lebsn
three (3) days unless improper use is suspectée stlipervisor may require a doctor’s certification
showing that the employee is required to be imateace.
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COURT LEAVE - Reference Atrticle 25.04 & 26.10 of the CBA

Members who are called to serve as a juror or sergped as a witness shall be entitled to court leave
This leave must be supported by written documeunth sas a subpoena, or a marshal’'s statement of
attendance. Members shall turn over to their egipépdepartments all monies received from the court
as compensation for service and in turn they dhalpaid their current salary while on Court Leave.
Graveyard/swing shift members shall be placed grstiét for the duration.

MILITARY LEAVE - Reference Article 25.05 & 26.11 of the CBA

Members who are leave eligible who are members i@sarve or auxiliary component of the United
States Armed Forces, including the Organized Militf Alaska is entitled to a leave of absence witho
loss of pay, time, or performance rating, withadard to other compensations earned during thegeri
on all days during which the member is ordereddming duty as distinguished from active duty with
troops or at field exercises or for instruction search and rescue mission. This leave may n@eexc
sixteen and one- half (16.5) working days per ystrting December 16 and ending December 15. For
physical examination this leave shall not exceeekli3) working days.

INJURY LEAVE - Reference Article 29.03 of the CBA

Members who have suffered a workplace injury agsult of a physical assault will be granted paid
leave of absence up to a maximum of 1,000 houfsthel absence is more than 1,000 hours payment
for the absence shall be made solely as preschoipéide Worker's Compensation Act, and the personal
leave provisions of this Agreement. To obtain femsve an injured employee must fill out the Injury
Leave Bank Application form within 10 days afteethssault and sent to the ASEA Headquarters in
Anchorage, within the 10 day period. The membestrmot have previously exhausted the maximum
paid leave period for injury leave.
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UNION
REPRESENTATION:

THE BASICS






MEMBER INFORMATION SHEET
COMPLAINT AND GRIEVANCE PROCEDURES* °

ARTICLE 15 - COMPLAINT PROCEDURE
(Any controversy or disagreement arising
between the Union or an employee(s) and th
Employer which does not concern the
application of interpretation of the terms of the
CBA

ARTICLE 16 — GRIEVANCE PROCEDURE

(Any controversy or dispute involving the
eapplication or interpretation of the terms of the
» CBA arising between the Union or an

employee(s) and the Employer

Step 1
Filed within fifteen (15) working days of action
inaction to first level supervisor outside of GGU

Response due within ten (10) working days
receipt of Step 1 filing.

Step 1
oFiled within fifteen (15) working days of action
inaction to first level supervisor outside of GGU

Besponse due within ten (10) working days fr
the date of receipt of Step 1 filing.

Step 2

Filed within ten (10) working days (of receipt
Step 1 response) to Management Consultant o
Department.

Response is due within fifteen (15) working dz
of receipt of Step 2 filing.

Step 2
oFiled within ten (10) working days (of receipt
f 8tep 1 response) to Management Consultant o
Department.

Ayesponse due within fifteen (15) working days
receipt of Step 2 filing.

of

f the

of

Step 3

Filed within fifteen (15) working days (of recei
of Step 2 response) to Commissioner
Administration.

Upon request a meeting may be convened of
Union, State and Complainant(s).

Response is due within twenty (20) working ds
of receipt of Step 3 filing or meeting, if held.

Step 3

pEiled within fifteen (15) working days (of recei
of Step 2 response) to Commissioner
Administration.

Response due within twenty (20) working days
receipt of Step 3 filing.

ay'S

Decision of Commissioner is final and conclude
the complaint appeal.

Step 4

sFiled within twenty (20) working days (of recei
of Step 3) to Director of Division of Personnel {
arbitration arrangements.

Disciplinary Grievances resulting from dismissa
‘for cause’ demotions or suspensions in exces
thirty (30) days shall be filed at Step 2 with
fifteen (15) working days of action or inaction.

EXTENSIONS MAY BE GRANTED AT
EACH STEP IF NECESSARY TO EITHER
PARTY DUE TO LEAVE, SICKNESS,

EXTENSIONS MAY BE GRANTED AT
EACH STEP IF NECESSARY TO EITHER
PARTY DUE TO LEAVE, SICKNESS,

SCHEDULING CONFLICTS, ETC...

pt

pt
of

of

or

als,
s of
n

SCHEDULING CONFLICTS, ETC...

® For full text refer to Articles 15 and 16 of the Collective Bargaining Agreement

3
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GRIEVANCE AND COMPLAINT HANDLING

Our negotiated contract is the Steward’s most itgmdrdocument. It contains the wages, hours, wgrki
conditions andrights of bargaining unit members. But management sonestirfforgets,” or
“misinterprets” what they agreed to at the bargajrtable. To help address these management wioati
of employee rights, the contract contains a griegaprocedure, Article 16. For issues that are not
violations of the contract, the contract containsoaplaint procedure, Article 15. Almost every wor
day stewards hear complaints about something ojokheTo help you determine whether or not there i
a viable complaint or grievance, there is a sip d@mmula that you can follow when handling any
workplace problem.

1. ldentification:
Know the definition of a grievance versus a compylaiA grievance is a violation of a contract
Article or Section. A complaint is a problem th&tnot a violation of the contract (refer to the
following page of this manual and/or Article 15A%of the contract for the definition)Know
the time lines for filing (see page 31).

2. Investigation:
Use the 5 W’'s” rule
Who was involved?
What happened?
Where did it happen?
When did it happen?
Why did it happen?

3. Documentation:
Collect all available evidence and use that whicippsrts your case. Collect as much
information as you can. You can never be sunech piece of evidence will turn the case in your
favor. Be aware of the evidence that does not@dypur case.

4. Preparation:
Review all your evidence; fill in any gaps you diger. Distinguish between allegations and
opinions on the one hand, and facts on the qfeBeample: Allegation — “George gets most of
the overtime.” Fact —George worked overtime on thd, 14, 21, and 28th of last month for a
total of 16 hours). Speak with the affected member or members. Theymse never filed a
grievance or complaint before and will not know wttaexpect of the procedure.
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5. Contact your Business Agent:
The contract provides that Step one may be filedth®y employee or
steward, steps beyond that must be filed by thenBss Agent. Bounce the
issue off your Business Agent and keep them indbp. If an employee or
a steward files Step on#,is very important that a copy is received by
the Union in order to preserve timelines and to fdbw-up with
management on the issue.

6. Presentation:
If a meeting with management is determined to biersh step prior to the filing, anticipate
management’s arguments, questions and point of. vikmow ahead of time how both you and
the member will respond. REMEMBER - If this optisnused, the 15 working day timeline for
filing is not waived. In other words the Step anest be filed within 15 working days of the
action or inaction, not 15 working days from théedaf the meeting.

Article 15.01.A. defines a complaint as:

A complaint is defined as: (1) any controversgpdite or disagreement arising between the Uni@mnor
employee(s) and the Employer that does not cortberapplication or the terms of this agreemen{2pr

is the appeal of the discharge, demotion or suspemns$ a probationary employee not holding permanen
status in another classification or (3) is a corgrsy, dispute or disagreement with respect to-teng
nonpermanent employment. Such matters are naidadlin the definition of grievances as set out in
Article 16...

EXAMPLE - A permanent employee has verbally complainedgthér supervisor that a co-worker is
causing a distraction by playing their radio toado The supervisor has not resolved the
situation. A complaint would be filed because & not contract language that covers
this circumstance.

34



Article 16.01A. defines a grievance as:

Any controversy or dispute involving the applicatior interpretation of the terms of this Agreement
arising between the Union or an employee or em@syand the Employer...

EXAMPLE — An employee submits a leave slip to his/her super for a two week vacation to be
taken three months later. The supervisor refusesign the leave slip without a
reasonable explanation. A grievance would be fidledause there is contract language
that covers this type of situation.

Important!

Disciplinary Grievances: Because disciplinary grievances resulting from dsals, ‘for cause’
demotions, or a single suspension in excess dfytf®0) calendar days are entered at Step 2 of the
grievance procedure, they must be filed by a Bssinggent. If a member receives this discipline,
contact a Business Agent immediately.

Class Actions Grievances or Group complaintsBecause class action grievances or group

complaints are filed with the first level supervidtaving jurisdiction over all affected membersgyth
may require filing at Step 2 or 3. Contact a BassAgent immediately.

See Exhibits VII, VIII, IX and X for Instructionof filling out complaint/grievance forms and forptes
of the complaint/grievance forms.
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WHAT IF THERE IS NO GRIEVANCE?

Not every employee complaint is a legitimate grir@ea After conducting a thorough
investigation and consulting with other stewardd arbusiness agent, you may conclude
that management has not violated the contract, wdds, policies, or done anything that
falls within the definition of a grievance. In #eecases, what should the Steward do?

What to do if it's a Gripe, Not a Grievance:

+ Inform the worker of your conclusion.

% Provide the employee with the opportunity to explahy he/she thinks a grievance
should be filed — based on the contract or workswr other criteria for filing a

grievance.

% Even in cases where it might not be appropriateffective to file a grievance, it is
likely that a problem still exists. Attempt to wowith the employee and look at
ways to resolve the problem or discuss the isstle @ther employees to see if a
broader problem exists.

% Work with the employee — and other workers if tissue affects them — to
develop an action plan to solve the problem.
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OBEY NOW — GRIEVE LATER

A general rule that arbitrators apply is that woskare expected to follow management’s
instructions and directives. If the worker belisvéhe instruction to be unfair or a
violation of the contract, he/she can file a grires@ at a later time. Arbitrators have
customarily held that failure to follow managemeiections can lead to the employee
being disciplined for insubordination.

There are two recognized exceptions to the “obey, moieve later” principle. Employees
may refuse a supervisor’'s order when they belige¢ following the order would either
1) result in them doing something illegal; or 2} hem in “imminent danger”.
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DISCIPLINE OR NOT?

What are the differences between a disciplinatgtethich can be grieved under the just
cause standard and a non-disciplinary letter? etetof Warning (LOW), Reprimand
(LOR) and Suspension (LOS) are disciplinary letighsle Letters of Instruction are not.
Sometimes it is not easy to tell the differenceerdHare some general guidelines on the
differences:

Warning/Reprimand/Suspension A warning, reprimand or suspension letter sea®s
notice of known misbehavior. It is accusatory @&ndtimately becomes a part of
an employee’s personnel file. The accusatory eat@md its inclusion in a
personnel file make the letter disciplinary. Besmil is disciplinary, it is subject to
pre-disciplinary notice, union representation rggahd subsequent employee appeal
rights through the grievance procedure.

The text of the warning, reprimand letter contaiw® basic elements: (1) the
offense: what happened, when and where it happémedthe Employer knows it
happened and why it was wrong, and (2) the puniskinvéhat will happen if the

employee commits the same or a similar offense.

Instruction: In contrast a Letter of Instruction is not dismply. It is not accusatory. It
is not placed in an employee’s personnel file, hawet is placed in the supervisors
working file.

The text of a Letter of Instruction communicate®wiedge, teaches, and gives
facts, information or direction. Inherent in arstiuction letter is its informative

and instructive manner of specifically explainingwhto accomplish or handle a
particular practice of policy matter.

A Letter of Instruction should never threaten polesfuture disciplinary action.
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DISCIPLINE INVESTIGATIONS

1. Under the terms of our Collective Bargaining Agreaithere must be “Just Cause” to
administer discipline (Articles 4 and 14).

2. The seven elements of “Just Cause” are as foll(se® page 45 for full text)
-Notice -Reasonable Rule or Order -Investigation  -Fair Investigation
-Proof -Equal Treatment -Penalty

Off Duty Misconduct, resulting in discipline or dlsarge has four (4) additional
elements:

-damage to the Employer’s business or reputatidyot;

-unavailability of the employee (incarceration);

-impact of grievant’s reinstatement on fellow enyaes; and

-unsuitability for continued employment in light misconduct

3. If an employee is accused of wrongdoing and ifiglste is expected, the member has
a right to representation in the investigative nwiew, this is called théVeingarten
right, named for a 1975, U.S. Supreme Court datisio

Applicability of Weingarten Three Key Tests:
a. Does the employee have a reasonable basis to édhatdiscipline may result?
b. Does the interview come under\deingartenexclusion? (No questions are
asked, discipline is not a prospect)
c. Has the employee requested representation?

