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MEMORANDUM OF AGREEMENT
By and Between the
County of Putnam
and the

Putnam Management Association

Al

The Janvary 1, 2019 through December 31, 2023 Collective Bargaining Agreement by

and between the parties is hereby ﬁodiﬁed as follows. All other provisions of the Agreement

shall remain unchanged except the modification of dates and other housekeeping modifications

‘where applicable. This Memorandum of Agreement shall be subject to apprdva]/raﬁﬁcaﬁon by

the Putnam County Legislatur¢ and the membership of the Union, quljers of the respective

negotiating teams affirm that they shall support the approvallratiﬂcatibn of this Memorandum of

Agreement by their respective bodies.

1.

2.

Term of Agreement; January 1, 2024 — December 31, 2027.

Article IV, Compensation, Section F, Salary.

Effective January 1, 2024, each member’s salary shall be increased by 2.75%.

Effective January 1, 2025, each member’s salary shall be iﬁcreased by 2.50%.
Effective J anuary 1, 2026, each member’s salary shall be increased by 2.50%.
Effecﬁve January 1, 2027, each member’s salary shall be ’incréas;ed by 2.50%.
Article IV, New Provisions.. |

Effective January 1, 2024, employees shall receive a yearly reténtion b.on'us as
follows:

After 10 years of sefvice to the county: $1,000

After 15 years of service to the county: §$1,500 ($500 increase)

After 20 years of service to the coun;cy: $2,000 ($500 increase)

After 25 years of service to the county: $2,500 ($500 increase)

These payments will not be added to base salary and will not be cumulative.
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. These payments will be made in a separate check to be paid on the first payroll

- date of January of eé_xch year. Any employee who has completed the respective

years of service iny December 31 of each year will be éligiﬁle for the payment in
the following January. -b |

Artxcle Iv, Compensatlon, Section K, Direct Deposit.

Delete “as requested” |

Add provision te provide th;ut employees shall receive their W-2 and 1095-c
forrﬁs electronically;

Article V, Safety and Health,

ADD anew Section B to read as follows and re-letter current Sections:

Section B — Motor Vehicle Summonses

Effective September 2, 1997, any County employee who, as a regular part of
his/her employment, drives a vehicle for County business must notify his/her:
Department Head, by the next business day, of any and all moving motor vehicle
summonses whether ‘due to driving on or off duty. All County employees, to
whom the above paragraph applies, must notify the County of all DWI
summonsgs immediately :

Articles XV and XVI, Grievance Procedure and Alternate Dlsciplinary
Procedure A .

Update panel by removing Rosemary Townley and replacing Susani McKenzie

. with Monte Klein.

Appendix A
The following titles ;ha.u be added to the bargaining unit:
Federai Funded Project Manager
Treatment Court Coordinator |
IT Specialist
PuMA agrees that it shall not seek to add to its bargaining unit any cﬁrrent non-

union title, but may seek to add any newly created title after January 1, 2024,
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COUNTY OF PUINAM PUTN GEMENT SOCIATION
] L
Byx
evin M. Bercutive Shawn Rog ent, PuMA

Dated: December _/,5, 2023 Dated: December / { 2023
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PREAMBLE
This Agreement made and entered into this — day of 2020, by and
between the COUNTY OF PUTNAM, NEW YORK, (heremafter referred to as the
"County”) and THE PUTNAM MANAGEMENT ASSOCIATION, (hereinafter referred

to as the "Union") represents the complete settlement by the partles of all '

bargamable issues between the County and the Union.
ARTICLE] - DEFINITIONS
Section A - Definitions | - | _ |
For the purpose of administering this Agreement the followmg definitions are .
hereby adopted .
1. Terms and Conditions of Employment

| Salaries, wages, hours and other terms and conditions of employment.
2 Memhership Dues and Other Authorized Deductions
‘The County shall deduct from the wages of employees and remit to the Union,
regular membership dues, those deductions’ provided in Article II, Section D, to the
extent allowed by law; payroll deductions shall be provided without charge from the
County for employee payment to the deferred compensatlon program authorized by
the County and for employee pre-tax co- payment of such health insurance premlums
where such payments are authorized by each employee i inwriting as required above and
in accordance with the rules of the State of New York or other relevant County policies.
3. Employee . |
Employee shall be defined to include the plura] as well as the singular and to
include males and females.
LE II - REC TION AND DUES DED CTION
Section A - Appropriate Unit an e
The County hereby recognizes the Union as the sole and exclusive Collective
Bargaining Unit representative with unchallenged representation status for the
maximum period allowed under the Taylor Law for the employees listed in Appendix "A".
In the event new title(s) are created by the County during the term of this Agreement the

Union shall be informed, in writing, within fifteen (15) workdays of the establishment of such




new title(s). Employees paid from the Cbunty’s 1094 Account shall not be included in the
bargaining unit regardless of title. | _
Secﬁon B - Membership Dues and Other Autho i éd Union Deductions

1. Authorization and Remittance |

a.  Upon the County's receipt from an employee of a written authorization to deduct
union mem'b‘ership‘ dues (other thah agéncy shop fee) from his/her salary, sucﬁ deduction
will be made and forwarded by the County to the Union monthly. Receipt by the County
frorﬁ an employee of a written statement canceling such union membership dues
deduction will authorize the County to discontinue same. Said written authorizations or
cancellations will be retained by the County and copies of the cancellations will be
forwarded to the Union. | ’

'b.  The County will provide to the Union quarterly upon request a listing of names,
home addresses, work locations and position titles of newly hired, reinstated, promoted, and
transferred employees as well as a listing of unit émployees who have terminéted
employment. The County will also provide to the Union at least once per year upon
- request, a list of all Union retirees w1th their current addresses. The Union will supply to
the County, once per year upon request, a list of the amounts to be withheld from every
bargaining unit member and where to remit said fﬁnds. The Union will update the County
any time those amounts change.

¢. TheUnion shall indemnify, defend and save the County harmless against ény
andall claims, demands, suits or other forms of liability that shall arise out of or by reason
of action taken by the County in reliance upon salary deduction authorizations submitted to
the County. '
Section C - Dedumg.ns

Upon written authorizatioh of the employee, the Employer agrees to permit deductions
from the employee’s pay at no cost for:

a. Insurance premiums for various ihsurance coverage sponsored by the Union;

_ b.- Deferred{Compensation plans;

¢. Creditunion contributions;

d. Flexplan contributions as negotiated by the parties;
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f. Any other deductions as agreed to by the parties.

g County Health insurance premiums
* In the event that any other deduction listed herein shall be applied, the authonzatlon
procedure outlined in Artlcle II; Section (B)(1) shall be utilized to implement said deductxon
ARTICLEIII - W ORKWEEK, W DA '

| Section A - Regular Work Week/Work Day

The regularly scheduled hours will be Monday through Friday, 9:00 a.m. to 5:00 pm.

‘with one (1) hour (unpaid) to be taken for lunch to begin not earlier than 11:00 am. and to end

- notlater than 2:30 p.m.