4. The remedy for &/eingarternviolation is to reduce or remove any discipline.

5. If you participate in such an interview, your radeto help the employee understand
management’s questions and articulate a respofis&e good notes or record the
meeting.

6. If you are asked to represent a member in an iigatgin and you do not believe that

you can objectively represent the member then hould contact a Business Agent or
another steward.
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7. What are the elements of a fair investigation?
a. All sides to the dispute must be considered,;
b. The employee was on notice;
c. The investigator follows up on all information prded;
d. All documentary, physical, and medical evidenceltained,;
e. The investigation is pursued in a timely manner;

f. The member provided due process rights:
-the right to be informed of the charges
-the right to confront accusers,
-the right to answer charges, and
-the right to union representation

g. Employees do not have to cooperate, but most atbrty take the view that the
employee must cooperate in any investigation;

h. Three possible consequences of a failure to cotgera disciplinary interview
are:
-may add to appearance of guilt

-may affect the remedy (the Employer will rely oe thformation they have
without the members input), and
-may be regarded as misconduct or insubordination

8. If at all possible, tape record investigative nregs even if the Employer is making
their own recording. Recordings are useful in mamys. They eliminate the “he
said/she said” problem that can arise after thetinggehas taken place. When
transcribed the parties have a written verbatinoactng of the investigative meeting.
During the grievance process they can be used @mnmstant reference. During an
arbitration hearing they can be used as an exhi®dgcorders are available at the three
union offices.

9. Under the terms of our Collective Bargaining Agreetnmembers do not have to

submit to breathalyzer, blood, urinalysis, or lietettor tests, unless required by
federal or state law.
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From: Just Cause the Seven Tests,
Koven, Smith & Farwell,

A PRACTICAL APPROACH:

SEVEN KEY TESTS TO JUST CAUSE

NOTICE:
Did the Employer give to the employee forewarningfareknowledge of the
possible or probable consequences of the emplogeplinary conduct.

REASONABLE RULE OR ORDER:

Was the Employer’s rule or managerial order redsignalated to (a) the orderly,
efficient, and safe operation of the Employer’sibess, and (b) the performance
that the Employer might properly expect of the Emgpke?

INVESTIGATION:

Did the Employer, before administering the disaiplito an employee, make an
effort to discover whether the employee did in fdaotate or disobey a rule or order
of management?The State of Alaska issues a Letter of Allegathat states what
the allegations are, directing the employee toratt@an investigative meeting to
respond to those allegations and notifies the epgdoof the right to union
representation.

FAIR INVESTIGATION:
Was the Employer’s investigation conducted fairg @bjectively?

PROOF:
At the investigation, did the “judge” obtain sulbgtal evidence or proof that the
Employee was guilty as charged?

EQUAL TREATMENT:
Has the Employer applied its rules, orders and lpesaaven-handedly and without
discrimination to all employees?

PENALTY:

Was the degree of discipline administered by thepleyer in a particular case
reasonably related to; (a) the seriousness of thgldyee’sprovenoffense; and (b)
the record of the Employee in his service withEmeployer? ~Y

Bureau of National Affairs Books, 1992
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TESTS FOR DETERMINING IF AN EMPLOYER HAS JUST CAUSE
FOR DISCIPLINING AN EMPLOYEE

While there is no specific definition of “just cays a sort of “common law” has
developed from the decisions of arbitrators inigigte cases. The definition consists of
a set of guidelines or criteria that are appliethiofacts of any one case. The criteria are
set forth below in the form of questions.

A “no” answer to any one or more of the followingegtions normally signifies that just
cause did not exist. In other words, “no” mearet the disciplinary decision contained
some element(s) of arbitrary, capricious, unredsienar discriminatory action to such an
extent that the discipline is an abuse of manalgéisaretion and is either unwarranted or
should be modified.

The answers to the questions must be well documenieep in mind that the facts in
any particular case can vary a great deal. Thasstigns are guidelines to be used in
reviewing discipline cases and are not hardenetutiatds.

The Questions

1. Did the Employer give the employee forewarning ordreknowledge of the possible
or probable disciplinary consequences of the empleg’s conduct?

a. Said forewarning or foreknowledge may have propdrgen given orally by
management or in writing through the medium of t/pe printed sheets or books
of shop rules and/or of penalties for violationrdud.

b. There must have been actual oral or written comoadmin of the rules and/or
penalties provided to the employee.

c. A finding of such communication does not in all Easequire a “no” answer to
Question No. 1. This is because certain offensels as insubordination, coming to
work intoxicated, drinking intoxicating beverages the job, or theft of the
property of the Employer or of fellow employees aceserious that any employee
in the industrial society may properly be expectedknow already that such
conduct is offensive and heavily punishable.
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d. Absent any contractual prohibition or restrictiaime Employer has the right
unilaterally to promulgate reasonable rules ance gwasonable orders; and the
same need not have been negotiated with the Usitong as the rules or orders do
not involve wages, hours, or other terms and canditof employment.

2. Was the Employer’s rule or managerial order reasonhly related to the orderly,
efficient, and safe operation of the Employer’'s buaess?

If an employee believes that said rule or ordannseasonable, he must nevertheless
obey the rule or order (in which case he may fitgiavance) unless he sincerely feels
that to obey the rule or order would seriously anchediately jeopardize his personal
safety and/or integrity. Given a firm finding thtae order would cause said harm, the
employee may properly be said to have had justifingor his disobedience.

3. Did the Employer, before administering discipline ® an employee, make an effort
to discover whether the employee did in fact viola& or disobey a rule or order of
management?

a. This is the employee’s “day in court” principle.n&mployee has the right to know
with reasonable precision the offense with whiclshe is being charged and to
defend his/her behavior.

b. The Employer’s investigation must normally be m&tEFORE its disciplinary
decision is made. If the Employer fails to do is® failure may not necessarily be
excused on the grounds that the employee will ggghdr day in court through the
grievance procedure after the exaction of disogliBy that time there has usually
been too much hardening of positions.

c. There may of course be circumstances under whichagement must react
immediately to the employee’s behavior. In suckesathe normal action is to
administratively suspend the employee pending awesiigation, with the
understanding that; (1) the final disciplinary cémn will be made after the
investigation and; (2) if the employee is foundadoent after the investigation,
he/she will be restored to his/her job. In theangj of cases within the State of
Alaska, the employee is placed on paid adminisedgave.

d. The Employer’s investigation must include an ingumnto possible justification for
alleged rule violation.
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4. Was the Employer’s investigation conducted fairly ad objectively?

a. At said investigation the management official mag both “prosecutor” and
“ludge,” but he/she may not also be a witness ajdne employee.

b. It is essential for some higher, detached manageroffitial to assume and
conscientiously perform the judicial role, proviginthe commonly accepted
meaning of that term in his attitude and conduct.

c. In some disputes between an employee and a manag@®eson there are no
witnesses to an incident other than the two imntediarticipants. In such cases it
is particularly important that the management “jgtguestion the management
participant rigorously and thoroughly, just as atual third party would.

5. At the investigation did the “judge” obtain substartial evidence or proof that the
employee was quilty as charged?

a. It is not required that the evidence be preponderaonclusive or “beyond
reasonable doubt.” But the evidence must be substantial and not flimsy.

b. The management judge should actively search ouesses and evidence, not just
passively take what participants or “volunteer’nesses tell him/her.

6. Has the Employer applied its rules, orders, and pealties even-handedly and
without discrimination to all employees?

a. A “no” answer to this question requires a findingdoscrimination and warrants
negation or modification of the discipline imposed.

b. If the company has been lax in enforcing its ra@ed orders and decides henceforth
to apply them rigorously the Employer may avoidiradinhg of discrimination by
telling all employees beforehand of its intent tafoece hereafter all rules as
written.
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7. Was the degree of discipline administered by the Eptoyer in a particular case
reasonably related to; (a) the seriousness of thangloyee’s proven offense and:;
(b) the record of the employee in his service witthe Employer?

a. A trivial proven offense does not merit harsh goe unless the employee has
been properly found guilty of the same, or othdermdes a number of times in the
past. There is no rule as to what number of prevaiffenses constitutes a “good” a
“fair,” or a “bad” record. Reasonable judgmentrdo must be used.

b. An employee’s record of previous offenses may néeeused to discover whether
he was guilty of the immediate or latest offen3ée only proper use of his record
is to help determine the severity of disciplinec@rhne has properly been found
guilty of the immediate offense.

c. Given the same proven offense for two or more eygas, their respective records
provide the only proper basis for “discriminatireghong them in the administration
of discipline for said offenses. Thus, if employ&s record is significantly better
than those of employees B, C, and D, the Employay properly give a lighter
punishment than it gives the others for the sanfene&; and this does not
constitute illegal discrimination.
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INSUBORDINATION CHECKLIST
What the Arbitrator Looks for. What you shouldprepared for.

1. Was the Grievant actually giverdaect order (or merely instructions, suggestions,
or advice)?

2. Was the grievardware that he/she was given a direct order?
3. If so, was the ordeslear?
4. Was the Grievant’s alleged failure to compitentional ?

5. Was the Grievant given adequéteswarning of the possible consequences of
his/her alleged refusal to carry out the order?

6. Was the order reasonable and necessary to theosadéely and efficient operation
of the organization?

a. Did it violate:
» The Collective Bargaining Agreement
» An addendum to the Collective Bargaining Agreement
Policy
An administrative directive
A past practicé
An applicable and relevant arbitration award?
An applicable law?

b. Did the order threaten to cause undue hardshipeparable harm?

c. Did the order threaten to endanger the healthfetysaf the Grievant or others?
d. Would the order force the Grievant to violate a?aw

e. Was the order:

Arbitrary? Capricious?
Unjust? Unfair?
Inequitable? Unreasonable?

Did the order otherwise adversely affect the welfag of the Grievant or the Union?

*See requirements for past practice on the following page.
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REQUIREMENTS FOR PAST PRACTICE

There are generally four elements which shouldresgnt in order to cite a past practice

argument.

1. A Clear Course of Conduct.

2. A Consistent Activity or Practice over a Reasonabl®uration.

3. Full Knowledge and Agreement (concerning the actity or practice by both
parties).

4. Silence or Ambiguity in the Contract (concerning tle activity or practice).

. Clear Course of Conduct

A past practice cannot be based on vague activitycoasional lapses of normal
order by either the Employer or the employee.

. Consistent Activity over a Reasonable Duration

Since “a reasonable duration” is indefinite and regsse, the definition of “long
enough” or “sufficient duration” is left up to thebitrator to decide. One or two
occurrences a year may not be considered consmtenta ‘reasonable duration’.
However, the same activity repeated twice a week fgear or more, might.

. Full Knowledge and Agreement

Both parties must know that the activity or praetexists but this does not have to
be specifically stated or recognized in any offisiay. It must only be verifiable.

. Silence or Ambiguity in the Contract

Where the contract is silent, past practice magdresidered to be an implied term
of the contract if conditions A through C are praseWhere the contract is vague
or ambiguous, past practice has its strongest itrgogace in this instance, there is
no doubt over whether the activity or practice wdasnded to be a contract item.
To find out the intent of the contract, arbitratdo®k to the past practice for
definition.
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THE WeingartenDOCTRINE

In 1975 the U.S. Supreme court recognized an erspleyright to union representation in an
investigatory interview, even before formal griesamrmachinery is set in motion. The Court held in
National Labor Relations Board v. J. Weingarten.]J20 U.S. 251, 88 LRRM 2689 (1975), that an
employee has the right under Section 7 of the Matibabor Relations Act to have union representatio
at an investigatory interview, where the employeasonably believes the investigation will result in
disciplinary action and where he requests repraient The term investigatory interview means an
interview in which the interviewer is attempting gather information from the employee regarding a
problem where the employee is the subject, rathan tmerely informing the employee of some
predetermined discipline. The Supreme Court ntitatlit's holding:

“...gives recognition to the right (of representatjomhen it is most useful to both employee
and employer. A single employee confronted by rapl@yer investigation to determine
whether certain conduct deserves discipline maytdee fearful or inarticulate to relate
accurately the incident being investigated, or tgnorant to raise extenuating factors. A
knowledgeable union representative could assistBhployer by eliciting favorable facts,
and save the Employer production time by gettintheobottom of the incident occasioning
the interview.”

Weingartenrights have been specifically adopted by the Alak&hor Relations Agency. In a case

involving ASEA/AFSCME Local 52 the State was foutmdhave committed an Unfair Labor Practice

(ULP) and ordered to cease and desist in violatWengartenrights of our members as protected by
Alaska Statute. In Decision & Order 206 the Agefaiynd that, “By refusing an employee’s request for
a Shop Steward at an investigative interview tiat émployee reasonably believes could result in
discipline and by continuing the interview, an eayar violates AS 23.40.110 (a)(1)".

Four elements of thé/eingarterright were discussed.

1. The employee must first request union represemtatie Employer does not have an obligation
to inform the employee of the right.

2. The employee must reasonably believe that thevieterwill lead to discipline.

3. The representation may not interfere with legitenamployer interests. The Employer may
respond to the request either by granting it anieating the interview.

4. If a union representative does attend the interyvithe Employer has no obligation to bargain
with him or her.

The State of Alaska, as the Employer has conslgtadvised members of their right to union
representation in disciplinary interviews. Howewviie request for union representation is an esdent
element for establishing Weingartenviolation and it is incumbent on the Shop Stewaadsnsure the
members are aware of their need to request refetmen
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UNION REPRESENTATION/ WeingartenRIGHTS

National Labor Relations Board v. J. Weingartend.

When do | need to assert myWeingartenrights?
You are entitled to union representation undiingartenany time the Employer is questioning you
and you fear discipline could result from the qigshg.

How do | know?
Ask your employer the nature of the meeting. Beftbre employee meets with the Employer, the
employee is entitled to know the general naturthefmeeting. However, do not disobey an order to
meet with the Employer if they do not provide yoithvthis information.

Am | entitled to union representation anytime | ambeing questioned?
Pursuant to Article 34.04 (B), the Employer is #&di to conduct confidential investigations. This
means, in part, that if you are not the focus & ithvestigation, that they may question you in a
confidential setting without union representation.

Am | allowed to choose which union representativeapresents me?
Not necessarily. If Management schedules a meetintga union representative is available, then
management is not required to delay the meetinigyour first choice in representation is available

Does management have to inform me of myeingartenrights?
No. The burden is on the employee to request @nu@presentative.

Can management continue the meeting after | have geiested a union representative?
Management can give you the choice of either camgn the meeting without representation, or
ending the meeting and rescheduling.

What role does the Union representative play at theneeting?
The Union representative is an advocate and a sdtneThey are entitled to participate in the
interview but not to bargain with the Employer. rihally, the participation will include advising the
employee and/or assisting them to articulate ghesition.

Is this my only entitlement to union representatior?
No. Article 2.01 provides that union representdivwho are not employees of the Employer, may
visit any work area at any time with prior approwdl the Employer. Approval shall not be
unreasonably withheld or delayed.

54



OBLIGATION OF THE UNION STEWARD
UNDER WEINGARTEN RIGHTS

Do | have to represent every member who comes to & assistance?
A union steward cannot discriminate against any benon the basis of race, color, religion,

national origin, age, sex, physical impairment, itahistatus, change in marital status, pregnancy,
parenthood, political affiliation or belief, or wm affiliation.

What happens if | have a conflict with a member?
If you have a conflict with a member, that impagdsir ability to advocate for that member, then you
need to find another Steward or Business Agentduige representation. If another representatve i
not available, then you must represent the menfhiiei meeting cannot be rescheduled. Another
Steward will then be assigned to follow up with ttmember and to provide any additional
representation.

What should | do before the meeting?
Call the Business Agent and discuss what you knmwthe potential meeting. Have a pad of paper
and a pen ready to take to the meeting. The mearimkthe Business Agent will rely on your notes,
particularly if discipline is imposed. If possibi€s also a good idea to confidentially speakhnany
other people, who might have been involved withyitness to, the situation.

DOCUMENT! DOCUMENT! DOCUMENT!

Can | meet with the member before the meeting?
You are entitled to a brief meeting with the memibefiore the meeting with the Employer. If you are
suddenly called into a meeting, the first thing yghould do is ask the Employer for a moment to
meet with your member. Explain your role to thenmber. Explore with the member why they think
or believe the Employer wants to meet with them.

Should | tape record the meeting.
If possible, it is always a good idea to tape récmeetings and yobave the right to do so It
avoids a “he said, she said” situation. In instanwhere the meeting results in discipline and a
grievance is filed, the recording or the transcfipin that recording can be vital. The grievance
procedure can take many months. Memories fademwrchange over time. Having a recording of
any meetings that lead to discipline leaves no tabbut what was said, how it was said and who
said it. If you are not able to record a meeting the Employer has, ask that the Union be sent a
copy of the tape. While this method is not prefdyrit is better than not having a recording at all
Unfortunately, there have been a few instances evtiex Union has not received complete copies of
recorded meetings.
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What is my role in the meeting?
You are entitled to participate. However, the Eogpl has the right to hear the response from the
member. If the member is not articulating theisigion in the meeting, and you are able to assist
them, that is an appropriate role for you as aatdw|t is also appropriate to ask the Employeeto
phrase their questions if those questions appegueyaopen ended or misleading. You may also
request a break during the meeting to meet priyatéh member. This may be done for a variety of
reasons including; to give the member a chancealim clown, to remind them of information they
have given you that they have not yet brought éBmployer’s attention, information you have that
assist in their defense, or to remind the membatr ttrey must be forthright and honest at all times
during the meeting.
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EMPLOYEES' RIGHT TO DUE PROCESS UNDER LOUDERMILL

Cleveland Board of Education v. Loudermill

In 1979, the Cleveland Board of Education hired earboudermill as a security guard. On his job
application, Loudermill stated that he had neverbeonvicted of a felony. Eleven months laterpas

of a routine examination of his employment recottle, Board discovered that in fact Loudermill had
been convicted of grand larceny in 1968. By lettated November 3, 1980, the Board’'s Business
Manager informed Loudermill that he had been disedsbecause of his dishonesty in filling out the
employment application. Loudermill was not affatdan opportunity to respond to the charge of
dishonesty or to challenge his dismissal.

Under Ohio law, Loudermill was a “classified cigérvant” and as such, could be terminated only for
cause, and could obtain administrative review gcHarged. Loudermill fled an appeal with the

Cleveland Civil Service Commission. A hearing afd before a referee where Loudermill argued that
he had thought his 1968 conviction was for a misemmor rather than a felony. The referee
recommended reinstatement, but the full Commislsitar heard argument and upheld the dismissal.

Loudermill then filed suit in Ohio District Courtgcharging that Ohio’s civil service law was
unconstitutional because it did not provide the lewyge opportunity to respond to the charges against
him prior to removal. As a result, discharged emgpes were deprived of liberty and property without
due process. The complaint also alleged that thgigion was unconstitutional as applied because
discharged employees were not given sufficientlgnget post-removal hearings. The District Court
dismissed for failure to state a claim on whichefetould be granted.

The Court of Appeals for the Sixth Circuit reversd District Court’'s decision and the Board of

Education appealed to the Supreme Court of the Th8. Supreme Court determined that the District
Court in Ohio erred in dismissing for failure tatgt a claim because Loudermill was not given a @han

to respond to the charges before termination.

In the text of its decision, the Supreme Courtestdbat the,

“...Due Process Clause provides that certain subst@ rights — life, liberty, and
property — cannot be deprived except pursuant testtutionally adequate procedures...
The right to due process is conferred, not by lagie grace, but by constitutional
guarantee. While the legislature may elect notaafer a property interest in [public]
employment, it may not constitutionally authorize tleprivation of such an interest, once
conferred, without appropriate procedural safeguaid
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In citing the need for some form of pre-terminatie@aring, the Supreme Court made two important

points:

X/
o

0

First, the significance of the private interestetaining employment cannot be gainsaid (denied).
We have frequently recognized the severity of depgi a person of the means of livelihood.
While a fired worker may find employment elsewheateing so will take some time and is likely
to be burdened by the questionable circumstancgsrwrhich he left his previous job.

Second, some opportunity for the employee to ptekenside of the case is recurrently of
obvious value in reaching an accurate decisionsmidisals for cause will often involve factual
disputes. Even where the facts are clear, theogppteness or necessity of the discharge may
not be; in such cases, the only meaningful oppdstun invoke the discretion of the decision-
maker is likely to be before the termination takésct.
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WHAT IS THE DUTY OF FAIR REPRESENTATION?

Labor law provides for a swap. The Union, throwghtification or recognition, is established as the
“exclusive” bargaining representative for all emydes in the bargaining unit. In exchange, the Wnio
must fairly represent all employees in the unitmrhers and agency fee payers alike. This respdifygibi
applies in contract negotiations and in contrachiadstration and enforcement (grievance handling an
arbitration). The legal term for this is the “dwt/fair representation.”

Although federal and state laws do not refer spedlfy to this duty, the laws have been interprebgd
the Courts to require the duty of fair represeatatiThis applies to private and public sector ngio

1. Grievance Handling and the Duty of Fair Representabn
Perhaps the most important area in carrying outi@n(s duty of fair representation is the procegsin
of grievances. Most of the “failure to represetatvsuits are filed by persons who have been
discharged. Therefore, union staff, officers atevards need to be particularly careful in handling
discharge grievances. The following guidelines mtended to assist union representatives in
processing grievances in a way designed to mediien’s legal responsibility.

A. Consider all grievances solely on the merits.
The decision whether or not to process a grievamest be based on the merits of that particular
grievance. This means that you must look at tloés fanderlying the grievance in determining
whether a grievance has occurred, and if so, whethepursue the grievance through the
grievance procedure and arbitration.

You may not refuse to process a grievance becauseq not like the grievant. Forget about the
grievant as a person. Your determination as tahendhere is a legitimate grievance may not be
based on personal hostility or racial prejudicée Ppoint is that you must look at the merits of the
particular grievance and not at an individual membe

B. Investigate the grievance thoroughly.
You have a responsibility to thoroughly investiggteevances. A superficial investigation is not
enough because it may not uncover all the impoffais. Interview the grievant. Locate and
interview witnesses. Follow up on all leads. Ratarly with discharge grievances, be sure to
get the grievant’s complete story and talk to athesses offered by the grievant.

Do not accept without question anything that iglsaicheck it out—. Always use the “5 W’s”
(Who, What, Where, When, and Why), as a guide to yovestigation.

You have a responsibility to investigate a griewabefore you decide whether it has any merit.
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C. Process the grievance promptly -Do not miss time limits for filing and appealing
grievances. (See Article 16 of the current GGU @mitfor timelines).
Timeliness is extremely important in grievance pssing. You have a responsibility to file
and/or appeal grievances within the time limit@bbshed by the grievance procedure. Failure to
comply with the time limits can result in havinggaevance “die” and leaving the grievant with
no recourse against the Employer.

To meet these deadlines, it is important that dvgnces be investigated as soon as possible. If
additional time is needed, make a written requeshanagement for an extension of the time
limits. However, an investigation does not have@éacompleted before a grievance is filed.

D. Take notes and keep good written records.
Begin to take notes as soon as practical. Theelotige delay, the greater the danger of omitting
small, but important facts. Notes must be accuratderstandable and as complete as possible,
since they will become the basis on which decisigitisbe made as the grievance is moved into
the procedure and perhaps to arbitration.

Some record should be kept of all discussions Wighgrievant, of all discussions and meetings
with the Employer on the grievance and of all ing¢runion decisions whether to proceed with
the grievance. Copies of all correspondence andrdents should also be kept.

Your written record is very important in later ddishing that the Union did investigate the
grievance and did make an objective decision omtbets.

E. Keep the grievant informed.
Many lawsuits are filed because discharged grievéaud their lawyers) believe the Union is
trying to hide something by not keeping the gri¢\advised of the progress of the grievance.

Let the grievant know what is happening with his/ggevance. The grievant should be kept
informed of the status of his/her grievance, whap$t is in the grievance procedure process, and
any management responses. Any union decision engtlevance should immediately be
communicated to the grievant, preferably in writingrhis includes decisions not to file a
grievance, to drop or withdraw a grievance, tolsettgrievance, or not to proceed to arbitration
on a grievance. In addition to always wanting & dpen with and fair to the grievant, this
notification begins the grievant’s six month tinmait for filing a duty of fair representation suit
against the Union.

The law does not require that the grievant be prtesiemeetings with the Employer or at internal
Union discussions concerning the grievance.
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. Treat all members of the bargaining unit the same.