When the need of an employee requires a variation from the regular starting time, the :
workday may begin up to one (1) hour earlier, with prior department head approval.
Request shall be made in wntmg When the number of employees requesting the same
earlier startmg time exceeds the ability of the department section or any other unit of
government, to meet the requests, seniority and County need shall be the basis for the
selection of eligibility. On consent ofthe Countyand the employee, those deparfments where
it may be appropvriate, any category of employees may establish flexible work hours.
Section B - urs _ | 4

During the pen'od from June 15 through September 15, the County may schedule some _
working hours to begin and end up to one (1) hour earlier than the other nine (9) months of
the year. The County will give consideration to the needs expressed by employees who may

have a partlcular problem with their summer hours.

* Section C - Biometric Time Clock

A time keeping system may be used in each department so that a record may be kept.

of arrival and departure times. Each department maintains its own records for work

~ performed.

A E IV - COMPENSATION |

Section A - Qlagsificgﬁg’ n and Compensation

1. Rules for Administering the Salary Plan

a. The rules which follow apply equally to provisional or temporary

employees as well as those with permanent status employed in a budgeted position.

2. New Appointee. S




A new appointee shall be hired at a rate‘ of pay as determined by the County.
a.  When an employee is promoted to a higher position, his/her salary shall be
determined at the sole discretion of the County, with' non-binding input from the Union

President but should not be less than the current salary.

b.  The County shall reimburse employees the cost to participate in Civil Service .

promotional exams provided they actually participate in the exam.

¢ Notice of permanent vacancies shall be emaled to a designated union
representative no later than thirty (30) days following the position vacaricy and time
accrual payouts.
- Section C ~ Layoffs and Recall

Layoffs shall be in accordance with New York State Civil Service Law and Putnam
County Civil Service Rules and Regulations. The County may contract out or otherwise
transfer bargeinin’g unit work so long as it does not result in the layoff or discharge of

more than three (3) existing permanent unit ‘employees during the term of this

Agreement.
Section D ~ Reinstatements -

An employee reinstated within one (1) year to the same title shall be paid at their
prior salary rate.

Section E - Tuition Reimbursement

a. -~ Employees in the bargaining unit may apply for reimbursement for courses
directly related to their position with the County upon recommendation of the
Department Head and the Personnel Direcfor, subject to final approval by the County
Executive. | N |

' b.  In order to be eligible for such reimbursement, an employee must have
been employed with the County for at least one (1) year. The County may require that
the employee remain in the employ of Putnam County for one year beyond the
successful completion of such courses or the employee may be required to reimburse
100% of the County’s cost of the course(s). This program shall be available only to full

time employees

U



c¢.  The maximum reimbursement rate is set at eighty (80%) of the total cost
of any course of study up to $1,000.00 per course, provided that there is no other
reimbursement for the cost and the County determines that the course 1s job related
and proof of a passing grade of at least a “B” is prowded The failure to reimburse
under subdivision (c), is subject to the grievance procedure.

d.  Tuition reimbursement is for professional instruction received and shall
not include reimbursement for credit or non-credit recreation, hobby or personal
interest courses, unless these courses are job related, even if they are a degree

conferral requirement.

Section F - Salar
L ffectlve January 1, 2019: Each member’s salary shall be increased by

two percent (2%)
a.  Based upon years of service, effective January 1, 2019, there sha]l bea

one-time bonus payout, not added to base. This payout shall be given to all members.

with the exception of any member receiving a $5,000 increase in their salary in any

* given yedr, in the previous contract or this contract, as follows: v

Years of Service _
0-10 [ 10-15 1520 [2025 |25+
BANDS
14 $0 $300 $400 $500 $600
58 3500 §500  |$600 | §700 $800
9+ $600 §700 $800 [ $1,000 $1,200

2. Effective January 1, 2020: Each member’s salary shall be increased by
two and one-half percent (2.5%).

3. Effective January 1, 2021: Each member’s salary shall be increased by

two and three-eighths percent (2.375%), provided that the NYS Legislature approves

the Putnam County Sales Tax Extension set to expire effective November 30, 2020.

4. Effective Ianuéry 1,2022: Each member’s salary shall be increased by
two and three-eighths percent (2.375%), provided that the NYS Legislature approves

the Putnam County Sales Tax Extension set to expire effective November 30, 2020.
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5. Effective January 1, 2023. Each member’s salary shall be increased

by two and one-eighth percent (2.125%), provided that the NYS Legislature approves

the Putnam County Sales Tax Extension set to expire effective November 30, 2020.
Section G - Time
1. Qvertime - Regular
Members shall not be entitled to overtime compensation except as provided by law.
2. Compensatory Time-Qff v
- Atthediscretion of the Department Head, compensatory time off vv111 be allowed on an
hour-for-hour basis for hours worked beyond forty (40) hours per week toa maximum
accumulation of forty (40) hours. Any compensatory time shall be used within. 180 days of
the compensatory time having been earned. Use of sick andl /or personal time shall not be
considered as time worked in the work week for purposes determining eligibility for
compensatory time. There shall be no payment for compensatory time at termination

and/or retirement unless required by Federal or State Law.

Section H - Mileage Reimbursement

1. Any employee using his/her own car for County business with the prior

approval of the Department Head, shall be reimbursed at the Internal Revenue Service

(IRS) rate current at the time.
2. Employees will deduct from their daily total mileage the amount of miles of a
round-trip from their home to their assigned office. This deduction will not apply when the

employee works on a holiday, a day off or outside his/her normal workday. Documentation

should be attached to the voucher setting forth the date, time and place of all meetings. |

When a meeting notice is not available, written authorization of the Department Head
will suffice. -
Section I - Final Salary |
Resigning employees will be paid for any accrued vacation on a lump sum basis.
Section ] - Deferred Compensation _
Employee payment to the deferred compensation program authorized by the
County shall be made in accordance with Article [, Section A(2). =

ection K - Direct D sit
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Employees shall be required to receive their pay via direct deposit. The County
will provide pay stubs to all employees electronically as requested. Employee access
" to the Employee Self Service module shall be deemed delivery'of a pay stub. -

ARTICLE V - SAFETY- AND HEALTH |

The County agrees to maintain a working environment that serves the comfort and well- -
" being and safety of its employees. The sole enforcement agencies for this provision shall be
limited to any of the statutorily authorized agencies for the enforcement of safety issues
and not the grievance process contained herein. _
Section A - R Controlled Substance and Alcohol T

| Any employeé who, in the normal course of his/her work, is required to drive a vehicle
while on County business shall be subject to random controlled substance and alcohol testing
' procedures thatapply to employees with Commercial Driver's Licenses. All employees shall also

be subject to reasonable suspicion testing for drugs and alcohol.

Section B - Equipment and Clothing
1.  Environmental Health Employees

a. The County will provide safety equipment to. env’ironmentai health
employees assigned to outdoor duties that require safety equipment. ‘
b.  The County will provide an annual $130 reimbursement for safety shoes

for environmental health employees.

Section C - Appropriate Attire Policy

~ Employees are expected to dress professionally in accordance with their job
assignment, | | | | '
Section D - Inclement Weather Policy.

| In severe weather situations, the County Executive may decide to announce a
delayed opening for the County, or a complete closing. However, when there is no
official delayed operiing or shutdown, it is the employees' responsibility to come to

work. | ' |
If unable to get to work, employees must call their ciepartment within one (1)

hour of the normal start of the work day to advise a supervisor of absence or arrival

delay.




If, due to the weather condition, an employee is unable to get to work on time, or ‘

misses time during which the County is operi, an employee has two options relative to
the missed time. An employee may: ,

1.. Choose to cha{rge accrued time, other than sick leave, to cover the amount
of time missed; or '

2. Work additional time during the week in which the time was missed, or

3. Inthe succeeding three weeks pursuant to Section 206 of the County Law
(“time lost any week because of the inclement weather may be made up during that
week or the succeeding three weeks"). If an employee selects this option, all time
made up in this manner is on an hour-for-hour basis. However, an employee may not
work through his/her lunch time in order to make up the time..
Secti - Defensi Drivi

All employees, who as part of their job responsibilities, are required to operate a
County owned or leased vehicle, shall be required to participate in and be certified in
the Defensive Driving Safety Course within one (1) year of their employment in such
position, unless such course was unavailable, or missed due to extenuating
circumstances, in which case the employee will participate in the next available
course. The County shall give the course at no cost to the employee and shall be
repeated and renewed by the employee in accordance with all épplicable State
regulation so as to ensure that said employee maintains a c,{u'rent and valid certificate
of completion from said course at all times. All employees who are required to attend
such course and do so during normal regularly schedule hours will not be charged
their accrued time for the purpose of attending this course.

An employee may provide proof of completion of a NYS approved Defensive
Driving Safety Course in lieu of the above requirement. _

Any employees who do not have to drive as part of their job responsibilities may,
- with department head approval; participate in the Defensive Driving Safety Course.
Non-County drivers will be charged the current fee by the County and any time used
to attend such course shall be deducted from the employee's accruals.
Section F - First Aid Kits

The County agrees to furnish each Couhty building, where practicable, with a first aid
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kit to be maintained by the County Health Department
MX&HM
There is a County Safety Commlttee The bargaining unit shall appomt one (1)
member of the Union, to be appointed by the Union President, to serve on the Committee, '
‘ RTIC OLID WIT Y
Section A - List of Days‘ | v
The following days will be treated as paid holidays: 4
New Year's Day : Columbus Day

Martin Luther King, Ir.'e Birthday Veterans Day

Presidents Day Thanksgiving Day

Memorial Day | Friday Following Thanksgiving Day .
Independence Day , " Christmas Day

Labor Day - Day After Christmas

The day after Christmas (December 26) shall be observed as a paid holiday only
if the day after Christmas is a Tuesday, Wednesday, Thursday, or Frlday

Sectlon B - Holidays Falling on Saturday or Sundaz

If any of the above holidays fall on a Saturday, the preceding’ Frlday shall be
considered the hohday, and if any of the above holidays fall on a Sunday, the followmg
Monday shall be considered the holiday. This provision shal] not apply to the day off after
Christmas Day. ,,

Sectlon C - Number of Paid Holidays

The holiday schedule set forth herein shall be deemed to grant employees no more than
twelve (12) paid holidays in any one year. '

Section D - Additional Hohdg*«gs ,

It is understood that in addition to the above, the County Executive may designate such
other days as he/she chooses as paid holidays or other excused days without establishing

precedent under similar circumstances.

ARTICLE VI] - VACATION WITH PAY
Section A - Schedule of Allowance

- Employees shall earn’ vacation with pay in accordance w1th the following

schedule:




1. During the initial year, through the first three (3) years of cortinuous
County employment: 1 % days per month will be accrued, to a maximum of fifteen
(15) days per year. |

2. Commencing with the fourth (4t} year of continuous County employment,
on the first day of the month following an employee’s anniversary date: 1 2/3 days per
month will be accrued, to a maximum of twenty (20) days per year.
Section B - Accumulation

Vacations can be taken in the year or years earned and may be accumulated up to
forty (40) days. Any time accrued in excess of forty (40) days remaining at the ehd of
the year shall be" lost and not carried over to the following calendar year.

In the event more than one (1) employee requests thé same vacation period and
can reasonably be spared from his/her duties, such employees who can reasonably
be spared shall be granted vacation based on seniority in the respective
departmentvor within the respective work area. Vacations must be approved
by the Department Head under such circumstances where the employee's failure to
take such vacation would result in the loss to the employee of vacation time.

Section C.- Manner of Payment in Event of Retirement
1. Paymentin Lump Sum: The County shall have the option of paying an

employee for éarned and unused vacation upon retirement with two (2) weeks |

written notice, in a lump sum payment or allowing the employee to remain on the
payroll for the accrued vacation period.

2. In_the Event of Death of Employee: In the event of death of an employee,

payment shall be made to the estate to be distributed in accordance with the applicable law.
ARTICLE VIII - LEAVES ‘

Secti — Absence from Du

Absence from duty by an employee of the County by reason of sickness or
disability or by reason of illness, disability or death of a member of his/her family, shall be
allowed according to the provisions in this Article. For the purposes of Section A, B and
C of this Article, “immediate family” shall be defined as mother, father, brother, sister,
child, mother-in-law, father-in-law, grandfather, grandmother, grandchildren, current

step-parents and step-children.
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Section B - Bereavement Leave

1. In the event of death in the employee's immediate family, he/she shall be
granted time off without loss’of regular pay up to a maximum of four (4) consecutive
workdays, not chargeable to sick leave accruals. However no employee shall receive less

than three (3) working days.
2.  Any leave requested and granted beyond said four (4) days shall be considered

| and charged as sick leave provided the employee has sufficient accrued sick leave.

3. Reasonable verification of the death may be requlred by the County. -
ww

1. An employee may receive up to three (3) workdays of personal leave for a
serious illness in the immediate family, not chargeable to sick leave accruals, but ariy' leave
taken beyond said three (3) days shall be considered and charged as sickleave. The leave
shall be limited to one (1) occasion per family member per calendar year. Additional days

may be granted by the Department Head, provided said employee has sufficient accrued

sickleave,

2. - Reasonable verification of serious illness may be required by the County.
Section D — Personal Leave

1. Personal Leave is leave with pay for personal reasons; and may be taken upon
request to and permission from the employee's Department Head. Such permission shall be not
unreasonably denied. This request shall be made by the employee with at least three (3) full
working days’ notice, except in cases of emergency. .

2. PerSonal leave may be taken in a minimum of two (2) hour periods, except that
an employee may take one (1) hour personal leave either at the beginning of a workday,
or at the end of a Workday upon request to, and permission from the employee's
Department Head. '

3. a. Four(4) personalleave days shall be credited to an employee in the service
ofthe County which shall be prorated in the first year of employment. Thereafter days
are credited at the begmnlng of the calendar year.

4. Personal leave days shall not be accruable. However, unused personal leave -

days w_ill'be credited to an employee's accrued sick leave time at the end of each year.

11




5. Should this benefit be reduced and/or increased for non-PuMa Management,
it shall be likewise reduced and/or increased for the bargaining unit members,
without the need for negotiation or approval by the union. '

Section E - Sick Le | .