It is unlawful to refuse to process, or to give atigial treatment to, the grievance of a person
who is an agency fee payer of the Union. Likewe® mentioned before, grievants who have
been political opponents of the current officerglmsidents within the Union must be treated the
same as all other bargaining unit members. Ofsmuthe Union cannot discriminate against
grievants because of their race, sex, age, orethakground. All employees should be given
equal consideration in the handling of their gries&s (you should take a similar position on
similar cases).

. Have a valid, supportable reason for any action taén on a grievance.

As mentioned, the law requires that a union comsa@rievance in good faith and make a
determination whether to process the grievancetomerits. Don't let the time limits go by
before making a decision. Make a determinationtirdreand how far to process a grievance on
the basis of the investigation of the grievancest mauccess or failure in arbitrating similar
grievances, and the importance of the grievancéhéoentire membership. Document this
decision in writing.

. If a grievance clearly lacks merit and cannot be wo at the lower steps or in

arbitration, drop it.

Don’t let an attorney or the threat of a lawsuftuance the Union’s judgment on the merits of a
grievance. The courts recognize a union’s righd(as obligation) to keep the grievance
procedure free of meritless grievances which singbdg up the dispute-resolution machinery.
However, the grievant must be informed of the denisand the Union should make a written
record of the objective reasons why it failed te for drop a grievance. The Steward should
honestly attempt to convince the grievant of thressons.

The settlement of grievances.

A union has a right to settle grievances as it fiee#gain, there should be a written record made
of the settlement itself and the reason(s) why gbtlement was made. Of course, when a
grievance is settled, the grievant should be promptormed.

What should be avoided are any appearances thar@vant got a better settlement than another

because of who the grievants were. In additioarettshould be no horse trading whereby one

grievance is “sacrificed” in order to save othelor should there be even the appearance of such
action.

. Make sure your union has an internal appeals proces

Grievants should have the opportunity to appeat@sibn not to take their cases to arbitration.
An appeals process can be a vital tool in estahljsthe Union’s intent to fill its duty of fair
representation. ASEA/AFSCME Local 52 has such eceuture. It is called the Grievance
Review Committee. The Committee is made up of G@nbers from around the state and any
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grievant has the right to present their case tocttramittee. For further information on this
procedure contact your Business Agent.

2. Arbitration and the Duty of Fair Representation.

A.

B.

An employee does not have a legal right to insiat his/her grievance proceed to arbitration.

Just as with grievance handling at the lower st@pthe procedure, the decision whether to
arbitrate a grievance must be made based on thésrakthe particular grievance. This decision
should take into account the facts of the grievaanwe the importance of the particular case, the
past success or failure in arbitrating similar gaigces, and the importance of the grievance to the
entire membership. Cost of the arbitration maybe factor considered, but should not be the
sole reason for deciding against arbitration.

The internal union procedure by which the decisidrether or not to arbitrate is made must be
the same for all employees. For example, if a catamdecides, then this must be the way it is
done for all cases.

The grievant should be given written notice of thee, time and location of the arbitration
hearing. At a minimum, the grievant should alwhgsnvited to be present at the hearing.

. If a decision is made not to take a grievance bitration, the decision and the reasons for the

decision should be communicated to the grievambally and in writing. The decision should be
explained to the grievant with the goal of the gaet understanding he/she was treated fairly.
*Refer toPolicies and Proceduregyrticle 2.03.032 (Standards of Review) for morrmation.

The duty of fair representation includes the dwtyatbitrate the grievance to the best of the
Union’s ability. This means that whoever is hanglithe arbitration should meet with the
grievant and any witnesses in advance of the hgaaimd make certain that all relevant
information is available, including requesting infation from the Employer. The Union should
put forward the grievant’s strongest argumentsgedent the case in the most favorable light.

It is not necessary to use a lawyer at the arimtradtearing. The use of a lawyer at the hearing
does not protect the Union from a possible dutfaofrepresentation violation.

. The grievant does not have a legal right to hagéhbr own attorney present with him/her at the

arbitration hearing. However, the Union may peramtattorney to be an observer or to take an
active role at the hearing.
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3. A Note on Time Limits for Filing Fair Representation Lawsuits and Remedies in
Fair Representation Suits.
A 1983 Supreme Court ruling limited the period iofié for initiating a duty of fair representation
lawsuit. The court adopted a six-month time lifoitthese suits. The six months starts runningfas
the date of the Union’s perceived violation. Isesawhere a union decides not to process a grievanc
any further, this is the date the Union notified grievant of its decision. Therefore, it is inr@on’s

interest to promptly notify a grievant of such aide®n, so that the six months starts running and
expires as soon as possible.

4. Other Developments.

The Supreme Court decided (lramsters Local 391 v. Tejrthat employees who seek monetary
relief for a union’s breach of the duty of fair repentation are entitled to a jury trial in accorcka
with the provisions of the 7th Amendment of the UC®nstitution. By a 6 to 3 vote, the Court held
that when employees seek back pay and benefitagoatresult of a union’s alleged breach of its fai
representation duty, the employees are requestitiggal” rather than equitable remedy and are
constitutionally entitled to a jury trial. Althotighe case involved an action under private sedatoy
labor attorneys believe similar claims filed by palemployees against their unions and their public
employers would be treated similarly, at least fasas the right to a jury trial is concerned.
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PERSONNEL FILES AND
PERFORMANCE
EVALUATIONS






PERSONNEL FILES: WHAT ARE YOUR RIGHTS?

Article 34 of the contract guarantees you the righteview all personnel files pertaining to you.
Normally you will have four (4) personnel files:

1. Your permanent file is kept in Juneau by the Deparit of Administration. It will
normally contain your initial hire information, gennel actions and, evaluations
from all departments you have worked for. Discigty notices will also be kept
in the file.

2. Your department will keep a file with similar infoation as # 1. above, but
restricted to your employment with that department.

3. Your local office will keep a file similar to # 2bove.

4. Your supervisor (the person who prepares your peidoce evaluation report)
will keep what is referred to as a supervisory vimgkor anecdotal file. This file
will consist of notes and correspondence that cegour supervisor's monitoring
of your performance. According to the Rater's @yigignificant information
from these notes will be memorialized in your anmaaluation. This way the
supervisor is reflecting on more than just whatuoeed in the last two weeks
(what is fresh in the Rater’'s mind) when prepagogr evaluation.

In addition, you may at some point have a medital fThis would result from filing for reasonable
accommodation under the Americans with Disabilides (ADA) or if you or a family member has a
medical issue that would fall under the Family MeadliLeave Act (FMLA). Under Federal Law (the
Health Insurance Portability and Accountability Agka HIPAA) medical information cannot be kept in
any personnel file.

You have the right to review any and all of thassf You may arrange a time with your supervisor
review the supervisor’'s working file on a regulasls. If your supervisor is communicating effeelyv
with you, nothing in the file will be a surpriseyou. No secret files may be kept on any barggiminit
members.If you do not ask to see it, it is not a secret &8l An effective supervisor will continuously
monitor and communicate with their employee andaba&uation will be a summation of what both of
you already know.

In addition to reviewing your personnel files, yane entitled to a copy. You may also ask the Utmoon

obtain your file after providing a Release of Imf@tion to the Union. See Exhibit XI for a sample
request form. Please contact the Union for a adjilje Release and Authorization Form.

(Revised 10/2010)
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CLASSIFICATION REVIEW PROCEDURES - Atrticle 17

APEA v. State of Alaska

The Supreme Court IAPEA v. State of Alaskalled that classification was not a subject of daary
bargaining under the Alaska Public Relations ABecause of this determination, Article 17 is thieso
and exclusive method for settling any dispute camaog classification matters.

Individual Reclassification
When the member and the Union believe the posiisomot properly classified a review may be
requested.

I.  The Union submits a request for review includinguarent copy of the employee’s position
description to the Director of the Division of Pangel.

The Director of the Division of Personnel has thi(B0) calendar days to submit its written
analysis to the Union.

[I. If the Director of the Division of Personnel faits respond in thirty (30) calendar days or within
thirty (30) calendar days of receipt of the Direid@decommendation, the Union may advance the
request to the Commissioner of Administration witten (10) working days of the due date.

The Commissioner of Administration has thirty (8@)endar days to review the PD with the class
specifications for proper allocation and make alfrecommendation to the Union.

Reallocation of a Position

If the Commissioner of Administration reallocaté® tposition, the reallocation shall be effective in
accordance with 2AAC 07.035. Any monetary increstsa| be effective the first day of the regulay pa
period following determination by the Commissioné€Administration.

All Bargaining Unit Members are entitled to a copy their Position Description (PD) and class
specifications. Position Descriptions and Classc8jgations are available on the State’s Website.
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WHAT TO DO WHEN A MEMBER COMES TO YOU WITH A
CLASSIFICATION PROBLEM:

1. Ask the member to obtain a copy of their currensifien description and their current class
specification.

2. Have the member review these together to determineze and if discrepancies exist.

3. Have the member, or you and the member, review cthss specifications for a possible fit.
If there is no class specification that fits, yavé a problem.

If there is one, but it is a class with a lowerganyou have a problem.

If the present one fits, you have a problem.
If a higher range class specification exists thagaly meets your current job duties, proceed.

oo op

4. The first step following identification of the ampriate class specification is to identify other
members who are currently working in this clasatiicn and request copies of their position
description. This can be done by obtaining the FQNhe position and obtaining it through the
State’s website.

5. The position description should be updated with @eve information in mind and submitted
through the Article 17 procedures.

PROS AND CONS

Pros:
1. You have guaranteed timeline for response. Younaet be in limbo forever.
2. If the state agrees with you, you could start ngogithe higher pay within 2 — 3 months.

Cons:

1. Whenever you open your PD for review, you takeanck it could be downgraded.

2. You are entitled to one review through the Artidle procedure every 12 months unless there are
substantial changes in job duties.

3. You may not have the support of your immediate super.

4. The Director of the Division of Personnel has fHBIAL say in your reclassification andOT
YOUR SUPERVISOR, MANAGER OR DIRECTOR.

5. The State reserves the right to take away dutieshifher class instead of upgrading the position.
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Resources for Classification Reviews

*» Class Specifications

¢ Position descriptions already classified in thgearclassification

s Any studies conducted by the State of Alaska imidating the class
specification

s Alaska Administrative Manual: Standard operatingpgedures on
Reclassification
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PERFORMANCE EVALUATIONS AND INCENTIVES — ARTICLE 18

Article 18 provides three separate methods of dppka performance evaluation:1) Employee
Rebuttal; 2) Appeal of Denial of Performance Incentive and/8); Review of low acceptable or
unacceptable Performance Evaluations.

Important Note: If an existing merit step iwithdrawnversus a denial of the next step, the
appeal is through the grievance procedure.

I. Rebuttal — Article 18.01A.5 — 10 working day deadfie from receipt of
evaluation from Rater

Article 18.01 A.4 requires that the Rater, priorsigning and finalizing an evaluation, will discube
evaluation in draft form with the employee. Thisadission time is an excellent opportunity to ¢ari
statements made in the evaluation and to convire®&ater to change objectionable statements.

Once the Evaluation has been signed by the Ra&keremployee has ten (10) working days to prepare
and provide the Rebuttal to the Rater or sign “cohwith the Evaluation. Use these ten working slay
to review the evaluation and draft rebuttal with #mployee. If the evaluation is positive on th®ls,
balanced and accurate, you may want to recommeaidthle employee sign “concur”. Very often
employees focus on the negative in their evaluatiban a more impartial observer will see the badanc
of positive and negative. Rebutting may only dedtention to the negative.

If it is determined that a Rebuttal will be writiesee the Rebuttal Tips.

lI.  Appeal of the Denial of a Performance Incentive — #icle 18.03 — 15 working
day deadline from receipt of finalized evaluation.

Unless the Employer takes an affirmative actiondemy a merit increase through a performance
evaluation, an employee shall be granted a memniease to be effective on their merit anniversatg d
If a merit increase is timely denied:

Level 1: The employee, through the Union must set forth thasons the employee
disagrees with the Employer’s action. Appeal nhesfiled with head of employing department
or agency and bear a postmark or date stamp shahatgt has been timely filed. The head of
the agency shall respond in writing within fifterb) working days.

Level 2: If unresolved, the Union may advance the appe#héoDirector of the Division

of Personnel and Labor Relations within fifteen)(%#orking days after Level One is due or
received, whichever is earlier. All evidence anguaents must be included. The Director must
respond within fifteen (15) working days.