1.  Employees shall be granted sick leave, with pay, of one (1) working day per
month, provided said employee is employed prior to the fifteenth (15t%) day of such month,
to a maximum of twelve (12) days per year. | |

Such sick leave with pay shall be granted to the employee by the Department Head.
The employee rhust call into his/her departmenthead or other designee to advise that he /she
will be absent as sick for the day within two (2) hours‘prior"to the start of the normal work
day. If such person does not call in sick within the time prescribed herein, such person may
be denied sick leave. ‘ ,

2. The twelve (12) working déys a year to be allowed an er;,lployee for sick leave
with pay may thereafter be accumulated at the rate of one (1) day per month until a total of

‘ oné hundred eighty (180) days is reached and may be kept to his/her credit for use for
future sick leave. '

3. When an employee because of sickness or disability is required to remain
away from his/her employmént beyond his/her sick leave allowance, the Department
Head with County Executive approval, may grant additional sick leave, with due
consideration being given to the employee's service prior thereto. However, in no case shall
sick leave with pay be granted to any such person In excess of one hundred eighty (180)
days in any one (1) calendar year. '

4.  TheDepartment Head may require a physician's certificate for any absence of more

than three days. A physician’é certificate will be required for each thirty (30) days of

continuous absence. In any case, the Department Head may require an examination by a

physician, or other acceptablé evidence that the illness is bona fide.

5.  Allowable and allowed sick leave time shall be considered for all purposes as
continuing service, but in the event of resignation or discharge of an employee, except
for the purpose of retirement, his /her accumulated and unused sick leave time shall be canceled

and the employee shall not be entitled to any payment therefor.

12
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Section F - Cancer Screening

1. The County shall prov1de leave for cancer screenmg in accord with New
York C1v11 Service Law Section 159-h. _ _
2.. Theleave will be considered to be paid leave, unless either a governmental

authority or a court of law declares that the leave is unpaid under the New York State

statute, Suth leave will not be deducted from accrued sick leave or any other accruals.

3. Documentatlon is required and the forms are avallable at the Personnel‘
Department. The form must be submitted and signed by the employee's supervisor
prior to the leave time, and the second form is to be completed by the person giving
tbe screening exam. The form should then be delivered to the debartment head and

Personnel Department;

Section orkers’ Compen Leave

An employee necessarily absent from duty because of occupational injury or disease as
defined in the Workers Compensation Law shall be allowed leave from his/her position for the
perlod ofhis /her absence necessitated by such injury or disease during which the employee
draws vacation, sick leave, or other Ieave credits. The employee shall be entitled to
restoratlon of such credits, mcludmg those used for absence ofless than a full day, as are used
during a period of absence for which an award of compensation has been made and credited to
the employer as reimbursement for wages paid, such payments being prorated on the
total feimbursement to the Ceunty.

Section H - Maternity Leave

' Child care leave shall be granted in accordance wifh Federal and State Law unless
extended with appreval of the County Executive upon recommendation from the
Department Head and Personnel Officer.
Section I - Jury and Court Appearance Leave

An emplbyee required to serve as a juror or to appear in courf, other than for
personal matters, such as for divorce, child support, bankruptcy, etc.,, pursuant to
subpoena or court order, shall be granted a leave with pay for such required attendance
provided that any fees received for such attendance shall be paid to the County,

exclusive of fees received for transportation.
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tion | ~ rantine Leave

An employee isolated or quarantined because of exposure to a communicable

disease, other than job related , shall be considered absent bécause of sickness and will
be granted sick leave with pay during such isolation or quarantine.

An employee who is required to render ordered Military duty shall‘be granted
a leave of absence as authorized by law.

MMIL:E@MMMM& | _

1. An employee who desires to‘ engage in a course of study intended to
increase the employee's usefulness to County.service, énd desires to secure a leave of
absence from employment duties may, upon written request, and the approval
of the'County Executive, be granted a leave of absence withouvt pay for a period not to
exceed six (6) months. In an exceptional case, the County Executive may waive the
provisions of this Section to permit an extension of the leave of absence without pay
for an additional period not to exceed, in the aggregate, one (1) year from the date of
commencement of the original leave. The approval of such leave of absence without
pay shall be in written form, signed by the appointing officer and the employee.

2. When a leave of absence without pay for a period of six (6) months or as
extended by the County Exec_utive has been granted, a further leave of absence without

‘pay shall not be granted unless the employee returns to this position and serves
continuously .therein for a period of three (3) months immediately preceding the
subsequent leave of absence without pay.

3. »Failﬁre of an employee to return on the date of the expiration of any leave of
absence without pay, or any authorized extension thereof, shall be deemed a r'esignation from
the service upon the date such leave of absence without pay commenced, unless employee
or immediate family member is sick or extenuatingcircumstahces occur on the date

of return.
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ARTICLE IX - INSURANCE AND PENSIONS
A- Insurances |

The County wrll subject to any other provisions of this Article and any
subsequent applicable Resolution passed by the Legislature, continue its current
health insurance programs including Health Insurance, Dl_sablhty Insurance, Dental
Insurance, Life Insurance, 'AD&D Insurance and Flex Plan coVerage, and will, except as
modiﬁed below, pay the total cost of employee's and dependent’s premiums for said
programs. |

1. Health Insurance _
Employees shall _contribute to health insurance in accordance with Section C titled

“Management Health Insurance” contained in Resolution #227 of 2015, subject to any

‘subsequent resolution(s) addressing this bargaining unit’s health insurance contribution rates

as may be passed by the County Legislature, including any time duriﬁg the term of this
agreement Said section of this resolutlon was previously mapphcable to this bargammg unit,
but upon ratification of this agreement Section C titled “Management Health Insurance” of

Resolution #227 of 2015 becomes a part hereof. Notwithstanding any reference made in

’ other sections of Resolution #227 of 2015 to retiree health insurance, no retiree health

insurance beneﬁt is herein conferred either by resolution or by this contract. (Emphasis

added.)

2.  Dental Insurance

_ The County shall provide a Dental Inéurance Plan as selected by the County at the

same cost to the employee as non-union management employees. »This benefit and its
cost is subject to unilateral change by the County without notice, ﬁegotiation or -
approval by the bargaining unit.

3. lmmmecir_ie;

(a)The County reserves the right to change insurance carriers so long as
comparable benefits are provi'ded. Prior to making a change, the County shall notify
the Union President in writing at least sixty‘ (60) days prior to the 'contempleted

change.
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(b) In the event the Union believes that the‘ benefits being provided are not
comparable, the Union after written notjfication of the contemplated change may
demand arbitration of the issue with thirty (30) days after receiving said notification.

4. Disability Insurance

The County will provide a disability pian utilizing the current New York Sfate level
of benefits at the same cost as non-union management employees. This benefit and its
cost is subject to unilateral change by the County without notice, negotiation or
approval by the bargaining urﬁt. _

5. Life Insurance and Accidental Death and Disability Insurance

The County will provide a life insurance and accidental death and disability
insurance plan as selected by the Coﬁnty at the same cost to the employee as non-
union managérﬁent employees. This benefit and its cost is subject to unilateral change
by the County without notice, negotiation or approval by the bargaining unit.

6. FlexPlan |

The County shall provide a flex plan at the same funding level prbvided to the
employee as non-union management employees. This benefit and its cost is subject to
unilateral change by the County without notice, negotiatidn»or ‘approval by the
bargaining unit.