71



Level 3: If unresolved, the Union may advance the appealréetew by the selected
neutral third party within fifteen (15) working day The request may include additional
arguments, (to which the Director may respond),faubew evidence may be submitted by either
party. The Director forwards the appeal to a redutiThe neutral shall render a decision within
thirty (30) calendar days. The decision is finadl dinding. There is no further appeal or review
process.

Request for Review of Performance Evaluation — Artile 18.04 — 30 calendar
day deadline from receipt of finalized evaluation.

Only performance evaluations where the overallatiffeness is low acceptable or unacceptable, who
have not been denied a Performance Incentive, mayhis Review process.

Step 1: Within thirty (30) calendar days of receipt of thiealized evaluation (bearing all
signatures), the member, through the Union, mayesiga review by the Director of the Division
of Personnel and Labor Relations. Members mayastgeview of allegations that the evaluation
contains factual inaccuracies, or that in the pa&pan of the evaluation management has been
arbitrary or capricious, or has been motivated Isgrdnination or bias. The appeal must be
postmarked or date stamped.

The request must state specifically the allegatitmbe investigated and provide supportive
information as available. After submission thé diallegations may not be expanded.

Step 2: The Director shall transmit a copy of the requesttite Human Resources Manager
(HRM) of the employing Department. The HRM shalvh thirty (30) calendar days to
investigate and make written recommendations.

Step 3:If unresolved, the Union may request an informadrhmey conducted by the Director or
designee, in person or telephonically. The menaberthe department representative shall have
one (1) hour each to present additional testimonlif. no hearing request is made, the
recommendations of the HRM shall be made.

Step 4: The Director shall issue a final decision withim {.0) working days after the close of
the hearing.
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REBUTTAL TIPS

Rebuttals should be:

1.

3.

As brief as possible 2. Concise and to the point
Well written 4. Professional
Address the author as the Rater 6. Be writtesuth a way as to convince the Rater and

higher ups that the evaluation needs to be reamrtb
provide an accurate portrayal of the Employee’s
performance.

When presented with an Evaluation:

1.

Do not let yourself be rushed into signing an ezdin you do not agree with.
Your best chance of changing an evaluation is leatdras been finalized by the Rater.

The contract requires that the Rater discuss th&iatron with you prior to signing. This is to
provide you an opportunity to ask questions andiestichanges.

When you have determined a Rebuttal is necessary:

1.

Make copies of the evaluation to make notations on.
Number each paragraph in the narrative for eagyerte (e.g. Page 1, paragraph 1).

Review the evaluation with your steward or anotbbjective person. Highlight specific
portions of the evaluation that you would like chad. At the same time, list the explanations of
why these changes need to be made.

The Contract provides that the “Rater's Guide” vk used by the Employer to provide
uniformity of the application of standards. Congahe evaluation with the standards
established by the Rater’s Guide.

Begin the rebuttal. Address each paragraph oreseatthat is factually inaccurate separately
and in order as they appear in the evaluation. s Thakes the rebuttal easier to read and
increases the probability of a positive outcontewill also make it easier for the Business Agent
when and if it comes time to file for a review.

For example: Page 2, paragraph 3 should be remteed this evaluation (e.g. the

incident the Rater is referring to occurred Noveniti® 2002, outside of this rating period
and therefore is not appropriate for this evalugtio
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. Review the ratings and identify any changes youldibke to see. The ratings may not be
changed unless you specifically ask that they lamgéd. It may be appropriate to explain why
you believe the ratings should be changed, blieifrebuttal to the narrative is written well, it
should support any changes that should be madhe t@atings.

. Once the rebuttal is ready to deliver to the Rateke a copy of the evaluation and attached
rebuttal for yourself. Check the “Disagree withtiRg” box, sign your name and write “Rebuttal
Attached”.

. If the performance evaluation is not rewritten, Braployee will receive a copy after all parties
have signed. This is the final (finalized) cofften times this is sent certified to establish a
receipt date. This timeline is critical. Only &yations with overall effectiveness of low-
acceptable or unacceptable may be reviewed undeteAi8.04.

. You must contact your steward or business agent tgxeipt of the finalized evaluation. The

request for review must be filed within thirty (3€glendar days of your receipt of the finalized
copy (with all signatures) or, fifteen (15) workidgys if a merit incentive has been denied.
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Resources for Performance Evaluation Issues

+» Handout — Rebuttal Tips — Article 18

** The Rater’s Guide

s Employee Position Description

** Employee Job Class Specification

+» Job Evaluation History

s Supervisor’s file on Employee (See Exhibit XI)

s Appendix A of the GGU Agreement — Merit Increases
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Union office resources:

s ADA Technical Assistance Manuals

% Administrative Codes

% Administrative Manuals

s Alaska Statutes

* Discipline & Discharge in Arbitration

¢ Elkouri & Elkouri: How Arbitration Works

¢ Fair Labor Standards Act Handbook

+ Family and Medical Leave Act Guides

% Grievance Guides

¢ Past Arbitration Decisions (Indexes and Summaries)
+» Robert’s Dictionary of Industrial Relations

s Sample complaints and grievances (see ExhibitsWII, IX and X)
¢ Past contracts

++ Other union contracts

% Bargaining notes

77



Page left intentionally blank

78



MEMORANDUM State of Alaska

TO Heads of Departnments DATE: Cct ober 25, 1984
and | ndependent Agencies

FI LE NO
FROM Bill Sheffield TELEPHONE NO 465- 3500
Gover nor SUBJECT: Admi ni strative Order No. 81

Policy Statement on
Di scrim natory Harassnent

This memorandum transmits Administrative Order 8bthe policy and guidelines for the Executive Btaon
discriminatory harassment based on race or ca@bgion, national origin, sex, age, handicap, nastatus,
changes in marital status, pregnancy or parenth®bis policy amends and supplements Administrafiveer
No. 75 and is applicable to each agency and depattwithin the Executive Branch of State governnaa
includes operational definitions of harassmentssdial harassment.

| am taking this action in an effort to curtail clisninatory harassment in general and specificsdiyual
harassment. Such harassment undermines the igtefBtate government and cannot be condoned. Iggstem
principles require that all employees be allowed/tok in an environment free from harassment.

| am directing, therefore, that each of you takeaalership role through the immediate initiatiortrad following
actions:

1. lIssue a strong management statement concurringawitireiterating the State's policy as the policyoar
agency or department with regard to such discritoitygharassment;

2. Emphasize this policy as a part of new employeentation;

3. Provide each employee with a copy of the attacludidypstatement on harassment;

4. Make employees aware of the avenues for seekingggdand the actions that will be taken againpi@yees
violating the policy, as provided in the policytstaent itself; and,

5. Inform your managers and supervisors of their rasitdlities under this order and insure that theyal
provided with both a copy of this Order and therappate training to deal with these issues, egtlgdn regards
to sexual harassment. Such training will be offere request by the Division of Equal Employmenp@runity
through the Productivity Improvement Center in Brepartment of Administration.

BS/MGM/mms
15/ 10D1/0730-08

Attachments
cc: JimKelly, Special Staff Assistant
O fice of the Governor

Merwin H Peters, Director
Di vi sion of Equal Enploynment Opportunity

Frank Raye, Director
Di vi si on of Personnel

W 1l i am G bbons, Director
Di vi si on of Labor Rel ations
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Administrative LOF

FROM THE OFFICE OF THE GOVE ﬂ}:ﬁﬂ;_ 'dff'f.!i:ﬁir'
Sl

BILL SHEFFIELD STATE OF ALASKA October 25, 1984
GOVERNOR OFFI CE OF THE GOVERNOR
JUNEAU

ADMINISTRATIVE ORDER NO. 81

In furtherance of the State of Alaska's commitrmerituman rights and equal employment opportunjtjll Sheffield,
Governor of the State of Alaska, under the authapiinted by Article 11l of the Alaska Constitutiamd by Alaska Statute
44.17.060, hereby order the following as the poding guidelines for the Executive Branch of AlaSkate Government on
discriminatory harassment and more specificallg@xual harassment. This Order amends and suppie#eministrative
Order No.75, the general policy on equal employno@mortunity.

1. STATATEMENT OF POLICY

1.1 The Executive Branch of the State of Alaska, asraployer, will not tolerate, condone or permit &myd of harassment
of employees or applicants for employment on theisbaf their sex, color, race, religion, nationagm, age, handicap,
marital status, changes in marital status, pregnanparenthood. Such harassment is in direcatiimh of Federal and State
law and is inconsistent with the State's policyegmal employment opportunity.

1.2 Persons who knowingly engage in or instigate swrhdsment will be subject to disciplinary actiorrsch may lead to
suspension and discharge. Additionally, managedssapervisors who knowingly permit harassmenwvagtio occur

without further action will be subject to discipdiry action. Where such prohibited activity is prated by a non-employee,
the State will take available and appropriate @istary action which may include, by way of examptess of contract.

2. GENERAL PROVISIONS

2.1 Scope: The policy and guidelines herein apphlltagencies, employees and applicants for employmwéhin the
Executive Branch of Alaska State Government.

2.2 Frivolous or Malicious Accusations: Persons maKinglous or malicious accusations of harassmeay e subjected
to disciplinary actions.

2.3 Management Activities: This Order is not intendedestrict bonafide activities such as reprimaniisgiplinary actions
and employee performance evaluations which arelgledthin the scope of a supervisor's duties asgponsibilities, and
which serve a legitimate management purpose.

3. DEFINITIONS

3.1 Harassment: Unwanted communication and/or corlgyet supervisor, co-worker or non-employee in tloekplace
which adversely affects the employment relationsiipiorking environment for the employee or appiiciar employment
and is based on the sex, race, religion, nationginp age, handicap, marital status, changes intahatatus, pregnancy or
parenthood of that individual. Harassment mayudelslurs, abusive language, threats, derogatonymemts, unwelcome
jokes, teasing and other such verbal or physicadigot.

3.2 Sexual harassment: Addressed and defined by tBeRdual Employment Opportunity Commission in teeléral
Guidelines on Discrimination Because of Sex pulelisbn November 10, 1980, and codified as 29 CFRd®et604.11,
sexual harassment is defined as follows:

"(a) Harassment on the basis of sex is violatioBexdf. 703 of Title VII. Unwelcome sexual advanceguests
for sexual favors, and other verbal or physicaldran of a sexual nature constitute sexual harastswieen
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submission to such conduct is made either expfioitimplicitly a term or condition of an individlsemployment, (2)
submission to or rejection of such conduct by alividual is used as the basis for employment deesssaffecting such
individual, or (3) such conduct has the purposeffact of unreasonably interfering with an individ's work performance or
creating an intimidating, hostile, or offensive wanvironment."

4. GUIDELINES FOR THE IMPLEMENTATION OF POLICY

4.1 Responsibility for implementation:

(a) Overall responsibility for the administration ofglorder is delegated to the Director of the Dimisof Equal
Employment Opportunity.

(b) All agency heads, managers and supervisors witisiEkecutive Branch of State Government are redplerfer taking
immediate and appropriate corrective action whieeg have any knowledge of such prohibited practiSesh corrective
actions should be taken only after consultatiomnthie State Division of Equal Employment Opportynit

4.2 Complaints:

(a) Employees believing they have been subjected tskarent should contact their department or agekagyial
Employment Opportunity Representative or the Sbawsion of Equal Employment Opportunity.

(b) A complaint may be formally filed on the "ComplaoftDiscrimination Form" available through agen@rgonnel
offices and the State Division of Equal Employm@piportunity.

(c) The Division of Equal Employment Opportunity shddivelop the appropriate administrative procesgsolve
harassment complaints.

(d) Any form of retaliation, reprisal or adverse acttaken against an employee for complaining abeyonting, or
cooperating in the investigation of such harassnsepitohibited and will be dealt with severely. cBuisciplinary action may
include suspension and dismissal.

4.3 Dissemination of Policy:

(@) The policy is to be posted in the form providedppendix A of this order on all bulletin boards aatdevery facility and
office within each department.

(b) It will be the responsibility of each agency heacehsure that copies of this policy are dissemthtdeall supervisory
staff and that copies of this policy are includedil agency policy manuals and employee handbooks.

This Order takes effect October 25, 1984.
Dated at Anchorage, Alaska October 25
S/S Bill Sheffield

Bill Sheffield
Governor of the State of Alaska
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STATE OF ALASKA
EXECUTIVE BRANCH
APPENDIX A
POLICY ON DISCRIMINATORY HARASSMENT

The following policy on discriminatory harassmerasassued by Governor Bill Sheffield in AdminisivatOrder No. 81
effective October 25, 1984.

The Executive Branch of the State of Alaska, asraployer, will not condone, permit or tolerate &md of harassment of
employees or applicants for employment on the bEsiex, color, race, religion, national origineafpandicap, marital status,
changes in marital status, pregnancy, or parenti®ach harassment is in direct violation of Fedaral State law and is
inconsistent with the State's policy on equal emplent opportunity.

Persons who knowingly permit, engage in or inséigatch harassment will be subject to disciplinatioas which may lead

to suspension and discharge. Where such prohiadtddty is perpetrated by a nonemployee, thatgemay be subject to
prosecution, loss of contract, or other appropsatections.

DEFINITION OF DISCRIMINATORT HARASSMENT

Harassment is unwanted conduct or communication fypervisor, co-worker, or nonemployee in the waake which is
based on the sex, color, race, religion, nationigimg age, handicap, marital status, changes intahatatus, pregnancy, or
parenthood of an individual and which adverselgetf the employment relationship or working envinent. This includes
slurs, epithets, threats, derogatory comments, loawee jokes, teasing and other verbal or physicatact.

Sexual harassment has been defined by the U.SI Equdoyment Opportunity Commission as:

Unwelcome sexual advances, requests for sexualdaand other verbal or physical conduct of a skmature constitute
sexual harassment when (1) submission to such cbiglmade either explicitly or Implicitly a ternn ocondition of an
individual's employment; (2) submission to or réj@e of such conduct by an individual is used ashibsis for employment
decisions affecting such individual; or (3) suchdact has the purpose or effect of unreasonabdyfaring with an
individual's work performance or creating an intliating, hostile, or offensive working environment.

FILING COMPLAINTS

Employees or applicants for employment who belignat they have been subjected to harassment shontect either the
State Division of Equal Employment Opportunity, BOCE, Juneau, AK 99911 (telephone: 465-3570) ®atiency Equal
Employment Opportunity Representative listed below.

DEPARTMENT/ AGENCY:

EEO REPRESENTATI VE:

Name Title

Mai | i ng Address Tel ephone Number

No individual will be adversely affected for brimgi any violation of this policy to the attentionmfinagement. Retaliation in
any form is prohibited
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AMERICANS WITH DISABILITIES ACT (ADA)

The Americans with Disabilities Act (ADA) gives divights protections to individuals with disabiés
that are like those provided to individuals on thesis of race, sex, national origin, and religiokb.
guarantees equal opportunity for individuals witkatbilities in employment, public accommodations,
transportation, State and local government seryvied telecommunications. As a steward, you véll b
interested primarily in employment rights.

Employment:
Employers must reasonably accommodate the disabibf qualified applicants or employees, unless
an undue hardship would result.

Employers may reject applicants or fire employeés wose a direct threat (not a perceived one) to
the health or safety of other individuals in therkyace.

Applicants and employees are not protected frorsquerel actions based on their current illegal use
of drugs. Drug testing is not affected.

Employers may not discriminate against a qualifsggblicant or employee because of the known
disability of an individual with whom the applicaot employee is known to have a relationship or
association.

Complaints may be filed with the Equal EmploymempipOrtunity Commission. Available remedies
include back pay and court orders to stop discratndm.

Who is covered by the ADA?
The ADA definition of individual with a disabilitis very specific. A person with a “disability” &n
individual who:

% has a physical or mental impairment that substintienits one or more of his/her major
life activities;

¢ has a record of such an impairment; or

% is regarded as having such an impairment.

*0

*0

What does it mean to be a “Qualified” Individual with a Disability?
The regulations define a qualified individual wittdisability as a person with a disability who:

“...satisfies the requisite skill, experience, edimatand other job-related requirements

of the employment position such individual holdsdesires, and who, with or without
reasonable accommodation, can perform the essentiations of such position.”
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What is meant by ‘a reasonable accommodation’?
Some examples are: making existing facilities usg@mployees readily accessible to, and usable
by, an individual with a disability; job restructog; modifying work schedules; reassignment to a
vacant position; acquiring or modifying equipmentdevices; adjusting or modifying examinations,
training materials, or policies; providing qualdieeaders or interpreters.

An employer is not required to lower quality or gtity standards to make an accommodation. Nor
is an employer obligated to provide personal usenst such as glasses or hearing aids, as
accommodations.

WHAT CAN YOU DQO?
FILE A GRIEVANCE . Members are not limited to filing complaints witie U. S. Department of
Justice. Atrticle 6 of the GGU Agreement also pbitkidiscrimination in employment including but
not limited to selection, appointment, promotiosédxon physical handicap.

FILE A STATE EEO COMPLAINT . Administrative Order No. 129 sets the State’sigyobn
compliance with the ADA. The Order establishes tateés ADA Coordinator and makes each
commissioner responsible for ensuring their depamtsi compliance with the ADA. Contact your
department’s personnel officer or find out who &i2A Coordinator is.

FILE A HUMAN RIGHTS COMMISSION COMPLAINT . There is a 300-day deadline on HRC
complaints. HRC may be contacted by calling takfto 1-800-478-4692.

FILE A COMPLAINT WITH THE U.S. DEPT. OF JUSTICE .  Coordination and Review
Section, Civil Rights Division, U.S. Department ddistice, P. O. Box 66118, Washington, D.C.
20035-6118 or telephone 202-514-0301.

Quick Checklist:

s Employers may not discriminate against an individuigh a disability in hiring or promotion if
the person is otherwise qualified for the job.

s Employers can ask about one’s ability to perforrjola but cannot inquire if someone has a
disability or subject a person to tests that tenscteen out people with disability.

< Employers will need to provide “reasonable accomatiod” to individuals with a disability.
This includes steps such as job restructuring aodifination of equipment.

« Employers do not need to provide accommodatiorsiti@ose an “undue hardship” on business

operations.
RESOURCES
% Americans with Disabilities Act Handbook publishbg EEOC and the U. S. Department of
Justice.

% A Technical Assistance Manual on the Employmenvwigions (Title 1) of the Americans with
Disabilities Act published by the U.S. EEOC

% The ADA — Your Employment Rights as an Individuathwa Disability by U.S. EEOC.

s The ADA — Questions and Answers by U.S. EEOC.
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YOUR RIGHTS UNDER THE FAMILY AND MEDICAL LEAVE ACT  (FMLA)
OF 1993 and THE ALASKA FAMILY LEAVE ACT (AFLA)

THE FAMILY AND MEDICAL LEAVE ACT (FMLA) requires covered employers to provide up to
12 weeks ofinpaid job-protected leave to eligible employees fotaiarfamily and medical reasons (the
State of Alaska is a covered employer). Employaes eligible if they have worked for a covered
employer for at least one year, and for 1,250 houes the previous 12 months, and if there areadt!
50 employees within 75 miles.

THE ALASKA FAMILY LEAVE ACT (AFLA) requires covered public employers to provide up to
18 weeks olunpaidleave to eligible employees for certain family anddical reasons. Employees are
eligible if they have been employed by a coveregleger for at least 35 hours a week for at least si
consecutive months or for at least 17.5 hours a&kvieeat least 12 consecutive months immediately
preceding the leave, and if there have been at Hasmployees within 50 road miles during any queri
of 20 consecutive workweeks in the preceding tweratar years.

REASONS FOR TAKING LEAVE: Unpaid leave must be granted &ory of the following reasons:

to care for the employee’s child after birth;

to care for the employee’s child at adoption otdosare (for FMLA-covered employees only);

to care for the employee’s spouse, son or daughtgrarent who has a serious health condition;
or

« for a serious health condition that makes the eyg@anable to perform the employee’s job

X/ X/ X/
RS XS X 4

At the employee’s or employer’s option, certaindgrofpaid leave may be substituted for unpaid leave.
The State of Alaska, as the Employer, requiresitieeof paid leave.

ADVANCE NOTICE AND MEDICAL CERTIFICATION: The employee may be required to
provide advance leave notice and medical certiicat Taking of leave may be denied if requirements
are not met.

s The employee ordinarily must provide 30 days adeamatice when the leave is foreseeable.

s An employer may require medical certification tgpart a request for leave because of a serious
health condition, and may require second or thpohions (at the Employer’s expense), periodic
updates and a fitness for duty report to retunvack.
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JOB BENEFITS AND PROTECTION:

For the duration of FMLA leave, the Employer mustimtain the employee’s health coverage
under any group health plan. There is no siméguirement under AFLA

Upon return from FMLA or AFLA leave, most employemsist be restored to their original or
equivalent position with equivalent pay, benefitsd other employment terms.

The use of FMLA leave cannot result in the losammy employment benefit that accrued prior to
the start of an employee leave.

UNLAWFUL ACTS BY EMPLOYERS:

DS

4

4

DS

Interfere with, restrain, or deny the exerciserof aght provided under FMLA,;
Discharge or discriminate against any person f@osmg any practice made unlawful by FMLA
or for involvement in any proceeding under or rieigto FMLA.

ENFORCEMENT:

X/
L X4

Employees covered by a collective bargaining ageggmmay follow the complaint procedure set
out in their respective agreements.

The U.S. Department of Labor is authorized to itigese and resolve complaints of violations of
FMLA.

The Alaska Department of Labor is authorized teestigate and resolve complaints of violations

of ALFA.
An eligible employee may bring civil action agaiastemployer for violations of FMLA.

FMLA does not affect any federal or state law pbating discrimination, or supersede any state oallo
law or collective bargaining agreement which pregidreater family or medical leave rights.

FOR ADDITIONAL INFORMATION: Contact your departmental Human Resources Officgh®
nearest office of the Wage and Hour Division listed most telephone directories under U.S.
Government, Department of Labor.
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GLOSSARY OF FMLA TERMS

Public employer— Public employers include the government of théddhStates; the government of a
state or a political subdivision of a state; angrary of the United States (including the U.S. Hosta
Service and Postal Rate Commission); or any irgergjovernmental agency.

Reduced leave schedule Leave scheduled for a fewer number of hours #aremployee usually
works during each workweek or workday is refereds a reduced leave schedule.

Serious health condition— An iliness, injury, impairment, or physical or ntal condition that involves:

1. any period of incapacity or treatment in connectioth or consequent to inpatient care (e.g., an
overnight stay) in a hospital, hospice or residgmtiedical care facility;

2. any period' of incapacity requiring absence frontkiwschool or other regular daily activities, of
more than three calendar days, which also invols@stinuing treatment by a health care
provider; or.

3. continuing treatment by a health care providerctmonic or long-term health conditions that are
incurable or so serious that, if not treated, wdildly result in a period of incapacity of more
than three calendar days.

Son or daughter— This can be a biological, adoptive, or fostetd;ha stepchild, a legal ward, or a child
of a person standing in loco parentis, who is (idlar 18 years of age, or (2) 18 years or older and
incapable of self care because of a mental or palydisability.

Spouse- A husband or wife as defined or recognized ustie law for purposes of marriage, including
common law marriage in states where it is recoghiz€he definition is intended to make clear that a
employer does not have to grant an employee faonilpedical leave to care for an unmarried domestic
partner.

Teacher — For purposes of the definition of instructionahmoyees excluded from Title | coverage,
“teacher” means a civilian citizen of the Unitedt& whose services are required on a school-yesi b

in a teaching position in a school operated by Department of Defense in an overseas area for
dependents of members of the armed forces and depenof civilian employees of the Department of
Defense.

Willful violation — A willful violation occurs when an employer knew showed reckless disregard for
the matter of whether its conduct was prohibited.

Worksite — The worksite is the single site of employmenivtoch an employee is assigned as his or her
home base from which he or she is assigned, ohtohvhe or she reports.
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GLOSSARY OF LABOR TERMS

Agency Shop— A union security contract clause requiring theseployees who are covered by the
contract, but who decline to join the Union, to @agervice fee to the Union equal to, or a pergenid,
the Union dues. This fee is intended to compertsetdJnion which, by law, must give full and equal
representation to all bargaining unit members, nidigas of membership status (also called “Fair &har

Bargaining Unit — A group of employees in a given workplace who ehavsufficient similarity of
interest to constitute a unit for the purpose afyaming collectively with their employer. The Natal
Labor Relations Board, or similar federal, statdomal agency usually defines a bargaining unihe T
Alaska Labor Relations Agency defines state em@dyargaining units in Alaska.