Section B — Pensions

The County shall continue participation in the NYS Employees Retirement
System and shall continue to apply all Retirement and Social Security Law options that
were in effect in Putnam County on January 1, 2015. |

ARTICLE X - EMPLOYEE STATUS AND RIGHTS

Section A - Labor-Management Committee

A Labor-Management Committee shall be made up of three (3) representatives of the
County and thi'ee (3) representatives of the Union. The purpose of said Committee shall
be to discuss and resolve matters of mutual concern, Mutual agreements and matters
resolved by the Committee shall be reduced to Writing in the form of memoranda or

correspondence between the parties.
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Section B - Personnel F_ﬂe
1. An employee shall have an opportunity to review his/her personnel file in

the Personnel Department, which shall be the only official file, at a mutually convenient

date and time, in the presence of the appointing authority or the appointing authority's

designee and his/her union representative within five (5) days written request. The
employee may place a written response in such file to anything contained therein which
such employee deems to be adverse. However, confidential pre-employment material
shall be privileged and ﬁot available to such employee.

2. Letters, memoranda and evaluations alleging Incompetence or miscdnduet
shall not be placed in an employee's personnel file until the employee has been given a
copy of such material. The employee must sign a receipt acknowledging such material
and such recelpt will also be placed in the file. It is understood and agreed that signature
by the employee does not signify agreement with such material. Should the employee
refuse to sign it, it shall be noted on the, receipt, which 'shall be deemed to be in
compliance With the requirements of this section. |
Section C - Performance Ey aluations } '

The County may evaluate employee performance. The County and the Union agree to the
attached form. (Appendix C). The County agrees that the Persdnnel,Ofﬁcer shéll review all
disputed evaluations with the affected employee and upori_ the affected employee’s request,
with the Union President or his/her designee During the pendency of said negotiating, prior
practice can continue for the first successor contract to this agreement.
Section D - Outside Employment Policy |

Al employees are reduired to adhere to the Putnam County Code of Ethics, which states in

part, "to be impartial and free from conflicts of interest in fulfilling their public responsibilities.”
All employees are prohibited from engaging in any type of outside employment that requires
pnmary obligations and loyalties to such outside employment to the detriment of the County,
that conflicts with the Putnam County Code of Ethics or creates the appearance of i impropriety.
Specifically, any outside employment that requires the use of a license or professwnal degree
that is required for their County employment shall be prohibited. '

In addition and in accordance with the Putnam County Charter, any full-time managerial

employees in the health department who are professionally licensed shall not engage in any
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private practice, nor be employed in their field of County expertise by any private or other
governmental entity. ‘ _
ARTICLE XI — UNION STATUS AND RIGHTS
Section A - Representation Rights |

1. VisitationRights |

‘The President of the Union or the designated agent shall have the right to visit
the facilities of the County during normal working h‘ours. for the purpose of adjusting
grievances and administering fﬁe t_errhs of this Agreement. Such visit(s) will be

allowed only tipon request to and receipt of permission from the appropriate

Debartment H‘éad_ and/or the County Personnel Officer or their appropriate -

designees,'so as not to conflict with or disturb County activities. Such permission
shall not unreasonably be denied.

2. Union Activities |

Absence from work assignment for Union activities will be permitted for those
actively participating in (a) collective bargaining negotiations with County
representatives (b) grievance procedures to 'which reference is made hereinafter;
and (c) other legitimate Union activities, other than those set forth in (a) and (h)
herein, upon request td, and the receipt of permission from the respective
Depértment Head of such employee and/or thé County Personne! Officer. Such
permission- shal] not unreasonably be denied.

RTICLE XII - COUNTY STATUS AND RIGHTS

Section A: The County of Putnam hereby retains and reserves unto itself without
limitation, except as otherwise provided by and within this Agreement, all powers,

rights, authority, duties and responsibilities conferred upon and vested in it prior to

the signing of this Agreement by the laws and Constitutions of the State of New York’

and of the United States, the Putnam County Charter, Putnam County Local Laws, and
the Putnam County Code, including, but without limiting the generality of the
foregoing, the following rights:

1.  The executive management and administratifre control of the County

government and its properties and facilities and the activities related to the
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"employment' of its employees by utilizing pérsonnel, methods and means of the most

appropriate and efficient manner possible;

2.. To hire all employees, to promote, transfer, assign and/or retain
employees in positions within the County and in that régard to establish work rules;

3. To suspend, demote, dischérge or take any other appropriéte diséiplinary
action against an employee for good and just cause according to law;

.4. To lay off employees because of economy, consolidation of functions,
curtailment of activities; or otherw1se _

5.  Subject to the pr0v1310ns of law and this Agreement to determine their
qualifications and conditions for continued employment or assignment;

6. Except in an emergency, employees may be assigned by the County to

perform any duty related to their job.

Section B ~ During the term of this agreement, the County may contract out or otherwise

transfer bargaining unit work so long as it does not result in the layoff or discharge of more

than three (3) then existing permanent unit employees.

ARTICLE XIII - POLICIES

The parties agree that County Policies, which are applicable to non-represented County
management employees, shall be applicable to bargalrung unit members. Such pollc1es
include the following:

Putnam County Alcohol and Drug Policy

Putnam County Drug Free Workplace Policy and Procedure

IT Use Policy |

Cell Phone Policy _
The parties further agree that any changes to the P011c1es thatare applicable to non-

union management employees shall also be applicable to bargaining unit members.
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ARTICLE XIV - CONFORMITY WITH LAW
cti - Compatibility with La '

1. This agreement shall be construed so as to be compatible with all Federal, State
and Local laws and the invalidity of any provisions of this Agreement by reason of any such
existing law shall not affeCt‘thevalidi'ty of the surviving provisions. .

2. If the enactmeht of legislatien, or a determination by a court df final
jurisdiction (whether in a preceeding between the parties or in one not between the
parties but controlling by reason of the facts) renders any portion of this Agreement
invalid or unenforceable, such legislation or decision shall not affect the validity of the
surviving portion of this Agreement, which shall remain in full force and effect as of such
invalid portion thereof had not been included herein. In the event that any provision
of this Agreement is deemed invalid, parties agree to promptly commence
negotiations to bargain replacement language.

Section B - ated Pr ns of Law

1. Prohibition Against. Strikes. Neither the Union nor the employees it
represents shall engage in any strikes against the County, nor shall the Union cause,
instigate, encourage or condone such a strike. Resolution of all disputes arising
from the employer-employee relationship between the County and the Union shall
be resolved in accordance with the provisions of this Agreement and the Public
Employees Fair Employment Act of the State of New York.

2. LEGISLATIVE ACTION. IT IS AGREED BY AND BETWEEN THE
PARTIES THAT ANY PROVISION OF THE AGREEMENT REQUIRING
LEGISLATIVE ACTION TO PERMIT ITS IMPLEMENTATION BY AMENDMENT OR
LAW OR BY PROVIDING THE ADDITIONAL FUNDS THEREFORE, SHALL NOT

BECOME EFFECTIVE UNTIL THE APPROPRIATE LEGISLATIVE BODY HAS _

GIVEN APPROVAL.
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ARTICLE XV

GRIEVANCE PROCEDURE AND ALTERNATE DISCIPLINARY PROCEDURE

GRIEVANCE PROCEDURE
Section A - Right of Répresentaﬁon

1. The purpose of this procedure is to secure, at the lowest possible level, an
equitable solution to the problems which may arise concerning the terms and
conditions of fhié Agreement and resolve grievances as soon as possible so as to assure
efficiency and promote employees' morale. The parties agree that this procedure will

be kept as informal as may be appropriate.