Certification — Official recognition by a labor relations boattht an employee organization is the
exclusive representative for all the employees nnagpropriate bargaining unit for the purpose of
collective bargaining.

Check off — An arrangement under which an employer deduesathount of union dues or voluntary
political contributions (see PEOPLE) from an empleg pay and forwards it to the Union.

Collective Bargaining Agreement— A method of determining wages, hours and otheditions of
employment through direct negotiations between Winéon and the Employer. Normally, collective
bargaining results in a written contract which asval employees in the bargaining unit.

Concerted activities — Methods employed by workers to better their wadesurs, and working
conditions.

Contract or Collective Bargaining Agreement— A formal written agreement over wages, hours and
conditions of employment entered into by an empl@red the Union representing the employees in the
bargaining unit.

Cost of Living Adjustment — Negotiated periodic pay adjustments based onggsaim the Consumer
Price Index which measures inflation.

De Minimis Doctrine — The legal doctrine that the law does not conaeself with minor or trifling
matters.

Discrimination — Unequal treatment of workers because of racigioal nationality, sex, appearance,
union membership, political affiliation or some ethunfair basis. Discrimination may occur in hiin
types if jobs given, rates of pay, promotion arahsfer, layoffs, or other areas. Some classes are
protected by law while others are negotiated.
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Duty of Fair Representation— The obligation of the Union imposed by statutegpresent impartially
all bargaining unit members in collective bargagnand in the enforcement of the labor contract.

Free Rider — An employee who chooses not to join the Uniort ties negotiated the contract over
his/her wages and working conditions, and who rélap$enefits of that contract.

Fringe Benefits — Vacations, holidays, insurance, medical benefsnsions and other economic
benefits that are provided to employees under thi@rUcontract; these are in addition to direct vgage
In state employee units in Alaska, retirement biemafe legislated.

Grievance Arbitration — When all attempts to resolve a conflict througl grievance procedure fall,
grievance arbitration is often the means by whiah problem is resolved. In grievance arbitratian,
neutral third party makes a decision which is uguadth final and binding on both parties.

Grievance Mediation — A voluntary and less formal method of disputeohaétson whereby a neutral
party serves as a facilitator in the decision mgkmmocess. The ultimate acceptance, rejection, or
modification of a resolution rests with the parties

Interest Arbitration — In the event of negotiation deadlock between mameent and the Union, wages
and other conditions of employment, depending @enstope of bargaining, are decided by a third-party
neutral person, an arbitrator. This method oflrgsm is often an alternative to the strike.

Just Cause— A common law or contractual definition of stardkanagainst which the appropriateness or
fitness of the discipline or discharge of a worisetested.

Labor Relations Board — Quasi-judicial agency set up under national atestabor relations acts. Its
duties are: defining appropriate bargaining urfitsiding elections to determine if workers want umio
representation; certifying unions to represent eyges; and applying legal provisions prohibiting
certain employer or union unfair labor practices.

Lockout — The denial of employment by the Employer to weoskéuring a labor dispute, in order to
pressure the Union to accept the Employer’s terms.

Past Practice— Three conditions must be present in order foragtjre to be considered a past practice:
1) It has been a consistent activity occurringdaignificant period of time, 2) The contract st or
ambiguous on the issue, and 3) Both parties havvledige that the practice exists. A grievance can
sometimes be based on a violation of a past peaifttbese three conditions are met.

Pay Equity — A term referring to the concept that female-daten jobs or professions have been

traditionally undervalued, based on levels of resfality and required education, and that paythase
jobs should be raised to levels of comparable yatish are traditionally held by men.
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Picketing — The carrying of signs or the passing out of ditere protesting working conditions or actions
taken by an employer. Picketing occurs duringi@iestor in the form of an informational picketn this
tactic, designed to put pressure on the Employeigrumembers inform the public and other workers
about the conditions they feel are unfair.

Representation Election— A vote conducted by an appropriate labor boarégency to determine
whether a majority of the workers in a previoustyablished bargaining unit want to be represenyed b
given union.

“Right to Work” Law — Right to work laws say that no one has to papmmues, no matter that the
Union is obligated by law to represent everyonehie bargaining unit equally. The law prohibits the
negotiation of union shop or agency fee provisionsn agreement.

Scab— A person who continues to work, or who acceptpleyment, while the workers are on strike.
By filling the jobs of striking workers, and keepgithe Employer operational, scabs may weaken qr hel
break the strike.

Seniority — Length of service with an employer. Based orr theniority, preference can be accorded to
employees in such areas as promotion, transfelt, aggsignment, scheduling, vacation accrual, lgyoff
recall, etc.

Service Fee- A monetary assessment of non-members in a bangaimit to help defray the Union’s
costs in negotiating and administering the contfse¢ Agency Shop).

Sexual Harassment- Any unwarranted and repeated sexual commentks J@uggestions or physical
contact that create an uncomfortable working emwvirent for an employee. Sexual harassment is
against the law.

Strike — A concerted act by a group of employees who witthitheir labor for the purpose of bringing
about a change in wages, hours or working condition

Subcontracting (Contracting Out)— Practice of employer having work performed by @utside
contractor and not by regular employees in the unit

Unfair Labor Practice — An employer or union practice forbidden by theidl@al Labor Relations Act,
the Civil Service Reform Act (for federal workersy, state and local laws, subject to court appéfl.
often involves the Employer’s efforts to avoid bairgng a contract in good faith. Other examples of
possible ULPs are when management fails to prowiftemation the Union has requested and needs to
process a grievance, or when management repeafaitlyto implement grievance settlements or
arbitration awards.
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Union Shop — A form of union security that permits employeeshire workers of their choice, but
requires all current and future employees to jti@ Union within a specified time after being hired,
usually 30 days. A union shop provision also reggithat employee to remain a member and pay union
dues for the duration of the collective bargainaggeement. Under the GGU Agreement Article 3.03 E.
members have ten (10) working days to contact thierJ

USE OF OFFICE TECHNOLOGY

Article 2.05 of the 2010-2013 Collective Bargaininggreement provides:

Use of State Equipment— Use of state-owned electronic equipment will Hleweed and shall be
governed by the State of Alaska Technology Policy.

The State of Alaska Technology Policy is providediolv. Inherent in the policy is the understanding
between the State and the Union that:

1. Use of office technologies by Union Stewards in peeformance of (contractually authorized)
grievance and complaint handling is allowable aglas it is at no cost to the State.

2. De minimis use of technology (other than for prateith practices) may be allowed. Interpretation
of what constitutes minimal use may differ from Bgment to Department.

3. The State has a legitimate business reason tothmitise of email attachments to outside normal
business hours as well as to limit the size otchtteéents to 1 megabyte.

The State of Alaska policy provides

STATE POLICY REGARDING

Personal Use of State Office Technologies

It is in the best interests of the state to enapairslaska’s state employees to learn to use theaitee
technologies that are fundamental to their futurecess as state employees. Use of technology that
meets ethical standards and provides exposureagduagcor experience is allowable and encouraged
under this policy.

The office environment has a wide variety of tedbg®s such as: digital telephone services (voiad,m
message broadcasting, message and call forwardagservers, image scanning and copying (color,
reduction, enlargement, binding, collating), shaaed stand-alone computers (fixed, portable), gager
(text and voice), cellular phones, data networ&sdl, regional, global), dial-up network facilitjeSlobal
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Positioning Systems (fixed, portable), VHF and GHlio’'s (fixed portable), and wireless dispatched
office pick-up/delivery courier services.

Use of Office Technologies is no different from weany other state-provided item in the work place
Executive Branch public employees of the State lalska must conform to applicable Alaska statutes,
orders and codes. Recognizing the very differgeinay missions or division-specific needs, agencies
may adopt more stringent, specific, or detaileddglines. Reasonable use and common sense must
prevail in the work place use of office technolagiéill policies must contain:

Prohibited uses of office technologieéot necessarily limited to the following):

1. Use for any purposes which violate a United StatesState of Alaska law or the Alaska
Administrative Code.

2. Use for any commercial activities, including comniar advertising, unless specific to the

charter, mission, or duties of the government agenc

Use for access to or distribution of indecent sscame material or child pornography.

4. Harassing other users, computing systems, andfoagiag or altering the software components
of same.

5. Use for fundraising, political campaign activitie®, public relations activities not specifically
related to state government activities.

6. Any activity which adversely affects the availalyiliconfidentiality, or integrity of any office
technology.

w

The Executive Branch Ethics Act states a publiclegge may not “use state time, property, equipment,
or other facilities to benefit personal or finandmerests” (AS 39.52.120(b) (3).

Further, “standards of ethical conduct for memlzérthe executive branch need to distinguish between
those minor and inconsequential conflicts...ands¢hconflicts of interests that are substantial and
material. “AS 39.52.110 (a) (3)".

Applicable Statutes, Administrative Orders and Goteat you may refer to are: AS 39.52, Alaska
Executive Branch Ethics Act; Administrative Orde81# Non-discrimination and Non-harassment;
Administrative Code 9 AAC 52, Alaska Executive BrtarnCode of Ethics; AS 39.25.160, Alaska Little
Hatch Act; AS 24.60, Legislature Standards of Candu

The State of Alaska reserves the right to routimebnitor Internet use by individuals and reporttsuse
to appropriate supervisors. Contents of state eyepls’ computers are also subject to “Freedom of
Information” requests.

This policy is to be read, understood, and signeddth person that has Internet access privilegtei
presence of their supervisor or agency human resswtaff. It will be kept on file by the immediat
supervisor of each employee accorded such privildgee of Internet services is a revocable privleg
User accounts and password access may be withdrawser violates this policy. Violations mayals
result in possible personnel action up to and ohidlg termination, and depending on the severityy ma
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result in criminal prosecution and/or civil lialiyli After reading, understanding, and signing thosicy,
state employees have 48 hours after the date signeléar any material that does not conform te thi
policy from any office technology.

Article 10 — Notification of Recruitment provides:
If available, and on the member’'s own time, a biawgg unit member may access Workplace
Alaska and apply for vacancies at his or her wakk @nd shall be allowed to use his or her work
site email address to receive notification of réoment announcements.

Article 14 — Notice of Discipline and Discharge praides:

C. The Employer agrees that with the exception ofaims¢s of egregious misconduct, including but
not limited to gross disobedience, dishonesty, eb&mor alcohol intoxication, physical
misconduct, abuse or lewd behavitihe unauthorized accession, viewing or accessing of
pornography or lewd materials at worky abandonment of duties, all permanent employea$ s
be given two (2) weeks’ notice or two (2) weeks paygr to discharge.

Article 19 — Plan Access in the workplace
If available, bargaining unit members may have opable use of State equipment to access,
utilize, and review the health benefits plan atdrigier work site.

Internal Union Politics

The State has notified all employees that inappatguse of email could result in discipline. hder to
avoid any appearances that the State is involvexn attempting to influence internal union affaittsey
have advised employees that use of the State’d egsiem for topics relating to internal union afas
prohibited. The topics covering internal uniona&f include but are not limited to: dues structtne
election of union officials; the hiring and retemti of union staff; the election or appointment bbs
stewards; the election or appointment of conventielegates; and actions taken by the Union’s alecte
leadership, convention delegates, or the Union’'snbexship that directly relate to internal goverreanc
issues.
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FORMS AND NOTICES

(for reference only)

To be sure that you are always utilizing the mastent forms available;
please download these forms from the ASEA/AFSCMEdL®2 website
when needed.

www.afscmelocal52.org

These forms will be kept there in theocs, Forms and Fileslink, within
the‘Steward Material folder. Please call your nearest local unionceffior
forms not found there and additional information.

The Grievance and Complaint Forms are also availalnl the State’s
website for use.

www.alaska.qgov







Exhibit | — GGU Authorization for Payroll Deductions

VYoma-comaz mac-»zo-o

GGU AUTHORIZATION FOR PAYROLL DEDUCTIONS Entersd
COMPLETE AND RETURN TO: ASEA/AFSCME Local 52, 1577 C Street, Suite 201, Anchorage, AK 99501

or Fax: (907) 277-5206 PLEASE PRINT CLEARLY
Most Recent Date of Hire Employee ID or Social Security Number Voter ID #
Department Last Name First Middle
Division Mailing Address
Work Location City State Zip+4
Job Title Physical Address
Home Phone City State Zip+4
Work Phone Home E-Mail Address

I AUTHORIZE MY EMPLOYER TO DEDUCT FROM MY PAYCHECK EACH PAY PERIOD, UNION
DUES OR FEES IN ACCORDANCE WITH THE TERMS OFETHE ASEA/AFSCME FOCAL 52— STATE OF
AT ASKA COLLECTIVE BARGAINING AGREEMENT.