2. No‘thin}g cohtained ‘herein shall be construed as limiting the right of any
employee having a grievance to discuss the matter informally with his/her
department head, and having the griévar{ce adjusted without the intervention of the
Union, except that any such adjustment of said grievance shall' not be in conflict with
the terms and conditions of this Agreement. The Union shall be provided a copy of

any settlement.

3. The employee shall have the right to be represented by one Union
representative designated by the employée or the Unionl President, in addition to a

NYSUT staff member at any stage of the Grievance Procedure.

4. AtStage 1 of the Grievance Procedure, the employee has the right to represent ,
him/ herself or to choose a Union i‘epresentative. The Union shall have the right to be
present at Stages 2 and 3 of the Grievance Procedure and to receive a copy of all
communications exchanged between the employee and the County with respect to the
grievance in question. | '

- 5. All proceedings, to the extent practicable,‘shall be conducted during working

hours; Employees shall be allowed time off from their regular duties to testify at

hearings under this procedure and shall not be charged for such time away from work.

Section B - Grievance Defined

1A, The term "grievance” as used herein means any appeél by any individual

employee, group of employees, or the Union-on behalf of any individual employee or
21




group of employees, from the interpretation, application or violation of a epecific term
or provision of this Agreement. Other dispﬁtes Which do not involve the
interpretation, application or claimed violation of a specific term or provision of this
Agreement shall not be considered grievances. This includes matters which are
reviewable under administrative procedure established by law or pursuant to rules
having the force and effect of law including, but not limited to, position classification,
civil service examinations and ratings thereof. Grievances filed by an individual

employee must be filed by such employee unless they are incapacitated. Class action

grlevances will only be filed when more than one employee has a matter atissue. Class

action grievances affecting only employees within a single department will be filed
~ with the Department Head of that department. Class action grievances affecting

employees in more than one department shall be filed with the Personnel Department.

‘ 1B. Each grievance shall be submitted in writing and shall identify the
aggrieved party, the provisions of this Agreement alle‘ged to have been violated, the
time, date and place where the alleged events or conditions constituting the grievance
existed, and include a brief summary of the facts giving rise to the grievance and the

remedy sought.

2. The following constitutes the sole exclusive method for resolving a grievance
between the parties covered by this Agreement and shall be followed in its entirety

unless any Step is waived by mutual Agreement.

- 3. The time limits expressed herein shall be strictly adhered to. If any grievance - |

has not been initiated within the time limit specifiedi or the grievant fails to adhere to
the time limits stated herein, then the grievance shall be deemed to have been waived.
If any grievance is not processed to the next succeeding Step in the Grievance
Procedure within the time limits prescribed, then the dlsposmon of the grievance at
the last preceding Step shall be deemed to be conclusive. Ifa decision is not rendered
within the time limits prescribed for the decision of any Step in the Grievance
Procedure, then the grievance shall be deemed to have been denied. Nothing herein

shall prevent the parties from mutually agreeing to extend or contract the time limits

22
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provided for processing a grievance at any Step in the Grievance Procedure. Any

extension or contraction must be in writing,

Section C - Stages:

Step One: The aggrieved shall institute action under the provision herein within

twenty-one (21) calendar days after the event giving rise to the grievance has

~occurred or should have been known to'the grievant. An earnest effort shall be made,

to settle the differences between the aggrieved employee and his/her Department

Head. Failure to act within said twenty-one (2 1) calendar days shall be deemed to

constitute an abandonment of the grlevance The appropriate Department Head shall

render a written decision within fourteen (14) calendar days after the receipt of the
grievance. All grievances shall be in writing and shall be lnltlated by delivery to the

approprlate Department Head.

Step Two: If the grievant and/or the Union wishes to appeal the decision of the
Department Head, such appeal shall be presented in writing to the County Executive
within fourteen (14) calendar days thereafter. This presentation shall include copies

of all previous correspondence relating to the matter in dlspute The County

Executive, or his /her representative, shall respond, in writing, to the grievant and jor

the Union within twenty-one (21) calendar days after submission.

Step Three: If the Union is not satisfied with the determination in Step Two, i’t
must, within twenty-one (21) calendar days after receiving the Step Two
determination or may within twenty-one (21) calendar days of when the Step Two

determination was due, refer the grievance to arbitration by filing a written Demand

- for Arbitration with the County Law Department. Arbitrations under this section will

be referred to one of the arbitrators, who shall serve in rotation in the order named

and according to the procedure below:

Howard Edelman
Susan McKenzie
Ieffréy Selchick
Jay Siegel

Rosemary Townley
: 23




When Demand for Arbitration has been filed with the County Law Department,
representatives of the parties shall contact the next arbitrator scheduled to serve in
order to arrange a hearing date. The parties have the option of contacting the next
arbitrator in the event that the selected arbitrator cannot provide a date within sixty

(60) calendar days.

 Section D - The Arbitration Process

1. The arbitrator’s decision will be in writing and will set forth his/her findings,
reasoning's and;conclusi_ons on the issue submitted. The arbitration award must be

rendered within thirty (30) calendar days after the close of the hearing unless

otherwise mutually agreed to by the parties. Any award requiring the payment of back |

pay or other monies may only award such payment tip to thirty (30) working days
prior to the filing of the grievance. The arbitratorvshall be without power-or authority
to make any decisiqh which requires the commission of an act prohibited by law or
which is in violation of the‘terms of this Agreement. ’Tlhe arbitrator shall have no
powér to alter, add to or detract from the provisions of this Agreement. The decision

of the arbitrator shall be final and binding upon both parties.

2. The cost for the services of the arbitrator shall be borne equally between the
County and the Union. Any other expenses, including but not limited to the

presentation of witnesses, shall be paid by the party incurring the same.

3. The election to appeal a grievance to arbitration shall automatically be a
waiver of all other remedies or forms which otherwise could be available, unless

otherwise permitted by law.

4. The party requesting a transcript of the proceeding shall incur the cost and

provide copies to the arbitrator and the other party.

ARTICLE XVI
. DISCIPLINARY PROCEDURE
Employees ‘in' the non-competifive class, other than those designated as
confidential or policy-influencing by the Civil Service Commission bursuant to Civil

Service Law Section 42.2-a shall be granted rights pursuant to Section 75 of the Civil
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. pursuant to Section 75;

Service Law upon completion of three (3) years of continuous permanent County
service from date of hire in a permanent position. Breaks of service up to four years
due to laiyoff shall not be deemed a break in continuous service for the purpose of this
provision.” However, no time during the period of layoff shall be con51dered towards

length of service for the purposes of this provision.

Where the County seeks a penalty consisting of a reprimand, a fine not to exceed

.$100.00 or a suspension without pay no greater than 30 days, the provisions and

procedures of Section 75 shall apply.

Alternate Disciplinary Procedure

In the event that the County seeks to impose a penalty in excess of those

specified above (i.e., suspension without pay for more than 30 days, demotion in grade

and/or title, or dismissal), the employee has the option to either have a hearing
pursuant to Section 75 of the New York State Civil Service Law or a heai‘ing before an
impai*tial Hearing Officer pursuant to the procedures set forth herein. In such cases,
the County shall provnde the employee w1th a N otice of Disc1p11ne which shall include

the following: »
a. A notice of charges describing the alleged acts forming the basis for the

disciplinary action;
b. The penalty‘ sought;

c. The right of the employee to select the alternate procedure or proceeding

~_under the provisions of Section 75 of the Civil Service Law;

d. The right of the employee to be presented at the nearlng by the Un1on ora

private attorney of his/her choice at his/her own expense;

e. Notice that the employee must request a hearing by submitting an a‘nswer '
and written request within 8 days after receipt of the Notice of Discipline if he/she
disagrees with the proposed penalty set forth therein, In the answer, the employee "
niust make the election for a hearing pursuant to Section 75 of the Civil Service Law

or the alternate procedure herein. If no election is made, a hearing shall proceed
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f. Failure to file the required answer within 8 days of receipt of the Notice of
Discipline will constitute acceptance of the proposed penalty by the employee and will
settle the matter in its entirety. In the event that the ‘employee selects the alternate
procedure, the employee shall be entitled to a hearing before an impartial Hearing

Officer agreed upon by the parties from the following list:

Howard Edelman

Susan McKenzie

Jeffrey Selchick

Jay Sieéel

Rosemary Townley ‘

The decision of the Hearing Officer shall be binding on all parties. Where the
Hearing Officer cannot provide a date within 45 days, the next Hearing Officer'o‘n the
list shall be contacted until a Hearing Officer is able to provide ba hearing date within
45 calendar days. The cost of the Hearing Officer and the transcript shall be borne
equally by the parties.

Where the employee selects the alternate procedure herein, the suspension
without pay shall not be limited to the 30 days as provided in Section 75.

This provision shall not apply to confidential or policy-making positions so designated
by the Civil Service Commission pursuant to New York State and/ or Putnam Cou.nty
Civil Service Rules and Appendices. _

| A VII-F G. INED EEME
Section A - Duration |

This Agreement represents and incorporates the settlement hy the parties of all

bargainable issues which were or could have been the subject of negotiations.

Section B - Negotiations
' During the term of this Agreement, neither party will be required to negotiate with
respect to any such matter, whether or not covered by this agreement, and whether or not
V\nthm the knowledge or contemplation of either or both parties at the time they

negotlated or signed this Agreement.
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RTICLE XVIII - TERM OF A MENT
Section A - Duration | .

This agreement shall becofne effective. when properly accepted by the County and the
Union, and upon ratification by the Union membership and County Legislature as
evidenced by the appropriate signatures appearing on thé signature page hereof. The term
of this Agreement shall be from ]anuafy 1, 2019 through and including December 31, 2023,
and thereafter from year to year unless one party givés notice in writing by certified United
States mail to the other party by July 1, 2023, or in any subsequent year by July 1, of its
desire td mddify or terminate the provisions of this Agreement.

Section B ~ Negotiations _ |

Reques't for the commencement of negotiations for a Successor Agreement shall
be made in writing by either party no earlier than July 1, 2023. Such request shall be
made in writing by certified mail. Collective bargaining negotiations shall commence
on a mutually agreeable date but no later than 30-days after such request is made and
shall be conducted by representatlves of the County and the Union negotlatlng team,

consisting of reasonable representatlon.

DATED: _

PUTNAM MANAGEMENT - COUNTY OF PUTNAM
Assm@ |

William Orr, President | l ' Manyllen Odell County Executlve

“OmMpp /ulcmh/\

FayeQhorpe, Vice PreSident o UW&I’J& ty Attorney

‘Grace Balcer, Treas : - PhulJ, Eldrldge/ Personnel Ofﬁc%

lns Dtiuge Mo L Ot )

J M\nna Grainger, Secretary William J. Caffm Comm.Af Flnance
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.Employse’s Name:
. Job Title:

" Review Perlod - From: ___ To:
. Date!

DO NOT CopY

EMPLOYEE PERFORMANCE FEEDBACK

. The primary objective of the Putnam County Employee Petformance Feedback System Is to
provide Information which will Increase the individual employee’s understanding of their job, -

2, Even though the performance feedback process is typically regardéd as a once a year event, .
for maximum effectiveness and faimess, petformancs feedback needs to be. a_day-to-day
- process. It is imporntant for the supervisor to share positive and negative observations of
performance with employees essentlally as they oceur. The fundamental difference hetween
day-to-day and annual performance feedback Is breadth and depth.. Day-to-day fesdback deals
with support, adjustment, congratulations, and focus whils the annual session deals with the
same Issues, but In a summary fashlon, In addition, one of the primary points of emphasis in

- the annual feedback session should be performance planning. - ' ~

3. Pralse and oriticlsm related to performance shouid focus on behavior and Job performancs, not
Upon the Individual or his or her character. Furthermora, It is essential that praise and critlcism
be hoth timely and speciflc, . ’ -

4, Providtng'daily and annual pefformance feedback Is as much a part of the job of the suparvisor
as any of their other sssential fob responsibifitles, ‘ '

!‘;ﬁaw A }-«,-]'.\\»gé\'%

Carofully read the staternents at each end of the rating scalé. Then conelder that particuiar aspect of

the employed's performance throughout the rating perlod. If one or the other of the statements

‘accurately describes your péresption of the employee's performance simply check the box nearest the

most accurate statement. ' If the performance belng considerad Is not wel| described selact the box
nearest the description which most nearly approximates your perception. To promote employes
understanding, illystrate examples of fatings In the comments space provided beneath each entry,
Specifio examplas are required for any ratings In the two far right boxes of the rating scals, '

lgapiang -~

+ Prapare 2 coples of this document for signatures and distribute accordingly: Forward one original copy

to the Putnam County Personnel Department for placement in the smployee’s persorine! file and one
arlginal copy to the employse, This Is an official personnel document. DO, NOT COPY THESE
ORIGINAL DOCUMENTS, : : .

Departmént:




" Demonstrates job knowledge.

Gamm{m ts:

" Deadllnes are met.

Comments:

Acoepts reaponsibility willingly.

Comments: '

Suggests construotive ideas for
naw and different ways of
approaching work,

Camments:

bejeoté/]dba ara.well-organizad
and piannad,

Cummonts:

Putnam County

Employee Performance Feedback

I___].

Pl‘oiectsljobs ara conduoted harmcmlc;usl\,'l ! | | |

and cooperatively,
Gomments:

Decislons are sound and .
reasonable,

Comments:

Quallty of work Is high.

Gamments:

Lack of Job knowledge Impalrs
performance,

Deadlines are fraquently ot met,

Thera ars conoeris about willingnass to
accept responsibifity,

Work Is often acaompllahed only altor
suggestion or diraotian.

Projets/jobs tend not to be well-
orgarized and plannad,

. Projects/jobs tand not to he

accomplished harmotlously and

. ¢ooparatively,

Dageisians tend not to reﬂect careful
(hought and consideraﬂon. :

Quallty of work Is a conoern,



w

High priotity tasks are completed.

" Comments:

- Though not always wa!v:'omed,

criticlam Is acoeptad and
appropriate actlon tqken. .

Commenis:

Cast contalinment s regarded and

. actad upon as an Impertant priorty

factor.
Commoents:

Works effeotively with public,
clientele, and co-worltars,

Comments:

Comthunicates well; glving or
recelving Informiatlon is-usually

- sasy and problem frae.

_ Comments:

Safaty for seff and others Is
ragarded as an Important part
of the joh,

. Comments:

\Job sidlis seem to he In line with
demands and exhiblts a willngness.
to leain naw sklils,

Comments:

Consclentious abiout being at work

-regularly and on time: reflgated

in attendence revord.