[Setect One)

[ ] UNION DUES, with full membership rights, including the right to vote and/or hold office.

| ]AGENCY FEES, (I understand I will nothavedull rights to participate in the Union, including the
right to vote or hold office)
ASEA BUSINESSTLEAVE BANK

I acknowledge, as a condition of employment that 7-1/2 hours of'personal leave will be deducted and contributed to
ASEA/AFSCME Local 52°s Union Leaye Bank.

X h O\

SIGNATURE OF BARGAINING UNITMEMBER DATE

Authorization for Payroll Deductions of my
Public Employees Organized to Promote Legislative Equality (PEOPLE)
VOLUNTARY CONTRIBUTION

You may make a contributiongafany amount @FneleanTibutions at all to PEOPLE. The Union will not favor or disadvantage anyone by the level or decision to
confribute. In accordopée with federal law, the PEOFLE Committee will accept contributions from only members of AFSCME and their families. Contribufions fo
AFSCME PEOFLE gfe net dedictible as a chavitable contribution for federal income tax purposes.
I understand that this contfibution mav be used for political purposes. My Contribution 1s voluntary. I understand that it 15 not
required as a conditién of membership of as a condition of continued employment, and that T may revoke this authornization at any
time by giving 30 davs written nofice.
I AUTHORIZE THE SEAIE OF ALASKA TO DEDUCT THE FOLLOWING VOLUNTARY CONTRIBUTION FROM
MY PAYCHECK EACTH PAY PERIOD, TO BE PAID TO ASEA/AFTSCME LOCAL 52 POLITICAL ACTION
COMDMITTEE.

Minimum Contribution [] $2.00 (Does not qualify for AFSCME MVP Rewards)

AFSCME PEOPLE MVP Rewards Program ($5.00 minimum contribution to qualify for the AFSCME MVP Rewards)

D S5.00 D $10.00 D ) (any amount up to $520.00)
JSIG,\'ATL'RE OF BARGAINING UNIT MEMBER DATE
UNION RELEASE FOR CONTINUED EMPLOYMENT
OFFICE USE ONLY OFFICE USE ONLY

The Bargamning Unit Member named above has fulfilled theiwr dues/fees enrollment obligation under the Collective
Bargaining Agreement and is released for the continued state employment beyond their 31* day.

AUTHORIZED UNION REPRESENTATIVE DATE
(FORM REVISED 10/13/10) If you have questions about this form please contact ASEA at 800-478-2732 Effoctive 10718104
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Exhibit Il — New Member Orientation Notice

Anokans Working Fon Haska!

PLEASE POST

NEW MEMBER ORIENTATION

Anchorage-(277-5200 or 800-478-2732)Fwice every Tue oon and 4:45 pm

Fairbanks —(452-2300 or 800-478-2 ue at 12:00 pm

Juneau-(463-4949 or 800-478- Wednesday at 12:15 pm

y
All new members should attend e
telephonically at one of the
benefits and responsibilities 0
union office to schedule

Orientation either in person or

CME Local 52 offices to learn of the
mbership. Please call your nearest local
r re-schedule if needed).

3. Dues ship sign up
izational structure and the member role
5. Question swer session

Members in the outlying areas must contact the nearest union office for a new
member packet. The toll free number and pass code needed for them to call into to
join the New Member Orientation teleconference will either be provided when they
call to sign up or in the mailed new member packet.

Anchorage Fairbanks Juneau

1577 C Street, Ste 201 542 4" Avenue, Ste 226 318 4" Street
Anchorage, AK 99501 Fairbanks, AK 99701 Juneau, AK 99801
907-277-5200 907-452-2300 907-463-4949
1-800-478-2732 1-800-478-2305 1-800-478-0049
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Exhibit Il — Political Action Notice

E-mail: aseahg@afscmelocal52.org « Website: www.afscmelocal52.org

POLITICAL ACTION NOTICE

candidates, in accord with
only be made from
iendly legislators, it is
help create successfu
Alaska workers in the

Members’ dues may not be used for contributions to poli
APOC Regulations. Political contributions to candi
voluntary membership contributions. To assure public
imperative that voluntary resources from the membership b
campaigns of supportive lawmakers to repre the Stat
Legislature.

You may participate through the followi

VOLUNTARY P.E.O.P.L.E. * PAYR IONS
100% goes to the ASEA/ cal 52’s Political Action Committee

ITICAL CONTRIBUTION

IME

VOLUNTARY

100% g AFSCME Local 52’s Political Action Committee

NOTE: ALL PARTICIPANTS IN THE POLITICAL ACTION PROGRAM ARE
AUTOMATIC MEMBERS OF THE ASEA POLITICAL ACTION COMMITTEE.

*P.E.O.P.L.E. stands for Public Employees Organized to Promote Legislative Equity.
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Exhibit IV — Your Worksite Steward Notice

Your Worksite

Steward Is:

YOUR NAME
at
000-0800

UNION EMPLOYEE RIGHTS

1. Ask to have a union stewardypresent during“any interview with management when you
reasonably believe the intetviewimay lead to disciplinary action.

2. You have the right todimion representatioat you have to ask for it!

3. Write down everything you remembekeep good records including:
*Dates *Times * Witness to the event

4. Read and know yourjunion contraat's your employment contract.

5. “Obey now and grieve later.Follow any reasonable direction management gives you.
You have fifteen (15) working days to file a complaint or grievance.

6. Don't sign or agree to anythingbefore talking to the Union.

7. You have rights-know your rights and how to use them!

Anchorage Fairbanks Juneau

1577 C Street, Ste 201 542 4" Avenue, Ste 226 318 4" Street
Anchorage, AK 99501 Fairbanks, AK 99701 Juneau, AK 99801
907-277-5200 907-452-2300 907-463-4949
1-800-478-2732 1-800-478-2305 1-800-478-0049
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Exhibit V —YourLocal Stewards Notice

Your Local (Dept. name)
Stewards are:

Your Name 000-0000

Another Steward  000-0000

UNION EMPLOYEERIGHTS

1. Ask to have a union steward presentiduring/any interview with management when you
reasonably believe the interview may leadto disciplinary action.

2. You have the right to union representatibuat you have to ask for it!

3. Write down everything you remembekeep good records including:
*Dates *Times * Witness to the event

4. Read and knowgyour unien contraat's your employment contract.

5. “Obey now andgrieve)later.Follow any reasonable direction management gives you.
You have fifteen (15) working days to file a complaint or grievance.

6. Don't sign or agree to anythingbefore talking to the Union.

7. You have rights-know your rights and how to use them!

Anchorage Fairbanks Juneau

1577 C Street, Ste 201 542 4" Avenue, Ste 226 318 4" Street
Anchorage, AK 99501 Fairbanks, AK 99701 Juneau, AK 99801
907-277-5200 907-452-2300 907-463-4949
1-800-478-2732 1-800-478-2305 1-800-478-0049
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WHEN: QV

WHERE:

WHY: b

All members are encouraged to attend!
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Exhibit VII — Instructions for filling out Grievance/Complaint Forms

Step
Bargaining Unit_GGU
Contract Years__year - year
1. Name of Employee and/or grievant 2. Employees 6 digit Employee ID numb&riXXXXX
3. Employee’s home mailing address (where they receive their personal mail)
4. Employees Job Class: 5.Geographic location: Worksite location

6. SOA Dept & Div which the employeeorks: Department/RiviSion

7. Has the employee talked to their supervisdi¥es, write the date the conversation took place

8. Always answer“YES” to this question, look at the index,in the contract and write down the Article
number). Don't hesitate to call a business agent if youareynot sure'which article has been violated.

9. In your own words write what the grievance i§ about. *On Menday, January 25, 2010
Dillingham had a terrible snow storm; the StatexIrooper closed many roads and told residents
to stay home. | did not report to work bécause of the weather, but do not believe | should have
to take annual leave for missed work”

10. Date of Incident

11.Relief sought. What does the employee want? “l want my leave reinstated for that day.”

Date the form, and the employee or union. steward must sign the form.

Read Atrticle 16 carefully; follow the direction on Step |
Give the form to the first level supervisor (an APEA member) — not a GGU member. Or e-mail or fax

the form to the supervisor, ask for confirmation, so you know the supervisor got the grievance. The
supervisor has 10 working days (Monday to Friday, excluding holidays) to reply.

Step Il is filed within 10 working days after the employee receives their response — or after the
supervisor has had the grievance form for 10 working days.

Send the Union a copy when the grievance is filed, so we can open a file and watch the timelines.
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Exhibit VIII — Grievance Fact Sheet

ASEA/AFSCME LOCAL 52

GRIEVANCE FACT SHEET

This FACT SHEET to be used by the Steward to aid in investigating each grievance. Use additional
pages to document all the details if necessary.

DO NOT TURN THIS FORM INTO MANAGEMENT
THIS INFORMATION IS FOR THE UNION’S USE ONLY

SS#

GRIEVANT’S NAME
MAILING ADDRESS
HOME # WORK # DE
JOB CLASS S.U. SUPER.

DISCUSSED WITH SUPERVISOR ON: ARD
WHAT HAPPENED? (Describe what gave rise to this inci

WHO WAS INVOLVED? Give names and titles witn
WHEN DID IT OCCUR? Give day, time, date(

WHERE DID IT OCCUR? Specific It w :

WHY IS THIS A GRI CE?2 2 of Contract is violated?

WHY IS THIS A COMPLAI b related matter not in contract

WHAT ADJUSTMENT IS REQUIRED? What must management do to correct the problem?

ADDITIONAL COMMENTS Use reverse side if needed

NOTE: A COPY OF THIS FORM TO BE COMPLETED BY STEWARD OR OFFICER FILING GRIEVANCE AND TO BE
TURNED IN TO BUSINESS AGENT ALONG WITH A COPY OF GRIEVANCE.
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Exhibit IX — SOA COMPLAINT FORM

Step
State Case #
Union Case #
STATE OF ALASKA
COMPLAINT FORM
(Attach copies of previouns step forms)
BARGAINING UNIT
CONTRACT YEAR (5)
1. Name of Comyplainant 2. Enplovee ID #
3. Mailing Address
Job Class 5. Location

Department/Division/Vessel Crew

e

Discussed with supervisor on

8. Naes eomplaint stem from contract violation?

If so, what provision(s)

9. Nature of Complaint

When did this occur?

10. Relief Sought

Authorized Submitter Signature (refer to contracr)

13. Remarks

14. Decision

Date Respondent Signature

Distribution: Original — Labor Relations. Copies — Union. Payroll HR Office. Emplovee
Revised 6/1/09
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Exhibit X — SOA GRIEVANCE FORM

Step
State Case #
Union Case #
STATE OF ALASKA
GRIEVANCE FORM
(Attach copies of previous step forms)
BARGAINING UNIT
CONTRACT YEAR (5)
1. Name of Grievant 2. Employee ID #
3. Mailing Address
Job Class 5. Location

Department/Division/Vessel/ Crew

e A

Discussed with supervisor on

8. Does grievance stem from contract violation?

If so. what provision(s)

9, Nature of Grievance

When did this occur?

10. Relief Sought

Authorized Submitter Signature (refer to contract)

13. Remarks

14. Decision

Date Respondent Signature

Distribution: Original — Labor Relations, Copies — Union, Payroll/HR Office. Employee
Revised 6/1/09
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Exhibit XI — Information Request for Supervisor’s copy of Personnel File

Date:

Re: Copy of Supervisor’s File for:

Dear

Pursuant to Article 34 of th
Local 52 on behalf of
complete copy of all fi
Article 34 — Examination

GGU Agreement, ASEA/AFSCME
hereby requests a

tation on :
rovides that “bargaining unit members
shall have the ri s/her official personnel files, including the
supervisor's wor artmental personnel file. Reasonable requests
for copies ntained in personnel files will be honored.” Please

all records, documentation or computer files regarding
. A copy of Release and
closed. Thank you in advance for your prompt cooperation.

Authorizati

Sincerely,

ASEA/AFSCME Local 52 Steward

cc: (member)
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