Commoents;

f

L]

There ls not alwdys emphasils on
completing high prlority tagks.

Responses to ariticlsm oan be
problematlo,

Cost gontainment lz not ragarded as an
Impartant prictity. .

Working with the public, dlientele, and
co-workers ocan he a problem.

‘Communiaation neads Improvemant;

glving or recelving Information Is
sometimes problematic.

Safaty for self and others is not always
apparsht. '

Though usually proficient In current job
skills, reaching bevond oxisting Job akills
Is not always,

. Exhiblts little concern for i‘he

offact of tardiness and absence;

"poor sttendance record.




. ) . N
Particular strongths: ‘ - ( :

Areas where Improvement is Indicatsd:
Overall summary of performance for the past 12 months:

Plans and objectives for the forthcorning year: (attach additional sheets If hecessary)

My signaturé acknowledges recelpt of the Performance Feedback form and meeting with
Immediate sgpervisar, but does not necessarily Indicate agrasment with the shared information.

Employee's Gomments:

e
Employe'e'é Slgnatu_re; Date:
' Signaiures:
Supervisor: - _ e - Date:
Supervisor: _Date:
Departlmeni} Head: __ Date:

Rev. 1988/2 k
: s



Putnam County

WManagement Employee Performance Feedback |

Date:

Employes's Name:

D}apartménl/unlt planing Is fimely L

and tharough.
Comments: -

[ || | |  Departmentiunit planning is not sufficiently
thorough, o ) _

L1 1 ] | . Budgstary issues tend not to be

Budgetary Issues are handied A [
'effectlvely. : ’

.- Comments:

Sdparvlsory responsiblities ars L

. handled effectivaly.

[ Thete are fimas when supervisory

regarded and actad upon as a high

priotity, ‘

. Qommenzfs:

responsibilities are given.a low priority.

. Keaps managemsn Informed, [

. Comments:

o

Dally and annual Parformance N

Ll L Doss hot always keep management
Informed, : o .

. 1 | ] | Dallyand anntal Performance Faedbick

Feedback 1z done effactively,

Comments:

Department objectives are effsctively L

responsibility Is not always done
effectivaly,

| [ l Departmetit'ebjectives are not always

considered when decislons are made,

- Comments:

Delegation and the sharlng of reaponsibilly |

consldered when dacisions afe made.

I ’ | Delegatlon and the sharing of responsibility

tends to be practiced effectively and

conslstently.

Comments:

toés not seem to he practived as regularly
and/or as conslatently as might he = -
desirable. . ,

_Rav. 1988
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PUTNAM COUNTY ABSENTEEISM CONTROL'PROGRAM L
.The Putnam County Absenteeism Control Program is intended to provide

- department supervisors with smndardlzed monitoring, control and management systems to

reduce employee absenteeism and tardiness, and, to prevent the inappropriate and Jor
excessive use of sick leave credits, Lo

Inlieu of a due process hearing pursuant to New York State Civil Service Law §75 or the
Alternate Discipline Proceeding (ADP) in this agreement, the parties agree to the followmg
discipline schedule for: (1) post probation permanent competitive clags employees; and
(2) permnnént non-competitive or labor class employeés' with. three (3) years of
continuous county service, The employee has no recourse to challenge any penaltyuptoa
one-day suspension. The employee's sole recourse to challenge any penalty beyond a one-
day suspension sought by the County shall be via the grievance process, Prior to imposition
of such a penalty, a grievance may be xnmated at Step 4 of the grievance procedure
pursuantto Article XV ofthe BargammgAgreement utilizing the carliest available arbitrator '~
pursuant to the language contained in Article XVI - ADP of: the Bargaimng Agreement.

. A UNAUTHORIZED ABSENCES

Counseling and/or discipline will be given to employees who accumulate occasions of
absenceinthe twelve (1 2} month calendar year perfod commencing on January 1 ag

follows:
One (1) 0CCRSION.crvvesiussnencreenmmonsren Informal (verbal) Counseling '
Two (2) occasions.... ..Formal (written) Counseling
Three (3) occasions .Written Reprimand (Final Warning)
An occasion of absence . '
within 3 months ofa ‘ :
Final Warning ..o e Dismissal

B.  UNSCHEDULED ABSENCES

- Counseling and/or discipline will be given to employees who accurnulate occasions of
absence in the twelve (12) month calendar year period commencing on Janvary 1st, as

follows:
S1X (6) OCCASIONS. v vvevsersvssnsveesrereeren Informal (verbal) counseling
Seven (7) Occasions. ... cercreseens . Formal (written) counseling




Morethan seven (7) occaslons Department Head/Supervisor shall contact the
' Personnel Department for review and discussion.
Except in circumstances clearly supported by
medical or other documentation, disciplinary
action will be pursued, ranging from reprimand to

: ~ dismissal depending upon the circumstances.

" C. LATENESS

Counseling and /or discipline will be given to employees who accurnulate occasions of

lateness in the twelve (1 2) month calendar year penod commencing on ]anuary 1st,as

" follows:
Five (5) 00CaSIONS. cpeecrenrecssnerresseesnssm [nfOTMEL counseling
Seven (7} 0CCASIONS vuresenrsseesirencsssone Formal counseling
More than seven (7) occasions......, wwReprimand (Final Warning)
An occasion of lateness |
within 3 months of a
Final Warning..... «.Dismissal .

Note: All formal counseling sessions should include a reference to the first discussion and
should be confirmed in writing with a copy to the employee's personnel file, '

a Unauthorized Absence - an absence not approved.prior to the end of an
employee's last previous work shift and, which is not subsequently authorized. These types
ofabsences fall into whatis commonly referred toas "no call-tio show" absencés, Ifan employee
Is unable to report for work (absent a catastrophic situation or where the employee is
Incapacitated and,lunable to report to work); he/she must notify the supervisor or
his/her designee within 2 hours after the start of the shift, in order to be considered for a
subsequent authorization, otherwise the absence will be considered wnauthorized.
Exhployees who are out on unauthorized sick leave directly before or after a holiday,
" weekend, or vacation must submit a medical note upon the employee's return, otherwise a
: doctor’s note.can be requlred Early departure from the assigned duty station w1thout
supervisory approval will constitute an Unauthorized Absence.

.

/



b. Lax;gngss - an absence of more than five (5) minutes from the assigned work .
statmn at the time work is scheduled to begin. :

c. chaﬂgnm,ém_g - any one (1) day, two (2) consecutive or three (3}

consecutive workdays of absence. Evidence provided by a doctor which substantlatés that
an employee was unable to work for a perlod of Ionger than three (3) consecutive Workdays _

"will cause the longer perxod to count as one (1) occasion of absence. This medlcal
substantiation must he subnutted within five (5) business days of returning to work.

d. Hn&hedﬂedgbsgngg an absence not requested and approved prior to the end of an
employee's last prewous work shift, even if such absence is subsequently approved or
authorized and charged to Jeave creditst, A Workers' Compensation injury/dlsease is
an exception to this definition of unscheduled absence.

Note; Employees who have not previously received a formal written counse]mg memo and
who receive approval for an absence other than sick leave following the completion of their
last work shift wxll not bhe charged with an unscheduled absence

1The majority of Incidents of unscheduled absence will be sick leave use as other types ofleave must be
requested and approved In advance. . ,
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